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Adding a Plan and/or Sub-Plan to a
Student Record

OBJECTIVE:

To explain the steps taken to add or change a plan or sub-plan to a student
record.

CONTENTS:

LESSON 1: ADDING OR CHANGING A PLAN
LESSON 2: ADDING A SUB-PLAN

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
Student Records Functional Lead
under Student Administration.
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Lesson 1: Adding or Changing a Plan

Navigation: Records and Enrollment > Career and Program Information > Student and
Program Plan

INTRODUCTION: There may be times when a student needs to have a major

changed or a minor added. This action requires an addition or change of the student’s
plan. The following table will outline the steps necessary to add or change a plan on a
student record.

Step

Action

Screenshot

1

Navigate to the Student and Program
Plan page using the navigation above.

Student Program/Plan
Enter any information yau hawe and click Search. Leave fields hlank for a list of all values.

Find an Existing Value Add a Mew Value

ID: begins with ||
Academic Career: |= v -

Student Career Nbr:| = v

Campus ID:
National ID:
Last Name:
First Name:

hegins with

hegins with

heging with

hegins with

Cinclude History Ccorrect History [Ccase sensitive

Search | Clear | Basic Search Save Search Critetia

Find an Existing VWalue | Add 2 Mew Value

Enter the necessary information to look
up the student who needs a plan added

or changed.

Student Program/Plan
Enter any information yau hawe and click Search. Leave fields hlank for a list of all values.

Find an Existing Value Add a Mew Value

ID: begins with ||

Academic Career: |- v “
Student Career Nbr:| = v

Campus ID: hegins with

National ID: hegins with ||
Last Name: begins with ||
First Name: begins with ||

Omnclude History Ocorrect History [case sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Continued on the next page...
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3 Click on the Include History button.
& Include History |

NOTE: This step must be completed
prior to adding or changing any student
plan.

HE @
Acamle Lo Ui, Career Beqiremend Term Student Carass Mz 0
Stalis: Acthvn in Program *|[=]
“Emectie Dates i 22000 5 Fitnctivn Sequonce: 1
“Program Action: PLMC (O, Fian Changs Action Date: [ENE]
Actihon Bsason: = Jolit P o Apprt 0
‘Academnic rstihation: SOCMP O Sonoma State Unkers oy

*Academic Progranc UGRD QL Unsesgraduaty

. = Froen ]
At T 2081 3, Fall 2005 Aglication Nbi: 00sE514
et Toie ELTA Fall 2005 sl Pt 0
Expicted ad Teme ne 4 Song 3010 ‘Campus: MAN O B3UMain  “Acad Lot | Full Time s

| [y | Amenesn | Foaan | (Coomempay D)

turent Pian | Sudent Sub-Pian | Shden Afribues | Siadent Degres:

4 All of the student’s current and historical
program information will be displayed.
Click on the Plus button to add another

Program row.

S—

Acabemile Caeer Und Caregr Baguirgmerd Term

STudant Caress Wit 0

Statis: Acctivm i Program =|
“Emectie Dates i 22000 5 Fitnctivn Sequonce: 1
“Program Action: PLMC (O, Fian Changs Action Date: [EN ]
Actihon Bsason: = Jolit P o Apprt 0

‘Academnic rstihation: SOCMP O Sonoma State Unkers oy

‘Acadsmic Premain: UGRD G Uneegraduati

- Froen v

‘A Teame: 2057 Fall 2005 Application Nbr: nonsEsE
Heaqumemnaent Teine 057 O Fall 2005 | Application Program Hbe: 0
Expected Gasd Tarne PRl ER= Bping 3010 ‘Campis: MAN O BOUMain  *AcadLoad | Full Timo e |
Bsave | Smetuniosewcn | tlredoumist | Wnetnvs | Flvoey | dimenen | B | | &
Student Program | Studant Fian | Student Su-Plan | Shudent sttitutes | Sudent Deqres

5 Enter the program action of PLNC into
the Program Action box. This signifies a
plan change.

Studen Program | Saudert Plan T Stucent Gut-Plan T Saudacd Aibutes T Siudent Degroes |

b Catdee: Stiaderd Careet Hbi: 0

Undergraduate Cargyr Requirgmunt Tem

| samus: Actve in Program =E
'Effective Date: 082008 Effective Sequence: )
“Prograan Action: P Plan Change Retion Date: 08182000
Action Raasare q ot Prog Appi: o
“Acardernic Istution: S0CMP L Sonoma State University

“Acadeinic Progiai: UGRD O Undergraduste Admissioas |

o, From Applcati

“Adied Totmn: w057 0 Fall 2005 Application N 00SES14
Raquiramont Yo 2057 Q Foll 2008 L AeplcationPreoramie: 0 |

Expactad Gead Tedie e Q

Sparg 2010 “Campus: WAN O BEUMain  ‘headLoad | Fus-Time s

Eoaod | Fpdstetupey | Do Hatory | Bcoredt story

Jfs | Studant Denrass

6 Click on the Student Plan tab.

s I Bluduent Plan I Ziyiduni] BulliPlan

Student Proy

Stord Mlibylos.

Academic Caresr: Undargraduate Carear Requirerart Tam Srdent Capoer Nbt: [

Status: Arihve in Programn Fi=
‘Effective Date: [oararzuog [ Effective Sequence: 1

"Program Action: o Acthon Dote: 061 2009
Action FReasoi FLNG O Joint Prog Apg: ]

“Academic stmmlon: [SOCMF T gonoma Sate University

*Acatemic Progane UGRD ©% Uindergratuate

Rt Foon ELTERS Fall 2005

Requir etment Term; 057 Q, Fall 2005

Expacted G Term: 703 Q, Bpmg 2010 Camprs; MAN 3 BSUMain  ‘Acod Loa: FulTimy ]
Wsave | Pnewntosesen | [ty | inetresh s | | Fimcndersstery | comsctistory |

Studert Progeam | Elusdent Plin | Shuden] Sub- Plon | Shadsnt Allibites | Sudenl Dearees
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7 Click on View All to see all of the N RIS,

student’s plan history. This ensures

Acaideinic Caaer: Undergradisli Stindent Coseer Hi: 0 cnm

h h I H h d Fird |y a0

t at t € CorreCt p anisc ange or Statuis: At in Program it Termm Fall 2005 ~—"

added Effective Date: DR/ W2002 Effective Sequence: 1

. Program Action: Plan Chingr Nction Date: nanasne
Action Reason: Requiremen Term: Fall a0
Academic Programe Undergrad
‘Rcademic Plan: AMCS-ON L amer Mumeul Studies (A} Mator =
‘Plan Sequence: 10 Deqres: L-0)
‘Daclare Date: 0ENEDOMR [ Degras Chackom Star:
“Redquirement Term 08T L pall 2008 Studet Degree Nbe: feregentials
‘Aehdsenent S Inclede % Completion Terme
Wseve | FnewntoSesch | Enctity | Dilstresh B | ElodateOupisy mehate tstory | [@icomect Hatory
Hludent Frogeisr | Stedent Fan | Sludent Sut Pran | Sludent Asnbutes | Sudenl Degiees

8 Determine the plan that requires the
addition or change.

Student Program Student Plan Student Sub-Plan Student Attributes Student Deagrees

Academic Career: Undergraduate Student Career Nbr: 0 Car Req Term:

First E 1-8 of 8 E Last

Status: Active in Program Admit Term: Fall 2005
Effective Date: 08/19/2008 Effective Sequence: 1

Program Action: Plan Change Action Date: 08/19/2008
Action Reason: Requirement Term: Fall 2005

If Th en - . Fini | 1 Al First E 1of 1 m Last
A plan needs tO GO tO Step 9 *Academic Plan: AMCS-BA (O amer Multicult Studies (BA) Major EHE

‘Plan Sequence: m Degree: BA

be added (major ‘Declare Date: 031812008 [ Degree Checkout Stat:
or mino r) ‘Requirement Term: 2057 Q- Fall 2005 Student Degree Nbr: Credentials

Status: Completion Term:
A plan needsto | Go to step 11.

Status: Active in Prograrm Admit Term: Fall 2005
be Ch anged Effective Date: 0801872008 Effective Sequence: 1
Program Action: Plan Change Action Date: 08M8/2008

(m aJOr Or Action Rfaason: Requirement Term: Fall 2005
minor)... '

il

*Academic Plan: AMGEBA O mmer Mutticult Studies (B4) Major EE
“Plan Sequence: m Degree: BA

9 Click on the Plus button to add a new

row to the existing plan.
*Academic Plan: AMCE-BA (L amer Multicult Studlies (BA) Major Fl
‘Plan Sequence: m Degree: BA
*Declare Date: 08182008 Degree Checkout Stat:
‘Requirement Termy: ’E S Fall 2008 Student Degree Nbr: Credentials
*Advisement Status: Completion Term:
Status: Active in Program Admit Term: Fall 2005
Effective Date: 08182008 Effective Sequence: 1
Program Action: Plan Change Action Date: Osi8rzo08

Continued on the next page...
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10 | Click on the Magnifying Glass
icon to search for the

appropriate plan to add to the

student record. ** Select the
appropriate plan from the list.

Go to step 12.

First K 212 [¥) Lot
#H=

B Degree:
‘Declare Date: 0zrar2008 & Degree Checkout Stat:
‘Requirement Term: ,_Q Student Degree Nbr: Credentials
"Advisement Status: Completion Term:
Status: Active in Pragram Admit Term: Fall 2005
Effective Date: 02re/2008 Effective Sequence: 1
Program Action: Plan Change Action Date; 0811812008
Action Reason: Requirement Term: Fall 2005

Academic Program:

"Academic Plan:

‘Plan Sequence:

Underarad

AMCE-BA A Amer Multicult Studies (BA)

[0

Major

Degree:

Finat [ view s First [ 1o 1 [P ast

=

BA

11 | Click on the Magnifying Glass
icon of the Academic Plan to

search for the appropriate plan

to change the student to. Q
Select the appropriate plan
from the list.

| view s First 4] 1 of 1 [P Last
emic Plan; AMCS-BA Tner Multicult Studies (BA) Major
'Plan Sequence: W Degree: BA
‘Declare Date: 081872008 Degree Checkout Stat:
"Requirement Term: ,HQ Fall 2005 Student Degree Nbr: Credentials
"Advisement Status: Completion Term:
Status: Active in Program Admit Term: Fall 2005
Effective Date: 03i18/2008 Effective Sequence: 1
Program Action: Flan Change Action Date: 08/18/2008
Action Reason: Requirement Term: Fall 2005
Academic Program: Undergrad

12

If Then

The major Go to step
was declared | 13.

in the same
term as the
default
term...

i First (4 4 o4 [P

*Academic Plan: AMCE-BA L Amer Multicult Studies (BAY Major

'Plan Sequence: W Degree: BA

‘Declare Date: 081872008 Degree Checkout Stat:
« Student Degree Nbi: Credentials

"Advisement Status: Completion Term:

Status: Active in Program Admit Term: Fall 2005

Effective Date: 03i18/2008 Effective Sequence: 1

Program Action: Flan Change Action Date: 08/18/2008

Action Reason: Requirement Term: Fall 2005

Academic Program: Undergrad

The major
was declared
in a term that
is later than

Update the
Requirement
Term to
current term.

the default
term...

NOTE: The requirement term
must be the default value or
later unless otherwise
approved by the Dept.

Continued on the next page...
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13 | If appropriate change the n e S

*Academic Plan: AMCS-BA Amer Multicult Studies (BA) Major

declare date to reflect the o

StUdent’S request_ A pectare pate: D 2008 [ Degree Checkout Stat
*Requirement Term; Fall 2005 Student Degree Nbr: Lredentials
*Advisement Status: Completion Term:
Status: Active in Program Admit Term: Fall 2005
Effective Date: 08/ ar2008 Effective Sequence: 1
Program Action: Plan Change Action Date: 08/18/2008
Action Reason: Requirement Term: Fall 2006
Academic Program: Undergrad

- PTOgTATT AT e ACTOTIDaTe: T2 FT20T
14 C | | Ck Save to com plete the Action Reason: I=Incomplete File Requirement Term: Fall 2005

Academic Program: Undergrad

changes. =
*Academic Plan: FRE-BUS QL Pre-Business Administration Major EHE
‘Plan Sequence: W Degree: BsS
*Declare Date: 10/27/2004 Degree Checkout Stat:
‘Requirement Term: 2087 @ pan 2008 Student Degree Nbr: Credentials
*Advisement Status: Completion Term:

(EsaveDQRaummSearchl tEPrevious in List | +EIMex in List | [Enuatity | r:mefresh| Evsad | Flpdsteisplsy | Include History | [EFcorrect History

Student Pragram | Student Plan | Student Sub-Plan | Student Attibutes | Student Degrees
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Lesson 2: Adding a Sub-Plan

INTRODUCTION: The following table will outline the steps necessary to add a sub-
plan to a student record.

1 | Locate the student by entering their name Student Program/Plan
andlor Student |D Enter any infarmation you have and click Search. Leave fields blank for a listof a

Find an Existing Value Add a Mew Walue

ID: beging with ||
Academic Career: | - w v
Student Career Nbr:| -

= w
Campus ID: Iw“
National ID: | begins with + |
Last Name: Iw“
First Name: Iw“

Iinclude History [correct History [case Sensitive

Search | Clear | Basic Search 5] Save Search Criteria

Check the Include History box and click
Search.

3 | Add a row on the Student Program page by s
clicking on the “plus” button. Sally Sanoma %5

Academic Career: nder

Status: Active

Continued on the next page...
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Student Program Student Plan Student Sub-Plan

4 In the Program Action box enter “PLNC”
(Plan Change for the Program Action)

Sally Sonoma

*Program Action: PLMC Q Academic Career: Undergraduate Gi
NOTE: The magnifying glass (Lookup Button) next to any
O\ Status: Leave of Absence
box will allow you to view available entries. ‘Effective Date: 10/01/2006 [+

*Program Action: Plan Change

5 In the Action Reason box enter “SUBP” Status: Leave of Absence
(Adding a Sub-Plan) *Effective Date: 10/01/2006 [5
Action Reason: SUBP O *Program Action: FLNC |(Q Plan Change
(_ Action Reason: SUBP Q)

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

6 | Click on the Student Sub-Plan tab at the top Baly Sonoma oveeszes QT
Of the Screen Academic Career: Undergraduate Student Career Nbr: 1}

Student Sub-Plan
. ...}
7 Click on View All to view all of the student’s Aeademic Plare TR ER VT
. Requirement Term: Spring 2006
academic plans. " e

Student Program StudentPlan | Student Sub-Plan

8 Use the Lookup button to display available

i . A Sally Sonoma

sub-plan options in the Academic Sub-Plan

box. Select the appropriate sub-plan for the Academic Career: Undergraduate

student. |

Status: Leave of Absence
*Academic Sub-Plan: | Q Effective Date: 10/0152006
) . Program Action: Flan Change

NOTE: Make sure you a[)e oln the correct Academic Plan row P — Adding & Sub-Plan

pI‘IOI‘ to aSSIang any Sub-Plans. Academic Program: Undergraduate
-

Academic Plan:

Requirement Term: Fall 2003

*Academic Sub-Plan: Q

Continued on the next page...
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9 Enter the appropriate date in the Declare Date

field.

‘Declare Date:

12312005 [5)

*Academic Sub-Plan:

ECONBUSECC, Business Economics

If Then
The student is Leave the defaulted Academic Sub-Plan Type:  Concentration
declaring the plan Declare Date. < “Declare Date; e

and the sub-plan on
the same day...

The student is
declaring a sub-plan
after the declaration
of a plan...

Update the Declare
Date field with the
date on which the
sub-plan is being
declared.

*Requirement Term:

2037 O Fall 2003

10

If necessary update the Requirement Term
(catalog year). This will default to the student’s

program admit term.

*Requirement Term:

2087 U Fan 2008

If

Then

The student’s sub-
plan existed in their
original catalog year

Allow the
Requirement Term
to default to the

*Academic Sub-Plan:

Academic Sub-Plan Type;

ECONBUSECC, Business Economics

concentration

and they want to program admit ‘Declare Date: 0110272003 3
remain in that term. *Requirement Term: 2037 Q. Fall 2003
catalog year... Go to step 13.

The student has a Update the

sub-plan that is
newer than their
original catalog year
or they would like to
switch to the current

catalog year...

Requirement Term
with the catalog
year necessary to
determine the sub-
plan courses.

Go to step 11.

Continued on the next page...
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thp Student Plan Student Sub-Plan E:(udEr‘wtﬁMl- !E?tUIjEIEEiIEEE
1 1 R etu rn to th e St u d e n t P I an tab to u pd ate th e Academic Career: Undergraduate Student Career Nbr: 1

Plan Requirement Term.

Status: Active in Program Admit Term:
Effective Date: 04/08/2003 Effective Sequence: 0
Program Action: Matriculation Action Date: 04i08/2003
Action Reason: Auto Matriculation Requirement Term: Fall 2003
Academic Program: Undergrad
*Academic Plan: ECON-BA QU Econamics (BA) Wiajor FE=
*Plan Sequence: [0 Degree: BA
*Declare Date: 01/0212003 [ Degree Checkout Stat:
k—Requirement Term: 12037 & Fan 2003 udent Degree Nbr: Credentials
*Advisement Status: [Thclude + | Completion Term:
Bsove | ARetumtosearch | [Elnatiy | bRefresh | Evadd | FpdsteDispay | Hlinchue History | Correct Hstory
*Academic Plan: ENTH-BA L anthropology (BA) Major

12 | Update the Requirement Term to reflect the “Plan Sequence: (10 Degree: BA

updated term in the sub-plan. ‘De : Degree Checkout Stat:
Wm: WQ Sprng 2 Student Degree Nbr:

*Advisement Status: Include “ Completion Term:

13 | Click on the Save button to save your I

Changes. *Academic Sub-Plan: ECOMBUSECT, Rysiness Economics

El save Academic Sub-Plan Type:  Concentration
010202003 [51)

*Declare Date:

*Requirement Term: 2037 O Fall 2003

.QReturnto Search | [Emotify | &, Refrash | Eradd |

10
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