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ADD A NEW MAJOR OR DEGREE TO GRADUATE CAREER

This instruction guide will cover how to add a new major or degree to a graduate career. This is performed by Graduate
Coordinators and Staff in the various colleges with the UF_SR_GRAD_STAFF_USER role. The Program Action is “ACTV”
since you are activating the student in a new career number/stack. The Action Reason is “AMAJ” for Add a Major.

STEP 1: NAVIGATE TO STUDENT PROGRAM/PLAN PAGE
1. Loginto myUFL using your GatorLink username and password.
2. Navigate to NavBar > Main Menu > Student Information System > Records and Enroliment > Career and Program
Information > Student Program/Plan Search
3. Enter the student’s UF ID, if known.
4. Click Search.

Student Program/Plan Search

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

Find an Exisfing Value

Search Criteria

Campus ID
National ID:
Last Name:
First Name:

[ case sensit

=[5
Search Clear | Basic Search 2 Save Search Criteria

STEP 2: ADD NEW PROGRAM/PLAN
1. Click Add at the bottom of the screen.

Student Program/Plan Search

Student Program/Plan Search

98765432  Albert Gator

Current and Future Program/Plans Personalize | Find | @I E First ‘4’ 10of1 '} Last
Car Effective Program Action S Academic Plan Academic Sub Plan
gelech Catzsy Mbr Date Seq Status Reason Sy kit oey Pla Description Sub-Plan Description

GRAD 0 082412015 0 Active CONV GREDU UFLOR HEA PHD Higher Education Adminisiratn

Include History

Correct History

" Return to Search =] Notify
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2. Allow the Academic Career to pre-populate. If the field is blank, select Graduate from the drop-down menu.
3. Click OK.

Student Program/Plan Search - Add

Student ID 08765432
Academic Career ||

Student Career Nbr 1

(]34 Cancel

STEP 3: STUDENT PROGRAM TAB
1. Verify the student’s name and UFID number.
Verify the student is in the Graduate career.
Make a note of the Student Career Nbr.
Allow the Status to default to Active in Program.
Allow the Effective Date field to default to today’s date.
Update the Program Action to ACTV since you are activating the student in a new career number/stack.
Update the Action Reason to AMAJ for adding a major.

NoukswnN

Student Program Student Plan Student Sub-Plan Additional Information Student Attributes Student Degreas

Albert Gator 98765432 @ 5
Academic Career: Graduate Career Requirement Term Student Career Nbr 1
Find | View Al First ‘4 10f1 '} Last
Status: Active in Program ﬂ ;I
*Effective Date 11/09/2017 Effective Sequence 0
a .
*Program Action |ACTV Q. Activate Action Date 11/09/2017
| Action Reason | AMAJ QU Add Major Joint Prog Appr:
*Academic Instifution UFLOR e § University of Florida
*Academic Program |GRBUS Q Admissions

.. From Application
*Admit Term 2158

Fall 2015 Application Nbr
Requirement Term [2158] Q e Application Program Nbr 0
Expected Grad Term: *Camps
Last Updated On AR B
BY
8. Allow the Academic Institution to default to UFLOR.
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9. Enter the Academic Program.

Note: Use the look up icon beside Academic Program to search.

Student Program Student Plan Student Sub-Plan Additional Information Student Attributes Student Degrees

Albert Gator 98765432 @ 3
Academic Career: Graduate Career Requirement Term Student Career Nbr 1
Find | View All First ‘4 1of1 ‘b’ Last
Status: Active in Program ﬂ ﬂ
*Effective Date 11/09/2017 Effective Sequence 0
*Program Action |ACTV Q Activate Action Date 11/09/2017
Action Reason AMAJ Q. Add Major Joint Prog Appr:
*Academic Institution UFLOR aQ, University of Florida
I‘Academic Program (GREUS {o¥ l Admissions
. From Application
*Admit Term 2158 Fall 2015 Application Nbr
Requirement Term [2158 Q s Application Program Nbr 0
Expected Grad Term: “Campus
Last Updated On *Academic Load

By

10. Allow the Admit Term to default in.
11. Allow the Requirement Term to default from the Admit Term.

Note: The requirement term determines the catalog year that will be used in the student’s degree audit for any
departmental degree audit requirements.

12. Leave the Expected Grad Term blank.

13. Allow the Effective Sequence to default to 0. If another action is inserted on the same effective date, the effective
Sequence will increment to 1.

14. Allow the Action Date to default to today’s date.

Note: UF will not use the Joint Prog Appr or Dual Academic Program fields.

15. Allow Campus to default in.
16. Allow the Academic Load to default to full time.

Note: This is the approved academic load, and does not reflect the student’s actual academic load in any term.

STEP 4: ADD A MAJOR
1. Click on the Student Plan tab.
2. Inthe Academic Plan field, enter the plan code for the desired major or click the look up icon and search for the
major. In this example, the Academic Plan is the MBA in Business Administration (BUS_MBA).
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Note: If you use the look-up, be sure to select the academic plan code that has a plan type of major and the
appropriate degree.

Student Program Student Plan Student Sub-Flan Additional Information Student Attributes Student Degrees

Albert Gator 98765432 @
Academic Career: Graduate Student Career Nbr 1 Car Req Term: Fall 2015
Find | View All First ‘&' 1of1 ‘& Last
Status: Aclive in Program Admit Term: Fall 2015
Effective Date 11/0922017 Effective Sequence 0
Program Action: Activate Action Date 11/09/2017
Action Reason: Add Major Requirement Term: Fall 2015
Academic Program: Business
Find | View All First ‘4’ 10f1 ‘&' Last
. i +[=
[ Academic Plan BUS_MBA x |Q gysiness Administration ] Major #i=
*Plan Sequence 10 Degree: MBA
*Declare Date 11/09/2017 |[& Degree Checkout Stat:
“Requirement Term 2158 |Q g4 2915 Student Degree Nbr
*Advisement Status Completion Term:
il Save ||[<]Motify ||g* Refresh |4 Add | 3| Update/Display 4] Include History |7 Correct History

Student Program | Student Plan | Student Sub-Plan | Additional Information | Student Attributes | Student Degrees

Allow the Plan Sequence to default to 10.

Allow the Declare Date to default to today’s date.

Allow the Requirement Term to default in by leaving it blank.
Allow the Advisement Status to default in.

No v s~w

Verify the Degree, which will display based on the plan you select.
Note: If you selected a minor, the Degree field will be blank.

8. Verify the Degree Checkout Stat and Student Degree Nbr are blank — these will populate when the student
completes the degree program.

Note: Completion term is not populated when the student graduates.

STEP 5: ENTER SUB-PLAN (CONCENTRATION) INFORMATION
1. If the student should have a concentration, click on the Student Sub-Plan tab.
2. Enter the student’s Academic Sub-Plan, if applicable, by entering the code or clicking the look up icon and
selecting the code.
3. Allow the Academic Sub-Plan Type to default in based on the academic sub-plan selected.
4. Allow the Declare Date to default to today’s date.
5. Allow the Requirement Term to default to the academic plan’s requirement term by leaving it blank.
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STep 10: SAVE AND REVIEW WORK
1. Click Save.

Alvisement Status

Completion Term:

/| Save | =] Notify i Refresh Eh Add 5| Update/Display .;-'I Include History

Student Degrees

Siudent Program Student Plan Student Sub-Flan Additional Information Student Attributes
Albert Gator 98765432 @
Academic Career: Graduate Student Career Nbr 1 Car Req Term: Fall 2015
Find | View All
Status: Active in Program Admit Term: Fall 2015
Effective Date 11/09/2017 Effective Sequence 0
Program Action: Activate Action Date 11/09/2017
Action Reason: Add Major Requirement Term: Fall 2015
Academic Program: Business
Find | View All
*Academic Plan BUS_MBA x |Q pysiness Administration Major
*Plan Sequence 10 Degree: MBA
*Declare Date [11/09/2017 |[=] Degree Checkout Stat:
*Requirement Term 2158 |Q, 5y 2015 Student Degree Nbr

4

First 1of1 ‘&) Last

4 10f1 & Last

[+ [=]

First

|7 Correct History

Student Program | Student Plan | Student Sub-Flan | Additional Information | Student Aftributes | Student Degrees

Note: Since you just added a new record, you don’t have the option to Return to Search.

2. Go back to Student Program Plan by selecting Main Menu > Student Information System > Records and
Enrollment > Career and Program Information > Student Program/Plan.

3. Allow the ID to pre-populate or enter the ID if known.

4. For the Academic Career, enter Graduate.

5. Click Search.

6. Click the appropriate (highest-numbered) Career Nbr or Stack.

7. Verify the changes you made on the Student Program page.

8. Click the Student Plan tab.

9. Verify the student plan information.

10. Click on the Student Sub-Plan tab.

11. If you added a sub-plan, verify that information.

12. Appropriate default degree attributes for this plan will be applied within an hour during regular business hours.

Once that occurs, you may return to this Stack and update the Additio
changes in this area. (See Instruction Guide “Change Attribute.”)

nal Information tab if the student needs
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FOR ADDITIONAL ASSISTANCE

Technical Help Processes and Policies
UF Computing Help Desk Graduate School Data Management
352-392-HELP graddata@ufl.edu

helpdesk@ufl.edu
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ADD OR REMOVE A CONCENTRATION FOR A GRADUATE CAREER

This instruction guide will cover how to add or remove a concentration for a graduate career. A concentration is an
emphasis. At the Graduate level, it is called a sub-plan. Adding or removing a concentration is completed by Graduate
Coordinators and Staff with the UF_SR_GRAD_STAFF_USER role. The Program Action is “PLNC” for Plan Change. The
Action Reason is “CSUB” for Change Subplan.

NAVIGATE TO STUDENT SERVICES CENTER
1. Loginto myUFL using your GatorLink username and password.
2. Navigate to NavBar > Main Menu > Student Information System > Campus Community > Student Services
Center.

Alternatively, you can do this from the Advisee Student Center. To do this, use the following Navigation:
NavBar > Main Menu > Student Information System > Self Service > Advisor Center > Advisee Student Center

3. Enter the student’s UF ID, if known, or enter the student’s last and first name.
4. Click Search. If there are multiple results, click the student’s name.

Student Services Center

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

Find an Existing Value

Search Criteria

1D |-I:.|eg|ns with w || )

Campus 1D:
National ID:

Last Name: | begins with || )
First Name: [ begins with v |{ )

[Jcase sensitive

Search Clear | Basic Search (& Save Search Criteria

5. Select the Academics tab.
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Albert Gator

Student Center General Info Admissions

Albert's Student Center

Academics

My Class Schedule
Shopping Cart
My Planner

[other academic._

v ®

98765432

Transfer Credit Finances Financial Aid

@ You are not enrolled in classes.

Search for Classes

Holds

No Holds.

6. Select the Academics Program with the Academic Plan you wish to update.

7. Click Edit Program Data.

Albert Gator

Student Center General Info Admissions Tran:

Institution / Career / Program

ks UFLOR - University of Florida

..... G ) te
- I GRAGL - Agricultural and Life Sciencesl
I raduate
UGAGL - Agricultural and Life Sciences
UMNAGL - Agricultural and Life Sciences
UMNAGL - Agricultural and Life Sciences
UMNAGL - Agricultural and Life Sciences

98765432
sier Credit Academics Finances
Program
Student Career Nbr
Status
Admit Term
Expected Graduation

Approved Load
Load Determination

Level Determination

Plan

Requirement Term

Plan

Requirement Term

Financial Aid

2 (

Edit Program Data

GRAGL
0
Active in Program
2161

Full-Time
Base On Units

Base On Units

AEC_GMN
2161

ANS_MS
2161

Agricultural and Life Sciences

as of 11/28/2017
Spring 2016

Agricultural Education & Comm
Spring 2016

Animal Sciences
Spring 2016

ADD A CONCENTRATION
Step 1: AcTioN CODES

1. From the Student Program tab, select the plus (+) sign to add a new row.
2. Enter PLNC for the Program Action. This action is used for any plan or sub-plan change.

3.

Enter CSUB for the Action Reason. This action reason is used when changing a sub-plan.
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Student Program Student Plan Student Sub-Plan Additional Information Student Attributes Student Degrees

Albert Gator 98765432 @ *x &3

Academic Career: Graduate Career Requirement Term Student Career Nbr 0

Find | View All First ‘&' 10f2 '* Last

Status: Active in Program (=]
*Effective Date 11/09/2017 Effective Sequence 1
*Program Action PLNC Plan Change Action Date 11/09/2017
Change Subplan Joint Prog Appr:

*Academic Institution UFLOR

Q
Action Reason [CSUB Q

Q University of Florida

Q

*Academic Program GRAGL Admissions

Agricultural and Life Sciences

y From Application
*Admit Term 2143

Fall 2014 Application Nbr
Requirement Term 2148 Q Sy Application Program Nbr 0
*Campus :
Expected Grad Term: PUS [MAIN Iain
Last Updated On 11/02/2017 8:18:22AM “Academic Load [Full-Time v

By UF_CONVERSION

STEP 2: REVIEW TABS
1. Select the Student Plan tab.

2. Review Academic Plan information. If the student has more than one plan row, ensure that the student’s major
plan is selected by using the arrows before moving on to the next step.

Student Program Student Plan Student Sub-Plan Additional Information Student Attributes Student Degrees

Albert Gator 98765432 S *
Academic Career: Graduate Student Career Nbr 0 Car Req Term: Fall 2014
Find | View All First ‘&' 10f2 '} Last
Status: Active in Program Admit Term: Fall 2014
Effective Date 11/09/2017 Effective Sequence 1

Program Action: Plan Change Action Date 11/09/2017

Action Reason: Change Subplan Requirement Term: Fall 2014

Academic Program: AglLifeSci

Find | View Al [Frrst 4 10r1 @ Lasl]

* i :+- B
Academic Plan AGB_MS @ Agricultural & Biological Eng Major =
*Plan Sequence 10 Degree: MS
*Declare Date [12/24/2014 |[31] Degree Checkout Stat:
*Requirement Term 2148 | Q) Fall 2014 Student Degree Nbr
*Advisement Status Completion Term:

STEP 3: ADD CONCENTRATION
1. Select the Student Sub-Plan tab.

2. Select the look up icon beside Academic Sub-Plan.
3. Select Look Up.
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4. Select the concentration. In this example, we will use Wetland Sciences (AGB_MS03).
5. Review any warnings that pop up and click ok.

| student Program || Student Plan | Student Sub-Plan || Additional information || Student Afributes || Student Degrees |

Albert Gator 98765432 @ *
Academic Career: Graduate Student Career Nbr 0
Find | View All Eirst U 10f2 * Last
Status: Active in Program Admit Term: Look Up Academic Sub-Plan
Effective Date 11/09/2017 Effective Sequer e
Program Action: Plan Change Action DI] ACAlFdi SRR %
Action Reason: Change Subplan Hesarpion:
Academic Program: Agricultural and Life Sciences University of Florida ;
Look Up Clear Cancel Basic Lookup
Search Results
Academic Plan: Agricuttural & Biological Eng Major View 100 First ‘@ q40f4 @ Last
Requirement Term: Fall 2014 Academic Sub-Plan Description
AGB_MS01 Geographic Information Systems
AGB_MS02 Hydrologic Sciences
*Academic Sub-Plan | e AGB MS03  (Weliand Sciences )
g AGB_MS04 Agroecology b
Academic Sub-Plan Type:
*Declare Date (1212472014 |5 —_—_mm

*Requirement Term | |2

6. Click Apply and OK.

REMOVE A CONCENTRATION
Step 1: AcTioN CODES

1. From the Student Program tab, select the plus (+) sign to add a new row.
2. Enter PLNC as the Program Action.

3. Enter CSUB as the Action Reason.

STEP 3: REVIEW TABS
1. Select the Student Plan tab.

2. Review Academic Plan information. If the student has more than one plan row, ensure that the student’s major
plan is selected before moving on to the next step.

STEP 3: REMOVE CONCENTRATION
1. Select the Student Sub-Plan tab.

2. Use the arrows to review the Academic Sub-Plans for the student.
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Find | View Al [First * 103" Last)
[#[=]

*Academic Sub-Plan |[AGB_MS03 | Q \wetiand Sciences

Academic Sub-Plan Type: Concentration
*Declare Date |12/24/2014 |[5]

*Requirement Term 2148 |Q, £ 2014

3. Select the negative (-) sign to remove the selected concentration. In this example, we are removing the Wetland
Sciences (AGB_MS03) concentration.

Find | View Al First ‘¢ 10f3 {* | Last

*Academic Sub-Plan AGB_MS03 |C Woetland Sciences il@

Academic Sub-Plan Type: Conceniration
*Declare Date 12/24/2014 |[[]

*Requirement Term (2148 |Q, Fa5 2014

4. Select OK when the Delete Confirmation message appears.

Delete Confirmation

Deleie currevd rows from this page? The delete will occur when the transaction is saved.

7 Cancel

5. Click Apply and OK.

FOR ADDITIONAL ASSISTANCE

Technical Help Processes and Policies
UF Computing Help Desk Graduate School Data Management
352-392-HELP graddata@ufl.edu

helpdesk@ufl.edu
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ADD OR REMOVE A MINOR FOR A GRADUATE CAREER
This instruction guide will cover how to add or remove a minor for a graduate career. This process is completed by

Graduate Coordinators and Staff with the UF_SR_GRAD_STAFF_USER role. The Program Action is “PLNC” for Plan Change.
The Action Reason is “AMIN” for “Add a Minor” and “RMIN” for “Remove a Minor”.

NAVIGATE TO STUDENT SERVICES CENTER
1. Loginto myUFL using your GatorLink username and password.
2. Navigate to NavBar > Main Menu > Student Information System > Campus Community > Student Services
Center.

Alternatively, you can do this from the Advisee Student Center. To do this, use the following Navigation:
NavBar > Main Menu > Student Information System > Self Service > Advisor Center > Advisee Student Center

3. Enter the student’s UF ID, if known, or enter the student’s last and first name.
4. Click Search. If there are multiple results, click the student’s name.

Student Services Center

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

Find an Existing Value

Search Criteria

1D: |.beglnsmth vl )
Campus ID:
National ID:
Last Name: | begins with v| l

First Name: | begins with vI I

[Jcase sensitive

Search Clear | Basic Search (& Save Search Criteria

5. Click on the Academics tab.
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Albert Gator 98765432

Student Center General Info Admissions Transfer Credit Finances Financial Aid

Albert's Student Center

Academics
Search for Classes
My Class Schedule f
Stombing Cat @ You are not enrolled in classes.
My Planner Holds
Information Rel
other academic... v MR REIERE
Details p
6. Select the Academic Program with the Academic Plan you wish to update.
7. Click Edit Program Data.
Albert Gator 98765432 @ x
Student Center General Info Admissions Transfer Credit Academics Finances Financial Aid 2
Institution / Career / Program | Edit Frogram Data ]
:UFLOR - University of Florida Program GRAGL Agricultural and Life Sciences
~ GRAD - Graduale _ Student Career Nor 0
1 """ GRAGL - Agricultural and Life Scient?es Status Active in Program as of 11212017
) iGRAGL - Agricultural and Life Sciences; Admit Term 2148 Fall 2014
GRAGL - Agricultural and Life Sciences Expected Graduation
T GRAGL - Agricultural and Life Sciences Approved Load Full-Time
" UGRD - Undergraduate o )
** UGDCP - Design, Construction and Plan Load Determination Base On Units
" UNAGL - Agricultural and Life Sciences Level Determination Base On Units
Plan AGB_MS Agricultural & Biological Eng
Requirement Term 2143 Fall 2014
ADD MINOR

STEP 1: STUDENT PROGRAM TAB AcCTION CODES
1. From the Student Program tab, select Include History if the button is available and unshaded.
2. Select the plus (+) sign to add a new row.
3. Enter PLNC as the Program Action. This action is used for any plan or sub-plan change.
4. Enter AMIN as the Action Reason. This action reason is used when adding a minor.

Note: The look up icon can also be used to search for the Program Action code and the Action Reason code.
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Albert Gator 98765432 i
Academic Career: Graduate Career Requirement Term Student Career Nbr 0
Find | View All First ‘4 10f2 '}/ Last
Status: Active in Program .ﬂ ;:]
*Effective Date 11/09/2017 Effective Sequence 1
*Program Action [PLNC QU pian Change Action Date 11/09/2017
Action Reason AMIN Q. Add Minor Joint Prog Appr:
*Academic Institution UFLOR Q University of Florida
*Academic Program | GRAGL Q Agricultural and Life Sciences Admissions
. . From Application
‘Admit Term 2161 Sprin 2016 Application Nbr
Requirement Term [Z161 Q s Application Program Nbr 0
Expected Grad Term: Campus [MAIN Main
Last Updated On 11/02/2017 8:20:15AM “Academic Load [Full Time v
By UF_CONVERSION

STEP 2: ADD A MINOR

1. Select the Student Plan tab.
Click the plus (+) sign to add a new row.
Select the look up icon beside Academic Plan.
Select Look Up.

W

*Advisement Status

Student Program Student Plan Student Sub-Plan Additional Information Student Attributes Student Degrees
Albert Gator 98765432
Academic Career: Graduate Student Career Nbr 0 Car Req Term: Spring 2016
Find | View All First ‘4 10f2 ‘b Last
Status: Active in Program Admit Term: Sprin 2016
Effective Date 11/092017 Effective Sequence 1
Program Action: Plan Change Action Date 11/09/2017
Action Reason: Add Minor Requirement Term: Sprin 2016
Academic Program: AgLifeSci
Find | View Al First ‘4 20f2 '} Last
*Academic Plan | @ F[=
*Plan Sequence 20 Degree:
*Declare Date | 11/09/2017 |5 Degree Checkout Stat:
“Requirement Term Q Student Degree Nbr

Completion Term:

5. Select the new minor. In this example, we will select Accounting (ACT_GMN).

Note: Select the Academic Plan column header to sort. Notice the plan type is minor.

Training and Organizational Development
Human Resources

University of Florida, Gainesville, FL 32611

Updated: September 26, 2018
Page 3 of 6



UF Training & Organizational UF mYU-.FL

Development
Human Resources

UNIVERSITY of FLORIDA Student Information System

Student Program || Student Plan || StudentSub-Plan || Additional nformation || Student Atiributes || Student Degrees

Albert Gator 98765432
Academic Career: Graduate Student Career Nbr 0 Car Req Term: Spring 2016
Find | View All First ‘& 1012 ‘b Last
Status: ive i Admit Term: P
i AcveIn Frogran ! Look Up Academic Plan x
Effective Date 11/09/2047 Effective Sequé CESCHpUON egres
=) iy Plan Plan Type

Erogran Acton. Han Change Son ABE_GMN Agricultural & Biological E i blank] L
Action Reason: Add Minor Requirement Term: - 2l .ra R end !nov (biank)

= ) i | ACT_GMN Accounting Minor (blank)
Academic Program: AgLifeSci ADV_GMN _Advertising Minor  (blank)

AEC_GMN Agriculiural Education & Comm  Minor (blank)
AEC_MS  Agricultural Education & Comm  Major M3

Atadermic Bewi| 1K AEC_PHD Agricultural Education & Comm  Major  PHD
*Plan Sequence | 20 Degree: AGB_MS  Agricultural & Biological Eng Major MS
*Declare Date :-1"-1'}155}2_{-)_1_?;“;@ AGB_PHD Agricultural & Biological Eng Major PHD
. ) = LEgiestneckansy AGY_GMN Agronomy Minor {blank)
Requirement Term | Q Student Degreel AGY_MS  Agronomy Major M3
*Advisement Status Completion Term: | AGY_PHD  Agronomy Major PHD

AMC_GMN Animal Moleculr & Cellular Bio Minor (blank)

6. Click Apply and OK.

REMOVE MINOR

STEP 1: STUDENT PROGRAM TAB AcTION CODES
1. Select the Student Program tab.

2. Click the plus (+) sign to add a new row.
3. Enter PLNC (Plan Change) for the Program Action.
4. Enter RMIN (Remove Minor) for Action Reason.
Note: The look up icon can also be used to search for the Program Action code and the Action Reason code.
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Albert Gator 98765432 &
Academic Career: Graduate Career Requirement Term Student Career Nbr 0
Find | View Al First ‘4 10f3 '} Last
Status: Active in Program F[=
*Effective Date 11/09/2017 Effective Sequence 2
*Program Action |PLNC Q' Plan Change Action Date 11/09/2017
Action Reason RMIN Q Remove Minor Joint Prog Appr:
*Academic Institution UFLOR Q, University of Florida
*Academic Program GRAGL Q, Agricultural and Life Sciences Admissions
. . From Application
Admit Term 2161 Sprin 2016 Application Nbr
Requirement Term 2161 Q S Application Program Nbr 0
*Campus f
Expected Grad Term: s S Main
Last Updated On 11/09/2017 9:55:05AM “Academic Load |Full-Time v

STer 5: REMOVE MINOR
1. Select the Student Plan tab.

2. Use the arrows to view all academic plans for the student and locate the one you want to remove.
3. Select the minus (-) button for the Academic Plan you wish to remove.

Student Program Student Plan Student Sub-FPlan
Albert Gator
Academic Career: Graduate

Status: Active in Program
Effective Date 11/09/2017
Program Action: Plan Change
Action Reason: Remaove Minor
Academic Program: AgLifeSci

*Academic Plan ACT_GMMN [} Accounting
*Plan Sequence 20
*Declare Date 11/09/2017 Eﬂ

*Requirement Term 2161 |G Sprin 2016

*Advisement Status

Additional Information

Student Attributes Student Degrees

98765432

Student Career Nbr 0 Car Req Term: Spring 2016

Find | View All First ‘&' 10f3 '}/ Last
Admit Term: Sprin 2016
Effective Sequence 2
Action Date 11/09/2017
Requirement Term: Sprin 2016
Find | View All First ‘' 20f2 '/ Last
o=
Minor
Degree:
Degree Checkout Stat:

Student Degree Nbr
Completion Term:

4. Click OK When the Delete Confirmation message appears.

5. Click Apply and OK.
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Student Program Student Plan Student Sub-Plan
Albert Gator
Academic Career: Graduate

Status: Active in Program
Effective Date 11/09/2017
Program Action: Plan Change
Action Reason: Remove Minor
Academic Program: AgLifeSci

*Academic Plan ANS_MS

10
*Declare Date |05/04/2016 |[]

*Requirement Term 2161 | Q) Sprin 2016

*Advisement Status

*Plan Sequence

Cancel

Q Animal Sciences

Additional Information Student Attributes Student Degrees

98765432

Student Career Nbr 0 Car Req Term: Spring 2016
Find | View All First ‘4
Admit Term: Sprin 2016
Effective Sequence 2

Action Date 11/09/2017
Requirement Term: Sprin 2016

Find | View All First 4

Major
Degree: M3
Degree Checkout Stat:
Student Degree Nbr

Completion Term:

|Student Program | Student Plan | Student Sub-Plan | Additional Information | Student Aftributes | Student Degrees | Student Diploma

10f3 &/ Last

10f1

FOR ADDITIONAL ASSISTANCE

Technical Help

UF Computing Help Desk
352-392-HELP
helpdesk@ufl.edu

Processes and Policies
Graduate School Data Management
graddata@ufl.edu
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CHANGE AN ATTRIBUTE FOR A GRADUATE CAREER

This instruction guide will cover how to change an attribute for a graduate career. Attributes are details related to
graduate degrees such as thesis/non-thesis, project option, or EDGE option. Changing an attribute is completed by
Graduate Coordinators and Staff with the UF_SR_GRAD_STAFF_USER role. The Program Action is “DATA” for Data
Change. The Action Reason is “CADI” for Change Additional Information.

STEP 1: NAVIGATE TO STUDENT SERVICES CENTER
1. Loginto myUFL using your GatorLink username and password.

2. Navigate to NavBar > Main Menu > Student Information System > Campus Community > Student Services
Center.

Alternatively, you can do this from the Advisee Student Center. To do this, use the following Navigation:
NavBar > Main Menu > Student Information System > Self Service > Advisor Center > Advisee Student Center

3. Enter the student’s UF ID, if known, or enter the student’s last and first name.
4. Click Search. If there are multiple results, click the student’s name.

Student Services Center

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

Find an Existing Value

Search Criteria

ID: [begins with v|( )

Campus ID:
National ID:

Last Name: [begins with || )
First Name: [begins with w|[ )

[Jcase sensitive

Search Clear | Basic Search (& Save Search Criteria

5. Select the Academics tab.

Training and Organizational Development Updated: October 26, 2018
Human Resources Page 1 of4
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Albert Gator 98765432

Student Center General Info Admissions

Albert's Student Center

Academics

My Class Schedule
Shopping Cart
My Planner

[other academic._

v ®

Transfer Credit Finances Financial Aid

@ You are not enrolled in classes.

Search for Classes

Holds

No Holds.

6. Select the Academic Program with the Academic Plan you wish to update.

7. Click Edit Program Data.

Albert Gator 98765432
Student Center General Info Admissions Transfer Credit Academics Finances Financial Aid 2
Institution / Career / Program [ Edit Program Data ]
:UFLOR - University of Florida Program GRLAS Liberal Aris and Sciences
" GRAD - Graduate Student Career Nor 1
" GREDU - Educafion Status Active in Program as of 1112112017
1 [GRLAS - Liberal Arts and Sciences ) PV — o —
Expected Graduation
Approved Load Full-Time
Load Determination Base On Units
Level Determination Base On Units
Plan CHY_MS Chemistry
Requirement Term 2158 Fall 2015
STEP 2: AcCTION CODES
1. From the Student Program tab, select the plus (+) sign.
Student Program || Student Plan || Student Sub-Plan || Additional Information | Student Attributes || Student Degrees
Albert Gator 98765432 b5
Academic Career: Graduate Career Requirement Term Student Career Nbr 2
Find | View All First ‘&' 10f1 ‘® Last

Status: Active in Program

*Effective Date 11/09/2017

*Program Action ACTV Q. Activate

Action Reason AMAJ

Q. Add Major

_

Effective Sequence 0

Action Date 11/09/72017

Joint Prog Appr:

2. Select the look up icon beside Program Action.
3. Select Look Up.
4. Select DATA (Data Change).
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5. Select the look up icon beside Action Reason.
6. Select Look Up.
7. Select CADI (Change Additional Information).

Student Program Student Plan Student Sub-Flan Additional Information Student Attributes Student Degrees

Albert Gator 08765422 @ 15

Academic Career: Graduate Career Requirement Term Student Career Nbr 2

Find | View All First ‘&' 1of2 ‘b Last

Status: Active in Program [ (=]
*Effective Date 11/09/2017 Effective Sequence 1
*Program Action [DATA Q pata Change Action Date 11/09/2017
Action Reason [CADI R Change Additional Information Joint Prog Appr:
*Academic Institution UFLOR Q University of Florida
*Academic Program |GRLAS &} Liberal Arts and Sciences Admissions
< - From Application
Admit Term 2158 Fall 2015 Application Nbr
Requirement Term 2158 Q o Application Program Nbr 0
*C :
Expected Grad Term: ampus MAIN Main
Last Updated On 11/09/2017 10:08-43AM AR LA, FullTims W

STEP 3: REVIEW TABS
1. Select the Student Plan tab and review information. If the student has more than one plan, ensure that the major
plan is selected before moving on to the next step.
2. Select the Student Sub-Plan tab and review information.

STEP 3: CHANGE ATTRIBUTE
1. Select the Additional Information tab.
2. Locate the Attribute you wish to change under “Plan Attributes.”
3. Select the radio button for the option you wish to select (in this example, No).

Training and Organizational Development Updated: October 26, 2018
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Student Information System

UF

Student Program Student Plan

Albert Gator
Academic Career:

Program Data

Student Sub-Plan Additional Information Siudent Atiributes Student Degrees

MME @

98765432 @

Career Requirement Term Student Career Nbr 2

Find | View All First ‘&' 10f2 ‘&' Last
Academic Program GRLAS Liberal Arts and Sciences
Program Attributes Find First ‘&' 1of1 '} Last
*Attribute | v (+][=]
[l show in Student 55
Academic Plan Find | View All First ‘&' 1of1 ‘& Last
Academic Plan CHY_MS Chemistry
Plan Attributes Find First ‘&' 10f1 ‘& Last
*Attribute | Grad - Thesis/Dissertation Deg v| [ [=]

O Yes
Show in Student 5§

4. Select Apply and OK.

FOR ADDITIONAL ASSISTANCE

Technical Help

UF Computing Help Desk
352-392-HELP
helpdesk@ufl.edu

Processes and Policies
Graduate School Data Management
graddata@ufl.edu
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CHANGE TO A MAJOR IN THE SAME COLLEGE-GRADUATE

This instruction guide will cover how to update a Career by changing a student’s major within the same college. This
process is completed by Graduate Coordinators and Staff in the various colleges with the UF_SR_GRAD_STAFF_USER role.
The Program Action is PLNC for Plan Change and the Action Reason is CMAJ for Changing a Major. Use these directions to
update an existing active Stack when a student wants to change plans (major and degree) within your college. For example:
a student decides to change from working toward a MS in Agronomy to a MS in Agricultural and Biological Engineering
within the College of Agricultural and Life Sciences.

STEP 1: NAVIGATE TO THE STUDENT SERVICES CENTER
1. Loginto myUFL using your GatorLink username and password.
2. Navigate to NavBar > Main Menu > Student Information System > Campus Community > Student Services
Center.

STEP 2: SEARCH FOR STUDENT
1. Enter the student’s UFID, if known, or enter the student’s last and first name.
2. Click Search.

Student Services Center

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

Find an Existing Value

Search Criteria

ID: |beglnswnh V]I I
Campus ID.
National ID:
Last Name: | begins with v| |

First Mame: | begins with vl |

Ccase Sensi'tive

Search Clear | Basic Search (& Save Search Criteria

STEP 3: VERIFY STUDENT INFORMATION
1. Select the Academics tab.

Training and Organizational Development Updated: October 1, 2018
Office of Human Resources Page 1of 6
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Alberta Alligator ID 11112222
General Info || Admissions || Transfer Credit

Alberta's Student Center

Academics

My Class Schedule

Shopping Cart @ You are not enrolled in classes.

‘ other academic... W | @

Finances

We are unable to display your account at this time. To access this
information, contact the Bursar's office to complete your account profile.

Verify the student’s name and UFID number.

Verify the student is in the Graduate career.

Verify the student is in the expected Academic Program.

Verify the student is in Active status. The Status should state “Active in Program.”

Note: If the student is not in Active status, the student should be referred to Admissions or the Registrar’s Office
for further action.

vk wNnN

STep 4: EDIT MODE

1. Select the Academic Program you wish to change.
2. Select Edit Program Data.

Student Center General Info Admissions Transfer Cradit Academics
Institution / Career / Program 2 [ Edit Program Data ]
~ UFLOR - University of Florida Program GRAGL Agriculturzl and Life Sciences
GRAD _ Graduate Student Career Nbr 0
"~ GRAGL - Agricultural and Life Sciences ] Status Active in Program as of 08/18/2018
Q_Gigé:gdeég'ﬂ.d”a‘? Admit Term 2178 Fall 2017
- Enginesnng Expected Graduation 2185 Fall 2018

UMAGL - Agricultural and Life Sciences

A d Load Full-Ti
- UMAGL - Agricultural and Life Sciences pproved Load Fult-Time

Load Determination Base On Units

Level Determination Base On Units

Plan AGY_MS Agronomy
Requirement Term 2175 Fall 2017
Sub-Plan AGY_M301 Agroecology
Requirement Term 2173 Fall 2017

STEP 5: REVIEW TABS

1. Review Academic Program on the Student Program tab.
2. Click on the Student Plan tab.
3. Review Academic Plan information.

Training and Organizational Development Updated: October 1, 2018
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4.
5.
6.

Click on the Student Sub-Plan tab.
Review Student Sub-Plan information.
Select the Student Program tab.

STEP 6: COMPLETE THE FOLLOWING FIELDS ON THE STUDENT PROGRAM TAB

1.

2.
3.
4

Lo N WU

10.

11.

Select the plus (+) sign to add a new row.

Allow the Effective Date field to default to today’s date.

Update the Program Action to PLNC for Plan Change.

Update the Action Reason to CMAJ since the student is changing a major.

Note: You can also use the look up icon (magnifying glass) to select program action and action reason.

Academic Career: Graduate Career Requirement Term Student Career Nbr 0
Find | View All First '4' 10f4 '*/' Last
Status: Acfive in Program 1 j
*Effective Date 10/01/2018 Effective Sequence 1
2 l'Program Action PLNG Q | Action Date 08/15/2013
| Action Reason CMAJ Q I Joint Prog Appr:
*Academic Institution UFLOR Q University of Florida
*Academic Program GRAGL | agricyftural and Life Sciences Admissions
From Application
*Admit Term 2178 Fall 2017 Application Nbr
Requirement Term 2178 Q Fall 2017 Application Program Nbr 0
® MAIN "
Expected Grad Term: 2188 Fall 2013 Campus Main
Last Updated On 03/13/2018 2:18:09PM *Academic Load | Full-Time ¥

Allow the Academic Institution to default to UFLOR.

Leave the Academic Program as displayed. It should be the student’s current college.
Leave the Admit Term.

Leave the Requirement Term.

Leave the Expected Grad Term. This will be populated by the Registrar’s Office.

Note: This will be populated by the graduation processing process.
Allow the Effective Sequence to default to 1. If another action is inserted on the same effective date, the effective

Sequence will increment to 2.
Allow the Action Date to default to today’s date.

STEP 6: CHANGING A STUDENT’S MAJOR

1. Select the Student Plan tab.

2. Click on the lookup icon beside Academic Plan and select the major plan code.
Training and Organizational Development Updated: October 1, 2018
Office of Human Resources Page 3 of 6
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Note: if you don’t know the code, you can click the lookup button and sort based on the column header.
If you click the View All link, you will see the student’s plan history through all effective dates.

Academic Career: Graduate Student g Car Req Term: Fal 2017
Career
Nbr
Find | View Al First ‘4’ 10f4 ‘b Last
Status: Acfive in Program Admit Term: Fall 2017
Effective Date 10/01/2018 Effective Sequence 1
Program Acfion: Plan Change Action Date 10/01/2018
Action Reason: Change Major Requirement Term: Fall 2017
Academic Program: AgLifeSci
Find | View All First ‘A 1of1 ‘&' Last
. i AGY_MS . [#][=]
‘Academic Plan _| |Agronomy Major
*Plan Sequence 10 Degree: S
*Declare Date 082172017 [[sy Degree Checkout Stat:
*Requirement Term 2178 |Q,  p5y 2047 Student Degree Nbr
“Advisement Status Completion Term:
Look Up Academic Plan
Acadermic institution UFLOR s
Actdsmic o Gradute Academic Program GRAGL
Academs Plan begins with ¥
Lok Lip Clear Cancel | Basic Lookup
Status: Actve in Program Ay
Effective Date 10/01/72018 Search Resulls
Program Action: Plan Changs View 100 First ‘& 1.a86ef18 & Lae
Action Reason: Change Major Red Academic Daacet Academic o
Academic Program: AgliteSa Plan Plan Typs
ABE_GMN  Agricultural & Biclogical Eng Minor  (blank
ACT_GMH  Accounting Minos (blank
5 : e ADV_GMM  Adverising Minor  (blank
Academic Plan AGY_MS 1 ageonamy AEC_GMN  Agricullural Educalion & Comm  Minor  (blank
*Plan Sequence 10 D SEC_MS  Agricultural Education & Comm  Major  MS
= < Agriculfural Education & Comm  Major PHD
"Declare Date 10012018 | IJJ AGE MS ) Agricultural & Biological Eng Major MS
. AGE_FHD Agricultural & Biclogical Eng Major  PHD
Requirement Term 2178 |Q, gy 20197 AGY_GMN  Agronomy Minor  (blank
A ey t Status[include ¥ | cd AGY_MS  Agronody Magor M5
s 5 AGY_PHD  Agromony Major  PHD
—-— e e AMC_GMM  Animal Moleculr & Cellular Bio  Minor  (blank
ok || | Apply | AMC M5 Animal Moleculr & Ceflular Blo  Major WS

Click OK when this error message pops up.

Message

Warning — The applicant has changed to another research eligible academic plan.
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4. Allow the Requirement Term to default in.
5. Allow the Advisement Status to default in.
6. Verify the Degree, which will display based on the plan you select.

STEP 7: SELECT A STUDENT’S SUB-PLAN

1. Select the Student Sub-Plan tab.
Use the look up icon to select the Academic Sub-Plan, if applicable.

Student Program Student Plan Student Sub-Flan Additional Information Student Alnbubes Studant Degresas L4

@ ¥

Academic Career: Graduate Student Career Nbr
Find | Wiewe All Firsf ‘4 1ofd * Last
Status: Active in Program Admit Term: Fall 2017
Effective Date 100012015 Effective Sequence 1
Program Action: Plan Change Action Date 100012018
Action Reason: Change Major

Academic Program: Agricultural and Life Sciences University of Florida

Find | View AN First ' 10f1 ‘&' Last

Academic Plan: Agriculiural & Biglogical Eng Major
Requirement Tenm: Fal 2017

Fined | Views &1l First ‘% 1of1 %' Lasl
~ +li=
*Academic Sub-Plan g
Academic Sub-Plan Type:
*Declare Date 10012018 |5

-

*Requirement Term Q,

STeEP 8: SAVE AND REVIEW YOUR WORK

1. Select the Student Program tab.
Click Apply and OK.
Select correct Program stack.

P wN

Verify the changes made on the Student Program page.

Training and Organizational Development Updated: October 1, 2018
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Student Center General Info Admizsions Transfer Credit Academics
Institution / Career / Program Edit Program Data
UFLOR - University of Florida Program GRAGL Agriculiural and Life Sciences
—e e e Student Career Nbr 0
GRAGL - Agricultural and Life Sciences ] Status Active in Program as of 10/01/2018
) Admit Term 2175 Fall 2017

UGENG - Engineering
© UNAGL - Agricultural and Life Sciences
UMNAGL - Agricultural and Life Sciences

Expected Graduation 2155 Fall 2015
Approved Load Full-Time

Load Determination Base On Unils

Level Determination Base On Units

[ Plan AGE_MS Agricuttural & Biological Eng ]

Requirement Term 2178 Fall U

Note: When you change the student’s Major/degree the Requirement Term (or catalog year) will default to what it was
for the Career before you update the plan. If that is the incorrect Requirement Term, change it by following the directions
for changing a student’s requirement term.

FOR ADDITIONAL ASSISTANCE

Technical Help Processes and Policies
UF Computing Help Desk Graduate School Data Management
352-392-HELP graddata@ufl.edu

helpdesk@ufl.edu
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CHANGE STUDENT’S REQUIREMENT TERM — FOR A GRADUATE CAREER

This instruction guide will cover how to change a student’s requirement term, which is the catalog year. Requirement term
is very important in running a correct audit. This process is completed by Undergraduate Advisors in the various colleges
with the UF_SR_UGRD_ADV_UPD role or Graduate Coordinators and Staff in the various colleges with the
UF_SR_GRAD_STAFF_USER role. The program action will be DATA for Data Change and the action reason is RQTC for
Requirement Term Change. You will make the requirement term change first for the Program and then for the Plan.

STEP 1: NAVIGATE TO STUDENT PROGRAM/PLAN PAGE
1. Loginto myUFL using your GatorLink username and password.

2. Navigate to NavBar > Main Menu > Student Information System > Campus Community > Student Services
Center.

Alternatively, you can do this from the Advisee Student Center. To do this, use the following Navigation:
NavBar > Main Menu > Student Information System > Self Service > Advisor Center > Advisee Student Center

STEP 2: SEARCH FOR STUDENT

1. Enter the student’s UFID, if known, or enter the student’s last and first name.
2. Click Search.

Student Services Center
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

D [tlegmswith | ]
Campus ID.IElns with »

National 1D:
Last Name: | begins with vl |
First Name: | begins with VI I

L_ICase Sensitive

»

Search Clear | Basic Search & Save Search Criteria
Training and Organizational Development Updated: October 16, 2018
Human Resources Page 10of 8

University of Florida, Gainesville, FL 32611



UF Training & Organizational i d -

Development
Human Resources

UNIVERSITY of FLORIDA Student Information System

3. Select the Academics tab.

Alberta Alligator ID 11112222

Student Center General Info || Admissions Transfer Credit

Alberta's Student Center

Academics

My Class Schedule

Shopping Cart @ You are not enrolled in classes.

[other academic. . v @

Finances

We are unable to display your account at this time. To access this
information, contact the Bursar's office to complete your account profile.

STEP 3: VERIFY STUDENT INFORMATION
1. Verify the student’s name and UFID number.

2. Verify the student is in the expected career (Undergraduate or Graduate).
3. Verify the student is in the expected Academic Program.
4. Verify the student is in the expected Academic Plan.
5. Verify the student is in Active status. The Status should state “Active in Program.”
Note: If the student is not in Active Status, the student should be referred to Admissions or the Registrar’s Office
for further action.
Alberta Alligator ID 11112222
Student Center General Info Admissions Transfer Credit Academics
Institution / Career / Program Edit Program Data
UFLOR - University of Florida Program  UGLAS Liberal Arts and Sciences
" UGRD - Undergraduate Student Carger Nor _0
UGLAS - Liberal ;_ﬂfrts and Sciences Status Active in Program as of 12/03/2016
S Admit Term 2168 Fall 2016
Expected Graduation
Approved Load Full-Time
Load Determination Base On Units
Level Determination Base On Units
Plan ATY_BA Astronomy
Requirement Term 2163 Fall 2016
Training and Organizational Development Updated: October 16, 2018
Human Resources Page 2 of 8
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STEP 4: EDIT MODE

1. Select the Academic Program from the student’s stack.

2. Select Edit Program Data.

Alberta Alligator ID 11112222
Student Center General Info Admissions Transfer Credit Academics
Institution / Career / Program 2 [ Edit Program Data ]
:UFLOR - University of Florida Program UGLAS Liberal Arts and Sciences
" UGRD - Undergraduate Student Career Nor 0
1 [ILUGLAS - Liberal Arts and Sciences | Status Active in Program as of 12/03/2016
iness; Admit Term 2168 Fall 2016
Expected Graduation
Approved Load Full-Time
Load Determination Base On Units
Level Determination Base On Units
Plan ATY_BA Astronomy
Requirement Term 2168 Fall 2016
STEP 5: COMPLETE THE FOLLOWING FIELDS
1. Make a note of the Admit Term and the Requirement Term.
2. Select the plus (+) sign to add a new row.
3. Allow the Effective Date field to default to today’s date.
4. Update the Program Action to DATA.
5. Update the Action Reason to RQTC for Requirement Term Change.
Student Program Student Plan Student Sub-Plan Additional Information Student Degrees
Alberta Alligator 1112222 LS
Academic Career: Undergraduate Career Reguirement Term Student Career Nbr 0
Find | View All First ‘4 10of2 '* Last

Status: Active in Program

*Effective Date 111152017

DATA Q Data Change ]

Action Reasorj RQTC 2 Requirement Term Change |

*Academic Institution UFLOR Q University of Florida

*Program Actio

*Academic Program [UGLAS Q Liberal Arts and Sciences

*Admit Term 2168 Fall 2016

Requirement Term 2169]: Q Fall 2016

Expected Grad Term:
Last Updated On 11/15/2017 8:41:44AM

1 @=
Effective Sequence 1
Action Date 111152017

Joint Prog Appr:

Admissions

From Application
Application Nbr

Application Program Nbr 0
*Campus MAIN Main

*Academic Load | Fyll-Time w

6. Allow the Academic Institution to default to UFLOR.
7. Leave the Academic Program as displayed. It should

be the student’s current college.
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Allow the Admit Term to default to the student’s admit term in the career.

Select the look up icon to update the Requirement Term to reflect the student’s new catalogyear.
10. If you receive the following error message click “OK”

Student Program Student Plan Student Sub-Flan Additional Information Student Degrees

Alberta Alligator 11112222 b

Academic Career: Undergraduate Career Requirement Term Student Career Nbr 0

Find | View All First ‘& 10f2 ‘& Last
Status: Active in Program F[=

*Effective Date |11/15/2017 Effective Sequence 1

*Program Action DATA Data Change Action Date 11/15/2017

Requirement Term Change Joint Prog Appr:

*Academic Institution UFLOR

(&}
Action Reason RQTC Q

Q University of Florida

&}

*Academic Program UGLAS Liberal Arts and Sciences Admissions
. . From Application
‘Admit Term 2168 Fall 2016 Application Nbr
Requirement Term 21?8| Fall 2016 Application Program Nbr 0
C .
Expected Grad Term: ampars I Main
Last Updated On 117152017 8:41:44AM “Academic Load | Full-Time v

Message

The Degree Checkout Status is set to Eligible. Verify that this is the comrect value for the field (14600 276)

The value of the Degree Checkout Status was not changed. Review and change it fo the appropriate value if necessary.

11. Click on the new Requirement Term.

Training and Organizational Development Updated: October 16, 2018
Human Resources Page 4 of 8

University of Florida, Gainesville, FL 32611



UF Office of Human UF r!'lYUFL
Resource Services

Training and Organizational
Development

UNIVERSITY of FLORIDA Student Information System

| Student Program Student Plan ; Student Sub-Plan ] :“Addi‘tional Information Student Degrees

Alberta Alligator 112222 e 6]
Academic Career: Undergraduate Career Requirement Term | |00k Up Requirement Term
Academic Institution: UFLOR
Status: Active in Program Academic Career. UGRD
*Effective Date [11/15/2017 Term: begins with v |R178 x
Description: begins with v
*Program Action DATA A pata Change

Short Description: begins with v

Requirement Term Change Term Begin Date = % El

University of Florida 1
Look Up Clear Cancel Basic Lookup

Liberal Arts and Sciences

Action Reason [RQTC &
*Academic Institution |UFLOR Q

*Academic Program UGLAS L&}

Search Results
* i
‘Admit Term 2168 Fall 2016

View 100 First ‘4 1ot * Last
Requirement Term 2178 &, Term Description Short Description Term Begin Date
- kgl Z010 2 2178 fall 2017 Fall 2017 082172017
Expected Grad Term:

Last Updated On 11/15/2017 8:41:44AM

| ok || cancel || Appy |
Student Program | Student Plan | Student Sub-Plan | Additional Information | Student Degree

=T

12. Leave the Expected Grad Term. This will be populated by the Registrar’s Office.
Note: This will be populated by the graduation processing process.

13. Allow the Effective Sequence to defaultto 1. If another action is inserted on the same effective date, the
effective Sequence will increment to 2.

14. Allow the Action Date to default to today’s date.

STEP 6: UPDATE REQUIREMENT TERM FOR ACADEMIC PLAN
1. Click on the Student Plan tab.

2. Select the look up icon to change the Requirement Term for the Academic Plan so that it is the same as the
requirement term that was updated on the student program page.

Note: If the student has a second major or minor, the requirement term should be changed for these plans as

well.
Training and Organizational Development Updated: October 16, 2018
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Student Program || Student Plan | Student Sub-Plan || Additional Information || Student Degrees
Alberta Alligator 11112222
Academic Career: Undergraduate Student Career Nbr 0 Car Req Term: Fall 2016
Find | View All First '4' 10f2 '}/ Last
Status: Active in Program Admit Term: Fall 2016
Effective Date 11/15/2017 Effective Sequence 1
Program Action: Data Change Action Date 11152017
Action Reason: Requirement Term Change Requirement Term: Fall 2017
Academic Program: LibArt Sci
Find | View Al First ‘4 1of1 '* Last
* ; ==
Academic Plan [ATY_BA O Major [+
*Plan Sequence 10 Degree: BA
*Declare Date 12/03/2016 [ Degree Checkout Stat:
*Requirement Term{2178] | Fa 2016 Student Degree Nbr
*Advislﬁ\!lent Status Completion Term:
Student Program || StudentPlan || StudentSub-Plan || Additional Information || Student Degrees |
Alberta Alligator 11112222
Look Up Requirement Term x
Academic Ci 5
ic Career: Undergraduate Student Career Nbr Acadeimic Insiulion: UFLOR
Academic Career: UGRD
Status: Active in Program Admit Term: Term: 2178 x
Effective Date 11/15/2017 Effective Sequ| pescription:
Program Action: Data Change Action|  spor Description:
Action Reason: Requirement Term Change Requirement Term: Term Begin Date: = o )
Academic Program: LibArt Sci

1 Look Up Clear Cancel y Basic Lookup

*Academic Plan ATY_BA A
(Bl 12, Search Results
*Plan Sequence 10 2
. EENEES View 100 First (& 1or1 ®) Last
Declare Date 512_-“]3"2015_ E‘J Degree Checkout S term Description Short Description Term Begin Date
“Requirement Term 2178 |Q £ 2016 student Dégreq 2178 Fall 2017 Fall 2017 08/21/2017
Status | Include v Completion Term:

OK || Cancel || Apply |
Student Program | Student Plan | Student Sub-Plan | Additional Information | Student Degres

| EE

STEP 7: UPDATE REQUIREMENT TERM FOR SUB-PLANS
1. Click on the Student Sub-Plan tab.

2. If the student has a sub-plan (or multiple sub-plans), update the Requirement Term so that it is the same as the
student’s program and plan.
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Human Resources Page 6 of 8

University of Florida, Gainesville, FL 32611



UF Office of Human UF mYUFL
Resource Services

Training and Organizational
Development

UNIVERSITY of FLORIDA Student Information System

STEP 8: SAVE AND REVIEW YOUR WORK

1. When you have completed updating the requirement term for all of the student plan(s), subplan(s) and minor(s),
select Apply and OK.

Student Program || Student Plan Student Sub-Plan Additional Information || Student Degrees
Alberta Alligator 11112222
Academic Career: Undergraduate Student Career Nbr 0
Find | View All First ‘4’ 10f2 ‘B Last
Status: Active in Program Admit Term: Fall 2016
Effective Date 111152017 Effective Sequence 1
Program Action: Data Change Action Date 111522017
Action Reason: Requirement Term Change
Academic Program: Liberal Aris and Sciences University of Florida
Find | View All First ‘4 10of1 ‘&' Last
Academic Plan: Astronomy Major
Requirement Term: Fall 2017
Find | View All First ‘4’ 10f1 &/ Last
& G
*Academic Sub-Plan Q. HE
Academic Sub-Plan Type:
*Declare Date |12/03/2016 |[5]
Save component and return (Enter) &
Training and Organizational Development Updated: October 16, 2018
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2. Click on the student’s Academic Program from the stack.
3. Verify the correct Requirement Term displays.

Alberta Alligator ID 11112222

Student Center General Info Admissions Transfer Credit Academics

Institution / Career / Program Edit Program Data
_UFLOR - University of Florida Program UGLAS Liberal Arts and Sciences
: UGRD - Undergraduate Student Career Nbr 0
“ UGLAS - Liberal Arts and Sciences Status Active in Program as of 111572017
Admit Term 2168 Fall 2016
Expected Graduation

Approved Load Full-Time
Load Determination Base On Units

Level Determination Base On Units

Plan ATY_BA Astronomy
[Requirement Term 2172 Fall 2017 |

4. Click the Student Plan and the Student Sub Plan tabs and verify the data on those pages aswell.

ADDITIONAL HELP

Further resources are available at:
https://learn-and-grow.hr.ufl.edu/toolkits-resource-center/student-information-systems/.

Technical Help Processes and Policies
UF Computing Help Desk Graduate School Data Management
352-392-HELP graddata@ufl.edu

helpdesk@ufl.edu
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DROP A GRADUATE CAREER

This instruction guide will cover how to Drop a Stack (major and degree) for a graduate student who no longer wants to
work toward a degree or who leaves the University. This process is completed by Graduate Coordinators and Staff in the
various colleges with the UF_SR_GRAD_STAFF_USER role. The Program Action is “DATA” for Data Change. The Action

Reason will be chosen from a list of 11 possible choices.

STEP 1: NAVIGATE TO STUDENT SERVICES CENTER

1. Loginto myUFL using your GatorLink username and password.
2. Navigate to NavBar > Main Menu > Student Information System > Campus Community > Student Services

Center.

Alternatively, you can do this from the Advisee Student Center. To do this, use the following Navigation:
NavBar > Main Menu > Student Information System > Self Service > Advisor Center > Advisee Student Center

3. Enter the student’s UF ID, if known, or enter the student’s last and first name.
4. Click Search. If there are multiple results, click the student’s name.

Student Services Center

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

Find an Existing Value

Search Criteria

D: |'beg|ns with w | ]

Campus ID:
National ID:

Last Name: [ begins with v )
First Name: [ begins with w|( |

: Case Sensitive

Search Clear | Basic Search (& Save Search Criteria

5. Select the Academics tab.

Training and Organizational Development Updated: October 26, 2018
Human Resources Page 1 of4
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Albert Gator 98765432

Student Center General Info Admissions Transfer Credit Finances Financial Aid

Albert's Student Center

Academics
Search for Classes
My Class Schedule f
bt el @ You are not enrolled in classes.
My Planner Holds
No Holds.
[other academic._ v| (3
6. Select the Academic Program with the Academic Plan you wish to update.
7. Click Edit Program Data.
Albert Gator 98765432
Student Center General Info Admissions Transfer Credit Academics Finances Financial Aid 2
Institution / Career / Program [ Edit Program Data l
** UFLOR - University of Florida Program  GREDU Education
“* GRAD - Graduate Student Career Nor 0
1 GREDU - Education Status Active in Program as of 08/24/2015
RLAS - Liberal Aris and Sciences: Admit Term 2158 Fall 2015
Expected Graduation
Approved Load Full-Time
Load Determination Base On Units
Level Determination Base On Units
Plan HEA_FPHD Higher Education Administratn
Requirement Term 2158 Fall 2015

STEP 2: INACTIVATE MAJOR

1. Review the Student Program and Student Plan tabs to make sure you are dropping the correct major/degree plan.
2. Select the plus (+) sign to add a row.

Training and Organizational Development Updated: October 26, 2018
Human Resources Page 2 of 4

University of Florida, Gainesville, FL 32611



Training & Organizational

UF

Development
Human Resources St H
udent Information System
UNIVERSITY of FLORIDA y
Student Program Student Plan Student Sub-Flan Additional Information Student Attributes Student Degrees
Albert Gator 98765432 5
Academic Career: Graduate Career Requirement Term Student Career Nbr 2

I Add a new row at row 1 [Alt+7) |
Fi

2 @=

Find | View Al

Status: Active in Program

*Effective Date 11/09/2017 Effective Sequence 1

*Program Action DATA

Q Data Change Action Date 11/09/2017
1 | Action Reason CADI Q. Change Additional Information | Joint Prog Appr:
*Academic Institution UFLOR aQ, University of Florida
*Academic Program |GRLAS Q Liberal Aris and Sciences Admissions
3 . From Application
‘Admit Term 2158 Fall 2015 Application Nbr
Requirement Term [2158 a e Application Program Nbr 0

*Campus MAIN Main

*Academic Load | Full-Time

Expected Grad Term:
Last Updated On 11/09/2017 10:12:28AM

3. Select the look up icon beside Program Action to select DATA for Data Change.

4. Select Look Up.

5. Select DATA for Data Change.

6. Select the look up icon beside Action Reason

7. Select Look Up.

8. Select the BEST reason the student wants to Drop the Career.
Student Program Student Plan Student Sub-Plan || Addiional [nformation Studen! Attributes Student Degrees Student Diploma
Albert Gator 08765432 2 * XizKe)
Academic Career: Graduate Career Requirement Term Student Career Nbr 0

Find | View All First ‘4 10of4 '* Lasl
Status: Actrve in Program +| =)
*Effective Date 09282013 Effective Sequence 1
*Program Action DATA Q Action Date 11/09/2017
Action Reason INJP Q Joint Prog Appr:
“Academic Institution UFLOR Q University of Florida
*Academic Program GRLAS Q. Liberal Arts and Sciences AdmISSions
From Application
*Admit Term 2158 Fall 2015 Application Nbe 00076506
Requirement Term 2158 Q Fall 2015 Application Program Nbe 0
. LAl
Expected Grad Term: Campus JAN Main
Last Updated On 11/09/2017 3.27.52PM *Academic Load| Full-Time ¥

STEP 10: SAVE AND REVIEW WORK
1. Click Apply and OK.
2. Go back to Student Program Plan by selecting Main Menu > Student Information System > Records and
Enrollment > Career and Program Information > Student Program/Plan.
3. Allow the ID to pre-populate or enter the ID if known.

Training and Organizational Development
Human Resources
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4, For the Academic Career, enter Graduate.
5. Click Search.

Note: The “Active in Program” status for the Career will not change when you drop the career using these instructions.
The Registrar will make updates to the record when they run a report that searches for the Action Reason you chose
from the table below.

You can still verify that you have made the Data Change properly by clicking on “Edit Program Data” and checking to
see that the codes that you entered are there. Click Cancel to leave the page without making any additional changes.

Listed here are the REASONS FOR DROPPING GRADUATE PROGRAM/PLANS, Definitions and Associated
Codes you can choose from when you Select the look up icon beside Action Reason.

INJP Inactive-Student Dropped Out of Joint Degree Program

INAP Inactive-Insufficient Academic Progress

INSF Inactive-Lack of Student Funding

INPH Inactive-Student was Awarded Masters and Left PhD Program
INAC Inactive-Student Left to Attend Another University or College

INLF Inactive-Student Left to Pursue a Career

INAA Inactive-Student Cannot Find Advisor or Chair

INPL Inactive-Placeholder for New Program/Plan

INER Inactive-Program/Plan was Entered in Error

INVI Inactive-Visa Was Not Renewed. Can Be for Many Reasons.

INOT Inactive-Reason Not Reported by Student

FOR ADDITIONAL ASSISTANCE

Technical Help Processes and Policies
UF Computing Help Desk Graduate School Data Management
352-392-HELP graddata@ufl.edu

helpdesk@ufl.edu
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REVIEW GRADUATE STACK

This instruction guide will cover how to review parts of the graduate stack, including information contained in the Student
Program, Student Plan, Student Sub-Plan, Additional Information, Student Attributes, and Student Degrees tabs. This
overview will be helpful for Graduate Advisors with the UF_SR_GRAD_STAFF_USER role.

NAVIGATE TO STUDENT SERVICES CENTER

1. Loginto myUFL using your GatorLink username and password.
2. Navigate to NavBar > Main Menu > Student Information System > Campus Community > Student Services Center

Alternatively, you can do this from the Advisee Student Center. To do this, use the following Navigation:
NavBar > Main Menu > Student Information System > Self Service > Advisor Center > Advisee Student Center

3. Enter the student’s UF ID, if known, or enter the student’s last and first name.
4. Click Search. If there are multiple results, click the student’s name.

Student Services Center

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

Find an Existing Value

Search Criteria

ID: [heglns with V]I l

Campus 1D
National ID:

Last Name: | begins with v|| )

First Name: [ begins with w| )

E Case Sensitive

Search Clear | Basic Search & Save Search Criteria

5. Select the Academics tab.

Albert Gator 98765432

Student Center General Info Admissions Transfer Credit Finances Financial Aid
Albert's Student Center

Academics
Search for Classes
My Class Schedule
Shopping Cart
My Planner Holds

@ You are not enrolled in classes.

No Holds

[other academic... V|

Training and Organizational Development Updated: March 29, 2018
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6. Select the Academic Program with the Academic Plan you wish to update.
7. Click Edit Program Data.

Albert Gator 98765432

Student Center General Info Admissions Transfer Credit Academics Finances Financial Aid

2

Institution / Career { Program ( Edit Program Daa ]
" UFLOR - University of Florida Program GRAGL Agricultural and Life Sciences
" GRAD - Graduate Student Career Nbr 0
1' [GRAGL - Agricultural and Life Sciencesl Status Active in Program as of 112872017

STUDENT PROGRAM TAB

1. Review Academic Career. In this example, the student is in the Graduate Career.

2. Review Student Career Number. In this example, it is 0 which means there are no additional career numbers
(program/plan stacks) within the Graduate career for this student. The Student Career Number starts at 0 and
increases by 1 for each additional program/plan stack within the career.

3. Review Status. This should state “Active in Program.”

Student Program Student Flan Student Sub-Plan Additional Information Student Attributes Student Degrees

Albert Gator 1 98765432 * 2 tog
[Academic Career: Gladuate] Career Requirement Term [ Student Career Nbr 0 l
3 Find | View All First ‘4 1of3 ' Last

l Status: _ Active in Prugram] [+ [=]

*Effective Date 11/09/2017 Effective Sequence 2

“Program Action PLNC & Plan Change Action Date 11/09/2017
Action Reason |CSUB Q. Change Subplan Joint Prog Appr:
*Academic Institution UFLOR Q, University of Florida
*Academic Program GRAGL Q, Admissions

Agricultural and Life Sciences
From Application

“Admit Term 2148 Fall 2014 Application Nbr
Requirement Term [2148 Q Far2014 Application Program Nbr 0
*Campus ]
Expected Grad Term: s [ Main
Last Updated On 11/09/2017 10:01-01AM “Academic Load [Full-Time v
|Gl Save ||[2" Return to Search [Z] Matify || 2% Refresh =4 Add | Update/Display 1 Include History -2 Comect History

Student Program | Student Plan | Student Sub-Plan | Additional Information | Student Aftributes | Student Degrees

4. Select Include History to Review all Student Program information, if this button appears and is unshaded. In this
example, the student has 3 effective dates.

Training and Organizational Development Updated: March 29, 2018
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5. Use the arrows to scroll through and view.
Student Program Student Plan Student Sub-Plan Additional Information Student Attributes Student Degrees
Albert Gator 98765432 o
Academic Career: Graduate Career Requirement Term Student Career Nbr 0 2
Find | View All First {4 10f3 "' Last

Status:

Expected Grad Term:

[5 save

[#[=]

Active in Program

*Effective Date 11/09/2017 Effective Sequence 2

*Program Action PLNC

Plan Change Action Date 11/09/2017

Change Subplan Joint Prog Appr:

*Academic Institution |UFLOR

Q,
Action Reason |CSUB (&'}

Q University of Florida

Q,

*Academic Program GRAGL Admissions

Agricultural and Life Sciences

From Application

=Admit Term 2148 Application Nbr

Fall 2014

Requirement Term 2148 Q rarzota Application Program Nbr 0

*Campus MAIN Main

*Academic Load | Full-Time W

2| Update/Display |./-'I Include History l :

Last Updated On  11/09/2017 10:01:01AM

)
=]

‘" Return to Search =] Maotify || g% Refresh =4 Add rect History

Student Program | Student Plan | Student Sub-Plan | Additional Information | Student Aftributes | Student Degrees

Review Effective Date. This will show when the student was first activated and when any additional action

6.
changes were made, using the arrows to view any additional effective dates. The most recent change is the first
row that appears, going backwards to the initial activation row.

7. Review Program Action. This shows what type of change was made to the Academic Program.

8. Review Action Reason. This provides additional information regarding the type of change.

9. Review Academic Institution. This is always UFLOR, University of Florida.

10. Review Academic Program. This is the unit or college that certifies the degree. In this example, it is GRAGL-
Agricultural and Life Sciences.

11. Review Admit Term. This is when the student was first admitted to the Graduate School, but not necessarily when
the student began pursuing this particular degree program. (To see that date, use the arrows to find the earliest
effective-dated row.)

12. Review Requirement Term. This is used in determining the requirements applied in the student’s degree audits,
if departmental degree audits have been configured for this program/plan. This is usually the same as the Admit
Term.

13. Review Expected Grad Term. This is usually not populated. It will be populated if the student has applied to

graduate.

Training and Organizational Development
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Student Program Student Plan Student Sub-Plan Additional Information Student Attributes Student Degrees
Albert Gator 98765432 +* o
Academic Career: Graduate Career Requirement Term Student Career Nbr 0
Find | View All First ‘4’ 1of3 '*' Last
Status: Active in Program #[=
/ *Effective Date 11/09/2017 \ Effective Sequence 2
*Program Action PLNC Q. Plan Change Action Date 11/09/2017
Action Reason |CSUB Q' Change Subplan Joint Prog Appr:
*Academic Institution UFLOR (&} University of Florida
*Academic Program |GRAGL Q, Agricultural and Life Sciences Admissions
. . From Application
Admit Term 2148 Eall 2014 Application Nbr
Requirement Term 2148 Q - Application Program Nbr 0
= .
Expected Grad Term: / ampus [MAIN Main
Last Updated On 11/09/2017 10:01:01AM *Academic Load [Full-Time v
|5l Save |||2" Return to Search [=] Matify || £% Refresh 5% Add | Update/Display &1 Include History 7 Comect History
Student Program | Student Plan | Student Sub-Plan | Additional Information | Student Attributes | Student Degrees

STUDENT PLAN TAB
1. Select the Student Plan tab.

2. Review the number of plans. In this example, the student has 2 plans. The arrows can be used to navigate

between them.

Student Program Student Plan Student Sub-Plan
Albert Gator
Academic Career: Graduate

Status: Active in Program
Effective Date 11/09/2017
Program Action: Flan Change
Action Reason: Change Subplan
Academic Program: AgLifeSci

*Academic Plan AGB_MS
10
*Declare Date |12/24/2014

*Plan Sequence

£

*Requirement Term 2148 |, 42014

*Advisement Status

Additional Information

Q& Agricultural & Biological Eng

Student Attributes

*

Student Degrees

98765432

Student Career Nbr 0 Car Req Term: Fall 2014

Find | View All First ‘4 :

10f3 Last

Admit Term: Fall 2014

Effective Sequence 2
Action Date 11/08/2017

Requirement Term: Fall 2014
Find | View Al [Filst L 10f2 & Last]
+ —
Major [ [=]
Degree: s
Degree Checkout Stat:
Student Degree Nbr

Completion Term:
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3. Review the Academic Plan and Degree.

Note: In this example, the student has a Major of Agricultural & Biological Engineering (AGB_MS) and a degree

of MS.
Find | View All First ‘4 10f2 '»' Last
* i + =
[ Academic Plan AGB_MS Q. Agricultural & Biological Eng Major | 4=
*Plan Sequence| 10 Degree: Ms
*Declare Date |12/24/2014 |[&) Degree Checkout Stat:
*Requirement Term 2148 Q412014 Student Degree Nbr
*Advisement Status Completion Term:

Note: In this example, the student also has a Minor in Chemistry (CHY_GMN).

Find | View Al First ‘4' 20f2 '}/ Last
[ *Academic Plan CHY_GMN |Q cremistry vinor ) [#[=]
*Plan Sequence| 20 Degree:
*Declare Date |11/0%2017 |5 Degree Checkout Stat:
“Requirement Term 2148 |Q £ 2914 Student Degree Nbr
*Advisement Status Completion Term:

STUDENT SuB-PLAN TAB
1. Select the Student Sub-Plan tab.

2. Review Academic Plan. In this example, we are looking at the student’s Agricultural & Biological Engineering
Major.

3. Review Academic Sub-Plan(s). In this example, there are 2.

4. Click View All to view all sub-plans. In this example, the student has concentrations in both Geographic
Information Systems (AGB_MS01) and Hydrologic Sciences (AGB_MS02)

" - (#[=]
[ Academic Sub-Plan AGB_MS01  |Q gaographic Information Systems ]
Academic Sub-Plan Type: Concentration
*Declare Date [12/24/2014 [[3]
*Requirement Term 2148 | Q. rqu2014
(#][=]

[ *Academic Sub-Plan AGB_MS02 |Q Hydrologic Sciences ]

Academic Sub-Plan Type: Concentration
*Declare Date [12/24/2014 |[5]

*Requirement Term 2148 |, 42014

ADDITIONAL INFORMATION
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1. Select the Additional Information tab.

2. Review Plan Attributes for student.

Note: Some of these fields will be editable, some will not. Examples of attributes include: Distance Learning
Degree, Thesis/Dissertation Degree, or Non-Traditional Degree.

Student Program Student Plan Student Sub-Plan
Albert Gator
Academic Career:

Program Data

Additional Information

98765432

Career Requirement Term

Student Atiributes
< *

Student Degrees

M EH @

Student Career Nbr 0

\_

) Yes ® No

Find | View Al First ‘4 10f3 '*' Last
Academic Program GRAGL Agricultural and Life Sciences
Program Attributes Find First ‘4 10f1 '} Last
“Attribute | v HE=
[l Show in Student S§
Academic Plan Find | View Al First ‘&' 10of2 '} Last
Academic Plan AGB_MS Agricultural & Biological Eng
ﬁlan Attributes Find  First 4/ 1-130f13 ' Last \
“Attribute [ 3/2 Combined Program V| [*][=]
O ves ® No
Show in Student $8
4/1 Combined Prog-Same Field = [+][=]Attribute
® Yes O Ne
Show in Student §§
Grad - Co-Major Degree v

[+ j*mtrihu/te

STUDENT DEGREES
1. Select Student Degrees tab.

2. Review Degree Checkout Status. This will be populated if the student has applied for graduation or if the degree
has been awarded. If the student had graduated, it would show “Status Completed.”
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Academic Career Graduate

Status Active in Program
Effective Date 11/09/2017
Program Action Flan Change
Action Reason Change Subplan
Academic Program Agricultural and Life Sciences
Requirement Term Fall 2014

Degree Checkout Stat
Applied for Graduation

Completion Term| spproved

Degree Awarded

Denied

Degree Honors 2, Eligible for Graduation
Meeds to Finish Pending Work
Program in Review

Degree Honors 1

ithdrawn

Student Program Student Plan Student Sub-Plan Additional Information

Albert Gator 93765432

Student Career Nbr 0

Student Alinbutes Student Degrees

@ x

Find | View Al First (4 10f3 '*/ Last

Admit Term Fall 2014
Effective Sequence 2
Action Date 11/09/2017

Update Degrees

Degree GPA

FOR ADDITIONAL ASSISTANCE

Technical Help
UF Computing Help Desk
352-392-HELP

Processes and Policies
Graduate School Data Management
graddata@ufl.edu

helpdesk@ufl.edu
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STUDENT PROGRAM PLAN ACADEMIC STRUCTURE, TERMS, AND RULES

It is important for advisors to understand academic structure and the related terminology before making updates to a
student’s academic program. Academic Structure is a term used by the Office of the University Registrar for all the things
that need to be in place to create the rest of the Student Information System. This includes degree programs (majors, and
degrees) and other offerings such as minors, concentrations, and certificates. This information is organized into what
Campus Solutions calls Careers, Programs, Plans, and Sub-Plans. Advisors will need to identify which career, program, and
plan a student is in before making any updates.

TERMS
1. Career: isthe student’s classification such as Graduate or Undergraduate
Program: is the student’s classification plus college such as a Graduate student in the College of Agricultural &
Life Sciences
Plan: is the major plus degree such as a Bachelor of Arts in Anthropology or a minor or certificate level
Sub-Plan: is a concentration/emphasis/specialization or a certificate
Student Program/Plan: a student’s career, program, plan, and sub-plan
Student Groups: identified groups to be tracked

o v kW

For example, UF Online, Innovation Academy, and self-funded programs can be identified by Student Groups.

7. Stack: unique collection of a student’s career, program, plan and sub-plan

ACADEMIC STRUCTURE
Below is a chart to represent the components of a Student’s Program/Plan.

Degree or Academic Program
Term Definition Code Examples
Undergraduate UGRD = Undergraduate
Graduate GRAD = Graduate
CAREER Law LW = Law

Medicine MED = Medicine
GRAGL = Graduate / Agricultural & Life Sciences
UGLAS = Undergraduate / Liberal Arts & Sciences

C Coll

PROGRAM ArEErs SnliE UNENG = Undergraduate Non-Degree/ Engineering

VMVEM = Veterinary Medicine / Veterinary Medicine

Major + Degree APY BA=Anthropology Bachelor of Arts

PLAN Minor (subject) + Level LIN UMN=Linguistics Undergraduate Minor
College of Certificate + Level ENG_UCT=Engineering_Undergraduate Certificate
Concentration/Emphasis/ BLY_B501 = Biology_Bachelor of Science / Sub-Plan #
SUB-PLAN S [P ENG_UCTO1 = Engineering_Undergraduate Certificate / Sub-

Specialization or Certificate

[HELE:
Training and Organizational Development Updated: October 2, 2018
Human Resources Page 10of4
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Below is a chart to represent how a student’s Career, Program, Plan, and Sub-plan (left) is linked to the rest of a student’s
information including terms, classes, and eventually grades and graduation information.

Stack Term

Career

Program
Claslses Clas‘ses Claslses

Plan
Claslses Cla:ses Claslses

Sub-plan
Classes Classes Classes

Below are some sample codes for Careers, Programs, Plans, and Sub-Plans.

Career Program
g 4 Plan Sub-Plan o
UGRD=Undergraduate College of Liberal Arts & Sciences Sub-Plan #
Degree: Bachelor of Arts
GRAD=Graduate €

MED=Medicine UGLAS IDS_BS01

APY_BA
LAW=Law L. L

Undergraduate Career L. . Plan Code

Major: Anthropology

Undergraduate Minor
’—' College of Agricultural & Life Sciences ’—' Sub-Plan #
GRAGL LIN_UMN ENG_UCTO1

L- Minor: Linguistics L
L>Gradua!:e Career & Plan Code

Below is how a student’s program/plan will appear in the Student Services Center.

" UFLOR - University of Florida Career
" UGRD - Undergraduate ’ PrOgra m
" UNJRC - Journalism and Communications
“ UGLAS - Liberal Arts and Sciences
Program

RULES-UNDERGRADUATE AND PROFESSIONAL CAREERS

1. Thereis 1 stack per program (college). 1 program stack can have multiple major plans attached.

2. If there are 2 major plans in 2 different colleges, there will be 2 stacks (1 for each college).

3. If the student is changing colleges, it is a program change. The user must enter the previously recorded admit
term and requirement term.

4. Degree attributes are not used for UGRAD and PROF career stacks.

5. Undergraduate advisors can change the major of a student with 1 major plan, to another major plan, and can
update the requirement term. Other updates should be made by the Registrar’s Office.
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RULES-GRADUATE CAREERS

1.
2.

10.

11.

12.

There is 1 Stack per major plan, no matter what.

Add a Stack when the student has one active Stack (is enrolled) and wants to earn an additional degree (example:
A Master student also wants to earn a PhD degree).

When creating new Stacks, the admit term will remain the same. The student’s admit term will always be the first
term the student started in any graduate career program. The exception is when the student is re-admitted into
a program.

New Stacks will be created automatically for students who are re-admitted. The Admit and Requirement Terms
will both be the term the student was re-admitted.

If a student has one active Stack (is enrolled) and wants to change to a new plan (major and degree) in the Same
College, departmental staff can do a PLAN CHANGE in the student’s existing Stack.

Minors are attached to the major and degree plan, so they do not “float” or “move” from Stack to Stack within
the career.

The other allowable PLAN CHANGE is a minor plan change.

If a student has one active Stack and wants to change to a new plan (major and degree) in a Different College, a
PROGRAM CHANGE must be done in the existing Stack. NOTE: Only Graduate School Staff can make the change
for you. Please send your request to graddata@ufl.edu.

Degree attributes reflect degree options for different students such as thesis/non-thesis or joint graduate-
professional degrees. A custom batch job will default degree attributes to any new graduate career plan, and
graduate department coordinators can make limited manual adjustments.

Graduate department coordinators can add new Stacks (for additional degrees), change majors in an existing Stack
within their College, add and remove minors, and update degree attributes.

Status for a student Stack will automatically change to Discontinued (DISC) in the Student Information System (SIS)
when a student is not enrolled for 2 consecutive terms.

If a student wants to drop from one degree program or leave the University (drop from all degree programs) you
can do a DATA CHANGE to the student’s stack(s).

RULES-CERTIFICATE STACKS (ALL LEVELS)

1. Certificates are always free-standing stacks. They are all in the UGRAD career, with a UNXXX program.

2. These stacks are built when a student is admitted to a certificate program.

3. The only changes to certificate stacks will be to DISC (discontinue), and/or COMP (complete) these stacks as
students are certified and awarded the certificate.

PROGRAM AcTION CODES

Program Action Action Reason When should | use this combination?
ACTV (Active) AMAJ (Add Major) The Graduate student is adding a major or degree.
PRGC (Program Change) CMAJ (Change Major) The Undergraduate student is changing major AND
College.
Training and Organizational Development Updated: October 2, 2018
Human Resources Page 3 of4

University of Florida, Gainesville, FL 32611


mailto:graddata@ufl.edu

UF Training & Organizational
Development
Human Resources

UNIVERSITY of FLORIDA

Student [nformation System

PLNC (Plan Change) AMIN (Add Minor)

The Undergraduate student is adding a minor in the same
College.

Note: This is performed by the Registrar’s Office.

PLNC (Plan Change) CMAJ (Change Major)

The student is changing a major in the same College.

PLNC (Plan Change) CSUB (Change Subplan)

The student is changing a sub-plan only (concentration,
emphasis, specialization).

PLNC (Plan Change) RMIN (Remove Minor)

The Undergraduate student wants to remove a minor.

Note: This is performed by the Registrar’s Office.

DATA (Data Change) RQTC (Requirement Term

Change)

An academic advisor needs to make an exception and set
the requirement term (catalog year) as before the
student’s admit term.

DATA (Data Change) Choose from a list of codes

The Graduate Student wants to drop a degree program.

FOR ADDITIONAL ASSISTANCE

Technical Issues

The UF Computing Help Desk
352-392-HELP
helpdesk@ufl.edu.

Processes and Policies
Office of the University Registrar
ourdegreeteam-I@lists.ufl.edu

352-392-1374
registrar.ufl.edu
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