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Open / Closed Class Report 
 
Home > Campus Community > USM Campus Community > Reporting > Open and 
Closed Classes 
 
FIRST TIME ONLY: 
 

1. Click on the  tab.   
 

  
 

2. Run Control ID:  Enter a “title” for this process. 
NOTE:  Run Control ID’s cannot have spaces contained in them. 

 
3. Click on the  button. 

 

  
4. On returning here, you can use the  tab and enter the 

process title you entered. 
 
5. It will display in the Search Results area.  Simply, click on it and continue 

the process. 
 
EVERY TIME: 
 

1. Academic Organization: Enter the academic org code or use the  search. 
 
2. Session:   Enter the session type or use the  button. 

 
3. Term:    Enter the term code or use the  search. 

 
4. Campus:   Enter the campus code or use the  search. 
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5. Open and Close Selection: Click on open, closed, or both. 

 
6. Click on the  button. 

 
7. Click on the  button. 

 
 

  
 

8. Server Name:   Choose “PSUNX.” 
 
9. Type:    Choose “Web.” 

 
10. Format:   Choose “PDF.” 

 
11. Click on the  button. 
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12. Click on the  link.   
 

 
 

 
13. Click on the  button until you see “Posted” in the Status column. 
 
NOTE:  This may take several clicks. 
 
14. Under the “Description” column, click on the  link 

associated with your report once status is “Posted.” 
 

  
 

15. A new window will appear. 
 

NOTE:  Turn off all pop-up blockers!!!! 
 

16. Use the “zoom” feature to enlarge the view. 
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17. Use the  button to print. 
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