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How to Effective Date
Change Graduate Status

OBJECTIVE:

Explain steps taken to discontinue a graduate status and activate a new
graduate status.

CONTENTS:

LESSON 1: DISCONTINUING A CAREER
INTRODUCTION

LESSON 2: ACTIVATING A CAREER
THINGS TO REMEMBER

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
STUDENT RECORDS FUNCTIONAL LEAD
under Student Administration.
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Lesson 1. Discontinuing a Career

Navigation: Home > Records and Enroliment > Career and Program Information >
Student Program/Plan or Search on “Student Program”

Introduction

This process is important when changing a student from one program to another when different fees are
applicable. The example used in this instance is for a currently enrolled CRED-P student (Career 0) for Spring
2007 who will be moved into a CRED program (Career 1) for Fall 2007.

» Students taking summer classes will still be CRED-P for the summer.
» The status for Summer will not be changed.
» Changes will be made for Fall and Spring terms only.

ltem Action
1. Enter the student’s Empl_ID, National ID (Social Security Number), or name. Click “Search” or hit
enter. (Fig. 1)
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Item | Action

2. | Make sure you are in Student Career Nbr: O.

3. | Type DISC for (Discontinuation) in Program Action.

4. | The Effective Date should be the day AFTER the last day of summer (for example, the last
day of summer is August 9". Therefore, the Effective Date for discontinuation should be
August 10™). (Fig. 2)

5. | Click Save.

Fig. 2— Student Program o
Student Program Student Plan Student Sub-Flan Student Attributes Student Degrees /
Barhara Gay 002630226 /ﬁ
Academic Career: Posthaccalaureate Career Reduirerment Terrm Student Career Nbr: 0
# an st (1o s O Lot
i 2 Discontinued = [=
\AEﬁedi"’e Date: 0811072007 [ Effective Sequence: L
*Program Action: DIsc & Discontinuation Action Date: 0511172007
Action Reason: CNBR & Career Mumber Change Joint Prog Appr: -
*Academic Institution: SOCHMP Q Sonoma State Univarsity
*Academic Program; CREDP Q Credential - Pravisianal
™ From Application
“Admit Term: w073 Q Sprng 2007 Application Nbr: oooggges
Application Program Nbr: 0
Requirement Term: 073 Q Sprng 2007
Expected Grad Term: 083 Q Sprng 2008 ‘Campus: [MAIN Q 55U Main  *Acad Load: IFU”‘TimE :I'
& Save | L\ Return to Search | [=] Motify | %) Refresh [ A | FUpdateiDisplay | F Include History | [&# Correct History,

STUDENT RECORDS

STAFF - http://www.sonoma.edu/cms/documentation/How_to_Effective_Date_Change_Graduate_Status
Last Update: 5/18/07



yONOMA

PeopleSoft Student Administration 8.9

Lesson 2. Activating a Career

Navigation: Home > Records and Enroliment > Career and Program Information >
Student Program/Plan or Search on “Student Program”

ltem Action

1. Navigate to Student Program/Plan (Fig. 1)

2. Select Add a New Value. (Fig. 3)

3. Enter the following information:

> Student’s ID number.
> Academic Career
> Student Career Nbr is 1.

4. Click Add.

5. In the Student Program(Fig. 4) tab complete the following fields:

» Program Action is ACTV

>
>
>

day of the fall semester (i.e. August 20, 2007).
Academic Program is CRED

Effective Date is the first day of the term the change applies to (in this example it is the first

The Admit Term, Requirement Term and Expected Grad Term are the same as the

previous program stack (i.e. Student Career Nbr: 0).

6. Click Save

Fig. 3 — Add a New Value
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Fig. 5 — Term Activation for Summer 2007
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Things to remember

When discontinuing the current program from Fall to Spring, use the last day after Winter Session
ends. Winter Session as the Effective Date for the DISC, and the first day of the Spring as Effective
Date for the new ACTV Program Action.

It is important to ALWAYS check the term activation screen after any changes are made to ensure
the student is activated in the correct career.
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