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Course Content

* Introduction

* Unit 1- Programs of Study and Majors

* Unit 2 - Change of Program

* Unit 3- Adding a Second Program

* Unit 4 - Adding Majors

* Unit 5 - Major Changes

* Unit 6 - Minors, Options, and Specializations
* Unit 7 - Identifying Common Errors

* Course Summary
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Learning Objectives

Upon completing this course, you will be able to:

Understand the characteristics of programs of study and majors
Change a main program of study and major

Add a second program of study

Add a major inside and outside of program of study

Change a priority 1 major

Change a priority 2 major

Add a minor, option, or specialization

Avoid program of study and major data entry errors
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(
Course Instructions é{élRlS

Use the following steps to print instructions for navigating this course:

* Click Attachments (upper right corner)

* Click QRC Course Navigation pdf

* Print the pdf

The course presentation pdf is available on the myHelp website at:
http://myhelp.uky.edu/rwd/HTML/SLCM/SLCM_AD_340.html
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Prerequisites Pr====

* Prerequisites
UK_100 IRIS Awareness & Navigation
SLCM_200 Student Lifestyle Management Overview
SLCM_AD_310 Student Records
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Access s
* In order to change or add programs, majors, etc., you need to:
Sign the Statement of Responsibility (SOR);

® |nstructions are available at:
http://www.uky.edu/IRIS/train/SOR_Information.html.
= |f you have signed the SOR in UK_100, you do not need to
sign it a second time.
Have SLCM_AD_340 on your training plan;

Complete the SLCM_AD_340 Programs of Study and Majors
course and pass the assessment.

* If you do not have access, please work with your college contact to
get this access assigned.

The college contact list is located at
http://www.uky.edu/IRIS/news/designatedcontacts.html
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Avoiding Common Errors

° Itis important to enter changes or additions to programs,
majors, etc. accurately and to use the appropriate effective
date.

° Inaccurate data entry affects:
Student’s records (possibly student fees)

Internal University reports, such as —
College enrollment reports

——
External University reports, such as for '

CPE reports

UK universiry oF kenTucky]
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y
Remember the Key Date Field! é{élRlS

This is the date as of which IRIS displays, processes, or creates
student data.

° It determines what data you see for a student.

* If the current date is used, IRIS displays what is current for the
student.

* You can enter a date directly into the Key Date field to change it.

NOTE: Set the Key Date to default to the current date which will
be used for most purposes.

. Aeghcaions | Admission | Admission Checklists ~ MajorsMinorsiOgbons | Re.. ||, (L[]

Setection Criteria
Al programs
& Program 10420512 BA-CI; Bacheloe of Arts a (2

ey Date 12/10/2008 4.2

G Acad. | & acan |8 Acue

el e a0 = L Lo LB
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Validity

* The system contains currently valid programs, majors, minors,
options, specializations, and sub-specializations along with those
that are no longer valid.

° It is essential to use valid data only when adding or changing
programs, majors, etc.

* The codes that are not valid are kept in the system since they are
needed for some students’ records.

Note: IRIS (SAP) does not indicate which programs, majors,
etc. are no longer valid.

* If you are not sure which codes are valid, check with your Dean’s
office.

If the major, minor, etc. is located in another college, contact
that college’s Dean’s office to ensure that it is currently valid.
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4
FERPA %‘R'S

* When you access a student’s record, a FERPA (Family Educational
Rights and Privacy Act) message may appear

ing (FERPA)

STUDENT PRIVACY FLAG IS ACTIVATED
FRIWATE FRIVATE FRIVATE FRIVATE FRIVATE

For Priwate students in person, please verify with picture ID. IT aver
the phone, state "I have no information on this student.”

=]

* Absolutely no information can be released on this student unless
the student presents a picture ID
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0
Summary %‘Rls

* Inaccurate data entry affects student records, internal University
reports, and external University reports.

* The Key Date field determines what data you see for a student.

* It is essential to use valid data only when adding or changing
programs, majors, etc.

* Click on the Continue button to move to Unit 1
Note: The button is located in the lower left corner of your screen.

* Click on the Continue bitton 10 move to Unit |

SLEM_I00 S1isdert Liteeyele Managereest Overvien
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()
Unit 1 RIS

Programs of Study
and Majors
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Unit 1 - Programs of Study and Majors

* Reminders

UK universiry oF kenTucky]

* Program of Study Characteristics
* Major Characteristics
* Missing Majors

* Change History
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Program of Study Characteristics

RIRIS
[

* Every student must have a valid program of study in the system.

* To display program information, click on the Program Overview
icon to the right of the Program field on the Registration tab.

// Admission h Admission Check lists k MajorsiMinors/Cptions - Registration h Pro. h.

@ Program

Selection Criteria

() All programs

10420542 BSFOS-AG, Bachelor of Science in Food Science ]

New Pranram

Student Mumber 18027555

@ Name

Cottingham, Fredrick; *10/10/1988; Male

The active program of study has the high date (12/31/9999)
as its end date.

ERlE

A EE AR ER EE R

Program

Program (Description)| Status | Sts Long Text | Activity

Reaso

Start Date

End Date

BSFOS-AG

Bachelor of Science & |Student

01/11/2006

12/31/9999

BACH-US

Bachelor @ De-registered | Withdrawal...

Data ...

08/24/2005

12118/2005
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Main vs Additional

* If the student has more than

one program of study, only one (SRR e oo o v a8 |

program can be designated as T i e
the Main program. :

The second program is
designated as Additional.

10077554 Comngham, Frednot
Pragram of shudy Lo Bacheion of Scence n Food Soence
. . . . o )
* To view if the program is Main rr—— o
or Additional, select a it TN e e
vald From SRIISI0N0 s NRMT0N0

sessional registration for the

1 o
program and click Display. e
CF CotnungFrestman 31
L) Genakns
l.ﬂm-@! e
v
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. - : RIRIS
Main vs Additional - Tip e
* If desired, you can set your el el
[Seinion Catnia
layout on the Registration tab || == o)
i Prograss
to display the Program R e e

| atus, Achd Tear Dwic] | Sanison [vabaFrom [vakaTe [ stage
Acad Year 2009203 Spang Semester | 01132013 DSAT20H0
¢ |G| G|

Priority.

zes |
+ | BANDZ007 | DERamS0T |

BB ALY

Note: Click on Attachments
(upper right corner of the

course screen) for instructions

in setting your layout and
select QRC Change Layout
Settings.
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Major Characteristics

* Each program of study
must have a major
associated with it.

* The Key Date value
determines display of
the major.

If Key date is the
current date, the
student’s current
program and major

displays.

AIR|

Hon

i i I (&% oo
Selection Criterla

Al programs .
® 10420525 BSA-BE, Bachelor of Science in Accounting &
:MM 011342010 )3_]
iy Acad |2 acaa | B Acaa |

| Prio, | Module Group iDesc )

Stagate |EndDate

1 Actouniing

01122010 | 123179959

-

UK univesiry oF KexTucky]
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Viewing Majors

To view the history of
major changes within a
particular program,

RIRIS

gt e

e i i Opsons | Re [+ ]x 1]
Selection Cntena
Al programs
& Pragram 10420531 BSBAE-EN, B3 In Blosystems & Agnicultural Engr EJ\
Koy Dale
A

select the program,
remove the Key Date,
and press Enter.

To display a different
program, use the
drop-down icon in
Program field and

1B #eaa

I

— |

Module Group Desc)  fStadste | EndDate )

Program
BSBAE

Major 1

Pre-Biosysderns & Agric. I 01232007 | 132008

10420531 BSHAE-EN, B3 in Bosystems & Agndultural Engr

| BSBAE_| War 1| Giosystems & Agricutur_| 01142009 | 123172999 J
|
S b - i i & i Pl [+ [
Selection Crileria
1 Al pragrams
® Pragram 0420531 BESHAE-EN; B3 in Blosystems & Agricultural Engr (&
Key Date 10420525 BS4-BE: Bachelor of Sclence in Accounting

select a different = [ iz I3 ree
program.
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Viewing Majors

Key Date, and press Enter.

-~ Admission h Admission Checklists ~ Majors/MinorsiOptions i Registration h Pro..lh

Selection Criteria

& All programs

) Program 5
ey Date

i+ Acad. Specializations H__ Acad. Specializations ||_ Acad. Specializations ‘

B[]

Prio. | Module Group (Desc.) Start date End Date
1 Accounting 08/26/2009 [ 12/31/9999

1 Biosystems & Agricultur | 01/14/2009 | 12/31/9999

with it for any given time period.

* To view majors for all programs, click All programs, remove the

* Every program of study must have at least one major associated

190f 113
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Missing Majors Examples

%ml_s_

* Missing majors result in data collection
problems and reporting errors.

P

Example: Program of study with no

P, it on o )

S AN ¥ Dl
T _‘.._)

major

Example: Minor exists, but no major

* If the major is missing, it needs to be
created using the same start date as its

associated program of study.

200f 113
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Priority Examples

* The following slides demonstrate the priorities of programs

and majors.

* The examples become increasingly complicated.

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 21 0f 113
. $
Priority Examples é{élRlS
* John Smith
Program of Study, priority 1 - BS-AS
= Major, priority 1 - Chemistry
* Jane Carter
Program of Study, priority 1 - BS-CI
®= Major, priority 1 - Communication
= Major, priority 2 - Sociology
MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors 22 0f 113
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Priority Examples

* Linda Jones

Program of Study, priority 1 - BSHM-AG
= Major, priority 1 - Nutr & Fd Sci-Hospitality Mgt & Tour
Program of Study, priority 2 - BSFOS-AG

= Major, priority 1 - Food Science

* Martin Conrad

Program of Study, priority 1 - BBA-BE
= Major, priority 1 - Management
= Major, priority 2 - Accounting
Program of Study, priority 2 - BS-AS

= Major, priority 1 - Spanish

UK universiry oF kenTucky]
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Change History %IRIS

* You can view a list of activities and changes to a student’s
record using the Activity Documents tab.

Note: Changes to majors are recorded only since November
2008 when UK upgraded to a newer version of SAP.

* The activities are listed in date order with the most current
changes at the top.

* The Created by column shows the User ID of the person who
made the change.

1 " Aoty Documents | o)

Bl ichacacc )

Al AR [ S =1 (- T

ol Program | Evnoracn | Craztadon | licar

.| Sessional Registration |BSABE | Bachelor of Science in..| 1211052008 | MISSY

T FTTR BENBE ESTCITTOT T S TIRTICT 1T | T2 T2 | TSy l
Beinn Arad Snacizieahane | REELE.ER | I

B2 Bineustame £ & | AR08 | MISEY

¥ T T T -
Assign Acad. Specializaions BSABE Bachelor of Science in_ | 1211062008 | MISSY )A

I UNIVERSITY OF KENTUCKY]
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Reminders

* Changes in program of study and major may require changing
the advisor attached to the student.

College personnel should review advisor information and
update as needed.

Information regarding how to add/change advisors is
available in the SLCM_AD_310 course material on myHelp at
http://myhelp.uky.edu/rwd/HTML/SLCM/SLCM_AD_310.html

(f wH
IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 250f 113
. 4

Unit 1 Summary é{élRlS

* Program of Study Characteristics

* Major Characteristics

* Missing Majors

* Change History

* Reminders

* Click on the Continue button to move to Unit 2 =)
MKt or knvruc SLCM_AD_340 Programs of Study/Majors 26 0of 113
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Unit 2

Change of
Program

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors
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Unit 2 - Change of Program

° Effective Dates for Changes
* Main Program of Study Change
* Verifying the Change

MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors
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Main Program of Study Change

* Some changes of program occur within a college.

Example: The student is moving from BSCIE-EN (Bachelor of Science in
Civil Engineering in the College of Engineering) to BSCHE-EN (Bachelor of

Science in Chemical Engineering in the College of Engineering).

* Other changes involve two colleges.

Example: The student is moving from BBA-BE (Bachelor of Business
Administration in Business and Economics) to BSHM-AG (Bachelor of
Science in Hospitality Management).

* The Receiving college makes the change in the system.

* A College Code QRC is available on myHelp at
http://myhelp.uky.edu/rwd/HTML/SLCM/QRC_College_Codes.pdf
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Main Program of Study Change AL

Use the following steps to make a main program of study change for
a student.

* Go to PIQSTOO

Menu.__Edit__Faunri

A | P1asTo0

S —
SAP Easy Access
* Enter the student’s Student

Number and press Enter (ﬂudmmumw 18028091 ) iC
‘ ons |

* Use the Tab List icon to select

. . | vaio. |
Registration v Holds

Recruitment

Applications

Admission
Admission Check lists

El ‘ Majors/Minors/Options
Registration

Program Type Pragression

I UNIVERSITY OF KENTUCKY] SLCM_AD_340 Prog rams of Study/MajorS 300f 113
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Main Program of Study Change

* Verify that the current program is displayed

in the Program field 7 namission_ || aceission Cruckists_ | usersaineestopuons  Rogexanca | o |[|[<[2[1]
[Baiection Crteria_~ 1
C‘Wam 10420514 BALDU-ED: Bachelor of As in Educaton ED 5"

* In the New Program field, enter the code for

@JF‘mgra-m 10420514 BAEDU-ED; B
the new program of study
Gew Program BS-Ag|
Note: If you are unsure of the code, use o e
the Possible Entries icon to search for it.
* Click on the Change of Program button
Mew Program BS-AS —
|eBRegistation || [22Leave of Absence {|[EoChange of Progrem 1| [BADe registation & v
Reg From 01/11/2006  Activi Reason

UK universiry oF kenTucky]
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Main Program of Study Change

* Select Transfer Registrations

New Program BS-AS

Note: This step ensures that any

Bachelor of Science

. 91/11/2006
bookings the student may have e

made will transfer to the new

Program | Status| Acad. Year (|

|eBRegstration || [22Leave of Absence ||| EoChange of Frogem @1l [E3Deres

ACEVIY g Registrations

Desc) ( Transfer Registrations v;

BAEDU-ED| ¢ |AcadYear2

’jfv” 2|38 &[F[E[E  create registation
F@

010-207

program. | | BAEDU-ED| o [AcadYear2

* In the Program Valid From field,
enter the date the student will be

Mew program
Organizations
Praogram Valid From

entering the new program.

009-2010| Spring Semester | 01/13/2010] 0!

Reason

In most cases this would be the
current date, but there are
exceptions (refer to the Effective
Date for Change information).

10 Change of Prog.. g

I UNIVERSITY OF KENTUCKY]

SLCM_AD_340 Programs of Study/Majors

320f 113

SLCM_AD_340 Program of Study/Majors

16



Effective Dates for Change

* All undergraduate program, major, minor, option, specialty,
sub-specialty changes must have an effective start date (Valid
From date) of the day of the change.

* In most cases, use the current date, UNLESS a program of study
change involves one of the following:

New or Readmitted Students: If the change is prior to the first day
of attendance or re-admittance, the Valid From date should be the
first day of the first term of attendance or re-admittance instead of
the current date.

Fee-Based, Graduate, and Professional programs, majors, etc.:
Changes should be made using the current date, and the
program/major fees will be assessed or refunded based upon
whether the Valid From date entered is before or after the last day
to add a class (census date) in that session.

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 330f 113

Effective Dates for Change ;%]RIS

* UK policy states that “Program fees will be refunded in full to
students who change their program and/or major on or before the
census date (last day to add a class) of the semester.”

If a student moves from a program or major that does not assess
a fee into a program or major that does assess a fee and the
effective start date is on or before the last day to add a class, the
student will be assessed the program/major fee.

If a student moves from a program or major that does assess a
fee into a program or major that does not assess a fee and the
effective start date is on or before the last day to add a class,
then the program/major fee will be refunded.

* Changes into or out of programs that assess a major fee after the
last day to add a class are not charged or refunded.

WRICGH7 2isi i or v rucis SLCM_AD_340 Programs of Study/Majors 340f 113
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Main Program of Study Change

* The Reason field should default to Change of Program

To Program

MNew program BS-AS Bachelor of Science

Organizational unit 8E0AE College of Arts & Sciences
Program Valid From mmwzmn@
10 Change of Prog.. &

* Click Save

ansIEl SESSIVIEl MEYISUSNUNS
Acad. Year Session Start C
2011 Acad Yea.. §[10 Fall Sem.. & (08/25
& &
& &

L[]

UK universiry oF kenTucky]
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Main Program of Study Change

MIRIS

=z

* Click Continue when message box displays

EEEE R R R R ER ERE I E BN

ﬁyp@‘ﬁ‘ DT‘ Group ‘ Subgroup| Message Text

2 Jt[@ [cPoo3t | | Student has no valid admission on 07/09/2010 for program 10420523 |

[J[+]] I

I[«][»]

New Input/Correction | (8) & ®

Note: If the Type column shows a red symbol, you will not be

able to make the change.

= Make sure the data you have entered is accurate and try to

make the program change again.

= |f you are still unable to make the change, contact the

Registrar’s Office.

I UNIVERSITY OF KENTUCKY]
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Main Program of Study Change

* The system should display the Maintain

Academic Specializations screen.

* If you are returned to the Registration
tab, do the following steps to get to the

Maintain Academic Specializations F {_ :
li Majors/Minors/Options h Registration h

screen:

. . . . Selection Criteria

Click Majors/Minors/Options tab © Al programs
@ 10420523 BS-AS; Bache
Verify the correct program is displayed ey Dals orieszee
Enter the effective date in Key Date field Koy Date —
C||Ck Change Acad. Specia|izati0ns Acad, Spedializations {] 42 Acad. Specializations
N ——

UK ovivessiny o KeNTUCKY]
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Main Program of Study Change ;%]RIS

* Verify the accuracy of the Valid From, Academic Year, and
Academic Session fields

Booking Context

@ Student 10023091 Lasher Sisting

(Academ\c\’ear £010 Acad Year 200928  Valid From u?fugxzmu)

Academic Session 52 Summer Session .. &

Module Group Variant MNMa&NMi&NOp

* Note: Remember the Valid From date should be the same date
that you used for changing the program.

I UNIVERSITY OF KENTUCKY]

SLCM_AD_340 Programs of Study/Majors

380f 113

SLCM_AD_340 Program of Study/Majors

19



Main Program of Study Change

* Click on the first Drop Down List icon in the Module Grp Cat

column and select Major Specializaions
IMudu\e Grp Cat. ,.LPr. Module Group
B
000
0003 Option

0004 Specialty
0005 Sub-Specialty

* Press Enter Bl

* Click on the Assign Specialization button to get a list of valid
majors for the displayed program of study

Note: By using the Assign Specialization button you limit the
list to the valid majors for the program.
B Fno [g8 chect |

Specializations
Module Grp Cat. Pr.. \Module Group Startdate  |[End Date yoction |
0881 Major & No Assgmt ( Assign Specia
= L= =
N a

UK universiry oF kenTucky]
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. 4
Main Program of Study Change é{élRlS
T |
* Double-click on the FACILICIEE) :
Growp Cal. Mudule Growp Calegory {ieacripli. | OUjectll | Otjecl ab., | Geject name |_ .
desired major e B e, '
oo I BT cuse coucicr
:::' Mo:ul 10425517 CLAS-DS Clanlw.

* Click Save BB Maintain AcademiSpécializ

* Click Continue or press O D s e o R

Enter

I UNIVERSITY OF KENTUCKY]
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Main Program of Study Change

MIRIS
Tr:

screen.

7 aamesion | Admission Checkksts i'mm Noo.)

* The system will return you to
the Registration tab, if the

* Progam PAIOSTT NG-AS Dactalsr o Soance & (g
process took you —
R From OTARRIZNG  Ackdty  Chamge of Program

| e[ 78] (@[ &M ] ¥=) D) 0]

B Program [ smaus, Acad Year Desc) | sassicn Vakd From [ Vaba To_| Siage [Fonas._| |

automatically to Maintain
Academic Specializations

-._uuwn|n-une.nu i Wapriarpbons ) Fagiskmton 'mu.uﬁi:;;
* If you manually entered the : i—

Maintain Academic
Specializations screen, you

A3 programs
® Pragram DLOSE) 545, abler o8 Serpncy 2 2
Ky Date. orvegiaene | (2]
e ond |2 aaa . =
[ (G [A[E[0[E ][Ol ]

will return to the
Majors/Minors/Options tab.

| Program: ) Prio. | | S2art date | End Date

i programs

|/ Breave ot pnerce | | Bocrange ot Progam 8 | @00 mpurmon | v
Razson Change ol Progr.

[ESRE | ' [Acad¥ea 20102011 |Fall Semester | 0R252010| 12172010

(6548 | uace 1| ey oTmeT_ | 12018 |

UK universiry oF kenTucky]
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Verifying the Change

RIS

student’s records.

* On the Registrations tab, click
Program Overview

Use the following steps to verify the changes you have made to the

| Al programa

! Shudent Humber froazesar
Y G0 Name LLasher, Sistina; *05/0111985; Famale

* Notice the change in the
Program column

sterid | fnange of Program | G

* Use the scroll bar to view Start
and End Date

Click the Continue icon to close @‘

I o Program | O

Bachelor of Scence &
| Eachwtorof e i Edcabion| 8
{achwier v scwnces | B3 |

|| Bachwior of e Scences | @3 | C

| !
| — s |

I UNIVERSITY OF KENTUCKY]
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Verifying the Change

* Note: If you are making the change for the current term, the
student’s bookings will transfer to the new program.

If the student has not booked any courses, when he or she
registers, the system creates a sessional registration under
the new program.

Selection Criteria

) All programs

@) Program 10420523 B3-AS; Bachelor of Science jed}

MNew Program
[eBRegitration ||[281save of Absence ||[BpChange of Progmm  B1|| EDeegstration  E]| ’
Reg. From 07/09/2010  Activity Change of Program Reason Change of Progr

Acad. Year (Desc.) |Sess|an ‘Vﬁlld From |Va|\dTu ‘ Stage | Reas. }
Acad Year 2010-2011| Fall Semester | 08i25/2010 1211712010 | |

ol |d)|E & F E e Fel 2=
‘Prugram |Slatus
J

[EsAs | v

UK universiry oF kenTucky]
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Verifying the Change

* Go to the
Majors/Minors/Options tab

* In the Program field, select

the new program

* The major should display.

Note: If it does not display,
the effective date may be in
the future.

You should remove the date
from the Key Date field and
press Enter.

%IRI:S_

Admission Chock st MajorsMinors/Oplions 1) Registration. | Pio..{, L4272

k " Jevons | | #
Selecton Crtena
1Al peograms
& Program 10470523 B9-45: Bachelor of Scisncs @ [i
KeyDate [10420514 BAEDU-ED: Bachelor of Ats in Education

|t cad Specaliztios

" hamesyen | AsmessmnGhecis | UageMnosOgsons | Repsvaan | P, ([T
Al programs
& Program
Koy Crate

AZ: Bachelod of Saance LI
]

)

S Acad Speciaicatons | & Acad Specisiatons | Acad Specascasans
EIREC B R
| Proseam s Catbgors (Descrpton)| Pra

W 1

Biclogy 07082 | 12018
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0
Principal Org. Unit %

* If the program change is in the future, the Prncpl Org Unit will NOT
change until the new program is active.

Example: The effective date change is 01/13/2010 - the new
Org Unit will be the College of Design.

The current Org Unit (College of Agriculture) remains in effect
through 01/12/2010.

TAR FBOL S¥a9P

Stdent Humber [CErRe (v
- DRGS0, Femase

Sieghies
{ Qeg UnR College Of Education

- Admisskn | i " Regstaten | e [0 [

Selecton Gina
G Program 10420515 BAD-0S, Bachelod of Ats in Inlesior Design a) |2

Toaw Progeam
Bregtuien | |22emed Roerne | | B0eged Pogen B | @0srepunn T
Reg From D13/300 Aty Change of Frogram Reason Change of Progr
S FALEIE T E R R

gnwam | Stahus| Acad Wear [Desc) | Sesssn
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!
Exercise 1 (Optional) IRIS

* To practice the transactions shown in this course in the Training
Sandbox, you can use the attached SLCM_AD_340 Practice Guide.

* Click on Attachments (upper right-hand corner) to display and print
the SLCM_AD_340 Practice Guide.
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Unit 2 Summary PN

° Effective Dates for Changes
* Main Program of Study Change
* Verifying the Change

* Click on the Continue button to move to Unit 3 [ack)( [Tcommngz] )
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Unit 3

Adding a
Second Program
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Unit 3 - Adding a Second Program

* Second Program of Study

* Adding a Second Program of Study vs Adding a Second Major
* Adding the Second Program of Study

* Verifying the Change

UG or keevc SLCM_AD_340 Programs of Study/Majors

49 0f 113

* Students working on dual degrees must have two programs of
study in IRIS - one marked as Main, and one marked as
Additional.

* A system of priorities based on financial and reporting needs
has been established at the University.

* The sequence, from highest to lowest, is:

Medicine
Dentistry
Pharmacy/Law
Graduate
Undergraduate

Second Program of Study %‘RIS

MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors
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!
Priority of Program Assignment %qu

* If both programs are in the graduate or undergraduate program,
then establish priority as follows:

The student decides which program is the main program,
unless he or she is receiving scholarship money for one of the
programs, in which case, that program will have priority.

If completing both an undergraduate and graduate program (for
example, students in the University Scholars Program), the
agreement is that the graduate program must take priority
beginning with the second year in the program.

UK universiry oF kenTucky]
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Changing Layouts %]RIS

* You can change your column layout on the Registration tab to show
Program Priority.

MEW Frogram

[sBRegstation || [@8Leave of Absence ||[EdChange of Progam &1 |[@ADeregistration @1 ’
Reg. From O7/26/2818  Activity Change of Program Reason Change of Progr..
ALlEERE R PR R R
L || Program Status| Acad. Year (Desc.) |Sess|aﬂ |Va\|dFrum‘Vathu |Slage‘Reas..|
[BS-A8 | o2 [4padYear2010-2011|Fall Semester | 08I25/2010] 1217/2010 | | |
New Program
[sBRegstration | [28Leave of Absence || [BoChange of Progam 1| [@ADeregistration B | v

Reg. From 07/26/2010  Activity Change of Program Reason Change of Progr

sl 2[AIlEUE (¥ [0 Z[Fa) Cl=x)(H)
Fﬂ Priority| Program| Status| kcad. Year (Desc.) |Sessian ‘Val\dme ‘Va\idTa |Stage|Reasa

1 BS-AS | ¢ |jcadYear2010-2011 | Fall Semester | 0812512010 [ 12/17/2010 | |

Click on Attachments (upper right corner of the course screen) for

instructions in setting your layout and select QRC Change Layout
Settings.
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Adding a Second Program of Study

Use the following steps to add a second program of study to a student’s

records.
_ _ 557 aarissen [ scmissioncrucc s [ 3 - |49 ooc
* Verify current programis :
dis played Ci Program 10420523 B3-A5, Bachelor of Science :n) 3
* Enter the program in New |
Program fleld @w Program BSA-BE w
R ||
Reg. From 87/26/2010  Activity

[T T slmilalil&l=lan =]

* Click Registration |

BSA-BE
BRegstration  |)| 22Leave of Absercs || [F
07/26/2010  Activity
[T d slmllailaleian ]

UK universiry oF kenTucky]
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Adding a Second Program of Study ;%]RIS

* Select Academic Year and =
. . ‘Academic Year EUWUAcadYearZUUQ-ZU‘IUE
Academic Session

Academic Session 52 Summer Session 2 b}

aldFrom U6/307/2010 Y0 05/05/2018

* Press Enter to populate the Valid
From dates correctly

Period
Academic Year

[E010 Acad Year 2009-20108

Note: If you receive a system
message stating the dates
will be changed, click

O g aias s sapesns yadasia
Continue or press Enter to e
move through it. @
WK UNIVERSITY OF KENTUCKY] SLCM_AD_340 Programs of Study/Majors 54 0of 113
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Adding a Second Program of Study

Registration Data

* If this is the Additional program, click
the Addit’l Program radio button

Registration Status
() Main Program

R 1 Type

Flaccifiratinn i

* If this is the new Main program, leave

Registration Data

1 Attending
_) Additl program
01 Regular Student

Main Program selected

= Note: You will need to change

the Othel’ program Of Study to Registration Data
Raai = 1 Attending

() Additl program

01 Regular Stude

Addit’l program when you have

REQISTation 1ype

completed the process of adding Classification

the second program of study and

major. | Part-Time Study
Registered On o7/28/
* Click Save
7 %
UG or keevc SLCM_AD_340 Programs of Study/Majors 550f 113
. 4
Adding a Second Program of Study é{élRlS

* When the Message Log displays, verify

that only Information (green square) or FRIRE R EGRER R
Type. Rl OT| Group GIIIIQIOIIHIMBSHQB Teat

Warning (ye”OW triangle) messages are 5 |4@  cPoo1s | Shatbent hias no vali

Nmmpm:o.mmun @ ¢ 0 %

show in the Type field.

* Press Enter or click Continue
Admission | Admession Checklsts | MagesAlnorsOptons | Repswascn | Pro ||, (4]0 [7]
* Click All programs to view both S N
of Moerce | | BpCunged Pogam B | Bilemgeen B

lfeguron
program registrations or select the 422

Overview icon A L o il o
ot fasar 3 s
Note: Be sure to double-check that one
program is marked as Main and the
second program is marked as

Additional!
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!
Adding a Second Program of Study }é;mq

Key Date field

UK universiry oF kenTucky]

* Go to Majors/Minors/Options

Enter the effective date in the

You now need to add a major for the second program of study!

Remember with two programs of study, each program of study
will have a major with a Priority of 1

(2); Athlete; DL

“heck lisf 'MzuorslMinnrstptions k Registra

Asmigsien | AsmissienChecklsts | UserMecraOtons | Rageasen | Pes | [+[1]

* Verify new program is chosen i G
I('qu-m 0430534 DSA-DI Dafplor of Scivnce in Accouning m‘) &
Admisaion | Adission Chackists | Usiceallineralchons | Ragitaton | Pre [, [ [t[1]
L]

ko

SLCM_AD_340 Programs of Study/Majors 570of 113

Adding a Second Program of Study

* Select Major

* Press Enter

I UNIVERSITY OF KENTUCKY]

* Click Change Acad.

® Program 10420525 BSA-BE; Bachelor of Science in Accountir
Key Date 07/26/2010
Specializations — =
[_Acad ns( |2 Acan [Ji_ Acad. special
—
* Verify the Academic Year,
Session, and Valid From Basling Gorten
. . ficademic Year 2010 Acad Year 2009-28) ValidFrom  £7/26/2010
Note: The Valld From @ﬂsm:sessnn 52 Summer Session .. &1 Elz\ j
Bachelor of Science in Acc
ShOU|d matCh the date Of Module Group Variant NMa&NM&NOp

the new program.

[ Find g8 check ||
Specializations

|Module Grp Cat __IPr_|Startaate  |End Date
]

D001 Majo
AT

0003 Option

0004 Specialty
0005 Sub-Specialty

SLCM_AD_340 Programs of Study/Majors 580f 113
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Adding a Second Program of Study

* Click Assign Specialization

[Pricriy_Slact dabe [Ind Caale
ol

| [uodle Grp Cat a 5
| Jroen najer | ‘ ' Assign Specialication | )
L]

* Double-click on the major

A Fre-Accounting

Specializations —
* The priority will default to 1. :

Module Grp Cat.

F'rinrity\ odule Group |Start d:
_E|E|E|1 Major §1 JAccounting 7i26/2
-]
-

* Click Save

Maintain Academic Specializations

UK universiry oF kenTucky]

SLCM_AD_340 Programs of Study/Majors

590f 113

* Click Continue or press Enter

* The major will be displayed.

Amission | Admissien Checklsls | UawrsdlnoenOpsons | Repawasen | Proj [0v[1)

Note: If the effective date is |/ wowms e
in the future, remove the [ oo roserae (&

. L) | s |8 scaa
date from the Key Date field, _Q i “

and press Enter.
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Adding a Second Program of Study

Use the following steps to verify the addition of the second program of

study and the correct priority of both programs.

* Go to the Registration tab

-~ Admission | Admissien Chec

* Click All programs

( @ Al programs
' Program

* Verify only one program is marked
as Main

Admisson | Admusion Checisis | MaprsMnerspions  Regewasen | P | o[+

Note: The other program should

. o \
be marked as Additional. P il
;;:::2‘: Poaeee ot ovwrcr | [ BMCarge st Pogem B Gerpumen & d ‘

If both are marked as Main, =[]0 o) |&]v[8[E[F 0

change one to Additional.

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 610f 113

4
Priority Example Reminder é{élRlS

* Linda Jones
Program of Study, priority 1 - BSHM-AG
= Major, priority 1 - Nutr & Fd Sci-Hospitality Mgt & Tour
Program of Study, priority 2 - BSFOS-AG

= Major, priority 1 - Food Science

* Martin Conrad
Program of Study, priority 1 - BBA-BE
= Major, priority 1 - Management
= Major, priority 2 - Accounting
Program of Study, priority 2 - BS-AS

= Major, priority 1 - Spanish

MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors 62 0f 113
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Exercise 2 (Optional)

* Exercise 2 - Add a Second Program of Study and Major

UK universiry oF kenTucky]

SLCM_AD_340 Programs of Study/Majors 63 0of 113
. 4
Unit 3 Summary é{élRlS
* Adding a Second Program of Study vs Adding a Second
Major
* Adding the Second Program of Study
* Click on the Continue button to move to Unit 4 ST
MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors 64 0f 113
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Unit 4

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors

65 0f 113

Unit 4 - Adding Majors

* Adding a Major Within a Program of Study
* Adding a Major Outside of the Program of Study

MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors
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Adding Second Majors

Before adding a second major to a student’s record, first

determine if major is in or out of the student’s current program of
study.

Is the major offered as a BS or a BA? If so, which type is preferred?

Example: Biology offered as both a BA and a BS.

Remember! Do not enter a Priority of 1 for more than one major
for the same program of study in the same time period.

If you find an error, make the needed correction in the system.

Note: If two active programs of study exist, the major for each
program should have Priority of 1.

UK ovivessiny o KeNTUCKY]
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y
Add a Second Major Within a Program ;‘é]RIS

Use the following steps to add a second major within the current
program of study.

| Applestons | Admission | Admissiee Checkists | UsprlinonOptiens | Re ||,

* On the Majors/Minors/Options IRy,
tab, verify the current program of S D&
study
Selection Criteria
J All programs
. . A-AS; Bachelor
° Enter the effective date in the Key Key Date 07/26/2610
Date field

07/26/2018

Click Change Acad. Specialization sion{ | #_Acad Speciaizatons [T Acad.

I UNIVERSITY OF KENTUCKY]
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Add a Second Major Within a Program

* Verify Academic Year, Session, and Valid
From

Note: Change the Academic Year and

day of that session. You should generally

Mocase Grous Variant Nl kNS AN S

Session if needed; when you press Enter,
the Valid From date will default to the first

change this to the current date.

H Find

Specializations

PR ()

|Priority [End Dat
; ;

JModuIe Grp Cat.

* Click Add Row

|Priciity [Module Group |Start

* Select Major and press Enter

[

Antheopology

End Date Fu

nction

12/31/9999 Reg\ace Sge:lauzzmon

Assign Specialization

* Click Assign Specialization

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors
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* Double-click on the major

* Note: The major should
default to priority 2.

* Click Continue or press Enter

* Click Save B2 Maintain Academic Specializatii

* Note: The second major will

EIRENECRIEERIC

Mod. Group|

Startdate | End Date

be displayed with the first Ep Fomor S P

Wajor

Anthropol...

08/24/2005 | 12/31/9999

| |BaAS [ Wajor 2

Mathemat

07/26/2010 | 12/31/9999

major.

MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors
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Exercise 3 (Optional)

* Exercise 3 - Add a Second Major Within a Program

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 710f113

y
Add a Second Major Outside a Program é{élRlS

Use the following steps to add a second major outside of the current

program of study.

Le

* Go to the ,

Majors/Minors/Options tab ‘

* Verify that the current Program [essmcnn, ™
is displayed e Sasaive i e

. . Selection Criteri
° Enter the effective date in the T T—
H @ Program 10420510 BA-AS; Bache
Key Date field ey Date D?.’QE:’QMD
l}K.HNI\-'T.'RSJ'\'\" OF KENTUCKY] SLCM_AD_340 Prog rams of Study/MaJors 72 Of ] 'I 3

SLCM_AD_340 Program of Study/Majors

36



. . )
Add a Second Major Outside a Program %‘R £
o7/26/2018) |4

* Click Change Acad. Specialization

* Verify the Academic Year and
Session of the additional major

Note: Since you entered the effective (wm--
date in the Key Date field, this field ~—
should populate automatically. If it

is not correct, use the effective date

to correct it.

[ e (M= ET
. | Specializations
hd Cllck Add ROW I Iumaduie cm cat lpr lstatdate  [Fr
Speciakzations
IMIIGDCBL Pr..|Stan ga
| [Po01 major a8 e
* Select Major (S
—{ 0003 Ceaen
L J0004 Specialy
| Joo0s sub-specaty
IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 73 0f 113

0
Add a Second Major Outside a Program ,]R!S

. . P ————

* Click Find Bl rFna  [fb  chex | [EEED
T SpeoeEmons
|Wodule Grp Cat Pr.|startdate |

* Click Possible Entries

Selection
Module Grp Cat. 0881 Major
Priority 2

Module Group |

* Enter the search term

Note: You can use asterisks 'm
SeschTem | Stucturs Search | e
for wildcards in your search. .@mm - )

Note: Some entries contain
abbreviations.

I UNIVERSITY OF KENTUCKY]
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Add a Second Major Outside a Program

* Click Continue or press Enter

* Double-click the major

Note: Remember that entries

no longer valid majors! Make

correct degree level and type.

include both currently valid and

sure you choose VALID majors.

Note: Be careful to choose the

Crmm

PN BT

| strt asto | End Date |
o1mMEEn =
OUOMSS0 12019900
OIS0 123199
DAMAHBEN 1304

M= R EE)

Add a Second Major Outside a Program

ject ab... S, Object na... | Startdate |End Date
Note: Start and End Dates do BIOL-BA  |Biology 01/01/1950 12/31/9999
’ BIOL-BS Biology 01/01/1950 12/31/9999
BIOL-MS  [Biology 01/01/1950 12/31/9999
not show whether or not a BIOL-PHD  [Biology 01/01/1950 12131/9999
. . . BIOL-POSTD Biology 01/01/1850 12/31/9999
major, minor, etc. Is currently EUL—TRAN;JBmmgy 01/01/1950 12131/9999
valid.
IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 750f 113
RIRIS

* Click Continue or press Enter

* Click Save

system message

a priority of 2.

Date field and press Enter.

Note: If you cannot see the second
major, remove the date from the Key

* Click Continue or press Enter to close the

* The second major should be displayed with

Fnnm;

Maculn Group

2 Maintain Academic Special

(IR =Y KA Vi A= T T —

|[E2] Program Groun C..| Prio, | Mod. Group| Startdate | End Date |
1 Bokany ARM2002 | 12019959

Biclogy O7TR262010| 120199

|_[BRAs s
" BAAS | Magjor
I

I UNIVERSITY OF KENTUCKY]
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Exercise 4 (Optional)

* Exercise 4 - Add a Second Major Outside a Program

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 77 of 113
. 4
Unit 4 Summary é{élRlS
* Adding a Major Within a Program of Study
* Adding a Major Outside of the Program of Study
* Click on the Continue button to move to Unit 5 [pack] (I Continge] )
MKt or knvruc SLCM_AD_340 Programs of Study/Majors 78 of 113
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Unit 5

Major
Changes

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors

790f 113

Unit 5 - Major Changes

* Changing a Priority 1 Major
* Changing a Priority 2 Major

MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors

800of 113
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0
Changing a Priority 1 Major ATA

L

* To change a priority 1 major, you should first determine if the
new major is within the student’s current program of study.

If it is in the current program, use the
Majors/Minors/Options tab to make the change.

If it is NOT in the current program, follow the instructions

for changing the program of study.

= When you change the program of study, the system will
automatically prompt you to change the major.

* Keep in mind the effective dates for changes.

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 81 of 113

. . . $
Changing a Priority 1 Major %]RIS
Use the following steps to change a priority 1 major.
° Verify the student’s current |7 i | s | smssioncmssiss( oo e (L1
program of study is o '
. g i Gmwm POLZ0S D BAAE Bachelor of At ;)‘_gl
displayed in the Program ko etirly 1+
G Acad & [# A [ Acac sp
f|EId = aatcbons |7 A pas
) All programs
@) Program 10420510 BA-AS; Bachel
° Enter the effective date in Key Date 57/26/2015
the Key Date field (this is
generally the current date)
MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors 820f 113
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(
Changing a Priority 1 Major %LRI‘:S

* Click Change Acad. Keyate 1211812660
7 N
Specializations [ acaa = =
Gl IE R
* Verify the Academic Year, ERICTH e
. = ‘Academic Year EUmAcadVearZUﬂg—EE Valid From B7/26/2018

SeSSIOn’ and Valld From C;uem\csessmn 52 Summer Session . @ m )
fields BaTmetoT U

* For the priority 1 major, = T o T

Stan gate End Date

aZez008 1231 Replace Space
ORS00 (12319950

PAsaos (120199 | Replace speac|]

click Replace

Specialization

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 830f 113

Changing a Priority 1 Major

| Ed LAl =D
* Double-click on the major P atr o dulo-Brop-Sam—Ob oot Bt IS0t ot B BT BH T
0001 Major 10425811 WATH-BA Mathematics
quoT TTaToT TOTZoT TECT & TIOOTE East wivilization
0001 Iajor 10425840 MICR-BA Wicrobioloagy
| Specializations
. . Wodule Grp Cat, Priority_|Module Group  Start date E
* Check the Priority column for G001 Hejor Bl Mamematics 7262010 1
BUUT Major ] Communicatio 01/11/2006 |1
accuracy |

* Click Save

@@ Maintain Academic Special

Creema
* Click Continue or press Enter O i

e

WRICGH7 2isi i or v rucis SLCM_AD_340 Programs of Study/Majors 84 0f 113
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Changing a Priority 2 Major

* If the new priority 2 major is within the student’s program of
study, follow the instructions for changing a priority 1 major
and mark the new major as priority 2

Use the following steps if the new priority 2 major is NOT within
the student’s program of study:

* Verify the student’s current program of study is displayed in
the Program field

//;- i 15 k Admi: 1 k A ion Checklists ' Majors/Minors/Options h Re. h.m:

Selection Criteria

) All programs

(@ngram 10420510 BA-AS; Bachelor of Arts @

Key Date O7/26/2010 |£/
IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 850f113

RIRI

Changing a Priority 2 Major ;fiy_:-;-:;s

LA prUgTEITEs

@ A-AS; Bachelor
Key Date 87/28/2018

* Enter the Effective

Date
* Click Change Acad. _
Specialization [&r Acan { |# Acaa s | Acad Specializations |

[EfaTFIM Tl O =]

* Verify the Academic =

| Boakng Cariext
Year, Session, and |L€Ihml:har E010 Acad Year 2002231 VallaFrom t‘-}ﬁ-‘;‘_-h:-)
AcBdemic Sassion 82 Summer Sesaion _ 8 _1_2_.
Valid From fields
Modulé Group Vanant NUaANIBANOp
WA i o v SLCM_AD_340 Programs of Study/Majors 86 0f 113
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Changing a Priority 2 Major )

IRIS

* Click Select to the left of
the priority 2 major

Click Find

Click Possible Entries

* Enter the search term

Note: You can include
wildcards.

Specializations

JMudu\e Grp Cat. Priority |Module Group |Start date End|
o1 Major aj Mathematics 7I26/2010 12437
81 Major &2 i 01M11/2006 |12/3°
(=]
Find Check
B o o oes |IE
Wodule Grp Cat Priority [Modul
| |o2e1 Major af Mather
801 Major o2 (comm
Selection
Module Grp Cat. 0001 Major
Priority 2
Madule Group lo425475

Gearch Tem “food| )

UK universiry oF kenTucky]
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Changing a Priority 2 Major

%ml_s_

* Press Enter

* Double-click on the major

Caution! Be careful of
degree and level!

* Click Continue or press
Enter

* Verify accuracy of the
priority

o | B3| (] | 8 | DlE

Object abbr. ~| Object name
FOSC-BSFOS | Food Science

Start date | End Date
01/0111950 12/31/9999
TFDorUe  FO0d SUIRTTE 01/0111950 12/31/9999
FSNF-BSHM  Food Science 08/25/1999 12/31/9999
HEMF-CERTE Home Econ - Nutrition and Food Sci 08/24/1988 12/31/3999

o
“Moduln Grp Gal 0081, Major

Priociy 2

Moculs Group hoazsras  [3HSCHRIFOS FoodSoence

(@4

spsuaauunE

I UNIVERSITY OF KENTUCKY]

Module Grp Cat. |F'nomy \Module Group Start date Ei
0001 Major &1 Mathematics 712612010 |12
801 Major =] Food Science ) 07/26/2010 12
I
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Changing a Priority 2 Major %I»RIS

* Click Save M
] a4 B8 )&

el
|z Maintain Academic Special

* Click Continue or

press Enter

77 hopticatons | Admission | : norsiOptons | Rew jjy L [2]
* Verify the correct [k ey
Lo ® Program 10420510 BA-A5, Bachelor of Arts s (2
priority numbers ey Date orrzerzene | (5]

G Acad. |7 Acan == J
§ BA-AS  Magor 2 Food Sd. 07-‘25!’20I0. IM!GQJ

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 890f113

RIR|
Exercise 5 (Optional) M_S

* Exercise 5 - Change a Priority 1 and a Priority 2 Major

I UNIVERSITY OF KENTUCKY]
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U
Unit 5 Summary %‘15
* Changing a Priority 1 Major
* Changing a Priority 2 Major
* Click on the Continue button to move to Unit 6
SLCM_AD_340 Programs of Study/Majors 91 of 113
4
Unit 6 Bl
Minors, Options, and
Specializations
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Unit 6 - Minors, Options, and Specializations ¥

k

* Minors, Options, and Specializations

* Adding Minors, Options, or Specializations

IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 93 of 113
. . e $
Minors, Options, and Specializations %IRIS
* Minors, options, specializations, and sub-specializations are
created and maintained through the Majors/Minors/Options
tab.
* Options and specializations are never substitutes for majors
and should be added only when the major of record actually has
an option or specialization.
* The same effective date guidelines are used.
* Check with your college to learn more about the minors,
options, specializations, and sub-specializations for your area.
MRz or Kevsucey SLCM_AD_340 Programs of Study/Majors 94 of 113
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Minors, Options, and Specializations Ty

Program of Study

Major Minor
Option Specialty
Specialty Sub-specialty

* Note: If there is a hierarchy, you need to follow it.

The quick reference card covering degree program hierarchies
is located on myHelp.

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 950f 113

0
Minors, Options, and Specializations %IRIS

* You need to make sure that the minor, option, specialty, or
sub-specialty is valid.

Check with your Dean’s office if you are unsure.

* Follow the same process outlined for creating a major when
you need to add minors, options, etc.

* To add or change a minor, option, etc., you will make the
appropriate selection from the Module Grp Cat drop-down list
and complete the process as you did for adding or changing a

major.

T R SLCM_AD_340 Programs of Study/Majors 96 of 113
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Minors, Options, and Specializations ATA

L

* A student’s minor, etc. may be added in this manner without
the necessity of creating a separate program of study record

Note: Minors in other colleges can be selected, since

minors do not need to be associated with the program of
study.

* The system will assign the Priority of 1 to the first minor under
the program of study.

* |ninstances of more than one minor, the second one created
is assigned a Priority of 2, etc.

UK ovivessiny o KeNTUCKY]
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Unit 6 Summary %IRIS

* Minors, Options, and Specializations

* Adding Minors, Options, or Specializations

* Click on the Continue button to move to Unit 7 oask]{ [T connge] )

I UNIVERSITY OF KENTUCKY]
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Unit 7

ldentifying
Common Errors

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 99 of 113
Unit 7 - Identifying Common Errors ]RIS

* Identifying Common Errors

* Troubleshooting Tips

* Who To Contact
I UNIVERSITY OF KENTUCKY] SLCM_AD_340 Prog rams of Study/MajorS 100 0f 113
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(
Identifying Common Errors %

* The Registrar’s office runs an error report once a week to catch

data entry errors for programs, majors, minors, etc.

* If an error is found, the department which is responsible for the
student is contacted.

* The department is responsible to making corrections in the
system to eliminate the error.

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 101 0f 113

Identifying Common Errors P

* Common Errors have included:
A program of study exists with no associated major

Two programs of study exist, both active, but both are

marked as Main

The program of study date and the major date do not
coincide

A program of study exists with a priority 1 major outside of
the program of study

A second program of study is added without adding the
associated major
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Troubleshooting Tips

* To find the error, use the following tips:

Check both the Registration and the Majors/Minors/Options
tab information

= Note: Remember you may need to remove the Key Date on the
Majors/Minors/Options tab.

Map out the data on a time line if needed

= Note: Watch for any gaps in the time line.

Check the priorities of the programs of study and the majors

= Note: There should always be a priority 1 major under
each program of study.

BRRIR 02 OF ke TuCKY SLCM_AD_340 Programs of Study/Majors 103 0f 113

(
Correcting Common Errors ;‘é]RIS

* Suggestions for correcting common errors:
A program of study exists with no associated major
= Check with the student to determine the major.

= |f the major is within the program, add the major using the same date
as the program.

= |f the major is outside of the program, change the program.
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Correcting Common Errors &IE:!:S

* Suggestions for correcting common errors (cont.):
Two programs of study exist, both active, but both are marked as Main

= Check the University system of priorities first to determine which
should be Main.

= |f no priority is determined, check to see if the student is receiving
financial aid for one of the programs—if so, that program should be
Main.

= |f no financial aid is given, the student should determine which
program should be Main.

UK ovivessiny o KeNTUCKY]
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(
Correcting Common Errors %IRIS

* Suggestions for correcting common errors (cont.):
The program of study date and the major date do not coincide

= Check to see if the student changed majors within the
program-if they did and there is no gap in dates, there is no
problem.

= |f there is a gap in the dates, change the date of the major to
cover the gap.

I UNIVERSITY OF KENTUCKY]
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Correcting Common Errors %?I;R‘-_: =

* Suggestions for correcting common errors (cont.):

A program of study exists with a priority 1 major outside of the program
of study

= Check with the student to see if the student is working on the
program (and if so, what major) or the major (and if so, what
program).

= Depending on the answer, either change the program or change the
major using the appropriate start date.

A second program of study is added without adding the associated
major

= Check with the student to determine the major.

= Add the major using the start date of the program of study.

UK ovivessiny o KeNTUCKY]
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!
Who to Contact? ééIRIS

* College personnel in need of assistance with program of study
problems and questions should contact Jacquie Hager (or Sean
Cooper) in Student Records.

* Some program of study changes affect student fees; for
assistance, you should contact Jacquie Hager (or Sean Cooper)
in Student Records.

* Contact the Student Records Office for assistance when
incorrect majors have been assigned.

I UNIVERSITY OF KENTUCKY]

SLCM_AD_340 Programs of Study/Majors 108 of 113

SLCM_AD_340 Program of Study/Majors




Unit 7 Summary

* Identifying Common Errors
* Troubleshooting Tips

* Who To Contact

* Click on the Continue button to move to the

* myHelp website:
http://myHelp.uky.edu/rwd/HTML/SLCM.html
Contains Quick Reference Cards (QRCs), updated course

* RIS website
http://www.uky.edu/IRIS/CM/
Contains Information Directory, Forms, and other references

course summary EED
IR OF RevTucy SLCM_AD_340 Programs of Study/Majors 109 of 113
. 4
Help Websites é{élRlS

manuals, SLCM Frequently Asked Questions, and other job aids
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Course Summary 3-!‘-"!,!_.‘3-.!;5

You should be able to:

* Understand the characteristics of programs of study and majors
* Change a main program of study and major

* Add a second program of study

* Add a major inside and outside of program of study

* Change a priority 1 major

* Change a priority 2 major

* Add a minor, option, or specialization

* Avoid program of study and major data entry errors
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Course Evaluation Pl

* You can provide IRIS Training with feedback on this course by
completing the SLCM_AD_340 Programs of Study course evaluation.

* The evaluation is located at:
http://myhelp.uky.edu/rwd /HTML/SLCM/SLCM_AD_340_Evaluation.html

IRIS integrated Resource Information Systems
A Pt (o

A5 a1

| = Hrkp Bome s UK URIS Tresiming (IS Home WK VAL Comisu U

Regorts SLCM_AD_340 Program of Study and Majors
Toawdes

Wk courven
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W Hely
IS Help
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HH Help
MM Help
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Course Assessment Instructions

* To take the assessment and complete the
course, click Attachments (upper right corner)

* Click SLCM_AD_340 Assessment Instructions
and print the instructions

Note: The document will open in another
window.

* Click QRC Assessment & Course Completion
and print the QRC

* Click OK to close the Attachments window

* Follow the steps in the QRC to complete the
course
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