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6. Enter the term directly for the desired list of students or use the Lookup Tool. Click the Lookup  
button.  

 

7. A list of terms displays. Scroll down to select the appropriate term or enter it directly (e.g. 2191 
Winter 2019). Enter the desired information into the Term field and press enter or Look Up. Click the 
Look Up  button and c lick the term (e.g. 2191 Winter 2019). 

 
 





Graduate Students Who 
Failed to Register Report  
SA – Graduate Programs 

 

 
 

4 | P a g e 
    March 2019 

 

10. 
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16. Once the Run Status is Success, the View Log/Trace  link is clickable on the Process Detail page. Click 
the View Log/Trace  link. 

 

17. 



 

Graduate Students Who 
Failed to Register Report  

SA – Graduate Programs 
 

 

7



Graduate Students Who 
Failed to Register Report  
SA – Graduate Programs 

 

 
 

8 | P a g e 
    March 2019 

 

21. Open the Excel file from the location that you saved it. You may see the following message appear. 
Click the Yes button.  

 

22. The results will be displayed in an Excel spreadsheet. For FOIP reasons some information has been 
removed. 
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23. To view the .pdf navigate to View/Log trace Records and Enrollment  > Career and Program 
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25. Use the following steps if you have previously created a Run Control ID (gradstudentsnotregistered) 
and you wish to run it again. Navigate to Records and Enrollment > Career and Program 
Information > GRAD Students Not Registered  and on Find an Existing Value press Search. Any 
previously saved Run Control ID will display. If more than one they will be listed. Click the Search 
button.  

 

26. The previously created Run Control ID (gradstudentsnotregistered) and corresponding values display 
(Term 2191 Winter 2019). You can change the values and save again, or continue as previously 
shown and click the Run button.  

 


