Student Services and Systems

Student Information System
_____________________________________________________________________________________________

SECTION 4: STUDENT INFORMATION SYSTEM: ACCESS AND RELATED APPLICATIONS

4.0
Introduction

The Student Information System Qsis is at the heart of almost all administrative activity relating to students and their courses at Queen’s. Staff use the system for browsing, updating and maintaining student records. All information held within Qsis is held in accordance with the provisions of the Data Protection Act 1998.

4.1
Purpose

The purpose of the following sections is to define the procedures for dealing with:
1) Requesting an account

2) Problems logging onto Qsis
3) Securing proper access to Qsis
4) Data Quality

4.2        Requesting an account to Qsis (Queen’s Student Information System)
2        Requesting an account to Qsis (Queen’s Student Information System)
            (i)         New Users
Qsis access is given in different ways to different types of users. For Academic Instructors/Advisors: an account will be created automatically when an employee is attached to a Module/Advisee in Qsis. For Clerical/Professional-related staff: an account will be manually created once the employee’s line manager makes a request via the Sharepoint Access Request Form (access to this site is limited to School/Line Managers across the University) and once the employee has attended a mandatory Qsis Fundamentals training course. New users can register through Queens Online for the Qsis Fundamentals Course which runs monthly.

Once the application and the mandatory training course are completed the information will be processed by Qsis Security. User access within Qsis is allocated based on individual business processes which can be selected on the Access Request form; Line Managers/Qsis Security may also liaise to clearly define User Requirements citing page/information requirements where known. Once the account is created the user and line manager will be emailed confirmation that their account is available.

Important: Accounts and passwords may not, under any circumstances, be shared with, or used by, persons other than those to whom they have been assigned by the University.

(ii) 
Existing Users

Line Managers must request changes to existing Qsis accounts via the Sharepoint Access Request Form, specifying changes to required business processes in detail. User access within Qsis is allocated based on individual business processes which can be selected on the Access Request form; Line Managers/Qsis Security may also liaise to clearly define User Requirements citing page/information requirements where known. With each requested change to user access, Qsis Security will also conduct a review of the user’s existing access.
(iii)         Transfers
Access permissions are allocated as per the needs of each user, as specified by their Line Manager and relevant to the activities carried out by their School/Department/Business area. Qsis Security receives data from HR regarding staff moving/leaving and reduces/closes out user access as appropriate; however, Schools/Departments should also contact Qsis Support when staff move/leave Schools/Departments. It is the responsibility of the new School/Department to formally request and define the Access requirements of the incoming staff member, as per procedure outlined in 4.2(ii). Schools/Departments should contact Qsis Support to request changes to staff present on the Instructor/Advisor Table.

4.3        Problems logging into Qsis
            Forgotten passwords

Named Qsis staff accounts (eg jsmith) are no longer supported and are being replaced by Active Directory Qsis logins (eg 1234567). For remaining named account users who have forgotten their passwords, they should contact Qsis Support (ext 2884; studentsystemssupport@qub.ac.uk) and their login will be transferred to their AD login as appropriate (at this time, a user access review will be undertaken).
Staff who have forgotten their AD login credentials i.e. Academic Instructors/Advisors or clerical/professional-related should contact Information Services Helpdesk on ext. 3760.

4.4 
Requirements from Schools
Schools must ensure that their student records are accurate and updated directly following Enrolment and Registration each year, particularly for the purposes of preparing for examinations and graduations. The deadline for completion of maintenance in the following areas is 15 October.

▪ Academic enrolments/courses/stage/program plan/sub-plan information

▪ Advisers of Studies

▪ Supervisors – research

▪ Graduation details
▪ Withdrawals

All fields within a student’s academic enrolment environment in QSIS should be maintained at School level.

Students opting to Withdraw from the University

Two consecutive years is the maximum period for students to be on a temporary withdrawal.
Students should contact their Personal Tutor / Adviser of Studies prior to making any firm decision to withdraw from the University.

Students should be referred to the appropriate support services by their Adviser, prior to completing a withdrawal form:
· the Student Financial Advisor (Students’ Union)

· the Careers Office

· the University Health Service

· the Counselling Service

The student’s Adviser of Studies should conduct an exit interview and arrange completion of the withdrawal process at School level via SharePoint within 5 working days of the completion of the withdrawal form by the student. 

A brief account of the reason(s) for withdrawing should be provided on SharePoint with the main reason recorded.

The Adviser of Studies should then recommend that the student notifies the appropriate authority(s) which may be one or more of the following:
· Local Education Authority

· Student Loans Company

· University Accommodation Office (if living in Halls)

· Income Office / Student Registry Services – Fees

· Bursary Office

If a student has been presumed withdrawn then the School should complete a withdrawal on SharePoint within 5 working days in the absence of the student following the 15 day lead-in time (as outlined in 3.8 above).

Withdrawing from the University may affect tuition fees/loans paid or due and bursaries; a student’s position with regard to repayment will be reviewed automatically by the University (see Section 3).
The Student Registry Services Office will inform the relevant authority(s) of withdrawals (ELB, SLC etc) on a monthly basis.

The Student Registry Services Office has expertise in maintenance of core student records and can be consulted at any time. Please contact ext 2727 for information.
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