
                                         

MANAGING STUDENT ACCOUNTS 
 
Managing student accounts involves some understanding of the student grouping 
processes available un SAMS. A detailed examination of this topic can be found in the 
Concepts and General Information manual available from the SAMS Documentation 
page. In addition to adding, editing and deleting student accounts, adding and deleting 
group labels and assignment of students to different groups can be completed from this 
page. To begin management of student accounts: 
1. From the SAMS Home Page click on the Accounts option under the Manager Tasks 
menu. 
2. On the Account Managers page click on the Students option to access the Student 
Accounts managers. 
3.  To Add A New Student Account: 

a. Click on the arrow for the ‘Add Student Account’ section to show the entry fields for 
the information. 
b. Enter the new student’s first and last name, the student’s discipline (i.e., SLP or AuD 
if your program offers both majors), and an identification number (or character string) 
where indicated. When you have entered this information, SAMS will check to see if 
the student name is unique for your program. If the entered name is a duplicate of a 
name already stored in the database for your program a warning will appear asking you 
to verify that this is, in fact, a new student that you are entering. Certainly, it is possible 
to have two (or more) students with the same name in your program but this warning is 
meant to help avoid accidentally creating multiple accounts for a single student.  
c. Once the first name and last name have been entered, a username will be 
automatically generated consisting of up to the first 6 characters of the last name and 
the first 2 characters of the first name. For example, for Joe Smith the default username 
would be ‘smithjo’ and for Mary Stewart the default username would be ‘stewarma’) 
d. When the identification number/string has been entered, a default password will be 
created consisting of the final four characters of the identification number entered 
above.  
e. You can change the username and/or password values before saving or allow the 
student to change it later. If you change either the username and/or password values, 
SAMS will check the database to make sure that the new values are unique for your 
program as no two students can share the same username and password combination. If 
the username and password combination is not unique for your program you will 
prompted with a warning and unique username/password combination will be 
suggested for you.  
f. You can select a faculty member as the advisor, if desired. Entering a faculty advisor 
is necessary if your program will enable faculty to enter Prerequisite or Trackables 



assessment for their advisees. If your program will not be using this function, it is not 
imperative that this information be input at this time. 
g. You should next enter the admit year for the student. Note that the admit year menu 
will default to the current academic year. The admit year is used to group students into 
cohorts. This is critical for tracking students as a group (PRAXIS scores, employment 
statistics, etc.) and in archiving the student information if your program is using the 
admit year as a cohort grouping method. (See the discussion on Student Grouping 
options in the Concepts and General Information manual for further information on 
this option. SAMS maintains a default admit year value and the admit year menu will 
default to this value.)  
h. If your program is using group labels for your students select the correct group for 
this student from the ‘Student Group’ menu. (Note that you can create a new group 
label from this menu by selecting the ‘New Group…’ option and entering a label for the 
new group.)  
i. If your program has enabled the Student Directory option, you can enter the student’s 
directory information by clicking the ‘Student Directory’ arrow. Of particular interest 
in this section, if a valid email address is entered in the ‘Primary Email’ field the 
student can use the email address as their username when signing into SAMS and any 
Advising Notes created for the student can be emailed to them. Note that the directory 
information can also be entered or edited by the individual student rom their SAMS 
home page. 
j. Once the data is entered click the ‘Save New Student Account’ button to save the 
data to the database. 

4. To Edit A Student Account: 
a. Click on the arrow for the ‘Edit Student Accounts’ section. 
b. To find the student the edit you can start typing the first few letter if the laast name in 
the shown text field. As you type a listing of student whose last name matches the 
entered text will appear. When you see the students name in the results field click on 
the student’s name to select them for editing. When you see the student’s full name in 
the text field, click the ‘Edit..’ button. 
c. Alternatively, if you would prefer to chose the student from menu listing, click on the 
Find By: List link and a listing of the students will become available. Note that the 
students are listed by name along with their admit year, the assigned faculty advisor (if 
any), their current SAMS username, and their assigned group (if any). To edit a 
particular students account, click on their name to open an editing window. 
d. Once a student has been selected for editing, the process for editing the account is 
identical to the process described above in creating a new student account.  
e. Once you are done editing the student’s account, click the ‘Save Changes’ button to 
save all changes to the database. 

5. To Delete A Student Account: 
a. The process for deleting a student account is very similar to the editing process. 
Follow the instructions a, b, and c above under Editing A Student Account to identify 
the student account to be deleted. 



b. Once the student’s account information panel appears click the ‘Delete Student’ 
button. You will be prompted before the account is deleted as this process will 
permanently delete all information about the student from the database. If you want to 
remove a student from active status in SAMS but you do not want to completely 
remove the student from the database, you can instead choose to Archive the student’s 
account as explained below. 

6. To Manage Student Groups: 
a. Click on the arrow for the ‘Manage Student Groups’ section.  
b. The ‘Manage Student Groups’ section of this page provides a menu listing the 
student group labels that have been created for your program. Note that each group 
label in the menu includes a count of the number of students currently assigned to the 
group. If you are no longer going to use a group name (and its current use count is 0) it 
can be deleted. 
c. To add a new group label, select the ‘New Group…’ option from the ‘Student 
Groups’ menu. A dialog box will open asking you to enter a name for the new group. 
Once you have entered the new name click ‘OK’. If the new label you entered is 
already included in the database you will be asked to repeat the process using a unique 
name. 
d. To delete a group label, select the label from the ‘Student Groups’ menu and click 
on the ‘Delete Selected Group’ button. If there are students currently assigned to the 
group, a dialog box will open asking if you want to remove this group label. If there are 
students assigned to a group label that you are deleting, these students will be removed 
from any group assignment. Note that these students will still be available for all 
operations but they will be listed as ‘Students Not Assigned to a Group’ in all student 
listings. You can follow the directions below to assign these students to another group 
if desired. 
e. To assign students to groups: 

i. Click on the ‘Assign To Groups’ button.  
ii. A new panel will open providing a menu of all current group labels for your 
program and a listing of all students. Start by selecting the group labels to which you 
will be assigning students. If the group label you would like to use has not yet been 
created, follow the above instructions to first add a new group label. 
iii. After selecting the group label for assignment, you have two options for 
reassigning student to new or different groups. 

• You can click on the ‘Assign All Student To This Group’ button if you will be 
reassigning all of your current students.  
• You can select the individual students to be reassigned by clicking the check box 
next to their name and then clicking on the ‘Assign Selected Students To This 
Group’ button. 

7. To Archive Student Accounts: 
When students graduate from your program and you have completed tracking their 
learning outcomes you can archive their accounts. Archiving marks a student’s account 
for removal from the active database. This is will remove the student from any student 



listings in the SAMS program. While the archiving process will remove the student from 
the active database you will be able to recreate the KASA form, advising checklist, and 
clinical hours reports for archived students. Additionally, you will be able to access the 
student’s directory information if any was entered for the student while the account was 
active. 

a. Click on the arrow for the ‘Archive Graduating Students’ section.  
b. A listing of students will be presented. Note that controls are presented to limit the 
students who are listed in this panel. By default all students who are considered 
‘Continuing’ students are shown. You can limit the listed students to those in a 
particular group by selecting the group name from the ‘In Group’ menu. You can also 
list your current second year SLP or fourth year AuD students by selecting the desired 
‘In Year’ option.  
c. Based on the above selections a listing of student matching the criteria will be 
displayed. Any students shown with a red type face have already been marked for 
archiving but have not yet been removed from the database. (Note that these student 
accounts have been marked as ‘inactive’ and will not appear in any student listings in 
SAMS. The student archiving process is a somewhat lengthy task and is only run at off-
peak times. Students marked as ‘inactive’ can be returned to ‘active’ status by 
unchecking their name and clicking the ‘Archive Selected Students’button. However, 
once the archiving routine is run and these students are removed from the database they 
will no longer be available for anything but basic assessments review.) 
d. Click the checkbox for the students to be archived. Click the ‘Archive Selected 
Students’ button. A warning dialog box will appear indicating that once removed from 
the database these students’ accounts can no longer be edited in any way. Click ‘OK’ to 
proceed with the archiving process. 


