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Changing a Major Program/Plan

To change a student’s major program or plan,

1. (o to Records and Enrollment > Career and Program Information > Student
Program/Plan.

Note If you need help looking up a student, see page 24.

2. Check Include History (below).
J/ Find an Existing Value Y Add a New Value |

ICk: begins with » ||00001234

Academic Career: |= w L
Student Career Nbr:| = w

Campus ID: hegins with

National ID: begins with

Last Hame: hegins with

First H; hegins with  w

Include History ) []Correct History  [] Case Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

Note When you update or add programs and plans, use Include History
to guarantee all system functionality is utilized.

3. Click , and you will see your Search Results at the bottom of the
page.

Note If the student has only one career, you will be taken directly to
the Student Program page, so you can skip step 6.

4. If necessary, select the correct career for the student. Note specifically the
Academic Career and Student Career Nbr (below).
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UNIVERSITY o NORTH TEXAS

Changing a Major Program/Plan

Search Results

Student
Career
Nbr
i uate O
st O
R a0

Institution
Short
Descr

COE - Mast LINT |

Gd Mon-Deg UMT )

If you choose the wrong career, use the (+=NextinList] OF
tEPrevious inList] buttons at the bottom of the page to scroll through

the student’s other careers.

Program
Short Descr

Academic

Career

Note

5. Click to add a new row (below).

I{ Student Program \‘ Student Plan

Student Sub-Flan

Student Attributes Student Degrees

Sassystud011 Mango

Academic Career:

Undergraduate

b E @

s

ID: 00009123

Career Reguirement Term Student Career Nbr: U

First (4 10 1 ™1 Last

Wi All

@@=

Status: Active in Program

*Effective Date: lm Eil Effective Sequence: ID_
*Program Action: IW ﬂ Activate Action Date: 1214872003
Action Reason: l— ﬂ Joint Prog Appr: r
*Academic Institution: |NT?52 Q University Of North Texas

6. Use the following table to change the information on the page:

In this box...

Do the following...

Program Action

Type

= “PRGC” (program change) if the new major
is under a new college.

“PLNC” (plan change) if the student is
switching majors within the same college.

Academic Program

If you’re doing a program change, type or look up
the student’s new college.

Admit Term

Change the admit term to equal the current term
or future term that the change should take effect.
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Changing a Major Program/Plan

The following is an example of how you can modify the information on the
page:

I( Student Pracram ‘( Student Plan Y Student Sub-FPlan Y Student Attributes Y Student Degrees \|

Sassystud011 Mangao ID; 00008133

Undergraduate Career Reguirerment Term

Academic Career:

Status: Active in Program EI
'Effective Date: Effective Sequence: |1
*Program Action: Pragram Change Action Date: 021812004

r

Action Reason: Joint Prog Appr:

*Academic Institution: Univargity OFf Morth Texas

*Academic Program: Education
™ From Application
*Admit Term: 2003 Fall Application Nbr:
Application Program Nbr: 0

Requirement Term: 2003 Fall

Expected Grad Term: *Campus: IMNN Ql Main Cmps  *Acad Load: IFuII-Time :I'
& save] (L Return to Search 15 Previous in List | | Refresh Eadd | (2] UpdaterDisplay, [ Correot History

7. Click the Student Plan page (below).
{ Student Program \f Student Plan }j Student Sub-Plan | Student Aiibutes  Student Degrees
SN—
Sassystudd11 Mango ID: 00009123 |

Academic Career: Undergraduate Career Reqguirerment Term

Student Career Nbr: 0

=]

Status: Active in Program

*Effective Date: IDBI 102003 Edl Effective Sequence: ID
*Program Action: IACTV =y Activate Action Date: 12M15/2003
Action Reason: I ﬂ Joint Prog Appr: r

INT?SE QJ

*Academic Institution: University Of North Texas

8. Click @/ beside the Academic Plan input box to look up the new major plan
(below).

Undergraduate Student Career Nbr: 0

Academic Career:

Car Req Term:

IIncIude 'l

*Advisement Status:

First (4 1.0f 1 [¥] Last
Status: Active in Program Admit Term: 2003 Fall
Effective Date: 081012003 Effective Sequence: 0
Program Action: Activate Action Date: 120152003
Action Reason: Requirement Term: 2003 Fall
Academic Program: Arts & Sci

First [0 1054 [ Last

*Academic Plan: ploL-BA @ ogy Major =]
*Plan Sequence: lH Degree: BA

*Declare Date: IUSI1 02003 Ed Degree Checkout Stat:

*Requirement Term: W Q) zo03Fall Student Degree Nbr:

Completion Term:

Note

If you already know the code for the new major,
1. Type the new code over the old one.
2. Skip to step 13 on the next page.

Updated November 8, 2007



UNIVERSITY o NORTH TEXAS

Changing a Major Program/Plan

9. Type the first letter of the plan you need (below).

Lookup Academic Plan

Academic Institution: MT7 32
Academic Program: 300

Academnic Plan: Ie

| Lookup | | Clear | | Cancel | Basic Lookup

10. Click , and you will see all the plans beginning with that letter.

Note Majors begin with the major plan code (previously used in
Legacy) and followed by the major’s degree (e.g., ENGL-
BA). Minors also use the Legacy code but are followed by
MNU (undergraduate) or MNG (graduate).

If you’re not sure what the name of the major plan code is,

you can narrow your search by typing several letters in the
Academic Plan input box.

11. Click the name of the plan you need, and you’ll see it filled in for you back on
the Enrollment Request page.

12. Click ([Es=ve] , and you will have changed the student’s major.
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Adding a Second Major Program/Plan

A second major program/plan can be added two ways:

= Second plan within the same program (Part I)
=  Second plan within a different program (Part 1)

Part I: Second Plan Within the Same Program

To add a second major plan within the same program,

1. (o to Records and Enrollment > Career and Program Information > Student
Program/Plan.

Note If you need help looking up a student, see page 24.

2. Check Include History (below).

J Find an Existing Value Y Add a New Yalue

10 begins with |« |[[000012324

Academic Career: = el -
Studemt Career Nbr:| = b

Campus ID: hedins withh

HNational 1D: bedgins withh

Last Name: hegins with

First Naime: bhedins withh

Include History) [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Note When you update or add programs and plans, use
Include History to guarantee all system functionality is
utilized.

3. Click , and you will see your Search Results at the bottom of the
page.

Note If the student has only one career, you’ll be taken directly to the
Student Program page, SO you can skip step 6.
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UNIVERSITY 0f NORTHTEXAS Adding a Second Major Program/Plan

4. Choose the student’s current career (below).

Search Results

Academic  Student Program Institwution

Career Career Nbr Short Descr  Short Descr
00009123 Graduate 1] ALS Master LIMT Mango Sassystudi
oooost 26 lndergrad 1 Arts & Sci LT Mango Sassystud0d 1
0oo0g123 Undergrad 0 Arts & Sei LT Mandgo Sassystudid ]

Note If you choose the wrong career, use the (+=NextinList] OF
tEPrevicus inList] Duttons at the bottom of the page to scroll through
the student’s other careers.

5. Click to add a row (below).

J.f Student Program " Student Plan " Student Sub-Plan " Student Attibutes  Student Degrees

Sassystud011 Mango ID: 00009123 b3

Academic Career: Undergraduate Career Requirement Term Student Career Nbr: 1

Wiew All

Status: Active in Program ’:
*Effective Date: |02.f1 7i2004 Ei Effective Sequence: |1
=
6. Type

= “PLNC” (Plan Change) in the Program Action box.
= The Admit Term (See below).

f Student Program \_ Student Plan " Studlat Sub-Flan " Student Afiributes ~ StudentDegrees |

Sassystud11 Mango D 00009123 ool
Academic Career: UndErgradUatE Career Reguirement Tetm

Status: Active in Pragram

“Effective Date: sarsreeal il Effective Sequence: L

*Program Action: Plan Change Action Date: 02i13/2004

Action Reason: = Joint Prog Appr: =

*Academic Institution: NTT52 ﬂ University OF North Texas

*Academic Program: 300 Y Arts and Seiences

™ From Application
*Admit Term: [EEEREY 2003 Fall Application Nbr:
Application Program Nbr: 0

Requirement Term: [EEEREY 2003 Fall

Expected Grad Term: al ‘Campus: [MAN Q] Main Craps  *Acad Load: | Fullk-Time j‘
B save] ([ ClRetum to Search)) (45 NextinList) (S Frevious inList | (5 Refresh | B sudd | [E Update/Display, [ Correct History
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7. Click the Student Plan page (below).

———
| Student P[ogramsz Student Plan Y Jtudent Sub-Plan " Student Affributes | Student Degrees |

Sassyflid0l 1 Mango

Academic Career:

Undergraduate

;00009123

Student Career Nbr: 1 Car Req Term:

Status:
Effective Date:
Program Action:
Action Reason:

8. Click [+] to add a row (below).

Active in Program
03/01/2004
Activate

First [4] 1 of 1 [P Last
Admit Term: 2004 Fall
Effective Sequence: 0
Action Date: 0211152004
Requirement Term: 2004 Fall

| Student Program ;" Student Plan _Student Sub-Plan " StudentAfiributes , Student Degrees |

Sassystud0l 1 Mango

Academic Career:

Undergraduate

Student Career Nbr: 1 Car Req Term:

D: 00008123 Q

First (4] 101 1 Last

Status:

Effective Date:
Program Action;
Action Reason;
Academic Program:

*Academic Plan:
‘Plan Sequence:
*Declare Date:

*Requirement Term:

Active in Program

030172004

Activate

Arts & Bei

[ <
m

|03m112004 B4
Y
IIncIude 'l

Admit Term: 2004 Fall
Effective Sequence: o

Action Date: 02172004
Requirement Term: 2004 Fall

Degree:
Degree Checkout Stat:
Student Degree Nbr:

*Advisement Status: Completion Term:
& save (L Return to Search) +E Hextin List) +EPrevious in List) % Refresh ) [ErAdd A=) Include History ) | [# Correct History

Type (or look up) the second major plan name in the Academic Plan box (below).

j StudentProgram " Student Plan " Student Sub-Plan * StudentAftributes | Student Degrees |

Saseystud011 Manga

Academic Career:

Undergraduate

ID; 00009123

Student Career Nbr: 1 Car Req Term:

Status:

Effective Date:
Program Action:
Action Reason:
Academic Program:

*Academic Plan:
*Plan Sequence:

*Declare Date:

*Requirement Term:
*Advisement Status:

Active in Program
08M10:2003
Activate

Ants & Sci

[eioc-BsEi0] A
&
[osiroiz003 &
[«
IIncIude 'l

First (40 1.0t 1 [P Last
Admit Term: 2003 Fall
Effective Sequence: 0
Action Date: 0B/0252004
Requirement Term: 2003 Fall

Degree:
Degree Checkout Stat:
Student Dearee Nbr:

Completion Term:

Note  The type of major plan will determine the type of degree that will
be awarded. If the plans are the same degree type (e.g., both BA
degrees), then one degree will be awarded with two major plans.
If the plans are different degree types (e.g., BA and BS), then a
degree will be awarded for each plan.
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Adding a Second Major Program/Plan

9. Click FZ™l o see the minor and major plan on the same page (below).

j Student Pragram " StudentFlan Y Btudent Sub-Plan | Student Atibutes | Student Degrees |

Sassystud011 Mango

Academic Career:

Undergraduate

Student Career Nbr: 1

o 00009123

Car Req Term:

First [ 1061 [ Last

Academic Program:

IIncIude 'l

Status: Active in Program Admit Term: 2003 Fall

Effective Date: 08r10/2003 Effective Sequence: a

Program Action: Activate Action Date: 0BI02/2004

Action Reason: Requirement Term: 2003 Fall
Arts & Sci

Major [+1=]

*Academic Plan: [sranBA Q) spanish

*Plan Sequence; lH Degree: BA
*Declare Date: IUEH o/z003 [ Degree Checkout Stat;
*Requirement Term: W &l zoo3Fall Student Degree Nbr:

*Advisement Status:

IIncIude vl

*Avisement Status: Completion Term:

*Academic Plan: [proL-EsEi0 Q) Biolgy Major

*Plan Sequence: IE Degree; BEBIO
*Declare Date: IUEH 02003 ] Degree Checkout Stat:
*Requirement Term: |1 028 Q) 2003 Fall Student Degree Mbr:

Completion Term:

, and you will have added your student’s second major.
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Part Il: Second Plan Within a Different Program

= NOTE: This process is restricted to Registrar’s Office staff and
academic deans office advising and administrative staff.

To add a second major program or plan for a student,

1. Go to Records and Enrollment > Career and Program Information > Student
Program/Plan.

Note If you need help looking up a student, see page 24.

2. Check Include History (below).

j Find an Existing Value Y Add a New Value |

D begins with | 00001234
Acaidemic Career: |= w w
Student Career Nbi:| = w
Campus ID: heginsg with
National IDv: heging with
Last Name: hegins with
First blaraaes hegins with »
[ ]correct History [Icase Sensitive
Search | Clear | Basic Search Save Search Criteria

Note When you update or add programs and plans, use Include
History to guarantee all system functionality is utilized.

3. Click and you will see your Search Results at the bottom of the page.

Note If the student has only one program and plan, you’ll be taken
directly to the Student Program page, so you can skip step 6.
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Adding a Second Major Program/Plan

4. Select the current program/plan for the student. Note specifically the Academic
Career and Student Career Nbr (below).

Search Results

Academic Student Institution

Program
Career Short Descr Short

Nbr =  Desecr
S uate O COE - Mast UNT

St O Gd Mon-Deg UNT
G 1 r0rad 0 UNT

Career

Note If you choose the wrong career, use the (+EMextinList] OF
tEFrevinus inList] Duttons at the bottom of the page to scroll through
the student’s other careers.

5. Check to see that the primary program/plan for the student is “Active.”

Note If an active plan does not exist, do not create a second
program for the student. Instead, the student must be re-admitted
through Admissions or the Registrar’s Office.

6. Click [Bk24d) to add the next major, and you will see the Add a New Value
page.

7. Select the Academic Career for the student and increment the Student Career
Nbr by 1 (below).

Student Program/Plan

Add a New Value

ID: |Duuug123 Q)

Academic Career: |Undergraduate j
Student Career Nbr:|1
Add

8. Click and you will see the Student Program page.
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9. Type (or look up)
= “ACTV” (Activate) in the Program Action box.
= The appropriate Academic Program.
=  The Admit Term (below).

J( Student Program y StudentPlan " Student Sub-Plan " Student Affribules " StudentDegrees

Sassystud011 Mango ID: 00009123 3]
Academic Career: Undergraduate Career Requirernent Term Student Career Nbr: 1
Status: Active in Program [+1=]
“Effective Date: GO Effective Sequence: ID
*Program Action: Activate Action Date: OR/MD2i2004
Action Reason: Joint Prog Appr: r
*Academic Institution: University Of Morth Texas

*Academic Program: Business Administration

™ From Application
2003 Fall Application Nbr:
Application Program Nbr: a

*Admit Term:

Requirement Term: 2003 Fall
Expected Grad Term: *Campus: IMNN Q) Main Crmps  *Acad Load: I Full-Time 'l
B save] (£ Refresh Edd) | UpdaterDisplay | | £l Include History | | B Correct History |

10. Click the student Plan page (below).

Py
* Student Program q Student Plan ) Student Sub-Plan " Student Atributes ' Student Degrees

Sassystud011 Mango ID: 00009123

Academic Career: Undergraduate Student Career Nbr: 1 Car Req%erm:
Wiew All First (4] 1.of 14 [¥] Last

Status: Active in Program Admit Term: 2003 Fall
Effective Date: 08102003 Effective Sequence: a
Program Action: Activate Action Date: 0217i2004
Action Reason: Requirement Term: 2003 Fall
Academic Program: Arts & Sei

First (4] 1of 1 [ Last

11. Click &/ beside the Academic Plan box to look up the new major plan
(below).

Al First [ 1ot 1 [¥] Last
*Academic Plan: Q EI
*Plan Sequence: 10 Degree:
*Declare Date: IUSI1 072003 [ Degree Checkout Stat:
*Requirement Term: I ﬂ Student Degree Nbr:

*Advisement Status: I Include j' Completion Term:

Note If you already know the code for the new major,
1. Type the new code into the Academic Plan box.
2. Skip to step 16 on the next page.
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Adding a Second Major Program/Plan

12. Type the first letter of the plan you need (below).

Lookup Academic Plan

Academic Institution; NT752
Academic Program: 300

Academic Plan: Ie

| Lookup | | Clear | | Cancel | Basic Lookup

13. Click, and you will see all the plans beginning with that letter.

Note Majors begin with the major plan code (previously used in
Legacy) and followed by the major’s degree (e.g., ENGL-
BA). Minors also use the Legacy code but are followed by
MNU (undergraduate) or MNG (graduate).

If you’re not sure what the name of the major plan code is,

you can narrow your search by typing several letters in the
Academic Plan box.

14. Click the name of the plan you need, and you will see it filled in for you back
on the Enroliment Request page.

15. Click @ and you will have added a second major plan.

Updated November 8, 2007 13



Adding and Changing a Minor Program/Plan

To add or change a minor program or plan for a student,

1. (o to Records and Enrollment > Career and Program Information > Student
Program/Plan.

Note If you need help looking up a student, see page 24.

2. Check Include History (below).

/~ Find an Existing Value _Add a Mew Yalug

1D bedging with » [l00001 234

Academic Career: = b b
Student Career Nbr: | = e

Campus ID: bedins with  »

MNational 1D: bedins with

Last Name: bedins with  »

First Name: begins with

Include History) [ | Correct History [ |Case Sensitive

Search | Clear | Baszic Search Save Search Criteria

Note When you update or add programs and plans, use Include
History to guarantee all system functionality is utilized.

3. Click , and you will see your Search Results at the bottom of the
page.

Note If the student has only one career, you’ll be taken directly to
the Student Program page, so you can skip step 6.
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4. Choose the student’s current career (below).
Search Results

Student Institution
Career Program

Short
Career Nbr Short Descr Deser

O uate O COE - Mast UNT |

L EIENE ] Gd Mon-Deg UNT )
S 1 e rorad 0 UNT :

Academic

Note If you choose the wrong career, use the (iEHextinList) OF
tEPrevious inList] buttons at the bottom of the page to scroll through
the student’s other careers.

5. Click [*] to add a row (below).

J( Student Prograrm \ Student Flan " Student Sub-Flan " Student Aftributes " Student Degrees |

SassystudD 11 Mango ID: 00009123 e
Academic Career: Undergraduate Career Requirement Term Student Career Nbr: 1
Status: Active in Program )-]
“Effective Date: IDN1 712004 B Effective Sequence: I1

6. Type
=  “PLNC” (Plan Change) in the Program Action box.
= The Admit Term the student wants the minor to be active by (below).

[ Student Program  Student Flan " Sttt Sub-Flan " Student Aiributes " StudentDegrees |

Sassystud011 Mango ID: 00008123 Yy [

Academic Career: Undergraduate Career Requirement Term Student Career Nor: 1

Status: Active in Program EI

“Effective Date: Ee @ Effective Sequence: L

*Program Action: Plan Change Action Date: 0243/2004

Action Reason: 4l Joint Prog Appr: O

*Academic Institution: nT752 Q) University O Morth Texas

*Acadernic Program: ETEY Arts and Sciences

™ From Application
“pdmit Term: 1038 Q@ 2003 Fall Application Nbr:
Application Program Nor: 0

Requirement Term: 1038 Q) 2003 Fall

Expected Grad Term: =y *campus: [MAIN Q] Main Cmps  *Acad Load; | FUIFTime =
B save] (QRetumto Search ] (4= NextinList | (15 Previous inList ] |2 Refresh | [EkAdd | [F Update/Display, [@ Correot History
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7. Click the Student Plan page (below).

—
| Student P[ogramsz Student Plan y Ytudent Sub-Plan | Student Attributes | Student Degrees |

Sassy¥lid011 Mango

Undergraduate

Academic Career:

Status: Active in Program
Effective Date: 03/0152004
Program Action: Activate

Action Reason:

8. Click [+] to add a row (below).

;00009123

Student Career Nbr: 1 Car Req Term:

First [ 1ot 1 [ Last

Admit Term: 2004 Fall
Effective Sequence: 0

Action Date: 02r1r2004
Requirement Term: 2004 Fall

| Student Program ;" Student Plan _Student Sub-Plan " StudentAfiributes , Student Degrees |

Sassystud0l 1 Mango

Undergraduate

Academic Career:

Student Career Nbr: 1

D: 00008123 Q

Car Req Term:

Status: Active in Program
Effective Date: 03/01/2004
Program Action: Activate

Action Reason;

Arts & Bei

Academic Program:

| Q|
*Plan Sequence: IE

‘Declare Date: M B4
sl

*Academic Plan:

*Requirement Term:

First (4 101 1 Las
Admit Term: 2004 Fall
Effective Sequence: o
Action Date: 02172004
2004 Fall

Requirement Term:

Degree:
Degree Checkout Stat:
Student Degree Nbr:

*Advisement Status: Completion Term:
& save (L Return to Search) +E Hextin List) +EPrevious in List) % Refresh ) [ErAdd A=) Include History ) | [# Correct History

9. Click & beside the Academic Plan input box to look up the new minor plan

(below).

| Student Pragram ;" Student Plan 4 Student Sub-Plan | Student Aftibutes / StudentDearees |

Sassystud011 Mango

Undergraduate

Academic Career:

D: 00003123 [}S

Student Career Nbhr; 1 Car Req Term:

Status: Active in Program
Effective Date: 03/01/2004
Program Action: Activate

Action Reason;

Ars & S

Academic Program:

*Academic Plan:

*Plan Sequence: E

*Declare Date: |U3IU1 r2004
[

*Requirement Term:

Admit Term: 2004 Fall

Effective Sequence: 0

Action Date: 021172004
2004 Fall

Requirement Term:

Degree:
Degree Checkout Stat:
Student Degree Nbr:

*Advisement Status: Completion Term:
B savel ([ QiRetunto Search ) |45 Nextin List | [ +5 Previous inList | [ 2 Refresh | Bbadd 20 Include History | |[# Correct History

Note

If you already know the code for the new minor,
1. Type the new code.

2. Skip to step 14 on the next page.
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10. Type the first letter of the plan you need (below).

Lookup Academic Plan

Academic Institution; NT752
Academic Program: 300

—

Academic Plan:

| Lookup | | Clear | | Cancel | Basic Lookup

11. Click, and you will see all the plans beginning with that letter.

Note

A minor plan has the same four-character mnemonic as

major plans. The letters “MNU” are appended to
undergraduate minors (e.g., ENGL-MNU), and the letters
“MNG” are appended to graduate minors (e.g., ENGL-

MNG).

12. Click the name of the plan you need, and you will see it filled in for you back

on the Enroliment Request page.

13. Click =5

14. Click to see the minor and major plan on the same page (below).

, and you will have changed the student’s minor.

/ Student Frogram " Student Plan " Student Sub-Plan / Student Attibutes | Student Degrees

Sassystud&1 Mango

Academic Career: Undergraduate

ID: 00009123

Student Career Nbr: 1

Car Req Term:

View Al First (4 1012 I3 Last
Status: Active in Program Admit Term:; 2004 Fall
Effective Date: 0272004 Effective Sequence: 1
Program Action: Plan Change Action Date: 0217i2004
Action Reason: Requirement Term: 2004 Fall
Academic Program: Arts & Sci
“Academic Plan: ENGLMNU Q) English F=]
*Plan Sequence: lﬁ Degree:
*Declare Date: 021752004 B Degree Checkout Stat:
*Requirement Term: Wﬂ 2004 Fall Student Degree Nbr:
*Advisement Status: Include :I' Completion Term:
*Academic Plan: [sRanres & spanish F=
*Plan Sequence: lW Degree: BA
*Declare Date: 0802003 il Degree Checkout Stat:
*Requirement Term: lﬁﬂ 2003 Fall Student Degree Nbr:
*Advisement Status: Include j' Completion Term:

Updated November 8, 2007
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Adding a Subplan

To add a subplan to a student’s Program and Plan,

1. (o to Records and Enroliment > Career and Program Information > Student

Program/Plan.

Note If you need help looking up a student, see page 24.

Check Include History (see below).

[ Find an Existing Value y_Add a MNew Walue |

10 bedins with » ||00001234
Academic Career: = e el
Student Career Nbr: | = v
Campus ID: bedins with s
MNational ID: bedins withh
Last Name: bedins withh
First Hame: bedins withh
[Jcorrect History [ ] Case Sensitive
Search | Clear | Basic Search Save Search Criteria

Click , and you will see your Search Results at the bottom of the
page.

Note If the student has only one career, you will be taken directly to the
Student Program page, SO you can skip step 6.

Select the correct career for the student. Note specifically the Academic Career
and Student Career Nbr (see below).

Search Results

Academic gtudent Program

Institution

Career -Areer Short Descr Short
= HNbr = Descr

S duate O COE - Mast LNT |
Ui O Gd Mon-Deg UNT )
G 1 r0rad 0 UNT :

Note If you choose the wrong career, use the [4SHextinList] OF

+EPrevious inList | button at the bottom of the page to scroll through the
student’s other careers.

18
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5. Click to add a new row (below).

{ Studeni Program "\ Student Plan " Student Sub-Plan " StudentAfiributes " Student Degrees

Sassystud011 Mango

Academic Career:

Undergraduate

[z o 00009123

Career Reguirernent Term

Status: Active in Program
*Effective Date: [o8iorz003 ]
*Program Action: IW Q)
Action Reason: l— ﬂ
*Academic Institution: W =Y

)=l
Effective Sequence: ID
Activate Action Date: 12115/2003
Joint Prog Appr: r

University Of Morth Texas

6. Use the following table to change the information on the page.

In this box...

Do the following...

Program Action

Type

= “PRGC” (program change) if the new major
is under a new college.

= “PLNC” (plan change) if the student is
switching majors within the same college.

Academic Program

If you’re doing a program change, type or look up
the student’s new college.

Admit Term

Change the admit term to equal the current term
or future term that the change should take effect.

Updated November 8, 2007
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Click the student Plan page (see below). Change to appropriate major plan if

not already set.

Home = Manaoe Student Records = Track Student Careers = Use = Student Program/Plan

/ StudentProgram " Student Flan "\ Student Sub-Plan " Student Aftributes | Student Degrees |

Sassystud011 Mango Ip; 00009123 w*
Academic Career: Undergraduate Student Career Nbr: 0 Car Req Term:
Status: Active in Program Admit Term; 2004 Fall
Effective Date: 03/01/2008 Effective Sequence: 1
Program Action: Action Date: 1216/2003
Action Reason: Requirement Term: 2004 Fall
Academic Program: Arts & Sci
*Academic Plan: IENGL'EIA Q English Majar =1
*Plan Sequence: lH Degree: BA
‘Declare Date: IUSJ’QUHU04 E Degree Checkout Stat:

*Requirement Term: |1 048 Q) 2004 Fal Student Degree Nbr:

*Advisement Status: I Include :I' Completion Term:

L Save |l Return to Search | (4= Hextin List | [ +8 Previous inList | |45 Refresh FAdd Z| UpdatesDisplay Correct Histaory
=] Q 2 Ekadd] [ A =

8. Click the student Sub Plan page (see below). To view the subplan select the

Q

button or type the name of the subplan. Select M

Home = Manage Student Records = Track Student Careers = Use = Student Program/Plan

/-—_'__hh\
| Student Program " Student Plan(y™ Student Sub-Plan ) Student Aftributes  Student Dearees
\"q—u_l—l-"/

Sassystuddl1 Mango Ip;: 00008123 b 3

Academic Career: Undergraduate Student Career Nbr: 0

Status: Active in Prograrm Admit Term: 2004 Fall
Effective Date: 0310172006 Effective Sequence: 1
Program Action: Action Date: 1211552003
Action Reason:
Academic Program: Arts and Sciences University Of Morth Texas
First [4] 105 1 [P]
Academic Plan: English Majar
Requirement Term: 2004 Fall

First [0 1064 [ Last

*Academic Sub-Plan: LING-SBA mgmstlcs FE=]

Academic Sub-Plan Type:  Concentration

‘Declare Date: IUSIE 02004 [

‘Requirement Term: |1 048 QJ 2004 Fall
(B save) (QlRetumn to Search) (4= HewtinList | (45 Previous inList ) [ Refrash | EbAdd) (& UpdaterDisplay) (2] - - | ([ Conast Histary)
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Marking a Program/Plan for Discontinuation

NOTE: Marking programs/plans for discontinuation is for use on the
undergraduate career only and specifically intended for
programs 300-308 (Colleges and Schools), 316 (Undergraduate
Academic Certificates) and 317 (Pre-Professional Health
Professions).

To mark a program/plan for discontinuation,
1. Goto Records and Enrollment > Career and Program Information > Student

Program/Plan.

Note If you need help looking up a student, see page 24.

2. Check Include History (see below).

/~ Find an Existing Value _Add a Mew Yalug

1D bedging with » [l00001 234

Academic Career: = b b
Student Career Nbr: | = e

Campus ID: bedins with  »

MNational 1D: bedins with

Last Name: bedins with  »

First Name: begins with

Include History) [ | Correct History [ |Case Sensitive

Search | Clear | Baszic Search Save Search Criteria

3. Click [Search ], and you will see your Search Results at the bottom of the
page.

Note If the student has only one career, you will be taken directly to the
Student Program page, SO you can skip step 6.
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4. Select the correct career for the student. Note specifically the Academic Career

and Student Career Nbr (see below).
Search Results

Student

Career Program

Short Descr

Academic

Career

Institution
Short

Nbr

i uate O COE - Mast

Descr
LIMT 1

st O
L I e

LINT X
LT |

Gd Mon-Deg

Note If you choose the wrong career,

use the [4EHextinList] OF

tEPrevious inList | button at the bottom of the page to scroll through the

student’s other careers.

5. Click to add a new row (below).

Student Program Student Plan Student Sub-FPlan Student

Aftributes Student Degrees

Sassystud011 Mango k D:

Undergraduate

Academic Career:

Career Reguirernent Term

00009123 Yy [

Status: Active in Program
*Effective Date: |usr1 02003 B

*Program Action: IACTV Q) Activate
Action Reason: [ 4
INT?SE =Y

6. Add Program Action of “PLNC” or

*Academic Institution: University Of Marth

Effective Sequence: ID
Action Date: 12115/2003
Joint Prog Appr: r

Texas

PRGC” with Action Reason of “DSC”

(Request to Discontinue Program/Plan). Select B save),

NOTE: Should the program not currently be under your college/school it
will be necessary to change the program via a program change (PRGC).
Follow established procedures for changing the student program and use

“DSC” in action reason.
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Home = Manage Student Records = Track Student Careers = Use = Student Program/Plan

J( Student Program 'y Student Plan " Student Sub-Plan " Student Aftributes " Student Degrees

Sassystud11 Mango o: 00008123 E 3 &5 [

Academic Career: Undergraduate Career Reguirement Term Ccareer Nbr:

Status: Active in Prograrm EI

‘Effective Date: IZDDE El Effective Sequence: |1—

*Program Action: X Plan Change eTTnITS 03/02/2006

Action Reason: S Requestto Disc. ProgramiPlan Joint Prog Appr: r

*Academic Institution: T2 [ University Of Morth Texas

*Academic Progran: I3DD ey Arts and Sciences = Pr—

rom Application

*Admit Term: |1 048 Q] 2004 Fall A|1|1Iicaltilon Nbr:

T T W ﬂ SRV Application Program Nbr: o

Expected Grad Term: I Q) ‘Campus: IMNN Q Main Cmps  *Acad Load: IFuII-Time j'
B save 1 Return to Search += Previous inList | [ $ Refiesh [EAdd | ] Update/Display [ Correct History

7. The Registrar’s Office will receive weekly reports identifying all students
with a program action reason of “DSC” and officially discontinue the program
or contact the college in question should there be an issue or problem.
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Looking Up a Student

Whenever you need to look up a student’s EmplID, you can click the g| nextto
the ID box. You will then see the Find an Existing Value page.

Note This page can look different depending on the procedure you are
doing.

To look up a student,

1. Type one of the following:
= The student’s EmplID
= The student’s assigned ID (000-52x-XXXX)
= The student’s social security number
® The student’s last and first names

Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value

EmpliD: begins with QL
Academic Career:| = W
Mational ID: hegins with |«

Campus ID: hegins with

Last Hame: hegins with

First Hame: heging with »

[Include History [ ]Correct History  [|Case Sensitive

Search | Clear | Basic Search Save Search Criteria

2. Click , and you’ll see a list of students who match your search at

the bottom of the page.

Note If you've searched for a student using his or her EmplID,
National ID, or Campus ID, sometimes you will go directly to

the screen you need without having to select the student from a
list.

3. Click the name of the student you need, and you will have looked up the

student.
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