Stanislaus State

ENROLLMENT SERVICES

Excess Unit Approval Request Guide
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Introduction

This guide outlines the process for faculty to review Excess Unit Approval requests submitted by
students within their Faculty Center in PeopleSoft.

Excess Unit Approval allows a student to enroll in more units than the maximum number of units
per term. Justification is required for submitting an Excess Unit Approval request.
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Navigating to PeopleSoft

The requests are located within the Worklist and are accessible from within PeopleSoft. You can
navigate to PeopleSoft using the links found on your myStanState dashboard.

Using your preferred internet browser, navigate to my.csustan.edu and log in using your Stanislaus State
credentials. You will be prompted to log in using Multi-Factor Authentication (MFA). For more
information or help with issues involving MFA, please contact OIT.

Stanislaus State

Logging into myStanState

Warrior Sl gn In Warrior Identity Information

Your Warrior Username is the first part of your University e-mail
address, up to the "@" symbol. (ie: for JBond@csustan.edu, the Warrior
Username is "JBOND")

Your Password is initially set at the “Initial” Sign In page that you
received from Admissions, or you can reset your Password using the
provided link.

Ned Help?

Forgot your Warrior Username or Password? .
LY = Documentation for Students, Faculty, or Staff

You can also contact the Technology Support Desk for assistance, 667-
3687

Upon logging in, you will see your Employee Dashboard. Scroll down and locate the box within
your Employee Dashboard with the header labeled PeopleSoft. Within the Peoplesoft box will be
a header labeled PeopleSoft Single Signon. Click the link below this header labeled MyStanState
Student Center to navigate into PeopleSoft.

mystanstate
Peoplesoft

Employee Dashboard

Information & Resources .
Frequently Asked Questions | Daily Seli-Screening: Faculty - Staff | COVID-19 Campus Updates |1 Peop |es Oft S I n g |e

Steps for Coming to Campus S Ig n 0 n
« Complete the Employee Vaccination Certification Process .
« Face coverings are required indoors, even if you're vaccinated CFS - Finance S}fstem
+ Complete the daily screening form before coming to campus: Faculty - Staff
+ Physical distancing of at least 3 feet is encouraged MyStan3tate Human Resources

Real-Time Zoom Support: Call (209) 667-3687 & select option 1, 8am-10 pm

MyStanState Student Center

Note that the PeopleSoft link will open a new tab or window. If you have a pop-up blocker, you
may need to disable it in order to allow the window to open. You may also be prompted to log in
again with your Stanislaus State credentials.
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Navigating to the Worklist

After logging into PeopleSoft, you will land on the Instructor Homepage. Click on the Worklist
icon on your homepage to navigate to the worklist page.

Search in All Content

Instructor Homepage ~

Worklist

©

Classic Home

=l

How to Navigate

®

You can also use the NavBar in the upper left corner to navigate to the worklist:

- | NavBar

How to Navigate @

Recently Visited

5_:® O

Favorites

Menu

=@

Wiorklist
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‘My Worklist’ Page

The worklist can be viewed in Summary View or Detail View.

51 My Worklist - Summary View Worklist

Worklist for

-1 My Worklist - Detail View

Worklist Items

From Date From Work Item

Worklist
Worklist for G
Detail View

WorklistFiters|_ ~] [ Feed

Worklist ltems

New Window | Help | Personalize Page

Worklist Filters v

Personalize | Find | View All | (21|

Worked By Activity Priority L

Personalize | Find | View All | (21| [ First (4) 1-30f3 (b Last

From Date From Work Item Worked By Activity Priority

) 011012023 Approval Routing Approval Workflow \:I W

L ] 01/10/2023 Approval Routing Approval Workflow \:IE
W 010202 Approval Routing Approval Workflow E%

As indicated by their titles, the Summary View provides a brief overview of tasks in the worklist,

while the Detail View provides more information on each item.

Worklist
Worklist for (N SR

Worklist Filters |

v | Feed
Worklist ltems Personalize | Find
From Date From Work ltem Worked By Activity Priority Link
N  (4/05/2023 Approval Routing Approval Workflow |:| %m—
[ ] 08/29/2023 Approval Routing Approval Warkflow

[ v Excess Unit Approval -
A

The worklist items that require your review will be listed. Each line represents a unique
Permission Request. Requests involving Excess Unit Approval are indicated by the Excess Unit
Approval detail in the Link column towards the right of the Worklist Items table. The student’s

name and ID will be indicated on the request row.
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Faculty Review and Action

Select one of the permission requests by clicking the hyperlinked messaging in the Link column.
Upon selection, you will navigate to the student’s Permission Request. Review the information
included on the request page.

Excess Unit Approval

1 Petition Term Information

Term 2023 Fall
College Filed for Graduation? Yes, Graduafing 2024 Spring
Program Undergraduate Degree Seeking
Plan Music
Standing Junior

Email

In which term do you expect to graduate from 5tan State?

2024 Spring
2 What is the total number of Stan State units you will be taking?
35.00
List each course you plan to take for the requested term:
« Indicate if the course is taken at Stan State, or outside Stan State.
» Include course descriptions, units, and enroliment dates.
+ Add one row for each course you will be taking. Click "Add Course" to add more rows.
3 Planned Courses
CSUSTAN _qisoe, Course Units  Session Dates
1 MUS4551 (LEC) - Instrumental Methods 3.0 082172023 - 1211512023
2 MUS4550 (SEM) - Instrumental Lit Seminar 20 0812172023 - 12115/2023
3 MUS3681 (ACT) - Woodwind Technigues 10 0812172023 - 12115/2023
4 MUS3410 (LEC) - History of Jazz 3.0 082172023 - 1211512023
5 MUS3370 (LEC) - Intro to Music Education (WF) 20 082172023 - 12115/2023
G MUS3260 (LEC) - Form and Analysis (WF) 20 0812172023 - 12115/2023
7 MUS3100 (LEC) - Music History and Lit Il 3.0 0812172023 - 12115/2023

Provide a personal statement that explains why the overload is necessary.
You may also attach supperting documents.

4 Personal Statement

Attachments (7
Mo Attachments

5
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1. Petition Information
At the top of the Excess Unit Approval request will be the petitioning student’s name and ID.

Within the Petition Term Information section, the student’s College Program, graduation
application status, College Plan, and standing will be displayed. The term applicable for the
excess units will also be displayed.

Additionally, the student’s provided contact email and anticipated graduation term are available
beneath the Petition Term Information section.

2. Total Units
The number displayed here indicates the total units anticipated, including the excess units the

student is requesting approval for.

3. Planned Courses
This section displays information for both the courses the petitioning student is currently enrolled

in and the courses the student is taking that will result in excess units.

4. Personal Statement
The student is required to provide a personal statement with their Excess Unit Approval request.

The statement can be reviewed within the personal statement section.

5. Attachments
If the student has supplementary documentation included with their Excess Unit Approval request,

the supporting documentation can be accessed in the Attachments section. Supplementary
documentation is not required of the student.
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Approver Actions

Approver Actions (7 ‘

Override Total Units 35.00 Name

Internal Comments
DateTime Name Comment

View Unofficial Transcript Approve Deny

Extra Unit Approval
Status:Pending

Extra Unit Approvers

Pending Not Routed
Multiple Approvers Multiple Approvers
® Department Chair (Major) @ Registrar's Office

Submission Status

Request Date 07/06/23 9:55PM Status Submitted ¥ | 07/06/2023 9:55PM
Back

If needed, you may access the student’s unofficial transcript as determined by PeopleSoft access.
Click the button labeled View Unofficial Transcript to access it.

Note: The number in the Override Total Units field should equal the total sum of the units
entered in the Planned Courses section. Please confirm that this number is accurate before
continuing with the request. If there is a discrepancy, you have the following options:

o Deny the Request: This will close the request and the student will have to submit a new
request if they wish to petition again.

o Contact Enrollment Services: You may reach out to Enrollment Services at (209) 667-3264
for assistance with the request.

After reviewing the petitioning student’s provided information via the Excess Unit Approval
request, you can make your decision using the Approve or Deny button. A comment will be
required if the request is denied.

If approved, the request link will be removed from your Worklist and the next approver will be
notified to review the pending request.

If denied, the request will stop at this step and the student will be notified about the denial.

Once all applicable approvers have processed the request, the Office of the Registrar will be
notified for final processing. A final email notification to the instructor and student will be
forwarded as confirmation of final processing.

For questions or assistance, contact Enrollment Services (209) 667-3264
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