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CHANGE A PROGRAM/PLAN (MAJOR/DEGREE) ATTRIBUTE IN 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.
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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).
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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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