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Adding a Plan and/or Sub-Plan to a
Student Record

OBJECTIVE: This document explains the steps taken to add or
change a plan or a sub-plan to a student record.

CONTENTS:

LESSON 1: ADDING OR CHANGING A PLAN

LESSON 2: ADDING A SUB-PLAN

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/it/cms/contact.html to locate the
Student Records Functional Lead
under Student Administration.
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Lesson 1: Adding or Changing a Plan

Navigation: Main Menu > Records and Enroliment > Career and Program Information
> Student Program/Plan

INTRODUCTION: There may be times when a student needs to have a major

changed or a minor added. This action requires an addition or change of the student’s
plan. The following table will outline the steps necessary to add or change a plan on a
student record.

Step

Action

Screenshot

1

Navigate to the Student Program
Plan page using the navigation:

Records and Enroliment> Career
and Program Information> Student
Program/Plan

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

Find an Existing Value | Adda New Value

10 = -

BAcademic Career: = - -
Student Career Nbr: = -

Campus 10: m

National 10: begins with -

Last Name: begins with -

First Hame: begins with -

[ Inelude History  [] Case Sensitive

Search | Clear

Basic Search [& Save Search Criteria

Find an Existing Value | Add a New Value

Continued on the next page...
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Step Action Screenshot
2 Enter the necessary information to student Program/Plan
IOOk Up the Student WhO needs a Enter any information you have and click Search. Leave fiekis blank for a list of all values.
plan added or changed.
I0: - + (000000000
Academic Career: - - -
Student Career Nbr: - - |
Campus 1D: begins with - |
National ID: beginswith v |
Last Name: begins with ¥ |
First Name: tEQiI'IS with - |
[ Include History [ Case Sensitive
Search | Claar |E~55i: Search [E Save Search Criteria
Find an Existing Value | Add a New Value
3 Click on the Include History SOONF Q. gonoma State Univessity
g@]lnclude History UGRD |Q Undergrad
button. I L From Application
07 QA o Application Nbr: LlEE
. I — . Application Program Nbr: 0
Completed priot 0 acding o T e
pl¢ p g9 P & gumgaors Campus: PN Q  gopsin  thcad Load: FubTime v
changing any student plan.
ﬂi'.'i oty | % Fefresh .-'.n:u| :s:e:?:m
an | Student Sub-Plan | Student Attributes | Student Degrees
4 All of the student’s current and Undergraduate Coreer Reauirement Term— Student Career Nbr: )
historical program information will v
be displayed. Click on the Plus Active In Frogram
button to add another Program row. | %0021 & Effective Soquence: L1
DATA 0 Datz Change Action Date: 3012011
Q Joint Prog Appr: O
SOCMF |Q Sonoma State University
UGRD Q, Undergraduate
) From Application
2037 |4 Fall 2003 Application Nbr: o0za44e
WJ\ . Application Program Nbr: 0
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that the correct plan is changed or
added.

Step Action Screenshot
5 Enter the program action of PLNC Student Program | Student Flan | Student Sub-Flan | Student Atirbutes | Student Degress
into the Program Action box. This 2
ignifies a plan change Sely Senam R
signi P ge. Academic Career: Undergraduste Carzer Requirement Term Student Career Hbr: )
Status: Active in Program
*Cfective Date: 03012011 (v i Sequewce
< *Program Action: PLNC 4 Plan Change Action Date:
Action Reason: Q Joint Prog Appr:
*heademic Institution: SOCHF ‘Sonoma State University
6 Click on the Student Plan tab. Student Pragram | Student Plan | Stodent Sub-Flan | Student Attributes, ] Student Degrees
Balty Sonoma Q00000000 @
Academic Career: Undergraduste Carzer Requirement Term Student Career Hbr: )
Status: Active in Program
*Cfective Date: 03/01/2011 |[w] i Sequewce
*Program Action: PLNC & Plan Change Action Date:
Action Reason: Q Joint Prog Appr:
*heademic Institution: SOCHF ‘Sonoma State University
7 | Click on View All to see all of the Plan | Student SubFlan | Student Attibutes | Student Degrees
student’s plan history. This ensures - @

Undergradustz Student Career Nbr: 0 Car Req Term:

Discontinusd Admit Term: Fall 2003

031472011 Effective Sequence: ]

Flan Change Action Date: 03/ 142011
Requirement Term: Fall 2003

Undergrad

[BIOLES Q. gigogy ) Majer o
m Degree: BS
[oz14r2010 [y Degree Checkout Stat
Iﬁ% S Student Degree Nbr- Credentizls
Include o Completion Term:
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Step Action Screenshot

8 Determine the plan that requires the
addition or change.

If Then Acatami; Carssr. Undergraduzie Student CarserNbr: 0 Car Req Term:
A plan needs Go to step 9.
status: Ackive i Program Agimit Tem: Fall 2005
to be added i P Effsctiva $aquancs: f
(major or Progrem Action B Crange dction Dat: wat
m|n0|’) . Action Resson: Requirsmant Tarm: Fall 2005
Aplanneeds | G0 0 SteD 1. | | | o —————;y
to be changed ]
(major or — CTEJ G Vg e
minor) e @ = =
s “Disclars Dats: a0 | Dagrss Chackout Stet
“Requiramant Term: 7 1 Fall 2008 studant Degres Nor: Crederilale
svisamant stetus: — - Compistion Tarm:
Status: Dlsconiinued Aggmit Tam: Fall 2013
Effactiva Date: Bt het] Effactive Saquance: 1
Program Action: Dlsoonfinustion Action Dsta: 0301201
Aetion Resson: Ol o 2 Temms Requirsmeant Tsrm: Fall 2008
Acatamic Frogram: Unergrad

“Academic Pian:

Click on the Plus button to add

a new row to the existing plan.

SwdertProgram | Student Pan

Sall Sonoma

Undergradiste

Student Caresr Nor: 0

Aetion Reason:

*Acadamic Plan:

“Plan Ssquanca:

#Acihve in Program
T
Plan Crange

Undergrad

Agmit Term:
Effactive Saquance:
Aetion Date:
Requirsment Term:

Fall 2013
1

@120
Fall 2013
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Step Action Screenshot
10 | Click on the Magnifying Glass icon
to search for the appropriate plan to | *Academic Fian: ( :)
add/change for the student record. *Plan Sequence: E Degree:
. *Declare Date: 03142011 | Checkout Stat:
< Select the appropriate plan from - i neares Checkon
the I|St *Requirement Term: ' Student Degree MNbr:
| *Advisement Status: Includs i Completion Term:
11
If Then *Academic Plan: ANTHEA L anthropology (B4) Mzjor
- " = - 30 .
The major is | Go to step i l_ S S B4
declared in 12 *Declare Date: G/142011 Degree Checkout Stat:
the same | *Requirement Term: 2112 L Sprng 201 Student Degree Nbr:
term as the *Advisement Status: Include hd Completion Term:
default
term... *Academic Plan: INTS-MIN -4
The major is | Update the *Plan Sequence: B Degree:
declared in a | Requirement *Declare Date: [areva0s o Degree Checkout Stat
term that iS Term to the *Requirement Term: 207 0 Fall 2003 Student Degree Nbr:
later than the | declared *Advisement Status: Include b Completion Term:
default term.
term... NOTE: The requirement term must be the default value
or later unless otherwise approved by the Dept.
12 | If appropriate change the declare
date to reflect the student’s request. | | “Aeademic Pian: ANTHEA L anthropology (B4) Major
*Plan Sequence: lE Degree: BA
< *Declare Date: o "ELD Degree Checkout Stat
*Requirement Term: [2113 4 apmg 2011 Student Degree Nbr:
*hdvisement Status: Include hd Completion Term:
13 | Click Save to complete the sAdvisernent Status: Inch
changes.
@ Return to Search | E| Moy
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Lesson 2: Adding a Sub-Plan

INTRODUCTION: The following table will outline the steps necessary to add a sub-
plan to a student record.

1 | Locate the student by entering their | StudentProgram/Plan

Enter any infarmation you have and click Search. Leave fields blank for a listofa
name and/or student ID. 4 4
Find an Existing Value Add a Mew Walue
ID: = v ||
Academic Career; |- w v
Student Career Nbr:| -

= w
Campus ID: Iw“
National ID: | begins with + |
Last Name: Iw“
First Name: Iw“

Iinclude History [correct History [case Sensitive

Search | Clear | Basic Search [g) Save Search Criteria

Check the Include History box and
click Search.

3 | Add arow on the Student Program
page by clicking on the “plus”
button.

Sally Sonama ﬁ

Academic Career: Under

Status: Active
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4 | Inthe Program Action box enter
“PLNC” (Plan Change for the

Program Action)

*Program Action: PLNC C
NOTE: The magnifying glass (Lookup Button)
next to any box will allow you to view available

Q

entries.

PeopleSoft Student Records 9.0

Sally Sonoma

Academic Career: ndergraduate

[

Status: Leave of Absence
*Effective Date: 1000112006 |[=]

*Program Action:

Plan Change

5 In the Action Reason box enter
“SUBP” (Adding a Sub-Plan)

Action Reason: |5UE'P Q

Status: Leave of Ahsence

*Effective Date: 10001/2006 5

*Program Action: PLNG 3 Plan Chanie
Action Reason: SUBP O

6 | Click on the Student Sub-Plan tab
at the top of the screen.

Student Sub-Plan

7 Click on View All to view all of the
student’s academic plans.

Academic Plan: Anthrapalogy (B&) Major

Requirement Term: Spring 2006

8 | Use the Lookup button to display
available sub-plan options in the
Academic Sub-Plan box. Select
the appropriate sub-plan for the

student.
*Academic Sub-Plan: | Q
NOTE: Make sure you are on the correct

Academic Plan row prior to assigning any Sub-
Plans.

Student Program Student Sub-Plan

Student Plan

Sally Sonaoma

Academic Career: Undergraduate

Status: Leave of Absence
Effective Date: 10/01/2008
Program Action: Flan Change
Action Reason: Adding a Sub-Plan
Academic Program: Undergraduate
Academic Plan:
Requirement Term: Fall 2003
*Academic Sub-Plan: Q
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9 | Enter the appropriate date in the Declare

Date field.
‘Declare Date: 1213172005 3
If Then

The student is
declaring the plan
and the sub-plan on
the same day...

Leave the defaulted
Declare Date.

The student is
declaring a sub-plan
after the declaration
of a plan...

Update the Declare
Date field with the
date on which the
sub-plan is being
declared.

*Academic Sub-Plan;

ECONBUSECC, Bysiness Econamics

Academic Sub-Plan Type:  Concentration
"Declare Date: e —
*Requirement Term: |3'3'3? Q. Fall 2003

10 | If necessary update the Requirement Term
(catalog year). This will default to the
student’s program admit term.

*‘Requireament Term:

2087 U Fan 2008

If

Then

The student’s sub-
plan existed in their
original catalog year
and they want to

Allow the
Requirement Term
to default to the
program admit

sub-plan that is
newer than their
original catalog year
or they would like to
switch to the current
catalog year...

remain in that term.
catalog year... Go to step 13.
The student has a Update the

Requirement Term
with the catalog
year necessary to
determine the sub-
plan courses.

Go to step 11.

ECONBUSECC, Bysiness Econamics

Concentration

2037 O Fall 2003

*Academic Sub-Plan;
Academic Sub-Plan Type:

‘Declare Date:

‘Requirement Term:
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Student Prograre T Student Plan | Student Sub-Flan

11
Return to the tab to update the s P
Plan Requirement Term.
Academic Career: Undergraduate Student Career N
. *Academic Plan; ENTH’BA . Anthropology (B4) Major
12 | Update the Requirement Term to reflect *Plan Sequence: (10 Degree: B
the updated term in the sub-plan. “Declare e
prng 2006 Student Degree Nbr:
*Advisement Status: Completion Term:
13 | Click on the Save button to save your I

changes.

Bl zave |

ECOMBUSECC, Business Ecanomics

Concentration

0140202002 [5)
2037 QU Fall 2003

*Academic Sub-Plan:
Academic Sub-Plan Type:
*‘Declare Date:

*Requirement Term:

@mmurnto Search | ElNutify | "':JRefresh |

Eradd |

10
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