BASIS - Student Information System

BEFORE YOU BEGIN:
Before you begin you will need -

1. VT320 or PowerTerm software set up on your desk top (You or the secretary in your
area should complete a Computing Service Request for this software)
(http://csr.sunybroome.edu)

2. A BASIS Account. If you don’'t have a BASIS account, your supervisor needs to sign a
Computer Account Request Form, available in MS Outlooks public folders. Your
account will come with a 4 digit operator number and BASIS password.

= pATHWORKS 32 ¥T320 CEK

File Edit Setup Help

TO LOG ON a

. BCC Copyright 2002-2003

Broome Commusfiity College (BCC) is a member of SUNYnet. SUNYnet provides
1' Left DOUble C“Ck on the VT320 or BCC's connection to the global Internet computer networks.
Each network requires the user to be responsible concerning use of

POWerTerm appllcatlon. the network in a legal, ethical, collegial and non destructive manner.

. . Every user is responsible for any and all_act@vitigs that take place
2. The PATHWORKS window will B o L e A o D
Open and you Wl” See the prompt exceptions. By logging in, I agree to all such regulations and policies.
THE HEMEST
for USERNAME - enter SISUSER Broome Community Culleg:T*EOMPHQ DS20E g;::er -- Hode ALPHA1
and PreSS <Enter> Internet Hode Name: ALPHA1.SUNYBROOME.EDU

% AUTHORIZED USE OHLY ek

Username: [

3. The basis security screen
appears. To gain access to the
system you must enter the < 2
following:

a. System Number — 001
b. Operator Number - <the 4 digit code you were assigned>
c. Password — <the BASIS password you were assigned> IN CAPS

E. PATHWORKS 32 YT320
File Edit Setup Help

Z38 Uersion 1.14 - BROOME COMMUNITY COLLEGE ~
* > *
* SYSTEMNS 4 22> *
* COMPUTEHR 23020 SCT Plus *
* TECHHNDLOGY b Online System *
* 22> *
* > *

System Humber? H__
Your Operator Humber?
Your Password? DE
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http://csr.sunybroome.edu/

Z. PATHWORKS 32 ¥T320

File Edit Setup Help

I-Z0167 - CHECKPOINTING VERSIOH P OF SYSTEM

001 518 HMenu
screen: B SID:

SHARED COMPOHEHNTS
Hame Search
All Addresses
Permanent Address
Local Address

Course:

Biographic & Demographic 1
Biographic & Demographic 2
Biographic & Demographic 3

10 3tudent Electronic Access

11 Information Release Restrictions

12 318 Student DeletesID Change

13 3Student Immunization Report

3
&4
5
6 Billing Address
7
8
9

14 Canadian BiosDemo Data
1% Hext-of-Kin Addresses

16 Tax Form W-92% Information

17 Emergency Contacts

20 Student Phone Humbers

21 Employment History

THE BASIS MENU

001

OTHER SIS MEHUS

49
101
201
301
401
501
601
701
BAT
WEB
WBF
ZEM

Term: Printer Code: _

School Index Maintenance
School Code Index

Operator Security Profile
Operator Screen Access List
8I% Holds and Comments

2I% Data Collect Henu
Student Records Menu
Admissions HMHenu

Financial Aid Management Menu
BillingfReceivables Henu
Housing Henu

On Course Menu
SEVIS/International Tracking
Batch Processing Henu

Web Student Controls HMenu
Web Faculty Controls HMenu
Event Processing Henu

1. You will now see the BASIS main menu, a list of other screens and their
corresponding number. Which number screen will take you to student records?

2. An ACTION LINE appears across the top of the screen. By filling in this line, you can
move from screen to screen, student to student or course to course.

3. Atthe SCREEN: prompt enter 101 (student records) You will now see a list of screens
numbers pertaining to student records. Many of these screens are used by the
registrar’s office only. For advising purposes you will only need to use the following

screens:

105 Course Sections
107 Class Lists

109 Student Schedules
113 Midterm grades
136 Transcripts

221 Test Scores

681 On Course (not covered here)
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NAVIGATING BASIS MENUS
1. The ACTION LINE is a form with blanks (fields) to be filled in. As you fill one field the
cursor will immediately jump to the next field. If you do not need to change the
information in that field just TAB past it. Use the TAB key to move from one field to
another. If you enter the information incorrectly just keep pressing tab (the cursor will
cycle through the fields) until the cursor comes back to the field with the error. Then
type your correction. Or CTRL H moves you back ONE space at a time.
At the SCREEN field enter one of the three digit numbers stated above.
At the SID (student identification number) field enter the Social Security or ID number
without any hyphens or blanks separating the digits.
4. Atthe CRS (course) field enter course by department name and numbers as follows,
(note the blank space between the 3 letter course code and the section!):
a. ENG 11001
b. BIO 131L21 (lab)
c. ECO 110wW12 (writing emphasis)
d. CST 220K01 (online WebCT)
e
f.

w N

HIS 130Y01 (online SLN)
MLT 120KT1 (online, trailer)
g. Note: the section number is only required for screen 107, Class Lists,
otherwise you can enter just the course code - CST 105
5. Inthe TERM field enter the year followed by 1 for spring, 2 for summer or 3 for fall.
Fall 06 would be stated 063.
6. The transcript screen (136) has a field for CAREER, enter U for under graduate here.
7. Some screens take up several pages. Use the return key to see the next page of the
screen. The Return key will cycle you through the pages.

LOCATING A STUDENT WHEN YOU DON'T KNOW THEIR ID NUMBER
1. Atthe SID field type in the student’s last name.
2. Alist of names will appear. Scan the list and note the number to the left of the correct
student’'s name. At the bottom of the screen you will see a prompt for line number.
Enter the digit to the left of the student’'s name.

EXITING BASIS
1. To sign out (SO) At the screen field type SO <enter>
2. Don't’ forget to log off the computer.

ACCESSING BASIS FROM OFF CAMPUS
1. You can access BASIS through BCC Away. Go to
http://web.sunybroome.edu/bccaway and click on APPS
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