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CAMPUS DIRECTORY UPDATE TOOL AND DEPARTMENT REPORT
REFERENCE GUIDE

INTRODUCTION

The Campus Directory Update tool is an application that stores information for CSUN faculty and staff
such as department, office location, phone number, etc. The Campus Directory Update tool allows
administrators with specific login credentials and access to one or more departments to view, update and
change information for faculty and staff.

Administrators of the Campus Directory Update tool have the option to also run a Department Report

query to view a complete list of faculty and staff assigned to the department(s) the administrator has
access to view.

GETTING STARTED

The Campus Directory Update tool can be used with any current browser.

As an Administrator to the Campus Directory Update tool, access is granted based on the department or
departments you are assigned to. If you need access to the Campus Directory Update tool, the
appropriate SOLAR Access Request form located at http://www.csun.edu/sites/default/files/solar_hr.pdf
must be signed and sent to the HR gatekeeper (noted at the bottom of the multi-page form).

LOG IN

Go to: https://www.csun.edu

Select the myNorthridge portal link.
3. Inthe myNorthridge Portal Login box, enter your Username and Password and select the
Login button.

NAVIGATE TO THE CAMPUS DIRECTORY UPDATE PAGE

1. Inthe myNorthridge portal, locate the myNorthridge Menu pagelet and select the SOLAR SA
link.

Select the SOLAR SA Application link.

Select the CSUN SA link.

Under Campus Community, select the Use link

a ~ 0N

Select the Campus Directory Update Page link.
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SEARCH FOR EMPLOYEES

Campus Directory Update Pageo
Enter any infarmation you have and click Search. Leave fields blank for a list of all 'u'alues.a

Find an Existing Value
EmplID: begins with )
Last Hame: kegins with e
First Name: hegins with »
Department Hame: kegins with
W,

Do Mot Print {Directory): | begins with ‘e °

Search | Clear | Basic Search B Save Search Criteria

1. The Campus Directory Update Page displays.
Brief instructions for the Campus Directory Update Page display below the title.

3. Enter one or more search criteria in the fields for EmplID, Last Name, First Name or
Department.
NOTE: Names and IDs can be shortened to broaden the search results. For example,
searching “Er” in the First Name field will yield any first name that includes “Er” such as:
Ernie, Erica, Jennifer, Peter, etc.

4. Enter a'Y or N value for search criteria in the Do Not Print (Directory) field. This field
narrows the search results for the number employees that display.
If necessary, select additional search criteria from any of the field dropdown boxes.
To complete the search, select the Search button.

NOTE: Use the Clear button to clear any search criteria and begin a new search.
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Campus Directory Update Page
Enter any information you have and click Search. Leave fields blank for a list of all values.

EmplID: [bég}ns with vﬁl
Last Name: | begins with |
First Name: B’S‘l‘ﬂi‘”‘m v ER
DepartmentName: | begins with v |

Do Not Print (Directory): [beigins with v]

Search I Clear IBasucSem & save Search Criteria

Search Results

[ PR University Corporation (blank) N
S0 - Sindititbadih University Student Union  (blank) N
SRR e University Student Union  (blank) N
ce oo ¢ University Corporation (blank) i} °
e —— University Corporation (blank) N
b PR niversity Corporation (blank) N
B ———te University Corporation (blank) N
O e iversity entUnion  (blank) N
e emma——— bt b b University Student Union  (blank) il
e e University Corporation (blank) N
co——— SR Associated Students/State  (blank) N
PN rp—ty niversity Corporation (blank) N
r— —— University Corporation (blank) N
rosnss S University Corporation (blank) N
e b ———— Associated StudentsiState  (blank) N
J— e Performing AtsComplex Ad (blank) N
ro— - Systems & Operations Mamt Professor EmeritusProfessorEY
b SU— University Corporation (blank) N
SO e seseet e University Student Union  (blank) N

7. If there is more than one result, a Search Results box displays. Otherwise, the result
displays on the Campus Directory Update Page.

8. To complete the search, select the correct name from the list.
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EMPLOYEE INFORMATION

Campus Directory Update Page

Employee ID: 103 X0 "‘Employee Status

Preferred Last Hame: °

Preferred First Name:

Email Address:

Job Title/Department/Location/Phone/Fax
[ Do Net Print in Directory o

Waorking Title (Default):

[ use Alternate Title

Job Indicator Primary Job Empl Red Nbr
Dept Affiliation Information Technology
Office Location

Phone Number Fax Humber
Mail Dropbox

Firat * | as
First 1of1 Last

v Raom Number

I

L\ Return to Search |

Save

Employee information displays in the top box.

If the employee requests to not display his/her information in the directory, select the checkbox

next to the Do Not Print in Directory field.

3. The employee’s Working Title displays. This field cannot be changed by a Campus Directory

Update Administrator.

4. To make an Alternate Title for the employee, select the checkbox next to the field and edit the

field.

NOTE: The example displays the change from SOLAR Applications Consultant to IT Trainer. The IT

Trainer title will display in the online campus directory.
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.S

AL - Asian American Studies House
AC - At Design Center
AD - Administration Building
AG - At Gallery
Cam pus DireAH - AH Building
AK - Addie Klotz Student Health Ctr
AZ - Armer Screening Roam
Employee ID: 10AY - AV Building —tus
B - Building "B"/Bank Building
BB - Business Administration Bldg
BC - Brown Center
BE - Business & Education Lecture
Preferred First Nam|BF - Basehall Field
BH - Bayramian Hall
Email Address: BK - Bookstore Complex
BL - Black House
ElF'—DDI‘IEIlEI Bianchi Planetarium

CC - Children's Center -
[ 106 Mot Print in B/ CD - Communication Disarders
Cl-C3L Channel islands
CP - Central Flant
CR - Chaparral Hall
3 - Citrus Hall
CT - Campus Theater
CY - Cypress Hall
Job Indicator E - Education Administration Hbr 0
EA - Education Administration
ED - Educaticn Building

Preferred Last Ham

Working Title {Defad

Ol Use Alternate Tit

DeptAffilation | Eo i Field ve

Office Location [» Room Humber
Phone Number | Fax Humber |

[Mail Drophox |

&
Save

@

£\ Return to Search |

5. To change the office location information, select the Office Location from the dropdown menu.
Continue to edit any of the following fields: Room Number, Phone and Fax Number and Mail
Dropbox.

To save the employee information, select the Save button.
Select the Return to Search button to begin another search.
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RUN THE DEPARTMENT REPORT (OPTIONAL)

1. If you are not logged in to the portal, refer to the Log In instructions on page 1.

NAVIGATE TO THE QUERY VIEWER PAGE

1. Once you have logged in to the portal, locate the myNorthridge Menu pagelet and select the

SOLAR SA link.

Select the SOLAR SA Application link.
Select the Reporting Tools link.

Select the Query link.

o M DN

Select the Query Viewer link.

RUN THE QUERY

Query Viewero
Enter any information you have and click Search. Leave fields blank for a list of all values. e

"Search By: | QueryName v beging with

Search | Advanced Search

1. The Query Viewer page displays.

2. Brief instructions for the Query Viewer page display below the title.

3. Select the Search button. This extracts the Campus Directory report from the system.

Query Viewer
Enter any information you have and click Search. Leave fislds blank for 3 list of all values

“Search By: | Query Name | begins with

Search | advanced Search

Search Results
*Folder View: |- AllFalders—~ v
il

Customize | Find | View

NR_CAMPUS_DIRECTORY

Quey |view | B First 4] 4 074 L] Last
|Bun to |Run to Add to

Campus Directory Data Public HIWL Excel Schedule Favorte
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4. Once the report displays in the Search Results area, select the Run to Excel or the Run to
HTML option to view the report an editable application. (Later in the example, you will see
that the Run to Excel option is used.)

Department: Q e

View Results |

Campus Directory | Legal Job Depart

- Hame Hame Title Han

5. Enter your department ID or select the Look up DeptID for a complete list of departments to
choose from.

NOTE: As an administrator, you can only view the reports for the departments you have been given

access to view.

Opening NR_CAMPUS_DIRECTORY _3107.xls

¥ou have chosen ko open

%] NR_CAMPUS_DIRECTORY_3107.xls

which is a: Microsoft Office Excel 97-2003 \Warksheet
Fram: https:)fcmsdevS.calstate.edu

What shaould Firefox do with this File?

...........................

() Save File

Do khis automatically For Files like this From now an,

Settings can be changed using the Applications tab in Firefox's Options,

[ Ok l [ Cancel

6. Since the Run to Excel option was chosen, a dialog box displays with options to Open with

or Save File. Select the OK button to display the results in an Excel file.

7. The results display in Excel.
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NOTE: Using any Excel functions such as sorting, editing, etc. can be done within the Excel file.

Any changes made to this file do not change the online directory information.

NEED HELP?

Contact the IT Help Center by phone (818-677-1400), online at (http://techsupport.csun.edu) or in person
in (Oviatt Library, First Floor, Learning Commons).

For additional assistance about the Campus Directory Update tool, contact the Campus Directory
Coordinator, Janice Johnson (818) 677-2212 who can assist with adding department names, access
and other gquestions.
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