. SMU Job Aid

Run Transfer Evaluations

Step

Action

Click the SMU Custom Programs link.
[l SMU Custom Programs|

Click the SMU Manage Student Records link.

SMU Manage Student Records

Click the Transfer link.

[[ransfed

Click the Transfer Evaluation Report link.
[Transfer Evaluation Report]

Click the Add a New Value tab to create a new Transfer Evaluation ID.

Note: Once Transfer Evaluation ID exists, you may search for it by entering the ID into
the Run Control ID field under the Find an Existing Value tab.

|

Enter the desired information into the Run Control ID field.

Click the Add button.
Add

Enter the desired information into the Student ID field.

Click the Run button.

10.

Click the Server Name dropdown list and select the PSNT item.
[PSNT |

11.

From the Process List options, select U_SRXFER.

O]

12.

Click the OK button.
Ok

13.

Click the Process Monitor link.
Process Maonito

14.

Click the Refresh button until the Run Status shows Success and Distribution Status
shows Posted. (You may need to click the Refresh button several times.)

Refresh

15.

Click the Details link.
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Job Aid . SMU.

Step Action
16. Click the View Log/Trace link.
Wiew Log/Trace
17. Click the file name that ends in PDF.
lU_SREXFER 49038538.PDF]|
18. The Student Transfer Evaluation Report is displayed in PDF format in a new window.
19. Click the Close button.
e
20. End of Procedure.
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