Faculty/Saff. Default Campus

This tutorial will show you how to set default campus on your user defaults page so you
will no longer have to choose the campus with every class search

1. Go to my.pitt.edu and log in using your University username and password.

Welcome to My Pitt

My Pitt is your personal guide to the Pitt Students, Faculty, & Staff Student Applicants

Usemname Usemname

Enter your University

Username and Password. Password Password

email, you'll find what you need quickly and il

easlly
g Forgot Password?

New Account Activation

2. From the Self Service main page, click the Set Up SACR link.

University of Pittsburgh

Favorites = Main vMenu

Search:
»)
[ My Favorites
[> NBS Application
[> Self Service
[> Workforce Administration
[> Campus Community
[> Student Recruiting
[ Student Admissions
[> Records and Enroliment
[> Curriculum Management
[ Financial Aid
[> Student Financials
[> Academic Advisement
[> Contributor Relations

[ S\ Inagration Pack Click the Set Up SACR link.

Set Up SACR
nierpnse components

[> Worklist

[ Tree Manager

[ Reporting Tools

[> PeopleTools
PSUnit

- My Personalizations




3. Click the User Defaults link

) University of Pittsburgh

Main Menu Set Up SACR

% Set Up SACR
s>

efine instalistion option 2yl product-related set up tables.
User Defaults

fne user defauts

Foundation Tables
Contais 8l components to set up your scademi structure, buiid
and rooms
Academic Structure
Teom Sstup
Facites
Reportng Codes
System Administration
Contains components and processes for system administration
Utities
Database Processing
Iteoratons

2 More.

N wile.

Click User Defaults link.

for common business processes

20 More.

4. Click the User Defaults 2 tab

Set Up SACR

User Defaults

Main Menu

Academic Institution:
Career Group SetiD:
Facility Group SetiD:
Academic Career: X
Academic Group: Q
Subject Area: A
Term: A
Academic Program: Q
Academic Plan: Q
Academic Sub-Plan; Q

{3 Save [T Notify

L University of Pittsburgh

Pittsburgh

Pittsburgh L}

Click the User Defaults 2 tab.

5. Select a Campus and click the Save button

User Defaults 3

Liser Defaulls 4

User Defauits 1

SetiD:

Aid Year:

Business Unit:
Application Center:
Recruiting Center:
Cashier's Office:
Department:

Admit Type:

Campus:

Institution Set:

University

University

of Pittsburgh

of Pittsburgh




6. From the Self Service page, click the Class Search link.

University of Pittsburgh

Main Menu Self service

Self Service

ate fo your self service information and activities.

iStudent Center
{Use the student center fo manage school relsted activies

@&‘ Academic Planning Enroliment = Browse Course Catal

Build your academic planner v appointments, plan and enrol in classes, view student and exam Browse the course catalog by subject
schedules.

Class Search
Use search criteria to find & ci88s or browse the course catal

i= Class Search

7= My Course History
<@ Campus Finances (..., Campus Personal Information Academic Records

1 View your
financial aid

ccount, make an elecironic payment, view and accept your IE" Mantain your personal nformation and revie:
vards your record.

7 Account bquiry 7] Agdresses

7= View Finsncial Aid B

holds and to dos pending o ew grades and advisors and request transcripts and v

= My Course History

My Advsors
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one Numbers
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:’; Degree Progress/Graduation ﬁ_! Transfer Credit Pitt Self Service
s View your degree progress report and apoly for graduation. Evaluate classes for transfer and view your transfer credt report Pitt Self Service
7 View Degree Progress Repor) I= Aftendance Roster By Studes

7. The campus field is now populated
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9) University of Pittsburgh
=4 = Home

Favories | Man Menu > Curiculim Management > Sched

of Classes > Class Search

Search for Classes

Enter Search Criteria
2147 - 2014Summer | 2151 - 2014Fall | 2154 - 20155pring

Institution University of Pittsburgh -

Term Q

Select at least 2 search critena. Click Search to view your search results,

 Class Search

e b select subject

Course Number is exactly -
Course Career -
¥|Show Open Classes Only

Open Entry/Exit Classes Only

¥ Additional Search Criteria

Meeting Start Time  greater than or 2quzl to -
Meeting End Time less than or equal to -
Days of Week include only these days v

Won [ Tues [7] Wed [ Thurs [7] Fri[F] Sat 7] Sun

Instructor Last begins with v
Name
Class Nbr

The Campus field will now be
populated with the default campus
from your User Defaults.

Course Keyword
Minimum Units greater than or equal to
Maximum Units less than or equal to

Course Component

Session
Campus Pittsburgh Campus * Required Field

Location




