
Instruction Screenshot/Details 

Class Climate Dept Selection 

1) Log in to your Cal Poly 
Portal. 

2) Under the “My Apps” select 
Student Administration. 

 

3) Use the following 
navigation:  
 

Main Menu > 
Cal Poly Reports/Interfaces >  
Cal Poly HR Custom >  
Use >  
Class Climate Dept Selection 

 

 



4) On the Class Climate Dept 
Selection page, enter the 
TERM you wish to view.  

 

5) Hit the Search button. 

 

 

Note: The current term 
automatically populates. If 
you know the session and 
academic organization you 
may enter that information 
too.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6) Scroll until you find your 
department. 

 

Note: The departments 
appear in numerical order 
by Academic Organization. It 
may be helpful to memorize 
the number (s) that 
corresponds to your 
department(s).  

 

 

 

7) Select the department you 
would like to view. 

 

 

 

 

 

 

 



8) The courses being offered for the selected department and specified term are shown in the grid.   

a) Under the “Evaluate” column courses will either be checked or unchecked according to the Criteria for 
Evaluation. The system automatically unchecks and grays out the courses that do not meet the evaluation 
criteria. 

 

Criteria for Evaluation 

 Classes are not listed as independent study 

 Enrollment is greater than or equal to 5 

 

9) If a class does not meet the 
criteria for evaluation, the 
course is not checked for 
evaluation and is grayed out. 
Grayed out boxes are 
uncheckable and unable to 
be altered by the 
department. Call Academic 
Personnel if you need help 
with a grayed out selection.  

 
 

10) Classes that are scheduled 
for evaluation have a check 
in the “Evaluate” column.  

 

 

 

 

 

 

 

 



11) During the 4th week of 
instruction, you will be able 
to check and uncheck 
courses. After making any 
changes, make sure to select 
the “Save” button before 
exiting the page.  

 

 

Sorting the Grid 

Temporarily Sort Order - The 
information in the grid can be 
sorted by clicking on any of the 
column headings such as 
“Name” or “Catalog Nbr” in the 
grid. This action sorts the 
column in ascending order. You 
can toggle between ascending 
and descending order by 
repeatedly clicking the column 
heading link. The last column 
heading link that you click 
becomes the primary sort for 
the grid. Note that this type of 
sorting is only temporary. When 
you exit the transaction, the 
system does not save the sort 
order that you just performed. 

 

Permanent Sort Order - You 
may also personalize your sort 
order by using the “Personalize” 
link. If you get stuck, you may 
use the instructions provided in 
the “Grid Column Sort Order 
Help” information or use the 
instructions on page 5 of this 
document.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Personalize Column and Sort Order  

Personalize Column and Sort Order 
1) Select “Personalize” link in the top left corner of the grid. 

 
 

2) Under Column Order, select the column on which you want to sort 

 

 

 

 

 

 

 

 

 



 

3) Click the right arrow to add that column under Sort Order.  

Hint:  To select multiple adjacent columns, press and hold the Shift key as you select additional column names. To 
select multiple nonadjacent columns, press and hold the Ctrl key as you select additional column names. 
 

4) After moving the columns of your choice to the sort order, you may adjust their order/sort hierarchy by using the 
up and down arrows. The yellow X will delete a column from the sort order. 

Hint:  You can sort multiple columns at one time. The system considers the first column in the list the primary sort, 
the second the secondary sort, and so on. 

 

5) To sort columns in descending order (instead of ascending order, which is the default), select the column that you 
would like to appear in descending order then check box for the highlighted column.  

Note:  The (desc) text appears next to the column name to indicate which columns are sorted in descending sort 
order. 

 

6) On the “Personalize Column and Sort Order” page, you may also adjust the Column Order by using the up and 
down arrows. Adjusting the Column Order changes the column order (left to right) on the grid.  

 

 
 



 

 

 

 

7) Click OK to save your changes and return to the transaction page. 

 
Note:  The system saves your sort settings until you change them again or until you click the Restore Defaults 
button in the Personalization page. 
 


