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Entering an Academic Program Change
“New Student”

A. In the ST module, enter SPRO (Student Profile) in the Quick Access box,
and click on Go.

B. In the Person LookUp prompt (see Figure 1), perform at least three of the
following lookup methods. If the person is not found, cancel this process.
The person needs to complete an application. If the person is found
among the choices in the resolution screen, continue with Step C, #2.

e Partial name: Enter the partial last name and partial first name of
the person and enter or click on OK.
SSN: Enter the applicant’s SSN and enter or click on OK.
ID: Enter the student’s ID number and enter or click on OK.

e Date of Birth: Enter person’s date of birth in the following format:
;birth.date MM/DD/YY and enter or click on OK.

SPRO-Student Profile

Student Lookup I

test, patty

[ QK | [ Cancel ] [ Detail ] [ Finish ] [ Help ]

Academni

Prograrm Parm Level Status Date D ate Status
= e B B N e
Student Types/Date. (1) G T CE
Start Dt End Dt
Home Location (o) G BT |G
Advisors a —
restrictions (1] - L | | ___E
Directory/Privacy | - I
Terms E] Locatar | X E] Hiatus E]
Transcripts E] Addl Profile Data E] Dermographics E]
v
< >
Figure 1
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C. On the Resolution screen (see Figure 2) check the status of the person.

1. If the person is already a student (STU status), select the person and
continue with Entering an Academic Program Change “Current
Student”.

Note: On ASUM verify that student is STU on CR side.

2. If the person is not yet a student, Cancel out of this resolution
screen, Cancel out of SPRO, and continue with Step D.

| SPRO-Student Profile | SPRO-Student Profile |

STU means
Student status.

Figure 2

Note: If a person who is not yet a student was inadvertently selected, one of the
following Alert boxes may appear.

Choose “N” (see Figure 3) and continue with Step D.
Note: DO NOT EVER CHOOSE “Y”

00335924 iz ot a student. Convert thiz applicant to a student? [r'/0)

N |

Figure 3
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Choose “OK” (see Figure 4) and continue with Step D.

0003766 must be a student or an applicant to enter a program

Figure 4

Choose “N” (see Figure 5) and continue with Step D.
Note: DO NOT EVER CHOOSE “Y”

Mo applications exist far this perzon. Do pau want to add ane? [v'/M]

N

Figure 5

D. In the ST module, enter ASUM (Applicant Summary) in the Quick Access
box, and click Go.

E. In the Person LookUp prompt, access the same student (hold down the shift
key and the @ sign key simultaneously).

ASUM-applicant Surnmary |
Appl Stat Appl Fee Pay
#cad Program Loc Stat Date Balance Mow
= ]
o] Lol
Deposit =t Allocated Balance
(L) - . I -
Gen Prospect Stat Housing Desired m
ng Assign St Date End Date
Gen acad Love C R EE
Initial Contact/Dt _ Career Goal Date
95 code CE
Demographics E] Ref/appts E] Rernarks E]
Transcripts E] Spec Int Recruiting E] Cormments E]
Tests E] Honors/Bctivities E] Misc/Spec Sery E]
MNoncourses E] Cormm Marnnt E] Fin Aid E]
Figure 6
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F. The ASUM screen will reappear (see Figure 6). Drill into the Acad Pgm
field to go to SHAP. (See Figure 8)
Note: Verify that the student has a completed admissions application on file and the Acad

Program shows Appl Stat of Al. (See Figure 7)

ASUM-applicant Surmmary |

Note: this status

Test, Ms Barbie ‘AT
» Ms Barbi should be 'AT' as

Harker Heights T¥

Acad Program Term Lewel Balance Now

Dep05|t Date Amount Allocated Balance
DT I N I -

Figure 7

G. Click inside the Start Term field and enter correct start term or adjust the
start term if on already exists. Also, enter the correct Catalog Year. (see
Figure 8).

4SUM-Applicant Summary | SHAP-Short Application Entry |

Enter Start Term
& Catalog Year.

ID: 064

appl Dt

Marial Stat

acad Parm JERERT 2 Res Stat

Orig Ed Goal Student Type
Citizen [ Bal/Pay Mow
Languag: NN Addnl Info
YRSl MS Move to Student
Institutions Attended vears Attended  Grad Type
|Concordia University-Austin |E] I | -
Figure 8

H. Click inside the Acad Prog Field to update the Academic Program. To
delete, insert cursor in the Acad Prog Field (highlight the current Acad
Prog) then select the File in the menu bar, and select Field Delete (see
Figure 8) or use the F4 key to delete after placing the cursor in the Acad
Pgm field.
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dit Favorites Tools Help

~ | Elco

Save

B d@ & 7 @ @

Cancel

Close

Save all

Cancel all

Record Delete

Field Delete

Location
Department JEFES

Admit Stat

Detail

Direct Access Citizen E] Bal/Pay Mow _E] -
——————  Language EEMEEEEE addnl Info [ |
Mews Session 4
= LYl RNV M= Move to Student @ 1z/z0/9z | Decision [ETRrEeT
= R o
Institutions Attended Tears Attended Grad Type
= | (ED[cencordia University-Austin E HEE I I S |
Ly |
Figure 9

wljcant Summary | SHAP-Short Application Entry
T e

Click on File and
select Field Delete.
Fcad Pgl‘n r.;1nTH.nn

Mathernatics
Degres Assosiste ofArs
Majors (1) [Mabhematios |

Ed Goals/Dt (1| ENEEssa— - | ESEEEE = -
Orig Ed Goal | EEINEEEESTEEENEEEE

oo O SRR
Marital Stat |GG
Privacy | N
Special Sery I
Weteran I
Fa Intent [T
Intended Load |G
Employrment E]

student Tye [N

I. The cursor will move down one line. Move up one line, and click back
inside the Acad Prog field again.

J. Enter a new program using the Certificate/Degree Plan provided or enter

a partial name lookup such as “...nu...” for Nursing, and select the desired
program from the resolution screen.

Note: NEVER select the program NOMJ. XXX, AUND.XXX or WUND.XXX. They were used for
conversion of data from the legacy system and is not a valid academic program. Failure to
comply or change will result in the student’s hours not being calculated correctly for payment
and financial aid will not be disbursed.

K. The SHAP screen will reappear (see Figure 10) with the following

automatically populated:

Academic Program
Department
Degree

Major

L A

Academic Program Changes
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ASUM-applicant Surnrary | SHAP-Short Application Entry
ID: 064 9

Start Term appl Dt
Catalog [ 67-1996 Marital Stat
Acad Pgm i, A g Res Stat
Location Privacy
Departrnent BEFS Special Serv m
Degree Veteran .
Majors Fa Intent |
Admit Stat Intended Load
Ed Goals/Dt (1] EEIIEE R Ernployrment - T
Qrig Ed Goal Student Type
Citizen Bal/Pay Mow
Language Addnl Info

Institutions Attended Years Attended  Grad Type
[/ concardia University-Austin = HEE . |
Figure 10

L. Enter the following additional information on the SHAP screen:

Location (ie. TCENT)

Department

Admit Stat

Ed Goals/Dt: verify that the educational goal matches degree program
(i.e. If academic program is ‘associates’ then educational goal cannot
be “earn a certificate”.

Orig Ed Goal

Language

Appl Dt

Marital Stat

Res Stat

10 Intended Load

11. Student Type

PwnNPE

©o~No O,

(See Figure 11)
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SHAP-Short Application Entry

Privacy | NS
pecial Serv | K
Veteran I - | -
“lntent m

v
Citizen F Bal/Pay Mow _E] N
A0 = b

addnl Info |x |IF]

Decision ELYSR]

LRSS (1S Mowve to Student

Figure 11

M. Drill into the AddI Info field, select PERC to place the appropriate Hold,
Save and Update or close out Hold if appropriate (i.e. enter one day prior
to current date in the End dt field.)

N. Enter AC in the Appl Stat field.

O. Click Save, and when the Alert prompt appears, click Update. Continue
to Save and Update out of record.

P. Enter SPRO in the Quick Access Box, and click Go.

Q. On SPRO, drillinto the Acad Program field and change the end date in
the Start/End date field to the current date. Save and Update.
(See Figures 12 & 13) When the Alert prompt ‘Do you want to keep date
history (Y/N)? appears Select N. Save and Update out of record.

SPRO-Student Profile

Test, Ms Pattyt

Killeen T

Preferred Mailing Address Breferred Residence

T 7esaz
here.
iZhange Address nt
Acaderic Acad Status crmpl admit
Program Level Status Cate Crate Status

GETU.AGS
Student Types/Date

-
Advisors = -
Restrictions (1 JIIIIE] [RSCHIRESHsRSDpdstsiRaauini _____E
Directory/Privacy | - I
Terms | = E] Locator | ® E] Hiatus E]
Transcripts E] Addl Profile Data |« @ Dermographics | = B
Figure 12
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SPRO-Student Profile | SACP-Student Acadermic Program

ID: 064

Acad Prograrm

Drill in to enter
current date here.

Admit Status
Dept/Div/School Le]fBN am Mot Spec - Both these
Acad Standing/Dt
Start/End Dt

= |1 date must

ant cmpl Ot ey |

Degree

CCDs

Majors

Minars
Specializations

Figure 13

R. This completes the application process.

Academic Program Changes 12 of 15 Issued 7-15-05
Revised 6-1-09



COLLEAGUE ACADEMIC PROGRAM CHANGES
Central Texas College

Entering an Academic Program Change
“Current Student”

A. If person is STU, type SPRO in the Quick Access box and click Go.

B. On the SPRO screen drill into the Acad Program field to close out any
‘active’ old degree plans by entering a date one day prior to current
date. Save and Update back to SPRO.

C. In the Acad Program field scroll down to a new line, type in the current
degree plan and click your enter key.

D. On the SACP screen the status should show “A” for Active (be sure to
enter the correct location and current catalog year.) Enter the Admit
Status from previous degree plan (or refer to SPRO, they must match).
Save and Update back to SPRO. (See Figure 15)

E. On the SPRO, under Add Profile Data field verify the Educational Goal
matches with the new degree plan entered. If not, click on the number
one (1)and select Insert. Move to a new line and enter the new
educational goal. Save and Update back to SPRO. (See Figure 14)

SPRO-Student Profile

Test, Ms Barbie

Harker Heights T

Preferred Mailing Address Freferred Residence

12 Marth etz Marth
N N
HarkerHeights  T® 7es4s Harker Heights TR Fes4s
Change Address E] Ant
Academic Cust Acad Status crmpl Adnit
Program Farn Level Status Drate Date Status
CLJ[FLaN.AA ™) | CR aActive
Student Types/Date (1) RIS E. Drill in here to

verify Ed. Goal
matches degree plan.

Home Location () SSRGS
Advisars ol
Restrictions (LT ETENREEES RS
Directory/Privacy I -
Terms |* E] Locator | X E] Hiatus
Transcripts E] addl Profile Data | = Derographics | ¥

(sl
| s

Figure 14
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F. If student is continuing with same degree plan and the degree plan is old
(aged out) but still active, drill into the Acad Program field and end the
program by entering one day prior to the current date in the Start/End Dt
field. (See Figure 15) Save and Update. Drill into the Status/Dt/Opr field to
SPSH screen.

SPRO-Student Profile | SACP-Student Academic Program

F. Drill in here to
enter date.

Acadernic Lwl
Status/DE Opr (B
Location/C atalog
Adrmit Status
Dept/Div/School
Acad StandingsDt
Start/End Dt

Acad Lvl Standing

ant Crpl Ot Mmoo | =

Cegree

CChs

Majors

Minars
Specializations

Prograrm Additions E] advisors E] Printed Comments E]
CA EvalfCust E] Counselors E] Comments E]

Figure 15

G. On SPSH insert (by left clicking the mouse) on the number one (1). Enter
an A (Active), the current date will automatically populate into the Status
Date Field. Go to bottom of screen to the Status Date field left click the
mouse to insert the current date. Save and Update back to SACP.

Note: It is important that the dates match. (See Figure 16)

SPRO-Student Profile | SACP-Student Academic Program | SPSH-Student Program Status Hist

ID: 06416

Status Status Date

Juls

Status Changed By

Both these
date must

Start Date

Figure 16
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H. Verify that the Location/Catalog and Admit Status reflect the correct

statuses. If not, make the necessary changes.

Update the Ant Compl Dt MM/YY to correct new date according to the
application. Save and Update back to SPRO. (See Figure 16)

SPRO-Student Profile | SACP-Student Academic Program

Modern Language

acadernic Ly JERI Class Lv [EREE Upda‘l’e this
Status/Dt/Opr ~|IE] :

Location/Catalog RSERTISEHESINCE U= Z004 2Z004-2005 field.
admit Status |HSNESEEENE

Dept/Div/Schaol
Acad Standing/Dit
Start/End Ot

CChs
Majors
Minors
Specializations L1 (2
Program Additions E] Advisors E] Printed Cornments E]
DA Eval/Cust E] Counselors E] Comments B
Figure 17

Go to AddI Profile Data and verify the Educ Goals/Date matches the
degree plan entered. If it does not, then click on the number one (1) to
insert the correct educational goal and anticipated completion date in
the Date field. (See Figure 17) Save and Update back to SPRO.

SPRO-Student Profile | ASPR-Addnl Student Profile Info

Test, Ms Pattytest T, ID: 0641625 SSM: 999-45-9772

Killeen TH TE542

Update Educ
Goals/Date
fields.

Residency Status/Date
Frimary Language
Secondary Languages
Reunion Classes

Educ Goals/Date

Interests

Special Servs/Need/Dt (1 | I [ R =

Spec Recruiting E]

Horme Mewspapers E]
biscounts (1 ][ Start Dt End Dt
Housing Assignments (1] IIEEannnnneneeeeny -~ | I = I =
Counselors G |E @
Home Exchange Inst E] _ (] E]
Motes
Cormment/Rernarks
Miscellansous E]
Figure 18
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