Creating, Managing and Using Student Lists

Student lists are static lists in the platform that can be used to organize or track students based
on a certain attribute. Once a list is created, it can be used across the platform and in
coordination with other Pathways features.

These lists must be manually updated, as they will not update with other PeopleSoft related data,
such as advisor assignments or enrollment. If a student no longer fits the criteria for the list you
created, you will need to remove them.

Student lists are only visible to the user who created them and cannot be shared with other
Pathways users.
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Accessing and Using Student Lists

Student lists appear and can be accessed several places across the platform. They can be used

for Advising Campaigns, sending communications, and as a self-created filter for searches and
reports.

The Assigned Students page includes a List Type drop-down menu where you can access each
student list.

Student lists can be added as a column on your Assigned Students Staff Home Tab.
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Student lists can be used as a filter when running Reports.
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Student lists can also be used as a filter in Advanced Searches.
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You can also access student lists from the List & Saved Items icon from the left navigation
menu of any page. This is where student lists need to be managed.
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From here, you can also perform several actions using the drop-down Actions menu.
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How to Create a New Student List

Select the checkboxes for students that you want to include in your student list. This can be
done from your Assigned Students section, an Advanced Search, or from a Report.

NOTE: Selecting the checkbox at the top will only select students on the first page (or page that
you are currently on). If you have more than 100 students, be sure to select the link that is
displayed to “Select all items”, which will appear under the Actions bar once the checkbox at the

top is selected.
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On your Staff Home page, once the students are selected, select the Actions Drop-down menu,
then select Add to Student List.
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Select Create new list and give the new student list a name. Select Save.
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If you would instead like to add students to an existing list rather than creating a new one,
select the list(s) you would like to add the student to. Select Save.
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To access your student lists, select on the List & Saved Items icon from the left navigation
menu of any page.
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Managing Student Lists
(Removing and Adding Students, Deleting and Renaming Student Lists)

Student lists do not update like your assigned students might, based on PeopleSoft
relationships. To maintain accurate student lists, you will need to update them manually.

Select the List & Saved Items icon from the left navigation menu to access your student list
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REMOVING OR ADDING STUDENTS

Under Student Lists, select the hyperlink of the list you would like to update and then select the
student(s).

Student Lists

Student Lists are static lists of students by student ID. Even as student informatian changes, the list of students will remain the same. Use Student Lists to track information about a group of students.
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Use the Actions drop down menu to add the student(s) to another list or remove the student(s)

from the selected list.
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If removing student(s), select Yes to confirm.

STUDENT LISTS

Are you sure you want to remove these users from this
Student List?

If adding student(s) to another list, in the pop-up window, you will need to select the additional
list(s) you would like to add the student(s) to. Select Save.
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Cancel Save

Note: All lists that already have a checkbox means that the student is already a member of that
list. If you un-check a box in this step, the student(s) will be removed from the list and be
added/remain on all other lists that are checked.

RENAMING OR DELETING A STUDENT LIST

Use the hamburger menu to Rename or Delete an entire list.

Student Lists

Student Lists are static lists of students by student ID. Even as student information changes, the list of students will remain the same Use Student Lists to track information ab
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‘ Delete H Search in Results
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Renaming an entire student list can be useful for tracking things like classification (to move a
whole first-year cohort into their second-year)

How to Upload a Student List

Often, you have queries from other systems that would be useful to your work within the
Pathways system. Rather than recreating that list within Advanced Search or manually add
students to a student list, you can load students into the system from the list you already have by
uploading a .csv file.

Before you start in Pathways, you will need to create a .csv file in Excel.
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The spreadsheet should include header and a list of PeopleSoft IDs of the students that you
want to include in your student list. All other columns are optional and will not be used. Note:
you can export your list of PS advisees from the Advisor Center in PeopleSoft.

A B C D E F G H J K
1 |PSID Last Name First Name AdmitTerm
2 1111111 Doe lane 2244
3 | 2222227 lane Mary 2244
4 | 1234567 Smith lohn 2244
5 3333333 Thomas  Ryan 2244

Faculty Center | Advisor Center || Search

My Advisees | Student Center | General Info | Transfer Credit | Academics

My Advisees

Select display option

@® Link to Photos O Include photos in list
Personalize | Find | (2 | &2
Motify Photo Hame v} Committee View Student Details Aa\;ﬁ:g
e
1 0O [ Biological SCIeNCes o siudent Details &

In Pathways, select the List & Saved Items icon.
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Select Upload Student List.
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75 Student Lists are static lists of students by student ID. Even as student information changes, the list of students will remain the same. Use Student Lists to track information about a group of students
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On the next page, you can add your students to an existing list or select New Student List then
select Confirm.

Upload File to Student List

l [ select a Student List l |2| Upload ﬁ Choose a Column |2| Complete

Select A Student List

Choose a list to add these students to

v Confirm

Advisees for campaign

New Student List

Select the Choose File button to select the file you want to load, then select the Click to upload
the file button.



Upload File to Student List

IE( Select a Student List |2| Choose a Column Igl Complete

Upload

Please upload a csv file containing a column of student 1Ds

Choose File |kburns sample CSVesv Click to upload the file

Select the header of the column that holds your PeopleSoft IDs and select the blue Save
button.
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