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1.0 Introduction

This guide serves as an introduction to PeopleSoft Student Administration’s Academic Structure as implemented at Cal State San Marcos. In it, you will learn how Academic Structure provides a foundation for other Student Administration modules, allowing Cal State San Marcos to organize its academic programs. Because academic structure is hierarchical and rule-based, we can automate many processes that were previously handled manually. 

The following represents a basic view of PeopleSoft Student Administration’s Academic Structure hierarchy:


[image: image2]
Setting up Academic Structure is key to all functionality in the student system.  Admissions, Financial Aid, Student Financials and Records depend upon and utilize many of the same tables.  It is imperative that there be a clear understanding of relationships between the institutional structure of academic programs and departments with other administrative facets such as transcripts, billing and financial aid.  The following are important to consider in determining the institution’s PS Academic Structure.
· Course Catalog

· Class Schedule

· Grading

· Awarding of Financial Aid

· Admission status

· Billing

· Grading

· Transcripts

· ERSS and ERSA reporting
· And more……
2.0 Academic Structure Overview

Before you can understand how PeopleSoft Student Administration works, you must understand Academic Structure and how it uses Institutions, Careers, Programs, Plans, and Sub-Plans. A short description of these items is provided below, with more detailed discussions later in this guide.

Academic Institution
identifies a particular institution, in this case a university. Because Cal State San Marcos is one institution, we have only one Academic Institution code (SMCMP).

Academic Career
Each of the academic programs at Cal State San Marcos falls within one of the following careers:
Undergraduate includes all academic programs in which students enroll prior to the attainment of the first baccalaureate degree.  Open University programs and students are also included within this career.

Post-baccalaureate includes all academic programs in which students enroll after the first baccalaureate degree is obtained. It includes second baccalaureates, masters’ degrees, and teacher credentials as well as Open University programs and students.

Extended Education currently only includes Contract Credit course offered by the College of Extended Education 

Academic Program
Students apply for and are admitted to an academic program usually with the goal of completing the program, which is often a degree. Some examples are:

Undergraduate Baccalaureate for students pursuing a first baccalaureate degree.  

Second Baccalaureate for students pursuing additional undergraduate degrees after receiving their first baccalaureate degree.

Masters for students pursuing a Master’s degree. Cal State San Marcos does not differentiate between the first Master’s degree and subsequent Master’s degrees.

Credential for students working toward their first teaching credential.

Additional academic programs are discussed later in this guide.

Academic Plan
Describes an area of study within an academic program. Plans include majors, minors, credentials and certificates. Students may have more than one academic plan. For example, a student may declare a minor or a double major or may be pursuing a teacher credential and a Master’s in Teacher Education at the same time. 

Academic Sub-Plan
At this point sub plans have been discussed and potentially will be utilized for conversion purposes.
Cal State San Marcos’s academic structure is discussed in more detail throughout the rest of this guide. 
3.0 Academic Institution

3.1 Institution Code for Cal State San Marcos

The highest level in the academic structure hierarchy is institution. Because Cal State San Marcos is considered one institution in the California State University system, it uses one institution code in the PeopleSoft Student Administration system.

The institution code for Cal State San Marcos is SMCMP.
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	Depending on the level of access you have been granted, you may or may not be able to view the pages shown in this guide. If you cannot view them, don’t worry. You can still use the information they contain.


Note: The Cal State San Marcos SetID is SMCMP. 
4.0 Academic Career

4.1 Careers at Cal State San Marcos
Academic careers organize all the programs and students within an institution. A student’s academic career represents all the academic work he or she must complete to fulfill the requirements for a degree or certificate. Cal State San Marcos offers three academic careers:

Undergraduate (UGRD) includes all academic programs in which students enroll prior to the attainment of the first baccalaureate degree.  Open University and contract credit programs and students are also included within this career.

Post-baccalaureate (PBAC) includes all academic programs in which students enroll after the first baccalaureate degree is obtained. It includes second baccalaureates, masters’ degrees, and teacher credentials as well as Open University and contract credit programs and students.

Extended Education (EXED) currently only includes Continuing Education and Non-credit courses offered by Extended Education 

· Extended Education degree programs will be placed in the Undergraduate and Post-baccalaureate careers when they are brought on-line.
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	Depending on the level of access you have been granted, you may or may not be able to view the pages shown in this guide. If you cannot view them, don’t worry. You can still use the information they contain.


5.0 Academic Program and Details
5.1 Programs at Cal State San Marcos
Students apply for and are admitted to an academic program usually with the goal of completing the program, which is often a degree. An academic program establishes a course of study within an academic career.
Each academic program defines a group with similar objectives. For example, within the Undergraduate Baccalaureate program, a student may earn a Bachelor of Arts, a Bachelor of Science, Bachelor of Fine Arts, or a Bachelor of Architecture degree. The degrees are all undergraduate baccalaureates, so they are all grouped together into one program. Some of the groups in the list below may be unfamiliar to you but are required by the Chancellor’s office for reporting purposes.

Cal State San Marcos will have three academic careers (Undergraduate, Post-Baccalaureate, and Extended Education), which are shown with their academic programs below:

The Undergraduate Career (UGRD) at Cal State San Marcos includes the following academic programs:

· Undergraduate (UBACH) – 
· Matriculated students working toward a Bachelor of Arts or Bachelor of Science degree offered by CSUSM.

· Financial Aid Eligible - YES

· Undergraduate Transitory (UTRAN)

· College course at high school
· Tuition waiver student…a non-US student or non-California student enrolled at a reduced fee
· Visiting…a student admitted for one term and is not eligible for continuing status
· Financial Aid Eligible - NO
· Undergraduate Transitory (UTRNE)

· Early Entrant students….high school students who attend CSUSM during summer taking college preparatory courses
· Financial Aid Eligible - YES

· Undergraduate Certificate (UCERT)
· Students working towards a certificate with no other degree declared.

· Financial Aid Eligible - NO

· Undergraduate Extension (UEXTN)
· Undergraduate Extended Ed - non-matriculated 
· Special Session, 
· Open University
· Contract Credit 
· Financial Aid Eligible - NO
The Post-Baccalaureate Career (PBAC) at Cal State San Marcos includes the following academic programs:

· Second Baccalaureate (PBAC2)  

· 2nd BA…Students who has previously earned an undergraduate degree

· 2nd BS…Students who has previously earned an undergraduate degree
· Financial Aid Eligible - Yes
· Masters (PMSTR)
· MA…a classified student working toward a Master of Arts degree 
· MS…a classified student working toward a Master of Science degree
· MBA…a classified student working toward a masters in business administration
· 2nd MA, 2nd MS, 2nd MBA…Student working towards a second Masters degree

· Financial Aid Eligible - YES
· Credential (PCRED)
· Credential…students working towards completion of a credential program
· Financial Aid Eligible - YES
· Post-Baccalaureate Transitory (PTRAN)
· Visiting…a student admitted for one term and is not eligible for continuing status
· Concurrent
· Fee Waiver
· Financial Aid Eligible - NO
· Post-Baccalaureate Transitory (PTRNE)
· Early Entrant students….
· Financial Aid Eligible - YES

· Post-Baccalaureate Unclassified (PBUC)
· Non-degree…. Post-Baccalaureate unclassified

· Advanced credential….administrative services credential and pupil personnel services credential

· Clear credential…professional clear teaching credential

· Financial Aid Eligible - NO

· Post-Baccalaureate Extension (PEXTN)
· Open University… Non-matriculated students
· Special Session
· Contract Credit
· Financial Aid Eligible - NO
· Joint Doctorate (PJDOC)
· Matriculated students participating in the joint Ed.D. program not administered by CSUSM
· Financial Aid Eligible - ??
· Doctorate (PDOCT) – FUTURE USE

·  Matriculated students in a doctoral program solely administered by CSUSM
· Post-Baccalaureate Certificate (PCERT)
· Students working towards a Post-Baccalaureate certificate with no other degree declared
· Financial Aid Eligible – NO

· Post-Baccalaureate  Prerequisites (PPREQ)

· Students taking prerequisite classes in preparation for a post-baccalaureate program.

· Historical Pre-MBA students will be placed in this program for conversion.

· Financial Aid Eligible - YES
The Extended Education Career (EXED) at Cal State San Marcos includes the following academic programs:

· Non-Credit (EXNCR)
· Financial Aid Eligible – NO

· Continuing Education Units (EXCEU) 

· Financial Aid Eligible – NO

· Professional Development  (EXPRD)

· Professional Development Courses other than CEUs
· Extension Credit  (EXCRD)

· Non-degree applicable but appears on a transcript
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6.0 Academic Plan

6.1 Plans at Cal State San Marcos

An academic plan describes an area of study within an academic program. Plans include majors, minors, credentials, and certificates. Students may have multiple academic plans. For example, a student may declare a double major or a minor or may pursue a teaching credential and a Master’s degree at the same time.

The following is the proposed naming structure for Academic plans:

The first four characters in an academic plan are reserved for the major code (or equivalent). If a major code does not use all four characters, then a dash (-) is used as a placeholder. For example:

· UDCL is the code for Undeclared
· OPEN is the code for Open University
· VPA- is the code for Visual and Performing Arts and not ARTS

· BUS- is the code for all Business options and not BAAC etc.
The next three characters (characters 5 - 7) are reserved for option codes, if one is required. Not all plans have option, so very often these three characters are blank. Embedding the option codes within the plan differentiates similar plans within a program. For example:

· ART is the code for Arts
· ADL is the code for Adult
· GEN is the code for General
· GLB is the code for Global
· PSC is the code for Political Science
· ACC is the code for Accounting

· FIN is the code for Finance  

· GBM is the code for Global Business Management 
· HTM is the code for High Technology Management 
· MGT  is the code for Management 

· MKT is the code for Marketing 
The eighth character of the plan code is an embedded version of the program code. This differentiates similar plans in various programs and allows you to identify at a glance the program to which the plan belongs.

· B is the code for Undergraduate Baccalaureate
· S is the code for Second Baccalaureate
· T is the code for Undergraduate Transitory
· X is the code for Undergraduate Extension
· M is the code for Masters
· C is the code for Credential
· P is the code for Post-Baccalaureate Transitory
· N is the code for Post-Baccalaureate No Degree
· E is the code for Post-Baccalaureate Extension
· D is the code for Doctorate
· Y is the code for Contract Credit 
· Z is the code for Continuing Education Units
The last two characters (characters 9 and 10) are reserved for the objective:

· BA is the code for Bachelor of Arts
· BS is the code for Bachelor of Science
· MA is the code for Master of Arts
· MS is the code for Master of Science
· MB is the code for Master of Business Administration
· CR is the code for Credential
· CC is the code for Clear Credential
· CA is the code for Advanced Credential
· CT is the code for Certificate
· DE is the code for Doctorate in Education

· XX is the code for No Degree or Objective
· OM is the code for Other Major (for double majors when there are two distinct plans, this objective indicates the secondary major) ***Need to double check to see if we need for AA purposes***
· NN is the code for Minors (for students pursuing a major and minor)
6.2 Minor Coding

Fields 1 – 4 = Minor Code

Fields 5 – 7 = MIN

Field 8 = B or S

Field 9 – 10 = NN
6.3 Sub-Plans

Use the sub plan to identify Liberal Studies, Social Sciences, and History (only for conversion purposes)

Global Business Management Option – could use sub plans to 

Management 

Marketing 

Supply Chain Management

History Sub Plans

1 – 4 = Second Concentration (Banner value) (Catalog = First Secondary field)

5 – 8 = Third concentration (Banner Value) (Catalog = Second Secondary field)

Social Science has theme and area
6.4 Putting It All Together

Following the structure outlined above, below are some example plan codes:

· ACCTXXXBBS (BS in Accounting  for a first-time undergraduate)
· ACCTXXXSBS (BS in Accounting for someone who has previously earned an undergraduate degree)
· BUS-XXXMMB (Master of Business Administration)

7.0 Example Careers, Programs, and Plans

The following represents PeopleSoft Student Administration’s Academic Structure hierarchy:






Below are examples of how Academic Structure might be used for students at Cal State San Marcos:

Example 1:
Jane is a sophomore pursuing her first baccalaureate degree in Biology.





Example 2:
Bob is a junior pursuing his first baccalaureate degree in Mathematics.





Example 3:
Mohammed is a senior pursuing his second baccalaureate degree in Liberal Studies.




8.0 Session Codes

Sessions subdivide a term into multiple time periods in which to offer classes.
For historical conversion purposes two sessions will be used and going forward we will use additional sessions for terms and processing in PeopeSoft

	Historical Session Values

	1
	Regular Academic Session

	ESS
	Extended Learning Regular Academic Session


	Session Values

	1
	Regular Academic Session

	8W1
	First Eight Weeks

	8W2
	Second Eight Weeks

	5W1
	First Five Weeks

	5W2
	Second Five Weeks

	ESS
	Extended Learning Regular Academic Session

	E81
	Extended Learning First Eight Weeks

	E82
	Extended Learning Second Eight Weeks

	E51
	Extended Learning First Five Weeks

	E52
	Extended Learning Second Five Weeks

	ESN
	Extended Learning Non-Credit
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