OG / Quick Guide

Application Maintenance: Application Program Page

@ Entering Application Program Actions

Description
During the admission process, an Application may go through a number of changes: the applicant may change the Program or
Plan, the applicant may withdraw, the Application may be denied, admitted conditionally, etc. This guide demonstrates how to

record these actions.

For more detailed coverage of this subject, see the Business Process: AR021 Application Maintenance.

Navigation

Student Admissions > Application Maintenance > Maintain Applications



Step 1: Search for the Application

Remember that this applicant could have
multiple applications in the system.

Also, if there is more than one program/
plan for an application, you will need to
select which program/plan to update.

In this example, there are two applica-
tions. One application has two pro-
grams.

Note the Application Nbr and Applica-
tion Program Nbr columns. Use these
to identify which application and which
program/plan to update.

FYI

Your Institution may not allow multiple
programs for an application.

Some uses for multiple programs are:
grad students who apply to multiple
programs, recording first and second
program choices for undergrads.

See the “Program Addition Quick

Guide” for more information.
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Application Nbr: IW

ID: [beging with =]
Academic Institution: IE MS05
Academic Career: IW UGRD
Application Program Nhr:l - vl
Academic Program: Im

I begins with "l

I hegins with "l

Admit Term:

Application Center:

Campus ID: IW

National ID: [begins with =]

Last Name: Im CZERMY
First Name:

Ihegins with "l

M Include History I correct History ™ case Sensitive

Search I

LPPLLLLLLL

Clear | Basic Search Save Search Criteria

Search Results
Wigw A

~— |Program
Nbr

00328274 0539777 UMS05  UWUGRD | 0 HGRE
00328253 0539777 UMS05  UGRD | 1 HPPH
00328243 Q539777 UMS05  UGRD | 0 SFA

Czerny, Charlotte Anna Female 0170101987

Czerny, Charlotte Anna Female 0170101987

Czerny,Charlotte Anna Female 01/01/1 987
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Step 2: Add a new Program Data
“row” or layer to the current Applica-
tion Program Data tab

Each program action requires its own
row. You cannot change the current pro-
gram status because the data is effective
dated.

Use the button to add a new row.
(See next page.)

FYI

Think of the program action rows as
layers. Each time you record a new
action, you are adding a layer to the
top of the stack.

When you look at an application, you
will always see the most recent action
on top of this stack.
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Application Program Data |

Charlotte Czermy

Academic Institution:

Academic Career:

*Admit Term:

Status:

‘Program Action

Program Number:

*Academic Program:

|

University of Maine

Undergraduate

0
0810 G 2007 Fall
EGR Q. EGRr

Ful-Time =

I Joint Program

Applicant

|App|icati0n

[

0539777

Application Number:

Career Humber:

‘Effective Date:

Effective Sequence:

00328274
0

07192008 [

Expected Graduation Term Q

‘Campus:

Action Date:

Action Reason

UM Q0 um

Program Status

071952008

m/
First E 1of 1 L7 Last

Ewaluation

=

‘Academic Plan:

GIS-CGE

Q Geographic Information Systems

Major

First E 1 of 1 |E| Last

ZGE EI
First E 1 of 1 m Last

‘Sub-Plan: Q =]
Transfer To: | Education =] il
Bsave | EReturnto Search Previous inList | +ENextinList | Elctity | Flpaste Dispiay nclude History | BFC




Step 3: Select the Desired Program
Action.

If the Program Action is a change of
program or plan, you must fill in the new
Program Data. This new data may in-
clude a new Admit Term, if the applicant
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Charlotte Czerny
Academic Institution:  University of Maine
Acaiemic Career: Undergraduate

Program Number: i}
“Admit Term: 0810 & 2007 Fall

‘Academic Program: [EGR  Q EGR

has so decided.

Use the pull-down menu to select the de-
sired Program Action.

*Academic Load: I Full-Tirme vI

-

Status: Applicant

Every choice of Program Action has a
set of Action Reasons to choose from
(next page).

For a table of Program Actions and
their corresponding Action Reasons,
see the Business Process.

Different Institutions may choose not to
use certain Actions. Refer to your Admis-
sions office for policies.

Application Number:

Career Number:

Effective Sequence:

Expected Graduation Term Q

‘Program Action E

Administrative Withdrawal
Admit

Applicant Withdrawal
Application

Conditional Admit

‘Academic Plan:
Data Change

Sub-Plan Data Defer Decision

Defer Enrallment
*Sub-Plan: Deny

Intention to Matriculate

Matriculation

Transfer To: I Educatii Plan Change
Program Change

Readmit Application

Reconsideration
[@save | Sretunto s yyaitiist
% Refresh ‘Waitlist Offer

00328274

First E 1of2 [»] Last

07i20/2006 [ =

! b
UM Q0 U
071 9/2006
I =1
Evaluation

rmation Systems

First E 1of 1 |E| Last
Major CiGS El
First E 1of 1 |E| Last
=l

ID

pdate.l'DiSpIay Include Histary [Efel:
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In the example at right, the Program Ac-
tion is Applicant Withdrawal. The ap-
plicant had two applications, and has de-
cided to withdraw this one.

Step 4: Select Action Reason.
Use the pull-down menu to select the

correct Action Reason for the new Pro-
gram Action.

Step 5: Save

Click Esave |

In the blue Program Data bar, note that
this new Program Data row is “1 of 2.”
The previous row (in our example the
original Application row) has been
pushed down into second place. The
topmost row or layer is always the new-
est one.

FYI

A Withdrawal action will change the Pro-
gram Status to “Cancelled” as shown in
the example on the right.
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Application Program Data |

| i

Charlotte Czerny
Academic Institution:  University of Maine
Academic Career: Undergraduate

Program Number: i

‘Academic Program: EGR QO Esp

*Academic Load: I Full-Time vl

Cancelled

*Admit Term: 0810 Q. 2007 Fall

0539777
Application Number:
Career Number:

‘Effective Date:

Expected Graduation Term

‘Campus:

Action Date:

00328274

! =g

07/20/2006

'Program Action Applicant Withdrawal

j ﬁﬁon Reason

Deferred to Another Semester

*‘Academic Plan: GIS-CGE

Sub-Plan Data

a Geographic Infg

rmation Systems

Wiiithdrawal - Prematric Mo Rfnd
Wiithdrawal After Prematric
Wiiithdrawal After Wyait List
Withdrawal after Admitted
Wiiithdrawal after Application
Wiiithdrawal after FA dpst dirl

‘Sub-Plan: Q a
Transfer To: | Education =] Ga_|
Esave | E\Return to Search Previous in List | +ElMeat in List | [ hictify | FlIpdataDisplay Include Histar
ipapac |
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If an application is accepted, use either
Admit or Conditional Admit Program

Actions. The Program Status becomes
“‘Admitted.”

Once the admitted applicant accepts the
offer, add the Program Action Intention
to Matriculate.

The Program Status will change to “Pre-
Matric.”

In the example to the right, there are 3
layers in the stack: the original applica-
tion, the Admit layer and the Intention to
Matriculate layer.

FYI

It is tempting to add a final layer using
the Matriculation Program Action. How-
ever, we will not use that Action until Stu-
dent Records “goes live.”

Do not use Matriculation.
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A A |

Charlotte Czermy

Academic Institution:  University of Maine

Academic Career: Undergraduate

Program Number: 1

0810 Q
BFFH Q. BPPH
IFuII-Time 'l

[~ Joint Program

*Admit Term:

*Academic Program:

*Academic Load:

Program Status

2007 Fall

0539777
Application Number: 00328253
Career Humber: 0

First E 1 of 2 [ Last

Find | Wigw &1

‘Effective Date: 07/20/2006 [ F[=]
Effective Sequence: 2 S
Expected Graduation Term Q

‘Campus: LM QL um

Status: Admitted Action Date: 0772002006
"Program Action | Admit x| | Action Reason | Second choice =l
Evaluation

BUA-BS

‘Sub-Plan: MARKETIMNG

O puei Aclrninictratinn hdaior

Find | g Al

8o HE
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0539777
Application Number: an3zaz253

Charlotte Czerny

Academic Institution:  University ot Maine

A ic Career: Undergraduate Career Number: g

First [ 4 op 5 B Last

Program Number: 1 *Effective Date: 07/20/2006 [ =
*Admit Term: 0810 G 2007 Fall Effective Sequence: 3 3
‘A ic Program: BFFH Q. gppH Expected Graduation Term Q
*Academic Load: Im ‘Campus: U O um

I Joint Program
Status: Prernatric ActionjDate: 07/2042008
‘Program Action | Intention ta Matriculate j ActiorjReason I j
Dep Fee Paid-Cash/Credit Card

HEPIlan Data Depus?tPa?d
Deposit Paid by Check
. Deposit Waived [=]

g 3 BUA-BS

Academic Pla: . Businzss Administration Deposit deferredFinancial Aid

Sub-Plan Data International Confirmation

*Sub-Plan: MARKETIMG QL Marketing Cone =l
Transfer To: | Education j Ga
Esave | LAReturn to Search | +EPrevious in List | +[ElMest in List | [Elnatity | B pdsteDisplay Include Histary e




