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Convert Quick Admit to Degree-022108

Concept

When students are Quick Admitted, they are normally put into a non-degree program. If the
student then submits an application for entry into a degree program for that same Institution, a
couple of steps are necessary to make him/her term activated for the degree program and to
discontinue the non-degree program. Any classes the student enrolled in for that term as a non-
degree student will be automatically assigned to the new degree program. This may have an
impact on Student Financials and Financial Aid.
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Procedure

To view the online Process Document and Quick Guide for this procedure, click the icons below.

PD Please refer to: http://www.maine.edu/pdf/ConvertQuickAdmittoDegree-
022108 _PD.pdf

QG  Please refer to: http://www.maine.edu/pdf/ConvertQuickAdmittoDegree-
022108_QG.pdf

Scenario:
A student has been quick admitted to your institution. The student is active in the non-degree
program and has been automatically term activated. The student has enrolled in a course.

Now the student has submitted an application for entry to a degree program. Assume that the
application has been entered and the student has been accepted and is ready to be matriculated.

Matriculation will make this student active in the degree program, so he/she will be active in two
programs at your Institution: non-degree and the new degree program. Matriculation will not term
activate the student so the student remains term activated in the non-degree program.

In this demonstration, we will assume the student has been matriculated into the degree program.
We will switch the term activation from the non-degree program to the degree program. Finally
we will show how to discontinue the non-degree program.

Keep in mind that matriculation, changing the term activation record and discontinuing the non-
degree program may each be handled by different administrative offices, depending on your
business practices and security set up.

Step Action
1. Navigate: Records and Enrollment > Student Term Information > Term Activate
a Student.
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Home: Add to Favorites

® P
[+ My Favorites Term Activate a Student

[+ University of Maine Systems
DSa\fSew?ce y Enter any information you have and click Search. Leave fields blank for a list of all values

[ Waorkforce Administration
[> Campus Community
[ Student Recruiting
[ Student Admissions " - ,7
[~ Records and Enrollment 1D: begins with E! 0999990
[ Enroll Students ‘Campus ID: begins with E]
< Student Term Information -
National ID: begins with B
— Student Grades Last Name: begins with ﬂ
— Term History " ,7
O e First Name: begins with [
[> Career and Program [ case Sensitive
Information
I Enroliment Summaries
[» Term Processing
> Enrollment Reporting
[» Enrollment Verifications
[ Transcripts
[» Graduation
[» Transfer Credit Evaluation
[> Transfer Credit Rules
[> 2 C's Summaries
> Student Background
Information
[> Test Administration NLD
> Government Reporting
Canada
[ Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[- Contributor Relations
[> Set Up HRMS
[- Set Up SACR
> Enterprise Components
[ Reporting Tools
- PeopleTools
— Return to Portal
— Student Self Service
— My Personalizations
— My Dictionary

New Window | Help | B,

Search | Clear | Basic Search [ Save Search Criteria

Step | Action

2. If necessary, enter search criteria for the student. Click the Search button.

Last changed on: 2/21/2008 2:43 PM Page 3




Process Document Ar—
Topics for Registrars: Convert Quick Admit to Degree- T s
022108 T

Home Add to Favorites Sign out

mu

Mew Window | Help | Customize Page | 15,

[ My Favorites Term Activation | EnrollmentLimit | StudentSession | Terms In Residence | Term Control Dates | External Study
(- University of Maine Systems
[- Self Service Horatio C Foofram 0999990

[ Workforce Administration

> Campus Community

[ Student Recruiting i First [« 10f1 [+ Last

[- Student Admissions

<> Records and Enroliment
[» Enroll Students

ic Career: Undergraduats

First (4] 1 011 (2] Last

- Student Term Infermation
- R +
— Term Activale a Student *Academic Institution: UMS01 QL University of Maine at Augusta il =
— Student Grades e
_ Term Histon *Term: 0910/ 2008 Fall  Semester  Activafion Date: 09/02/2008
— Student Incomplete
Student incomplele ( student career Nor: 9% Non-Degres UGrad |
> Career and Program
Information Override All Academic Levels: [ Academic Year: 2000
[» Enrollment Summaries
[> Term Processing ‘Override Projected Level: [Fl Load Determination: Units
> Enroliment Reporting N N
I Enrollment Verifications Academic Level - Projected: First Year *Form of Study: Enrollment [
[> Transcripts _ .
b Graduati%n Academic Level - Term Start: First Year Academic Load: Half-Time
[» Transfer Credit Evaluation - . g UGRD @,
I> Transfer Credit Rules Academic Level - Term End: FirstYear Billing Career:
[ 3 C's Summaries Level Determination: Units Eligible To Enroll:
[ Student Background
Infarmation
> Test Administration NLD Goter  Calculate Tuiion
> Government Reporting
Canada & save | S\Retumto Search| [ Notify
[ Curriculum Management
[ Financial Aid Term Activation | Enroliment Limit | Student Session | Terms In Residence | Term Control Dates | External Study

[ Student Financials

[ Academic Advising

[ Contributor Relations
[ SetUp HRMS

[> Set Up SACR

[ Enterprise Components
> Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service
— My Personalizations
— My Dictionary

Step Action

3. This page shows the student as term activated for the non-degree program. Change the
Student Career Nbr field to point to the student's degree program.

4. Click the Look up Student Career Nbr button.

[

5. Select the entry for the active degree program.
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[+ My Favorites
> University of Maine Systems
[- Self Service
[- Warkforce Administration
> Campus Community
[ Student Recruiting
[» Student Admissions
|~ Records and Enrollment

[> Enroll Students

Home Add to Favorites Sign out

New Window | Help | Customize Page | &,

Term Activation

Enroliment Limit

Student Session

Terms In Residence
0637632

Term Control Dates | External Study

Horatio C Foofram

First (1] 1 ot 4 [F] Last

Academic Career: Undergraduate

[ Test Administration NLD
[ Government Reporting
Canada

[ Curriculum Management

[ Financial Aid

[- Student Financials

[+ Academic Advising

[- Contributor Relations

[> Set Up HRMS

[- Set Up SACR

> Enterprise Components

[ Reporting Tools

- PeopleTools

— Return to Portal

— Student Self Semvice

— My Personalizations

— My Dictionary

< Student Term Information
_ o +
— Term Activate a Student *Academic Institution: umMso1 University of Maine at Augusta g B EI
— Student Grades N
_ SludeniCr: *Term: 0910 % o00gFall Semester  Activation Date: 09/02/2008
— Sludentincomplele tudel
Student Incomplete s nt Career Nbr: ha AA- A
[> Career and Program
Information Override All Academic Levels: L Academic Year: 2009
[ Enroliment Summaries
[> Term Processing ‘Override Projected Level: (4] Load Determination: Units.
[ Enroliment Reporting ~ -
b Enrollment \ - Academic Level - Project First Year “Form of Study: Enroliment [
[> Transcripts N .
b Gradual\‘:m Academic Level - Term Start: First Year Academic Load: Less 12
[» Transfer Credit Evaluation - : Billi UGRD O
b Transfer Credit Rules Academic Level - Term End: First Year Billing Career:
I3 C's Summaries Level Determination: Units Eligible To Enroll:
[> Student d
Information

Go o Calculate Tuition

& save | L Returnto Search | [=] Notify |

Term Activation | Enrollment Limit | Student Session | Terms In Residence | Term Control Dates | External Study

6. The correct program now shows on the Term Activation record.

Click the Save button.

Note that the Academic Load value has changed from Half Time to Less 1/2,
reflecting the student's enrollment in a single class for this term.

Last changed on: 2/21/2008 2:43 PM

Page 5




Process Document A
Topics for Registrars: Convert Quick Admit to Degree- Q

Public
Universities

022108 T T T

Step

Action

At this point, all is well for the current term. However, a number of term-related
processes use the Student Career Number. Since this student is really no longer active
in the non-degree program, that Student Career Number should be made unavailable
to the processes.

To fix this problem, deactivate the non-degree program.

Navigate: Records and Enrollment > Career and Program Information > Student
Program/Plan.

[+ My Favorites Q
> University of Maine Systems
[- Self Service

[ Workforce Administration

[> Campus Community

(- Student Recruiting

[ Student Admissions

I~ Records and Enroliment

[» Enrollment Summaries

> Term Processing

> Enrollment Reporting

[» Enrollment Verifications

[ Transcripts

[> Graduation

[> Transfer Credit Evaluation

[> Transfer Credit Rules
[» 3 C's Summaries
[> Student Background
Infermation
[» Test Administration NLD
> Government Reporting
Canada
> Curriculum Management
[- Financial Aid
[- Student Financials
- Academic Advising
[> Confributor Relations
[> Set Up HRMS
[ SetUp SACR
(- Enterprise Components
[ Reporting Tools
> PeopleTools
— Return to Portal
— Student Self Service
— My Personalizations
— My Dictionary

Student Program/Plan

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

Find an Existing Value | Add a New Value

Home Add to Favorites Sign out

New Window | Help | 5,

[ Enroll Students . " ’7
[> Student Term Information 1D: begins with D 0999950
= Career and Program Academic Career: | = [¥]

Information

Student Career Nbr:| =

— Student Program/Plan D

— Student Groups ‘Campus ID: begins with D

— Student Career i . ,7

— Student Term Search Wational ID: begins with D

- Basis of Admission Last Name: begins with [

-g E

Student Permissions First Name: begins witn D’i

[include History [ Correct History []Case Sensitive

Search |

Clear | Basic Search Save Search Criteria

Find an Existing Value | Add 3 New Value

Step

Action

If necessary, enter search criteria to identify the student. Click the Search button.

10.

Both programs are listed. Select the non-degree program.
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Home: Add to Favorites

[#] New Window | Help | Ci Page | &

[ My Favorites i
> University of Maine Systems
> Self Service Student Program | StudentPlan | StudentSub-Plan | StudentAttributes | Student Degrees
[> Workforce Administration
b Campus Community Horatio C Foofram 0999990 e
[ Student Recruiting ~
[ Student Admissions Academic Career: Undergraduate Career Requirement Term Student Career Nbr: 0
[~ Records and Enrollment
[> Enroll Students
I Student Term Information Status: Active in Program
= Career and Program « . 2 01/22/2008 [ " 0
Information O Effective Sequence:
tudent Program/Plan *Program Action: ACTV & Adtivale Action Date: 0112212008

Student Groups.
— Student Career Action Reason: Q O

F[E=

Joint Prog Appr:
— Student Term Search
~ Basis of Admission *Academic Institution: umso1 G University of Maine at Augusta

— Student Permissions ’—
©> Enroliment Summaries *Academic Program: NDUG | Non-Degree UGrad

[ Term Processing TEETIEY From Application
[> Enrollment Reporting *Admit Term: 2008 Fall Application Nbr:
[» Enrollment Verifications licati
0910 Q@ Application Program Nbr: 0

[» Transcripts Requirement Term: 2008 Fall

[» Graduation
[ Transfer Credit Evaluation Expected Grad Term: Q *Campus: AUG Q Augusta *Acad Load: Ful-Time E!
[> Transfer Credit Rules
[> 2 C's Summaries
> Student Background
O eation LD ||| Stucent Program | Student Plan | Student Sub-Plan | Stugent Aributes | Student Dearees
> Government Reporting
Canada

[ Curriculum Management

[ Financial Aid

[- Student Financials

> Academic Advising

[- Contributor Relations

[> Set Up HRMS

[- Set Up SACR

> Enterprise Components

[ Reporting Tools

- PeopleTools

— Return to Portal

— Student Self Service

— My Personalizations 4

— My Dictionary <= | B

& save .QReﬁumtnSearch‘ 1] Previous in le‘ +E ‘ Emnnfy| f:,Rermn| EsAdd | ﬂ\ncludeHs{nw‘

Step | Action

11. | To discontinue this program you add an effective-dated row.

Click the Add a new row button.

12. | Click the Look up Program Action button.

[&
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[ My Favorites D\

[ University of Maine Systems
[ Self Senvice
[ Workforce Administration
[ Campus Community
[ Student Recruiting
[- Student Admissions
<> Records and Enroliment
[» Enroll Students
[+ Student Term Information
= Career and Program
Infoermation
— Student Groups
— Student Career
- Student Term Search
— Basis of Admission
— Student Permissions
[» Enrollment Summaries
> Term Processing
> Enroliment Reporting
[> Enrollment Verifications
[> Transcripts
[> Graduation
[> Transfer Credit Evaluation
[> Transfer Credit Rules
[» 3 C's Summaries
[ Student Background
Infarmation
[» Test Administration NLD
> Government Reporting
Canada
[ Curriculum Management
[ Financial Aid
[ Student Financials
[ Academic Advising
[ Contributor Relations
[ SetUp HRMS
[> Set Up SACR
[ Enterprise Components
> Reporting Tools
> PeopleTools
— Return to Portal
— Student Self Service
— My Personalizations

— My Dictionary

Look Up Program Action

Program Action: begins with E]
Descripfion: begins with E]

Look Up | Clear | Cancel ‘Eas\anokun

Search Results

ACTW Activate

IADRYV Admission Revocation
|ICOMP Completion of Program
IDATA Data Change

|IDEFR Defer Enrollment

IDISC Discontinuation

IDISK Dismissal

ILEAV Leave of Absence
IMATR Malriculation

IPLNC Plan Change

IPRGC Program Change
IRADM Readmit

|IREVK Revoke Degree

IRLOA Return from Leave of Absense
|ISPND Suspension

ITRAN Transfer to Other Career
|WADM Administrative Withdrawal

Add to Favorites

New Window | Help | &

Sign out

Step

Action

13.

policies.
DISC Discontinuation

Select the appropriate Program Action from the list, depending on your Institution's
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Home Add to Favorites.
© My Favorites ] Mew Window | Help | C Page | &
> University of Maine Systems
> Self Service Student Program | StudentPlan | StudentSub-Plan | StudentAttributes | Student Degrees
[ Waorkforce Administration 7
> Campus Community Horatio C Foofram 0999990 A
[ Student Recruiting ~
[ Student Admissions Academic Career: Undergraduate Career Requirement Term Student Career Nbr: 0
[~ Records and Enrollment

[> Enroll Students
1> Student Term Information Status: Discontinued
= Career and Program « . 2 01/22/2008 [ "
Information ASEIT TS Effective Sequence:
tudent Program/Plan “Program Action: DiIsc Discontinuation Action Date: 0112212008
udent Groups
— Student Career [ Action Reason: Q Joint Prog Appr: o
— Student Term Search
— Basis of Admission *Academic Institution: umso1 G University of Maine at Augusta
— Student Permissions ’—
> Enroliment Summaries *Academic Program: NDUG Mon-Degree UGrad From Application
[» Term Processing
> Enrollment Reporting *Admit Term: 0910 | Q 2008 Fall Application Nbr:
[» Enrollment Verifications Applicati
pplication Program Nbr: 0
1> Transcripts Requirement Term: 0910 2 ap0g Fall
[» Graduation
[ Transfer Credit Evaluation Expected Grad Term: Q *Campus: AUG Q Augusta *Acad Load: Ful-Time E!
[> Transfer Credit Rules
E;E‘:e?f;argg'rﬁm B) save | /L Retum to Search ‘ +[] Previous in List ‘ +F ‘ [=] Notify | %, Refresh | EkAdd | ] nclude History ‘ |
Information
I> Test Administration NLD Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Dearees
> Government Reporting
Canada
[ Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[- Contributor Relations
[> Set Up HRMS
[- Set Up SACR
> Enterprise Components
[ Reporting Tools
- PeopleTools
— Return to Portal
— Student Self Service
— My Personalizations 4
— My Dictionary <= | B

Step | Action

14. | You may wish to select an Action Reason depending on your Institution's business
practice.

Click the Save button.

15. End of Procedure.

Last changed on: 2/21/2008 2:43 PM Page 9




