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Change a Student’s Program or Plan

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

Favn_ntas : Ma\nvMenu > Gelf Service > Advisor Center > My Advisees

Adviser Traint

My Advisees

| yisees | S TN IR

select display option: () Link to Photos O Include photos in list

View Student Summary | View Student Details

Ma
1 2013017 | Fr
Bi

notify selected advisees | notify all advisees |

View Student Surnmar View Student Details
et
W
2 Waroun Hadiyah 2013052 | Genetcs View Student Summars View Student Details
3| [ |McMillan.Andres 2013015 | Zoology.BSc D View Student Summary  |View Student D

Advisor Center Search

My Advisees Student Center GenerslInfo Transfer Credit de i

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.

Search

1 gencrarmne

transfer credit

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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Favorites  Main Menu > Self Service > Advisor Center > My Advisees

Adviser Train1

[y sovncen ] st sarir | —genmearre— | e L

Advisee Academics

Ava Green

Institution / Career / Program

GLSGW - Lniuersity of Glasgon Program: 2105 Bachelor of Science(LS)
UG - Undergraduate Student Career Nbrt o
2105 - Bachelor of Science(tS) status: Active a5 of 24/05/2011
Admit Term: 2011 Academic vesr 2011-12

Expected Graduation:

Approved Load: Full-Tirne

Load Determination: Base On Units

Level Determination:  Base On Units

Plan: €164-2105 Marine & Freshwater Bicl BSc
Requirement Term: 2011 Academic Year 2011-12

edit term data

Term Summary

GLSGEW - University of Glasgow Term Setup
UG - Undargradusts

Eligible to Envoll:
2011 - Academic Year 2011-12

Primary Program: 2105 Bachalor of Scianca(Ls)

Academic Standing Status: Data unavailable

edit program data

Step Action

3. Click the Edit Program Data button.
| edit progran data I
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You will now be on the Student Program / Plan Page

¥ University

2 of Glasgow
Fa\/a'ntes : Maim‘Memu > Self Service > Adwisor Center > My Advisees
L Wew ind
Student Program Student Plan Student Sub-Plan Student Aftributes Student Degrees
=)
Ava Green mM3mT ME e

Academic Career: Ur Career Requirernent Term Student Career Nbi: (1

Status: Active in Program

“Effective Date: 2410542011 Effective Sequence: 1 0 & new row at row L (A7)

‘Program Action: PROC QU Pragram Change Action Date; 241052011

Action Reason: [ACAD @ SR Academic Preference Joint Prog Appr: O

‘Academic Institution: BLSGW | Q University of Glasgow

. ]

‘Academic Program: s Q Bachelor of Science(LS) RAmicEiong

From Application
“Admit Term: i Q 201112 Application Nbr:
Application Program Nbr: 00
Requirement Term: i Q 201112
Expected Grad Term: Q ‘Campus: |MAIN Q Wain *Acad Load; | FulkTime v
HESA Instance  CAS Details
oK Cancel Apply h Refresh

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Dearees

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 | changing the program and plan or keeping the same program
e but changing the plan?’
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Follow these steps for a Program Change

i

Favarites - Man Menu > Self Service  »  Advisor Center > My Advisees
H v -

&
" BtudentPlan  StudentSub-Flan  StudertAtibutes  StudentDegrees
#ya Green 2013017 HE e
Academic Career: Undergraduate Career Reguirement Term Student Career Nbr: 1

Status: Active in Program

‘Effective Date: 25052011 & Effective Sequence: ’72
‘Program Action: ’_Q Action Date; 241082011
Aetion Reason: [ Jloskup Program action (@t+5)] Jaint Prog Appr: d
*Academic Institution: ’m Q University of Glasgow

*Academic Program: W a Bachelor of Sciencei(L5) W
*Admit Term: o Ja, 201112 -‘:I‘:II'“CHT:OI:N|I;“

Requirement Term: WC\ 201112 Applcation Pogram bt:_U

Expected Grad Term: Q campus: MAN Q0 “Acad Load: | Full-Time |+

HESA Instance  CAS Details

| ok | cancel | Apnty \ s Refresh
Student Program | Student Plan | Student Sub-Plan | Student Afributes | Student Degrees

Step Action

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

nter > My Advisees

LookUp

Look Up Program Action

Program Action:  begins with |
Description: [ begins with v

| LookUp || Clear || Cancel |masic Lookup

Search Results
Wiew 100 First [ 117 of17 [i] Lasi

Program Action Description
Activate
Admission Revacation
Completion of Program
Data Change
Defer Envallment
Discontinuation
Dismissal
Leave of Ahsence
Matriculafion
Flan Change

& Lacal intranet du v Wi v

Step Action

2. Click the Program Change link.
|F'r|:|gram Change|
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“Academic Institution:

105 |Q

*Academic Program:
“Admit Term: WA iz
Requirement Term: 2011 1Q 201112

[ la

Expected Grad Term:

oK || cancel | Apply |

Student Sub-Plan Student Aftributes Student Degrees
Awa Green 2013017 ﬁ @ O
Academic Career: Undergraduate Career Requirement Term Student Career NI

Status: Active in Program ®E
"Effective Date: 260502011 [ Effective Sequence: Lz

"Program Action: WO\ Prograrm Change Action Date: 25/05/2011

Action Reason: ’7 Q Joint Prog Appr: o

GLEGW [Lockup Action Reason (Ak# 1),

Bachelor of Science(LE)

Student Program | Student Plan | Student Sub-Plan | Student Atributes | Student Dearees

From Application
Application Nbr:
Application Program Nbr:

“Acad Load: | FullTime s+

HESA Instance  CAS Details

‘campus: MAN Q

Main

(2 Retresh |

Action

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

u o SeffService > Adviser Center > My Achisees

Took Up

Look Up Action Reason

SetiD:

Program Action:

GLEGW
Program Change

Action Reason: | begins with v

Description:

begin with |V

[ LookUp | clear || Cantel |Basic Lookus

Search Results

igw 100

First [@] 1-4 o4 [3] Last

Action Reason Description

AGAD

SR Academic Preference
SR Early Exit Award
SR Other

SR Did Not hieet Progress Req

Action

Choose the appropriate action reason.
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StudentGub-Plan  Student Aftibutes  Student Degrees

Ava Green wm3mT i ®
Academic Career: Undergraduate Career Requirement Term Student Career Nbi: 0
First K 1 or 4 O s
Status: Active in Prograrm =
“Effective Date: 2as2011 Effective Sequence: N
‘Program Action: MO\ Program Change Action Date: 28/082011
Action Reason: ke o SR Acaderic Preference Joint Prog Appr: .
*Academic Institution: ’mq University of Glasgow
*Academic Program: WQ Bachelor of StiencelLs) W
*Admit Term: WO\ 2011-12 -‘{I‘Ill:lllﬁl')tll)oll?Nll::"
Requirement Term: W Q 2011-12 AnvlicaionProgramBbe: o

Expectad Grad Term: Q Campus: MAN Q0 Acad Loads | FUIFTime

HESAInstance  CAS Details

0K Cancel Apply by Refresh |

Studen| it Sub-Plan | Student Affributes | Student Denrees
Save camponert and return (Enter)

Step Action

5. Click the Look up Academic Program button

[

6. Choose the relevant Program record

Favovrites MainvMenu > SeIfSQrvice > Advisor'Center s My Advisees

[ Look Up

Look Up Academic Program

Academic Institution:
Academic Career: UG

Academic Program: | hegins with H

Description: heging with w |

LookUp | Clear Cancel |Basic Lookup

Search Results
Wiesy 100 First [4] 1-04of0q [j] Last

Academis Program Deseription

A0a1 Exchange Incorming (Ats UG

1003 Sermesters Ahroad pArts UG
Erasmus ICP Exchange (As UG
PG Study at LG level (s
Mon-gualifing WGARS
Exchange Incoming (MYLS UG
Sermesters Abroad (MYLE UG
Frasmus ICP Fechanne M 8 LIGY

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.

plan.

Click the Look up Academic Plan button and choose the appropriate

Look Up

Look Up Academic Plan

Academic Institution: GLEGW

2105

beains with v ||

Cancel

ic Program:
Academic Plan:

Look Up Clear

Basic Lookup

Search Results

View 100 First [4] 125 ot25 [3] Last

Academic Plan Description

B110-2105  |Anatorny,BSe

B120-2105  Physiolooy,BSc

B140-2105 Meuroscience,BSc
B210-2105  PharmacologyBSc
B940-2105  Biormedical Sciences,BSc
BC16-2105  Physiology & Sports Sci,BSc

Academic Plan Type Dearee
UG Hang
UG Hons
UG Hons

BC16-2105  Physiology & P: BSc

C110-2105

BC4E-2105  |Phys, SpSci & Nulrition, BSc

Biotechnology,B5c

10.

Click the O_K 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 Enroliment > 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.

Date Created: 5/26/2011 11:50:00 AM Page 9



