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Knowing how to enter and execute a query can help you find information faster.  If you know some piece of the 

information you are looking for, this function will allow you to only see what records contain that piece of data. 

SFASTCA: Registration information for a student by term. 

We often get requests for what date/time a student attempted to add or drop a course.  This table holds all of that 

information, but can be difficult to read.  First, each transaction is first recorded in a temporary table, then, if successful, 

is recorded in a base table.  So, depending on what you’re looking for, you can eliminate records by entering either 

TEMP or BASE in the Source field on the right side of the form.  Unsuccessful registration attempts would appear in the 

TEMP tables and the Registration Error message the student received would appear in the Message field on this table.  

Successful registration transactions appear in both the TEMP and the BASE tables, so if you only want to see what a 

student was successful in registering for or dropping, you would type BASE in the Source field. 

Enter the Term Code and Student ID number in the key block and then Next Block. 

Click on the ? icon to enter a new query.  

Enter data in the fields to show only those transactions you wish to review. 

 

Then Execute the query by clicking on the icon to the right of the ?  

The query below was executed with no restrictions to show examples: 
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SHASTAT:  Academic Status Information 

In the key block, you can narrow the list considerable by selecting level, campus, college (school), degree, program, or 

major. 

Once you’ve narrowed the list in the key block and perform Next Block, you will see a list of students that meet the 

criteria entered in the key block. 

You can scroll down the list to see further information in the bottom block on each student, or you can perform another 

query in the block to narrow the list further. 
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If you wish to extract data from this form into a spreadsheet in order to create a list of students that meet specific 

criteria, follow these steps: 

1) Enter the criteria for the population you wish to retrieve in the key block, then 

perform a Next Block. 

2) In the Menu above the row of icons, click on Help, then click Extract Data with 

Key from the drop-down menu.  

3) A new window will pop up asking you if you wish to open, save or cancel the 

worksheet.  If you open the worksheet, the data from that block of the form will 

populate the spreadsheet with the criteria entered in the top row. 

4) You now can save, sort, and filter the data in the spreadsheet for your purpose. 

 

 

 

NOTE:  Not all forms allow Extraction of Data.  If the option is “grayed out”, then you may not use this feature 

for that particular form.  You may also need to change your pop-up settings in order for this feature to work on 

your computer. 
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SCACRSE:  Course information.  How to determine if a course number is available to create a new course. 

Go to SCACRSE and enter the Subject Code you are looking for a course number for. 

 

Tab to the Course field and click the LOV (List Of Values) button to bring up a list of existing courses. 

This will bring up a search window of existing courses and titles.  Click and drag the corner of the window to expand it so 

that it is easier to read and then scroll down the list to see what has not been used. 

 

If a course number is listed in this window, it is not available to use for a new course. 

When you are finished, click the Cancel button to return to the Key Block to conduct another search, or close out of the 

SCACRSE form altogether. 


