EMT- Enroliment Management Tool
Quick Reference

Before You Begin
Have your Datatel ID and password. If you are unsure of your Datatel credentials or need to reset your password, contact Tammy in ITS @ x07414.

Logging In

Step 1 http://emt-vm/emt
Go to the EMT website R // /

-’Q‘—Tip: Save the website address under your Favorites for easy access.

Step 2 SaniarAna College WwSaniiago Canyon College

Enroliment Management Tool

Enter your Datatel ID and password.

LogIn

Please enter your Datatel User ID and Password

User ID [cschultz |

Password [oooooooo| I

Environment [ Production v ]

LOG IN

~ ) o
"Q‘Tip: The password is case-sensitive, make sure your keyboard is not inadvertently in Caps Lock.
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http://emt-vm/emt

Accessing the EMT Spreadsheet

Step 1

Click “View Spreadsheet” from the left menu. E n ro I I men 1' N

Estimates Select an item from the left menu.

Spreadsheet
View Spreadsheet

Step 2

View Spreadsheet
Enter the desired selection and click “SUBMIT”.

Reporting Term: | 2011FA- Fall 2011 v|
Location: | SAC- Santa Ana College v.

Residency: Both Resident and Non-Resident
Resident Only
Non-Resident Only
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Accessing the EMT Spreadsheet(Cont)

File Download E
Step 3
The “File Download” window appears. Select “Open”. Do you want to open or save this file?
@ Name: EMT_SAC_2011FA_RESBOTH_APPRINCL.xisx
Type: Microsoft Office Excel Worksheet, 1.94V8
From: emt-vm
A‘
. ( Open 1 Save ] [ Cancel l
-’Q"Tip: When you select “Open”, the spreadsheet is read-only. If you want to write [) Aways ask before opening this type of file
to it, you can select “Save” and make a local copy.
E,a 7“ L B T s EMT_SAC 2011FA RESBOTH APPRINCL X Read-Onlyl _Microsoft Excel
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Accessing Reports

Step 1
Select the desired report from the Reports menu item.

Estimates
Spreadsheet

Reports
*> EMTO0300 State Apportionment

* EMT0310 Term Companson

EMT0320 Section/Crse Comp

Select an item from the left menu

Step 2
Enter the desired selection and click “SUBMIT”.

EMT0320- Section vs. Course Comparison

Term: | 2011FA- Fall 2011

Compare: Section Load

Output Format: Repon

& o By

v
Location: | SCC- Santiago Canyon Colleg ¥ |
/|

IS.. |is Less Than Course’s ¥l

v

Step 3
The report appears

Term: 2011FA- Fall 2011
Location: SCC- Santiago Canyon College
Compare: Section Load is Less Than Course’s

_ﬁ Rancheo Santiago Community College District
Section vs. Course Comparison

Course o} Title Course Load
Section Start Date End Date Acct Meth PT oL FT Section Load
Ho. Instr Meth Bldg Room Su M T W Th F Sa Time

ART-126 11563 Intermediate Stained Glass 325
50306 08/22M1 121111 w 000 0.00 000 0.00
1 LEC 2D D-110 0500 PM - 07:00 PM

2 LAB 2D D-110 O7:00PM - 10:15 PM

ART-1888 9943 Glass Exploration Il 2.25
50310 082211 121111 w 000 0.00 000 0.00
1 LEC 2D D-110 Th 06:00 PM - OF:00 PM

2 LAB 20 D-110 Th 0700 PM - 1015 P
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Navigating Reports

(1) Click this icon to go to the Next Page.

(2) Click this icon to go to the Previous Page.

(3) From the drop-down, you can select to “Go to the First Page”, or “Go to the Last Page”.

(@ S llrm | )| 2019 -| 100% |~

I Maﬁllleportl

Term: 2011FA- Fall 2011
Location: SCC- Santiago Canyon College
Compare: Section Load is Less Than Course’s

Go o First Page

Go to Last Page

’ Rancho Santiago Community Co
Section vs. Course Comp

Course D Title

Section Start Date End Date Acct Meth

No. Instr Meth Bldg Room Su M T W Th F Sa Time

ART-233 10543 Advanced Drawing

50336 08722111 1211111 w 0.
1 IFC on n-1n9 T Th 01:30 PM - n2-:35 PM
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Searching Text in Reports

Step 1

(1) Enter the text to search for in the
search box.

(2) Click the binoculars icon.

Term: 2011FA- Fall 2011
Location: SCC- Santiago Canyon College
Compare: Section Lead is Less Than Course’s

’ Rancho Santiago Comt
Section vs. Cou

Course D Title

Section Start Date End Date Acct Meth

No. Instr Meth _ Bidg Room Su M T W Th F_ Sa Time
EXER-125 13981 Cardio Boxing

RNARD NRMN2M1 12111111 W

Step 2

|@% Cw #50f0

S | L | | s0es3

|v | 100% |-

Main Report

Term: 2011FA- Fall 2011
Location: SCC- Santiago Canyon College
Compare:; Section Load is Less Than Course's

# Rancho Santiagoe Community College District
Section vs. Course Comparison

The first occurrence of the text searched appears highlighted. If you want to continue looking for more occurrences, click the binoculars icon again.

Course 1D Title Course Load
Section Start Date End Date Acct Meth PT oL FT Section Load
No. Instr Meth Bldg Room Su M T W Th F Sa Time

EXER-125 13981 Cardio Boxing 295
50682 082211 121111 w 1.50  0.00 0.00 1.50
1 LB 2D D-125 T Th 0120 PM - 02:10 PM

EXER-125 138981 Cardio Boxing 295
Bossa 0 osz2M1 12M11 w 1.50 0.00 0.00 1.50
1 LaB 2D D-125 I w 10:05 AM - 10:55 AM

EXYER-125 12981 Cardio Boxing 295
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Printing Reports

Step 1
Select the printer icon located inside the report (make sure you don’t confuse it with the browser’s print icon).

> RSCCD Enroliment Management Tool [PROD] - Windows Internet Explorer

sanita Ana College i Santicgorcanyon €

Enroliment Management Tool

Grias [ Job D[ Tore |+ T00% |-

Term: 2011FA- Fall 2011 ’ Rancho Santiago Community College District
Location: SCC- Santiago Canyon College Section vs. Course Comparison
Compare: Section Load is Less Than Course’s

HOME

Course 1D Title Course Load
Section Start Date End Date Acct Meth PT OL FT Section Load
No. Instr Meth _ Bldg Room Su M T W Th F Sa Time

ART-186 11563 Intermediate Stained Glass 325
EN2NA NRIM21M1 12111111 w nnn ann ann nnn

LOG OUT
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Printing Reports (Cont.)

Step 2
The Print window appears.

(1) Your default printer will be selected. You can
select another printer from the drop-down if
needed.

(2) You can select to print “All” or click on “Pages”

and enter the pages you want to print.

(3) Click OK.

Print
Printer (]
PP & \\districtprint\DIST 250 ITS Xerox WorkCerd P B aband I
Status: Ready Comments and Forms:
Type:  Xerox WorkCentre Pro 238 PS IDocumem and Markups Ll
Print Rang Preview: Composite
" Current view (2)
" Current page
K n A
Pages | 1-9 _ —3
T~
Subset: | Al pages in range -l S —— -
= e Re .as =
[ Reverse pages DILE ¢ == -
Page Handing v e g “
Copies: i 8 & 85 |DE % E
EEFE o .
: =TEFFE :
Page Scaing: IFnt to Printable Area L] 4 ".:..: s
FErY o .
IV Auto-Rotate and Center L | o

[” Choose paper source by PDF page size
I~

Units: Inches Zoom : 96%
I Print to file

s

19 [
(3) Cancel I

PmtmgTosI | Advanced I
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Exporting Reports

Step 1
Select the export icon located inside the report.

@ x| 10r

Term: 2011FA-Fall 2011

’ Rancho Sa

Location: SCC- Santiage Canyon College Sec
Compare: Section Load is Less Than Course's

Course D Title
Section Start Date End Date Acct Meth
No. Instr Meth Bidg Room Su M T W Th F Sa

ART-186 11563 Intermediate Stained Glass
50306 0822111 121111 w
1

LEC 2D D-110 T
2 I AD boln Nn.14n T
Select a file format from the drop-down, for
example PDF. File Format:
Click the Export button. @ D
Page Range:
@ | 1 Pages
" | Select Pages
From [—"\
To
arD
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Exporting Reports (Cont.)

Step 3
The File Download window appears.
(1) Select the desired folder location where
to save your file.
(2) Enter the desired file name.

(3) Click the Save button.

Save . - 0 ? o ,
(3 Cyberink C)Peles C Projects
‘/I ()Datate! () SQL Server Management Studio
Recent (L) Downloads () Updaters
(JHistory i) Visual Studio 2005
(()ie compatib () Visual Studio 2008
A .
@ L) Integration Services Script Component I Visual Studio 2010
Desktop () Integration Services Script Task (Dwintegrate
AMy Music
| IC)My Notebook
J @Mv Pictures
: {3my Shapes
My Do . LMy Smiebox Creations
- ™My videos
gj @My Web Sites
~ | OneNiote Notebooks
My Computer
: n (2) —
‘9 Fename:  CEMTOR0pd > v
My Network Save as type: PDFDownem vj
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