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1 OVERVIEW

Use SAC

P (Student Academic Program) to maintain a students’ program(s), associated

catalog year, additional majors / minors, etc and advising relationships.
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OCEDURE DETAILS
eneral Tips
n general, students should have only one active academic program. Double

majors, minors, etc are added to the existing program.

=>» When changing majors, inactivate the existing major and then add the new
major. You may have to copy exception and overrides from the old program to
the new one.

=>» The catalog year is extremely important — please ensure that the accurate
catalog year is reflected in SACP.
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Remember to add the associated requirements when adding additional majors,
minors or specializations.

nding an academic program
Access SACP, enter the student id number and click ‘Ok’.

SACP-Student Academic Program

Acad Program:
Academic Lyl Class Lvl Acad Lvl Standing
Status/DyOp | - )
Location/Catlog I
Admit Status

Dept/Div/School |G

Acad Standing/Dt

Start/End Dt | 21T @ Ant Cpl Dt MM A @
Degres
CCDs
M ajors
Minars
Specializations

Prograrm Additions E]
DA Ewal/Cust E] O Perzon Looklp

103104
4 Sk OK [ Cancel | [ Detal | [ Finish | [ Help |
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Select the active program (one that will be ended) from the list.

| SACP-Student Academic Program | SACP-Student Acadsmic Progiam |

T Y Y I Y Y

N\ N

e "
Controller LookUp Resclution Page 1/1
5eq Number, (F)lag, (S)ort/Select, (A)dd: 1| |

=>» To end the program, change the status to ‘C’ (Changed mind) and hit enter. This

2>

will also automatically end date the program.

You can end date the advising relationship at this time or later (recommended)
when adding the new program. To end date the advising relationship, see
section below on ‘Ending an advising relationship’.

Academic Lyl
Location/Catalog | CCU

Dept/Div/School EMEENREIETTE
Acad Standing/Dt

Clazs Ll Acad Lyl Standing

2007 2007 Catalog

Statuz/Dt0pr |C 0 Changed Mind

Admit Status | GR Graduate student

=1
=
AntCropl DEMMAYY | [

Start/End Dt EEyFaLilE
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2.3 Adding a New Academic Program

=>» Access SACP, enter the student id number and click ‘Ok’.
=>» Then enter ‘A’ (for add) in the lookup resolution screen.

| SACP-Student Academic Progiam | SACP-5tudent Academic Program |

LY

Controller LookUp Resolution \ Page 1/1
Seq Number, (F)lag, (5)ort/Select, (Z)dd: | 2 | @

=>» Type the new major/program string and click OK (or type ... to view all possible
Academic Programs).

Acad Program LookUp

(UG_BA_HIST |

| oKk | [ Cancel | Detsl | Einish | [ Help |
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=>» At this point, you may be prompted with a message that the students’ previous
program has exceptions and/or overrides attached to them. If you get this
message, follow the instructions in the section ‘Copying Exceptions and
Overrides’ after you are done with the following.

Academic Lyl | UG Class Lvl Acad Lyl Standing
Status/Dt/Opr | - T
Location/Catalog _
Adrit Status
DeptDivsSchool [
Acad Standing/Dt :
starvEnd Dt [ E T @ Ak Crmpl DEMMAYY @
Degree | BA Bachelor of Artz
CCDs e
Majors DRAM Dramatic Ars
Minors A
Specializations hils

Program Additions
D& Ewal/Cust

@@

WARMIMG: These programs have exceptions and/or overides attached to thern: UG_BA,_GDES

=>» If the student previously had this program, the program will come up with the
last status (ex. ‘C’ (changed mind), ‘I’ (inactive), etc). If not, the new program
with show an active status. Ensure that the status is active, if not type ‘A’ for
status.

=>» The catalog year defaults from the students’ academic level. Verify the accuracy
of the catalog year; if incorrect enter the correct catalog year.

Acad Program: UG_BSB_MKET b arketing
Academic Lyl | UG Clazs Lvl | 5K Azad Lyl Standing
Status/Dt/Ope | DI - E] 081100 | JDYAMCEY

1936 1336 Catalag

Buzinezz Admin Academic Affair

NIRRTl CEAD Buziness Adminis
Acad Standing/Dt =
Stat/End Dt [RGB (&) ) = Ant Cropl Dt MMAYY | 05714
Degree | BSE BS in Buginess Admin
CCDs E
M ajors MET bdarketing
inarz 11 =1 L
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= To add a new adviser, detail on #dvisors | < ] to get to the STAD (Student
Advisor Listing) screen. See the section ‘Adding an Adviser’ for more details.

= To end the previous adviser, detail on #dvisors | » o get to the STAD (Student
Advisor Listing) screen. See the section ‘Ending an Advising Relationship’ for
more details.

2.4 Copying Exceptions and Overrides

=>» From SACP, detail on ‘DA Eval/Cust’ to get to the PGEC (Pgm Evaluation /
Customization) screen.

Academic Lyl [ UG

Acad Lyl Standing

Class Lvl | JR
Statuz/Dt/Opr | P v|!] 0234110 | JDYAMCEY
Location/Catalog | 2006 2008 Catalog
Admit Status |

iv/Schocol
an Demographics nding/Dt

Start/End Dt

| Buzineszs Admin |

|Academic Affair |

| |=
Ant Cropl Dt MMAYY | 05/14

Deqgree |ESE BS in Buzsinezs Admin |

CCDs L
M ajors MGT Management Ly
ihars ki
Specializat il
Program Additions E] Advizors E] Frinted Comments !]
DA EvalCust Counzelors E] Comments E]
=>» Detail on the ‘Exceptions/Overrides’ field.
Acad Program | Management | b ajors | MGT
Acad Level | G Catalog | 2006 | tinars
Degres | BSE CCDs | Specs
Evaluate I:l!] Lazt Evaluation Date
Laszt Evaluation Status
Cuztarizations
Exceptions/Overrides | 040 1
Cuztom Title | ___,_.-—-‘"""F |
Start Dt End Ot Standard Fegmt Cuszt
Addrl CCDs = i I I
bl Mo —|F L.
Addnl Minors [ = = I IF
Addnl Specs = = [ IF

Review Student Program Regrts DE]
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=>» Select ‘EOCP - Exceptions/Overrides Copy...” and click ‘OK’

Acad Program | kM anagement | b ajors | MGT
Acad Level | UG Catalog | 2006 | tinors
Degree | BSB CCDs | Specs

Evaluate Dﬂ Lazt Evaluation D ate
Mat Current Last Evaluation Status

Customizations

Exceptions/0vemdes | 040 E]

Cuztom Title | |
addnl CCDs i (@
. — — Select [tem
Addnl Majors i |
Addnl Minors i | Ex0% - Exceptions and Overrides...
il Sews = | F'-E-.=..- [hguiry...

Review Student Program Reqmts I:Iﬂ

Selected Item

| |
/'* Ok, l [ Cancel ] [ Help ]

=>» Select the previous program from where the exceptions and overrides are being

copied.
Student Programs Resolution
using STUDENT.PROGRAMS, View: STUDENT.PROGRAMS

D Seq: Acad Program Status Title

Start Dt End Dt Ant Cmpl
D 1: Uz BSB FIN Bcotive Finance

08/13/09
[ 2: UG_BU_UNUG Inactive Undeclared

TN 08/19/09 08/19/09

O o~
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=>» Indicate ‘Y’ next to exceptions and overrides that should be copied over to the
new program. They will have type “Eligible” and the requirement should be one
that is present in the new program.

ive Program...; kanagement

Copy from Program: Finance

E xceptions
Copy? Type R equirement Subrequirement Group
| @ Eligible Add Eligible 03.CORE K.nowledge of Scienti 2
ud
)
Owermides
Copy? Requirement Subrequirement Group
Bl I ~

2.5 Adding additional majors, minors or specializations (or CCD’s)
Access SACP, enter the student id number and click ‘Ok’.

Select the active program from the list.

From SACP, detail on ‘DA Eval/Cust’ to get to the PGEC (Pgm Evaluation /
Customization) screen.

vV

2.5.1 Adding additional majors

=>» To add an additional major, enter the code in the ‘Addnl Majors’ field. This will
automatically assign the current date as the start date.

Acad Program | Finance Majars | FIN
Acad Level | UG Catalog | 2009 Minars
Deagree | BSE CCD= Specs
Ewaluste E] Last Evalustion Date | 067410
Mot Current Last Evaluation Status | Requirement
Custorizations
E=ceptionz/0verides | 140 @
Custom Title
Start Dt End Dt Standard Regmt Cust
Addnl CCDs @ I I
eview Student Program Regmts @
Element Addrl Majors Walue 141
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=> Next, you will need to add the requirements associated with this additional
major. Since we can add only one requirement for a major on this row and most
majors have multiple requirements, we will use the ‘Addnl CCDs’ column for

adding the requirements.

=>» To determine the requirements that need to be added, please access the
requirements listing excel documents (by catalog) by clicking on the links in the
‘Additional Information’ section of this document.
=>» For each requirement, add a CCD of type REQ such as REQ1, REQ2, REQ3, etc and
add the actual requirement under the ‘Standard Regmt’ field.

Addnl CCD's REG

Addnl M ajorz

Addnl CCOs 2 | REQZ

.-’-'-.ddnlMap:urs =
il Speu:s -

=>» Save and Update.

Start Dt

Start Dt

2.5.2 Adding additional minors or specializations

=>» To add an additional minor / spec, enter the code in the ‘Addnl Minors’ / ‘Addnl
Specs’ field. This will automatically assign the current date as the start date.

=> Next, you will need to add the requirements associated with this additional
minor / spec. Determine the appropriate requirement for the minor / spec using
the Requirements list for the appropriate catalog (see ‘Additional Information’

section).

=>» Enter the requirement under the ‘Standard Regmt’ field in the same row as the

minor or specialization.

Addnl CCDs

Addnl Majors

Addnl Minors 5PN
Addn| Spets
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Start Dt

081140

End Ot Standard Regmt Cuizt
03.5P&N FOUNDATION ] [0E [F] =
| [
] [
[ ]
End Dt Standard Regmt Cust
(& 09 5PaN MAJOR I E =
) (e
] [
[ 4]
End Dt Standard Reqmt Cust
@ "
@ 3

[ Lp3.5PANMINOR I
%@df [

3
ET{!] =
)

Datatel

- Using SACP



=>» Save and Update.

NOTE: Additional Majors/Minors/Specializations/CCDs descriptions do not automatically
appear in the program title. If you would like this information to appear, enter a custom
title ‘Custom Title’ field. See example below.

(ETE TSI Y PR T TET R PCY

E=ceptions/Overrides | 140 E]
Custom Title | Finance [Spanizh minor

Standard Regmt Cust

hl CCDs
ddnl Majors
Addnl Minars SRAN

Addnl Specs

03.5PAMN MINOR

Gl
AR
AEEE

2.6 Adding an Adviser
= From SACP, detail on “dvisors = ud to get to the STAD (Student Advisor Listing)
screen.
=>» Detail on the next blank Advisor line.
=> In the resulting Faculty LookUp box, enter the name of the new adviser.
=» Enter the Academic Program associated with this advising relationship in the Acad
Program field.
Acad Pragram
UG_Ba_HIST|

1. Save and Update.

2.7 Ending an Advising Relationship
= From SACP, detail on #dvisors | % ] to get to the STAD (Student Advisor Listing)

screen.
=» Detail on the Advisor to be end-dated.
> 0618007 J. Low F

=>» Enter an End Date.

Start Date WIS
> End Date

=>» Save and Update.
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3 ADDITIONAL INFORMATION
3.1 Requirements Listing

To determine the requirements for a major, please access the appropriate excel
document for a listing of all requirements by program (for a particular catalog)

Please note that some judgment will have to be used in determining which
requirements need to be added for additional majors. For example, if a student is a
SPAN major and wants to add a second major or MKT, you will need to add the
09.BUS.FOUNDATION, 09.EMM.BUS.CORE, AND 09.MKT.MAIJOR requirements.
However, if a student is a MGT major and adds an additional major of MKT, only the
09.MKT.MAJOR requirement will need to be added.

3.1.1 2009 Catalog
Requirements 2009.xlsx
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