| THE CATHOLIC UNIVERSITY OF AMERICA
Enrollment Services

Cardinal Station Plan Change & Sub-Plan Change Instructions

A. Entering Plan Change Only or Plan Change and Sub-Plan Change Simultaneously

I. Go to the Student Program/Plan page.
To access Student Program/Plan if it is not saved in My Links, follow this path:

Main Menu > Cardinal Students > Records and Enrollment > Career and Program Information > Student Program/Plan

The Catholic University of America

: . Welcome, Sana Rizvi!
Cardinal .

Staff My Station Guest My Links Select Gne: w
Mew Window | Help | 1B
Student Program/Plan

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

Find an Existing Value

Maximum number of rows to retumn (up to 300) 200

I begins with

Academic Career: | = » w
Student Career Nbr:| = A

Campus I0: begins with

National I begins with

Last Name: begins with

First Name: begins with

[Jcorrect History ] Case Sensitive

Search Clear | pgsic Search B Save Search Criteria

Find an Existing Value | Add a New Value

J Trusted sites /o 0w -

Enter the *ID: if known, or *Last Name: and *First Name: in the appropriate fields.

Then, click Search to access the correct student record.
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THE CATHOLIC UNIVERSITY OF AMERICA
Enrollment Services

The default tab on this page is Student Program.

Sudentprogran | ! ! ! ! )

On this tab, click the button on the right to enter a new effective dated row.
The current date will appear by default. Change the date if necessary.

Note: Plan changes must be made effective between semesters (up to and including the first day of the term).
Changing plans within a term can result in reporting and billing problems.

I1. Once you are on the new row, enter the following values:
*Effective Date: as noted in request, in between semesters

*Program Action: PLNC

8 Sudent Program Pan N

I'he Catholic University of America

Satt Mx itaton Gusat My Unks Select One: v
()
w Window | Help | Customese Page | B
Studerd Program | ERASEEE PN et Sud-F1 . 15 0 Sudert Qegrees |
Sacy Lyna N Carsnal 2202982 * » < LAl
ACademe: Caroer: Graduate Lareer Reds — m Student Caroer Ntv: 0

Status Active in Program
£ Mectve Date: 12192011 » £ ’ 1
“Program Acson PLNC Q Pian Change Acton Dase: 11182011
Acton Reasort 4 Jowdt Prog Appr: O
AL 3BerC TR mon CROML 4 The Catolic Univ of Amenca
AT A & 9onces SR T
| From Agpacaton ‘

*Adimet Term 098 Fall 2009 ‘ Appincaton Noc

— o0 Q e Appiication Program N 0
Expected Grad Torm: nrs Q Sum2017  “Campus: WAN CUA *Acad Loas FUlTime
U'..-o‘ ,\Mﬂhwm;r | 07.-2'“.7_7 Wt‘ ’,h.‘n&.‘ '.Aan’ : )CMW,’,,.}

/ k 2 2t " ] . 3
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| THE CATHOLIC UNIVERSITY OF AMERICA

Enrollment Services

I11. Then, click on the second tab at the top, labeled Student Plan.

StudentProgram | Student Plan | StudentSub-Plan | StudentAttributes | StudentDiploma | Student Degrees
The last Academic Plan will appear by default in the *Academic Plan: field.
Overtype the existing plan with the new plan code.

If you don’t know the plan code, click ©.  to search for it.

S Srutet Py e P G- B8 T omm v Pages Salety - Teshe (-

Shedend Frogram | Student Fan | Sledend Sub-Flan | Studenl Mrbules | Sudent Dsgloma | Shudend Degrees

Stacy Lyna ML Candnal 200962 *

A Caresr Graduats Siudient Cares Wb 0 Caar R T

St Maitew i Frogram duhrral] T Fall 2009

i et Chate TR0 1 o B Sampueercar 1

P AcSon Plan Changs e o [l TANEE
BB R Heqparemsent Term Fall 2000
ALk Proge A S

* A ki PLas POUTAA S promses . WA W

“Plan Lequence: L [ A

“Dectary ot e 6 fiwgrow Chchond $1at

~Ropuar et Tister 3 Fan 2008 Sttt Cagres Ko

= Al SEatur: e s Completion Tem

@ See | L Retrs o Beern | ot it | [ty | o maenen | | W Campct ey

Sudent Program | Saedent Fran | FHudert Sub-Fian | SHuder Ainbutes | Sudent Choioma | Sden Deonees

If the student has more than one academic plan, click [+| and enter the second plan.

If you DO NOT need to make a sub-plan change as a result of the plan change, click [ save| and DO
NOT proceed further.

If a sub-plan change is required, continue to the next set of instructions.
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IV. Next, click on the third tab at the top, labeled Student Sub-Plan.

Student Program Student Flan Student Sub-Plan Student Attributes Student Diploma Student Degrees

Type the sub-plan code in the *Academic Sub-Plan: field, or click <, to search for it.

i St Program Plan S 0w - Pages Salemys Teokr e T

Safl | MrStmen  Gussl by Links Select One: -

How o '\'_I'_mll-m;.ll Vsl g "-’j"lur".'..

Saah: Aacive in Program: et Torm Fall 2009
Effecives Duate: 10T Effecive Soquence: i
Progeam ACBor Plan Charoe A ey Db 1 IER0IT
e ooy Rl

Acadermec Program Aty & Scences GRL T Cahaleg Uiy of Armgncy

ACademmar PLaT Polilcs - WA Mg
e THEC =t Ry Fall 2009
facasemic su-Pran: LA 1, mml L
ACademic Sub PN Type  Gutconient b
“Ciectare [ate 12182011 5
“Reuarement Term: 1098 0L pom 2o0n
& Savm | L Rstarn o Search | + 44 vt Lt | [ oty | obs wtwans | 5 e | W e Mty
Siusient Peogram | Shedent Pian | Stedent Sub-Pian | Sluden] Alrituies | Siudend Diploma | Sudent Deress

J Trused saes fa= How -

V. Click [ save

~END OF PROCESS~
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Cardinal Station Sub-Plan Change Instructions

B. Entering Sub-Plan Change Only

I. Go to the Student Program/Plan page.
To access Student Program/Plan if it is not saved in My Links, follow this path:

Main Menu > Cardinal Students > Records and Enrollment > Career and Program Information > Student Program/Plan

£ Student Program/Plan »

My Links Select One: L

New Window | Heip | B
Student Program/Plan

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

Find an Existing Value

Maximum number of rows to retum (up to 300y |300

[V begins with

Academic Career: | = - L
Student Career Nbr:| = bt

Campus ID: begins with

National I begins with »

Last Name: begins with

First Name: begins with

[ correct History [ Case Sensitive

Search Clear | pasic Search B Save Search Criteria

Find an Existing Value | Add a Mew Value

J Trusted sites fa v ®i100% -

Enter the *ID: if known, or *Last Name: and *First Name: in the appropriate fields.

Then, click  Search to access the correct student record.
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THE CATHOLIC UNIVERSITY OF AMERICA

Enrollment Services

The default tab on this page is Student Program.

Sudentprogran | ! ! ! ! )

On this tab, click the [+] button on the right to enter a new effective dated row.
The current date will appear by default. Change the date if necessary.

Note: Plan changes must be made effective between semesters (up to and including the first day of the term).
Changing plans within a term can result in reporting and billing problems.

I1. Once you are on the new row, enter the following values:
*Effective Date: as noted in request, in between semesters
*Program Action: PLNC

*Action Reason: SBPC

5 Studert Prog am Plan n-B M Page = Saletys Tocke -

I'he Catholic University of America

Academsc Carver: Gracuate Caredr Requuement Teerm

Status. Active in Program
*f Mec o Date: 1299201 Efective " 1
“Program Acson PLNC Q Plan Change Acsion Dasec 11182011
Acton Heasor S8PC Q Subd-Plan Change Jourt Prog Appr O
AL 0T ITSRtDon CRONL 4 The Calolic Univ of Amenca
R o .

- From Agphcaton
*Aderst Termc we 9 Fal 2009 Appication Nbx:

New
Roqusrement Term: we Q Fall 2009 e
Expected Graa Term: "wrs Q Sum2017  “Campus: MAN X CUA ‘Acadloaa FUlTime
@ Sove | 2 Return 1o Sawen | | 408 et i Lt | wetty | 7 Ratrews | o Ase | | ‘Icmnmj
¥ Pl o T 3 s ¥ 43
/ Trated wies » - s
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Enrollment Services

I11. Next, click on the third tab at the top, labeled Student Sub-Plan.

Student Program Student Plan Student Sub-Plan Student Atfributes Student Diploma Student Degrees

The last Academic Sub-Plan will appear by default in the *Academic Sub-Plan: field.
Overtype the existing plan with the new plan code.

If you don’t know the plan code, click ©, to search for it.

8 Shudent Program Plan 5B | g v Pages Saletys Tocke M@=

tarr My ilatean untsl By Liniky Salact Ona: -

Hm o '\j:.nll-m;.ll ol F-*;*IF.,

ot Ao i Program utemit Termc Fall 2009

Efecivvn Derbe: ] Effecirve Soquence: 1

Progeram ACBoR Plan Change AuCeom Dt TIES0TY

At R

Az adermec Program: Aty & Sciences GR T Caholic Liniy of Ameicy

AL mdeemer LT Poiscs - WA LES-

R e [erme Fall 2004

[rcasemic sub-Pian WTLAFAIRE L intermiatonal attaws | —L

Academic Sub Plen Typer  Suteohisitsbon

“Diectare Dater 1z 5

“Requirement Term: 1008 0L o avog
o san | L Rt b Saeen | 40 vt Lt | [ oty | on nteen | [ e | F Comar] mateny
shdent Prooram | Sudent Fian | Sadent Sut-Pian | Sudent Ainbuies | Student Dipioma | Sudent Dearees

o Trued saes TET K

V. Click & save

~END OF PROCESS~
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