Term Plans

TERM PLAN REVIEW AND APPROVAL

TABLE OF CONTENTS

REVISION HISTOIY ..ttt ettt e s et e e b e e e s ab e e e e s b e e e s e b b e e e s b bt e e e s b e e e s aaba e e e sab bt e e e b e s e s anba e e s sabaeeseanbaeesannaes 2
[[aYu oo [0t ToY g T=TaTo N oAU g oo LY ISP 2
Related Policies, Regulations, Guiding Principles, and COMMON PraCtiCes .........ccceeeiieiieiiiieiiieeeeeireeeeteeessteeeeseae s essaeeesnseeessnsseessnneens 2
Impacted Departments, Units, Programs, and CONTEIS .......cccuiiiiiiiiie ettt ettt ettt e st e st e st e e st e sabeesabeesabeesabeesabeesaneesaneesaneens 3
BETOIE YOU BEEGIN. . utiiutiiiiiiieit ettt ettt ettt et ettt st e she e s bt e bt eateeu e e su e e eb e e be e beeaeesatesaeesh e e bt e ateeabeea b e eh e e bt en b e e abeeabeehteshe e bt ebeeabeeateebaenbeebean 3
0T 0 PP 3
PrOCEAUIES ...ttt ettt e et e s bt e e a bt e st e e e ab e e sab e e eab e e sabeeaab e e sab e e eab e e sa b e e eab e e Sa b e e e ab e e sa b e e e ab e e sab e e e ab e e sa b e e enb e e sabeeeabeesabeeeaneens 3
Reviewing and approViNg @ TEIM PlLan .......co ettt ettt e bt e s bt e e bt e s b et e bt e s b e e e bt e s bee e bt e s beeebeesbeeenseesane 3
(<] o LT T P T T T T P U PP PP P PP 3

1|Page



Term Plans

REVISION HISTORY

Version Date Name Description

10/11/2016 Bracken Dailey Initial Version

INTRODUCTION AND PURPOSE

The purpose of this document is to explain how Colleges and Departments can use the Term Plan functionality in self-service to

approve student plans prior to registration.

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES

1.

10.

Students can create or edit registration plans by selecting Term Plan in Self-Service. Students have the flexibility to create 3
educational plans for any given term. Term Plan allows a student to organize their proposed course schedule. Once the
maximum number of plans has been reached no additional plans can be created, however, existing plans can be deleted
and/or edited.

Advisor or faculty advisors may also create plans for the student. These plans will also display in Term Plan. The maximum
number of plans applies to all users creating plans. Plans created by a user who is not the login user can be viewed but not
modified; i.e. only a student can edit a student created plan.

Term Plan does not check for course restrictions when plans are being created. Course restrictions include but are not limited
to meeting the prerequisite, co requisites, major restrictions, etc. Self Service will check restrictions in the Register for Classes
path when students are attempting to enroll in their course in registration summary.

Notes can be applied to a plan, a course, or section level in the plan summary. Notes can only be edited by the plan creator.
Otherwise, they can be seen by any user who can view the plans.

Students have the option to only designate one plan as the preferred plan at any time. When a student creates one plan for a
term, that plan is automatically identified as the preferred plan by default. The preferred plan is displayed at the top of the
list of registration plans. The use of preferred plans is optional. Students cannot make a plan preferred when that plan was
created for them by an Advisor. Advisors cannot make a student created plan a preferred plan. A degree audit plan cannot be
designated as preferred. When three or more plans exist, and the preferred plan is deleted the user receives a message that
another plan should be selected to be the preferred plan. If the student creates two plans and deletes the preferred plan, the
remaining plan automatically becomes the preferred plan.

We recommend students create Term Plans when the Schedule of Classes is available with sections being offered for the
upcoming quarter as not all courses are offered every quarter and because it allows students to upload their plan to the
Registration Panel when their registration period arrives which can conveniently enroll them into their courses assuming
space is available.

The use of self-service plans and its requirements will be determined by the academic units.

Academic units that select to use the term plan functionality will utilize a report delievered to iReport to manage student
plans for approval. This report will be updated 3 x per day.

Even if the academic unit does not require submission of a term plan for approval, a student can use the functionality for
their own registration preparation.

All communication to the student related to their term plan should be completed through your traditional email channels
(i.e. Outlook).
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Term Plans

IMPACTED DEPARTMENTS, UNITS, PROGRAMS, AND CENTERS

1. College and Departments

BEFORE YOU BEGIN

If this is the first time you are reviewing this procedure, open the Student Profile Training (advisorssbsb.ucr.edu).

FORMS

There are no forms in this training.

PROCEDURES

REVIEWING AND APPROVING A TERM PLAN

Advisors may manage term plans for approval through reports in iReport if creating a Term Plan is mandatory for their students. The
report will be procedured two times a day so advisors can have updated information to work on during the afternoon hours.
Students do not have an option to tell an advisor that a plan is ready for review; therefore, the student will be on the report for
review when the student has listed at least 12 units in the plan.

Note: We recommend that students add sections to their plans instead of courses because the course many not be offered for the
specific term. Students can, however, add courses if they don’t want to decide on a day and time yet, but should be aware that if
the coruse is linked to additional activities (i.e. discussion, lab, etc.) it will read 0 units until a section is selected. If they have 0 units
it will also not be counting towards the 12 units the above report is looking for.

STEPS

1. Go to the Student Profile
Select a Term
3. Search for the student you want to review
a. The Profile has three different ways you can search for a student or you can select your Advisee Listing if the student
is your advisee. Ensure you select the appropriate radio button prior to providing the information in the data field.
4. Click View Profile
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5.

6.

UCRIVERSIDE

Advising Advisee Search

Advisee Search

Change term, search for a student, or view your advisee listing

Term
Spring 2018

View advisee listing, or search by

O stlbent Emai

O stfent Name

Student ID

Wiew My Advisee Listing

Once the Profile displays, select Term Plans from the left navigation bar
Student Profile - Bear, Scotty A (777234567)

Term: Spring 2016

Bear, Scotty A

Curriculum and Courses

Prior Education and Testing

Additional Links

Academic Transcript

Student Schedule

Student Summary

Application to Graduate

Term Plans

View Grades

Standing: Good Standing

Student Information Motes: [

Bio Information
Email:
Phone:

Date of Birth:

General Information
Level:

Class:

Status:

Student Type:

First Term Attended:
Last Term Attended:
Leave of Absence:

Graduation Information
Graduation Applications:

Advisors

Primary / Major Advisor
College Advisor
College Advisor

A new browser tab will open and you need to click on Term Plan

Term Plans
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10.
11.

Term Plans

UCRIVERSIDE

Banner Self-Service Student Registration

Registration

What would you like to do?

Register for Classes (Students Only) Browse Schedule of Classes
Search and register for your classes. You can alsa view your schedule and adjust variable unit classes. View sections that are being offered in a term
Browse Course Catalog Term Plan

Look up basic course information like subjett, course destription, and prerequisites. Actual sections offered in & term are listed under Give yourself a head start by building plans. When you're ready to register, you'll be able to load these plans.
Browse Schedule of Classes

If you are both a Faculty member and an Advisor, you will receive a prompt to select which role you want to enter Term Plan
using. You want to select either Advisor or Faculty and Advisor. Both of those roles will allow you to utilize the Term Plan
functionality. Faculty do not have access to Term Plans and so that option would prevent you from moving forward
appropriately.

Please select a role*

Your account has been assigned multiple roles. How would you like to
begin?

® Faculty

® Advisor

@ Faculty And Advisor

*Remember you can switch between roles at any time.

Select the Term

Search for the student

Once you have your student select Continue

If the student has not yet created a term plan the screen should look similar to the one below. Note that for this student
there is an available 4 year course plan from Degree Works that can be used in creating the term plan.

Select A Plan

Plans you have created for this term: 0
Term: 5pring 2016

You are allowed a maximum of 3 plans for this term. This number dees not include the Degree Audit plan.

e o

Create a New Plan or View the Degree Audit Plan

Number of Degree Audit Plans: 1

Plan: Ethnic 5tudies Created by: Dailey, Bracken

If the student has created a term plan the plan will show to you.
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12.

13.

Term Plans

Plans you have creaved for this erm: 1

Cets & Nesw Pl o View the Degree Audt Pl

PRI 10 A A AMERC AN SIS I COMRARRTIE | ETET oo, 02

Taesl Plansed Unix §

Number of Degree Audit Plans: 1

Plan: Ernesr Stustes Creseed by: Dadey Seacien

After you review the plan you can approve the plan by clicking on Approve This Plan. Once you approve the plan it should say

Approved with your name.
a. The student will be able to see that the plan is approved and your name when the student view the plan.

Most likely the student has a hold requiring approval of the Term Plan. Therefore, if the plan is approved go to SOAHOLD and

clear the appropriate hold. See Assigning and Releasing a Hold procedures.

Plans you have created for this term: 1

Term: 5pring 2016

You are allowed a maximum of 3 plans for this term. This number does not include the Degree Audit plan.

s =y

Create a New Plan or View the Degree Audit Plan

h=

B Plan: spring 2016 | Created by: You (Approved - Bracken Dailey - Advisor) Remove Approva

Title Matalls

14. If you do not approve the plan you will want to email the student the appropriate reasons why you did not approve it and

instructions on how to adjust the plan accordingly.
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