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Change a Student’s Program or Plan 

 

Direct Link: 
Navigate To: Records and Enrollment > career and program Information > 

Student program / plan 

Step Action 

1. Search by student name or ID 

 

As an Adviser: 

Navigate To: Self Service> Advisor Center> My Advisees 
 

 
 

 
 

Step Action 

2. Highlight the advisee whose program is to be changed by clicking anywhere the 
row of data for that student. 
 
Click the academics tab. 

 
 
Ensure that correct student is showing. If not, choose the drop-down 
arrow beside Change Advisee to choose the correct one. 
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Step Action 

3. Click the Edit Program Data button. 
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You will now be on the Student Program / Plan Page 

 

 
Step Action 

1. On the Student Program tab 

Ensure you are on the most recent row (1 of…) and click the ‘add a new row’ 

button.  

 

2. This allows the new program to be added with a new effective date, 
while maintaining the existing record of the original program. 
The newest record shows at the top. 

 
Now you have to decide: 
‘Am I changing the program and plan or keeping the same program 
but changing the plan?’ 
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Follow these steps for a Program Change 

 
 

Step Action 

1. Click the Look up Program Action (Alt+5) button. 

 

 
 

Step Action 

2. Click the Program Change link. 
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Step Action 

3. Click the Look up Action Reason (Alt+5) button. 

 

 
 

Step Action 

4. Choose the appropriate action reason. 
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Step Action 

5. Click the Look up Academic Program  button 

  

6. Choose the relevant Program record 

 

 
 

Step Action 

7. Having amended the Program, the plan needs to be amended to match. 

Click the Student Plan tab 

8. Academic plan: select the new academic plan via the lookup screen 

NB: you DO NOT ADD A NEW ROW 
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Step Action 

9. Click the Look up Academic Plan button and choose the appropriate 
plan. 

 

 
 

10. Click the OK or SAVE button to save the data. 
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Follow these steps for a Plan Change 

 
Step Action 

11. Click the Look up Program Action (Alt+5) button. 

 

12. Choose Plan Change (PLNC)  

13. Click the Action Reason button and choose the appropriate reason. 

 

14. Click the Student Plan tab 

15. Academic plan: select the new academic plan via the lookup screen 

NB: you DO NOT ADD A NEW ROW.  

 

16. Click the OK or SAVE button to save the data. 

 

 
 
Follow – on Process: 
It is now necessary to re-add an adviser to the student, even if the student is 
keeping the same adviser. 

Allocating a Student to an Adviser 

 
Navigate to: Records and Enrollment > Student Background Information > Student 

Advisor 

Step Action 

1. Search by student ID or name 

2. Click the first Add a new row button – this allows you to choose the 

effective date this new advisor information comes into effect. 

 

3. Advisors are attached to a student with a particular role 
When you add a new effective date row the current advisers are 
automatically added to this new row. 
You can either keep these advisers (if appropriate) and or add a 
new row to attach any new advisers to the student. 
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Step Action 

4. Role: choose which role to allocate to the adviser 

Academic Career: select the student’s academic career 

Academic Program: choose the new program if this was 

changed. 

Academic Plan: choose the appropriate plan. 

 

5. Continue to add a new row or amend the current list until all advisers 

have been added. 

 

6. Click the SAVE button to save the data. 

 

 


