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Adding an Additional Major (Program)

REVISION HISTORY

Date Name Description

09/04/2018 Gabriela Ochoa Banner 9 Upgrade

INTRODUCTION AND PURPOSE

Adding an additional major (program) in SFAREGS and SGASTDN.

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES

1.

Students may transfer from one program to another, by filling a petition or application with approval from the dean of the
college(s). Graduate students must obtain permission from the program they wish to enter in addition to the Dean of the
Graduate Division.

Major (Program) changes are done in SFAREGS if the student enrollment preparation (this traditionally occurs at the end of
4th week) has begun for the term of change and in SGASTDN if it has not, use the section that applies to the change.

Major (Program) change petitions or applications may be processed at any time; however, they should be processed prior to
the third week of the quarter to meet the instructional statistical reporting deadline.

All Major (Program) changes for undergraduate students are processed by the colleges.

All Major (Program) changes for all graduate students are processed by the Graduate Division Academic Affairs.

IMPACTED DEPARTMENTS, UNITS, PROGRAMS, AND CENTERS

O 0 Nk W e

College of Humanities, Arts, and Social Sciences
College of Natural and Agricultural Sciences
Bourns College of Engineering

School of Business

Graduate Division Academic Affairs

School of Medicine Academic Affairs

School of Public Policy

Graduate School of Education

Office of the Registrar

BEFORE YOU BEGIN

If this is the first time you are reviewing this procedure, go to R’ Space and select the Banner Training icon in order to follow along and

practice. Please submit a ticket if you have trouble accessing Banner Training.

PAGES

The pages listed below are covered in this training.
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http://chassstudentaffairs.ucr.edu/majors_minors/index.html
http://cnasstudent.ucr.edu/majors/MajorSelection.html
http://student.engr.ucr.edu/policies/requirements/majorchange.html
http://undergradbusiness.ucr.edu/majorchange/
http://graduate.ucr.edu/requirements.html
http://medschool.ucr.edu/
http://registrar.ucr.edu/Registrar/default.aspx
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SGASTDN General Student Maintains current and historical information pertaining to students
admitted or enrolled at UCR.

SFAREGS Student Course Registration Used to add, drop, or withdraw a student from a course or courses.

PROCEDURES - SGASTDN

Note: If you receive a prompt that Registration Exists and changes must be made in SFAREGS, then you will have to follow SFAREGS

procedures. This happens when enrollment preparation has been done (this traditionally occurs at the end of 4™ week) activating the
student as Eligible to Enroll in SFAREGS.

STEPS
1. Go To SGASTDN.
2. Enter SID, Ensure that the correct student name appears.
3. Term: Leave blank so that the most recent record shows.
4. Check on the View Current/Active Curricula — the most current record will show.

X General Student SGASTON §.3.5 (PPROXE) Buoo Beemee Semaen $ooms

o: [ T.-) I Studert Summary [ ]
tarm: | Viaw Curmantinctive:

Cumicula

Get Started. Fill cut the faeldds above and press Go.

5. Click Go.
6. Under Curricula Summary: make note of all the major(s) (program(s)), the priority number(s), minor(s), and concentration(s).

= CUMRICULA SUMMARY . PRIMARY 3] -] "

| Peioeity Term Progiam Catsiog | Level Cameus Callege Degree Enat Oulcome Ky Aminsion Type Aamission Matricatanon Stsdend Type Fate

201810 BAin Polacal Scif . 201640 Undsegraduate Riverside Humanities. Arts, an Bacholor of Aris 201730
Record 10f 1
= FILLD OF STUDY SUMMARY [+ a "a ¥.re
£ Altachod o Major Dotads
Pty Term Type Field of Study Ueparimant Attached 1o Major
e Majer Pritieal Seillaw and Socisty Poltical Seisnee
Record 1ot 1
7. New Term: if the new term equals the effective term of the Major (Program) change you can skip to step 11.
ERUEE KL L AR Biaet Q0ckia Mooy ¥.FRe |

m F01R10 | ... | Wanter 2018 Retance [R [} Confrmed CA Ressont Stucent Cenmnt

A5 || Active Fie Assessment

8. New Term Field: click on the search button and the Options List will appear with choices.
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9. Click Create New Effective Term and a Blank New Term will open.

Optron List X Adminsion Type
s, Aris an
List of Terms
Croals Mow Ettective Term
il of Soady Dwpartmand
‘obitcal Seullaw m Political Seienei

3
ot

10. Inthe New Term Field type in the term code for the effective quarter.
11. Navigate to the Curricula to go into the Curriculum/Field of Study Tab.
12. Click the Insert icon on the right hand side.

[+ (= ’h-:q.',_ T Foe

Priceity Cadmatian Segunce

Record 1 of 1

13. A new record will be inserted with a Higher priority number.

naerl @ Delete Twcopy T Fide

- Priority Gpduaton Sequence

(X}

Record 2 of 2

14. Program: if you know the program code, type it in and skip to Step 18, or click the search button and an Option List will
appear.
15. Change Curriculum: click this line.
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tearmer ) ST Acivises  Vewnan. Commeets L 4 Stmtun, Duu
Curnculum | il of Sty
widnl ool & -] P Cacy | ¥

Fout Tevm Fexd Ty Bhwncriptinn Estatog Teim Cataleg Trom Denersgation Prinrity Feadustion Tequence
201840 Fall 7018 201040 Fat 211D 2
Record 2 o 2
O
5 Dgres
Stact Date |m] Endpas |m
Dvems facmmn | Torme
e
Option List x
Statun Toem fescription [ Cataiog £ Torm

AllProgram. Godes

Base Corricuhsm Bules by Program

Surrigutym Hutes

Record Tof 1

16. Warning Box Appears: click OK to change curriculum.

Baoo B eemieve  SanElateD 3 TOOLS 1

& Base Curriculum Hems will be Replaced.

17. The Change Curriculum form will appear; scroll down the list and select the program.
a. You can also use the Criteria feature to search codes by entering the degree or major next to the percentage sign
and clicking Ok.

Change Curriculum x

E

Program Campus Level College | Degree Rule Sel
BA-HLSO c u HS BA ArF Y

I BA-SOC C 9] HS BA 481°Y
BS-S0C Cc u HE BS 482 Y
CPH-SOC c G HS CPH 483 Y
MA-SOC C G HS MA 484 Y ‘
ND-SOC C G HS ND 485 Y
PHD-SOC c G HS PHD 486 Y ‘

Record 1 of 8
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Ladrner et Activies  Veteran  Comments status,
v CURRICULUM o = s
Update | [ Dupicate | [ Ao io Outcome | [ Apply lo Graduafe
urent | Agoivity Koy Sequence Term Term Description End Term End Term Description Caisiog Term Catalog Term Dewcripeon Prioity | Gracwstion Sequence
Ed ‘acmve 201840 Fall 2016 201640 Fal 2016 2

Record 20l 2

[ BAm Soesiogy srags |15

-+ | Undargraduste

o | Frversaie

18. The Program Field and all other necessary fields on this tab are automatically filled in.
a. Note: The Catalog Term can be changed at this time, if you need to update it. Changing the catalog year and term
must only be done using the Curricula section and applies to the program listed.
19. Verify that the student’s Field of Study is correct under the Field of Study section.

Bt Dioees Tacey ¥ Few |

Vet
Status Term Type Typ Descrption Priocity Cnd Téem
INPAOGRESS 20140 MAJOR Waor [.-]
| Sociogy (]
m
Rateq
Pl
Record 108 1
20. SAVE.

21. Go to learner record and click the — icon to ener the Curricula Summary Tab.

22. On the Curricula Summary click the < [[ef2» ¥ t5 review any additional majors and confirm they appear as expected

with the correct priority. In this example, the BA-SOC major is a higher priority than the BA-POSC major.

B rermeve  Jhreaten ¥ oous

AEUERAh EARNER ] B Ty

s u
Citizen
Rezord 1 of 5

CURHICULA SUMMARY - PRIMARY o = "u V. Fne

— Term Program Catieg | Lewd Campus Cotege Degres tea Dutcome Key Admiasion Type Admission Matricuation Stusant Type Hste
12018910 BAIn Poltieal Sei.. 201640 Unoergraguate Revernice Humanibes. Arts. an Bachaler of Arta 201720

.:l 4 [T]ef2p N Record 1002
T T T
Pricsity Term Type Fiekd ot Ssudy Deparzrem Adiached to Major

1 anso Majer Poteat Sialaw and Sotrety Pottcal Soance

Record 1.0f 1
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Baoo Bremee s B o

X Genersd Shadent SGASTDN 83 5 (PPROXF)

Term: JOTE40  View CurrantiActive Cumcula: o [ seiover |
Corricats NN Actites  Vewsan  Commenss o L
* GEMERAL LEARNER =2 b
e
- | Panz0tE Rescerce (A .| Confimed CA Resident Studerd Cartric
Cyese
i m. Active Fit ASSES4MONE i
Rate
[=] Contruung Class A Juriar
ss1n foen
Ricacd 1 645
CURSICULA SUMMARY - SECONDARY = s Y, e
Teim Program Catalog | Lewet Campus Callege f— End Outcome Key Admisaion Type Admizaicn Matsicutaton Stuadend Type Fate
51201840 BainSociology 201640 | Uindergraduate Rivernihe FHumanition, Aits an Bachedor of Aits 201840
€3 b M Ricard 2 662
i - ] = o e
Troe Ficld of Study Daepartment Attached 1o Major
Magor Soclogy Sacichogy

Rucord 1041

PROCEDURES - SFAREGS

Note: Major (Program) changes are done in SFAREGS if the student enrollment preparation (this traditionally occurs at the end of 4th
week) has begun for the term of change and in SGASTDN if it has not.

STEPS
1. First you want to review the student record on SGASTDN.
2. Go to SGASTDN.
3. Enter SID, Ensure that the correct student name appears.
4. Term: Leave blank so that the most recent record shows.
5. Check on the View Current/Active Curricula Box so the most current record shows.

Baoo B eermeve  dheeoren 8 oo

Cenersl Student SOGASTON 9.3.5 (PPADXE)

Temm: 201640

View CurmentiActive: ]
Curnicula

Gt Stanod. Fill out the Selds above and priss Go.

6. Click Go.
7. Under Curricula Summary: Make note of all the major(s) (program(s)), the priority number, minor(s), and concentration(s).
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Generd Shudend SGASTDN 9.2.5 (PPRADXE)

Bao Bonse S

S0 View CurentiActive Coricia: o]
Curicuis Activities  Vesran  Commenty . Statun,
..... Boekets "mcxy  Frae
oEm P
Resdonce (N |u | Noomesident udent Gintr
Cye
St o | Active
Contruing s R/ Junior
A
Sewy Non-immigrant
e L
CURRICUILA SUMMARY - FHIMASY -] u
orroniey T brogum Catsiog | Levet Campus Conege twgien Era ot Koy Actennsn Type Fr— [re— Stugent Type .
1 2410 BAn Musc N340 | Undorpraduatn Rivorsido Humanitios. Ads an Bachalor of Arts
Recoed 1 of 1)
= n

Abtnshed 16 Maice

Mg Meusic

Receed 1 of 2}

8. Go to SFAREGS.

9. Term — Enter the Effective Term from the Major Change Form.
10. Enter SID — The student’s name will automatically populate.

Bawo Baomove Jeosno 8 Toos
Term

w: - I ==
Date: |07 18 L}

Holds:

View CurmsnvActive:

Print Bill; |
Curricula

Pring Scheduly: |

Time Slatus Infcomanon

Gat Started: Fill out the fields above and press Go

11. Navigate to the Curricula tab to get to the Curriculum/Field of Study tab.
12. Click Insert on the right hand side.

Pl nf.-!lr!r By Cogp ?_cﬂll

Catalog Term Descriplion Pihcaity Crraduation aquence
Fal 2013 1
Recard 1 of 1
=5, Arts, and Soc S
of Asts
Diale
+ = s T

13. A new record will be inserted with a Higher priority number
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Bl insers B Oeisie "mcony |V Fler

!n—n:gh-nnm | Priority Luna—nu
| Fall 2018 i

Record 2082

Einsarr Eoese "eCopy | Vormer |
i e

14. Program: if you know the program code, type it in and skip to Step 19, or click the search button and an Option List will

appear.
15. Change Curriculum: click this line.

= Option List

b f
s T e P m| R

16. Warning Box Appears: click OK to change curriculum.

ADD [ RETREVE gaRELATED  ¥f TOOLS

A Base Curriculum ltems will be Replaced.

OK

17. The Change Curriculum form will appear; scroll down the list and select the program.
a. You can also use the Criteria feature to search codes by entering the degree or major next to the percentage sign
and clicking Ok.
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Change Curriculum x

Criteria |07‘ End
Program Campus Level College  Degree Rule Sel
BA-AFST o u HS BA 9 Y
BA-AHAT c u HS BA 0y
BA-AHRS c u HS BA 1y
BA-AHS [= u HS BA 121y
BA-ALC c u HS BA 7Y
BA-ANET c u HS BA 19Y
BA-ANLW c u HS BA 20 Y
BA-ANTH c u HS BA 21Y
BA-ART c u HS BA 28 Y
BA-ASST c u HS BA 9.y &
[ < (1)of28 M | [20r] PerPage Record 1 of 542

=0 00

18. The Program Field and all other necessary fields on this tab are automatically filled in.

a. Note: The Catalog Term can be changed at this time, if you need to update it. Changing the catalog year and term

must be done using the Curriculum section and applies to the program listed.
19. Verify that the student’s Field of Study is correct under the Field of Study section.

e T G Curricuin. |

[

> CURRICULUM ERinser: Eosse "mcopy W Faer
Peplace Lipdate Duplicaie Aol fo Ouloonms
Cuerent ey Sequence Term ‘Term Deacription End Term Ena Term Descrigtion Catslog Term Cataiog Tesm Deacripsion Prioiy | Gradussion Sequence
A 7] ¥ 201840 Fall 2018 201340 Fal 2013
WA Ralzp M Record 20 2
Status Detais.
Frogram  BAART - AR AR oiege  HE
Lovet Ul a4
ampus O h et Cha
- FIELD OF STUDY — [ .
Amached Concentrations | [ mactivane
Saatern Term Trpe Trpe Description Farcnity Catsleg End Term
INFROGRESS 201640 MAICR tamen 1 201340
At {Studio)
Art
Hoed
Recoed 1 of 1]

20. Save.

21. Go to SGASTDN to review the change.
22. Go to learner record and click the icon to ener the Curricula Summary Tab.
23. On the Curricula Summary click the < [{lof2» M

with the correct priority.

to review any additional majors and confirm they appear as expected
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Acthities Welaran Comments. Status,
= Ta ¥
o Taom 985
-] Fall 2018 Besdence [N || Honrssident E
ant Stans A5 Active Foo Assessmecd | |
e
€[] Conbraing Class A Junice
| Aadivons an
afe Bk E
Sessior Citizenshe Non-imemigrant |
- Rocord 0t 7 |
[+] [-] T . Fier|
Catalog | Lewel Campus College | cagres Erd Outcme Key Aderaanion Type Artmeasion Masriculstion imbert Type T e -
0130 |Undergraduate  Rero Humanaos, Arks an  Bashalor of As |
Record 10f 2|
— - ——
Tipe Freid of Ssucty Oeparimert Atiached to Major
Mayor Muse Music
014 Canéantration General |
Record 10f 2 1
Thoy Pl Activities Vetoran. Commerds.
BTN 5
~ o ToTwm  G9dEE . ’,Il
New Torm 201840 | . | Fall 2018 Resdence (M | =] Manesident Stugent Centre ot
: Cycie
soen Sats (A5 -] petve Few Auess
sucemType [€ || Cortinung “iaen e
| Adaivenai miermaon |
Sdte Biech
Beanion Citrenshin N Hon-imemigrant |
Recors 1 of 7 |
CURRICULA SUMMARY - SECOMDARY : B8 ooy |V
procty  Tem | progam Catmiog | Leve * Campun Colege. Degree Ed  OuomeMsy  AcmasionType pos— T — Cucempe fate 1
ZI201B40  BAmAd(Stgic)  J01M0 | Undeigradusts Riversida Humanities, Aris, an. . Bachaler of Aris Jmedo
ITERY Record 2 of J
= FILLD OF STUUY SUMSMARY E\ "
[ |
| ey Torm Type Fiatd of Study Deparsmant Artached 1o Major J
1 HM840 Magee At {(Studio) An 1
. Record 1.0f 1 h'

FINAL QUIZ

1. When adding an additional major (Program) you need to first select Duplicate under Curriculum. FALSE

a. You will use Record and Insert when adding the new major.

2. The primary major has the highest curricula priority. FALSE

a. The lowest priority number is considered the primary curricula.
3. You need to ensure the Field of Study tab is updated correctly before saving and leaving the form. TRUE
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