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The following is how to update a checklist by person, view and update the checklist summary (if authorized) 
and view the details of a checklist. Please note, which components you may update change or view, depends 
on authorization.  

 
 Item Update by Person: 

 
1. Click the Campus Community link. 

 

2. Click the Checklists link. 
 

3. Click the Person Checklists link. 
 

4. Click the Item Update - by Person link. 
 

5. Enter the emplid, Last Name, First Name or any search criteria you have. Click the Search button. 
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6. Any checklists will appear in the grid below. Select the desired checklist. For this example click the 
APFEE link. 

 

7. By default, any checklists in Initiated Status display. If authorized, the Status can be changed by 
clicking on the Item Status list. Checklists can be Completed, Initiated or Waived. For this 
example, select Completed. Click the Completed list item. 

 

8. Note the Status Date defaults to the System Date (today's date). This can be changed if required. 
Click the Save button. 

 

 Person Checklist Summary: 
 
 

1. Click the Campus Community link. 
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2. Click the Checklists link. 
 

3. Click the Person Checklists link. 
 

4. Click the Person Checklist Summary link. 
 

5. Enter emplid, Last Name or First Name to search. Click the Search button. 

 

6. Checklists display based on the Selection Criteria entered. With only the Responsible ID populated 
just the checklists created by this individual will display. By default, any Checklists in Initiated Status 
will display. Consequently, if the Responsible ID is removed the entire list of Checklists will appear 
regardless of the Status. Click the Search button. 
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7. Selecting the applicable Function or Variable Data can further define the search results. Click the 
Look up Function button. A list of Functions Variable Data displays. For this example select ADMP 
Admissions Program. Click the ADMP link. 

 

8. Click the Search button. 

 

9. Search results can also be defined by Checklist Type. Click the Checklist Type list. If desired, select 
the applicable Checklist Type. 
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10. Checklists can also be selected. The checklist type list is populated by the selection made in the 
Function Variable Data field (ie. ADMP). Click the Look up Checklist button. 

 

11. The Status field can be used to Search for All, Completed or Initiated Checklists. For this example, 
click Initiated. 

 

12. When completed with the Selection Criteria, click the Search button. 
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13. The Edit link on the Code Item Status transfers to Checklist Management 1 where, if authorized, you 
can edit the checklist. Click the Edit link. 

 

14. If authorized, edits can be completed. Click the Checklist Management 2 link. 
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15. Review the Checklist Comments on Checklist Management 2. Click the Checklist Comments link. 

 

16. Any comments will be displayed here, included any student specific comment. To return to the 
previous page, click the OK button. 
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17. Click the Return to Search link. 

 

18. The View link transfers to Checklist Management 1 for "view only" access. Click the View link. 

 

19. No editing is permitted in "view only". Click the Return to Search link. 

 

20. To view your 3C authorization, click the Operator 3C Groups Summary tab. Click the Operator 3C 
Groups Summary tab. 
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21. The Operator 3C Groups Summary displays your authorizations for Checklists, Communications and 
Comments. Inquiry Indicator allows view access and Update Indicator allows editing. If required, 
additional access and permissions can be requested.  

 
 Checklist Management 1 & 2 Detail (View Only):  

Checklists items cannot be updated, assigned or removed in Checklist Detail. 
 

1. Click the Campus Community link. 

 

2. Click the Checklists link. 
 

3. Click the Person Checklists link. 

 

4. Click the Person Checklist Detail link. 
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5. Enter desired search criteria, Emplid, Last Name or First Name. Click the Search button. 

 

6. Any checklists will display in the grid below. Select the desired checklist. For example, click the 
APFEE link. 

 



 

Checklists: Update by Person, 
Summary & Detail 

SA – Student Administration  
 

 

11 | P a g e  
July 2020 

7. Checklist Detail 1 will display in view only and no changes can be completed. Click the Checklist 
Detail 2 tab. 

 

8. Checklist Details will display in view only. Click the Checklist Comments link. 
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9. You can view the Checklist Item Comments. Click the OK link. 

 

 For the corresponding online learning, consult the Student Administration (PeopleSoft Campus 
Solutions) training website. 
End of Procedure. 

 


