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Scroll down to Joann’s Access Databases, and select Retention Database5 — Includes
Majors/Minors/Concentrations. You will be prompted to save the file to your computer.
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The first tab of the database, New Students, provides a list of new students (first-year and transfer) for
the term and major(s) selected.

Type or select the desired term in the drop down box next to Step 1.

Select the desired major in the drop down box next to Step 2. To select multiple majors, use
Control/Click or Shift/Click.

Next, click the Extract Information for Majors button next to Step 3.

Once the data is extracted, you can utilize the five buttons at the bottom of the screen to produce
different reports.

Preview Report Student Information provides a list of all new students for the term and major(s)
selected. Itincludes student name, Grizzly ID, class standing, mailing address, phone number, OU email,
student type (first-time FTIAC or transfer) and First Year Advising Center adviser name, if applicable.

Preview Report by Student Type provides the same information as Preview Report Student Information,
but is broken up into separate lists for first-time FTIACs and first-time Transfers.

Preview Adviser Report provides a list of students with Grizzly ID, student type and OU email for each
adviser in the First Year Advising Center.

Open Retention Table opens a spreadsheet with all of the information available in the Preview Report
Student Information. This spreadsheet can be used to create mailing labels, merge letters or to simply
have a database of students.

View Advisers Query opens a spreadsheet with all of the information available in the Preview Adviser

IR 0 EvolmentSummeyForm |- | € -
[ ome | crete  exemaioata Zi o
@ % cut @ =i New X Totals ﬁ ¢ Replace EE]
S 2 Copy H alsae P speling @ GoTor | o .
View | Paste i Refresh Find Szeto Swith | B 7 U . 5
S " F Format Painter tter [ A~ X Delete - EMore I3 Select~ | Fit Form Windows ~ u 2
Views Ciipboard 5| Records | Find Window Text Formatting
|21 £ frm_main_form s B =

[ New Students | current Enrollment | Term End
»

New Students - FTIACs Transfer Students B

Undeclared -

Not Available for this Ma[J

General Education Progre

Post Bach Additional Min

Graduate Preparatory Wc

Graduate Guest Student

College of Arts and Scien
Pre-Liberal Arts for Maiors
Pre-Law

Pre-Med, Dent, Opt, Vet ~

Navigation Pane

Preview Report
Student Information
Preview Report by

Student Type.
ExitS Access
Previ iser

Updated: 873072013

4

Record: M« 1ol
Record: K« 1of1

>0> o iter | Searcn
> [ o ier [[sewen

Form View Numlock |[E)E & @ B %




The second tab of the database, Current Enrollment, provides a list of all current students (new and
returning) for the term selected.

Type or select the desired term in the drop down box next to Step 1.

Select the desired major, minor and/or concentration in the drop down box next to Step 2. To select
multiple options, use Control/Click or Shift/Click.

Next, click the Extract Information By Majors, Minors, and/or Concentrations button next to Step 3.

Once the data is extracted, you can utilize the eight buttons at the bottom of the screen to produce
different reports.

Preview Majors Report provides a list of all current students for the term and major(s) selected. It
includes student name, Grizzly ID, OU email, class standing, total credit hours earned, cumulative grade
point average, whether the student is enrolled and registered for the selected term and First Year
Advising Center adviser name, if applicable.

The Preview Minors Report and Preview Concentration Report provide a list of all current students for
the term and minor(s)/concentration(s) selected. It includes all the same information as the Preview
Majors Report.

The View Majors Query opens a spreadsheet with all the information available in the Preview Majors
Report. Likewise the View Minors Query and View Concentrations Query are spreadsheet versions of
the accompanying reports.

Once the university-mandated mid-term grade process is complete, you can use this database to
determine which student(s) in a major, minor and/or concentration received an unsatisfactory mid-term
grade in their course(s), defined as a U or below 2.0. By selecting the Unsatisfactory Mid-Term Grades
Report or Table button, you can view the information in a report or spreadsheet form. Both options
provide the student’s Grizzly ID and OU email, as well as the course(s) he/she received an unsatisfactory
mid-term grade and the posted mid-term grade.
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The third tab of the database, Term End, provides a list of all current students (new and returning) for
the term selected and should only be used once grades for the selected term have been posted.

Type or select the desired term in the drop down box next to Step 1.

Select the desired major or minor in the drop down box next to Step 2. To select multiple options, use
Control/Click or Shift/Click.

Next, click the Extract Grade Information button next to Step 3.

Once the data is extracted, you can utilize the four buttons at the bottom of the screen to produce
different reports.

Preview History Report For Majors provides a list of all current students for the term and major(s)
selected. Itincludes student name, Grizzly ID, OU email, class standing, courses taken, grades earned,
term and cumulative grade point averages and First Year Advising Center adviser name, if applicable.

The Preview History Report For Minors provides a list of all current students for the term and minor(s)
selected. Itincludes all the same information as the Preview History Report For Majors.

The View Majors Query and View Minors Query are spreadsheet versions of the accompanying reports.
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When you are finished, please use the Exit MS Access button available on all tabs to close the database.



