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Processing Degree Checkout Updates/UAS Quick Reference Guide
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Degree checkouts are done on Program/Plan stack in order to record that a student has applied for Graduation or to notate that changes to the students graduation status have occurred.
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	1)

Enter the 9-digit ID number for the student in the search navigation.
2)

Click  [image: image7.png]



3)

This will bring up the [image: image8.png]


 tab
4)

Verify that the student’s Status is Active in Program and correct Program Action is displayed. Actions such as WADM, WITH, or DISM, should not have any Degree Checkout updates/changes.
5)

Once verification has been completed that the student is eligible for a Degree Checkout update add  a row by clicking the [image: image9.bmp] on the student program tab
*Do not select Save until all information on all tabs has been entered*
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	1)

Verify that you are now on the most current row of data by checking the effective date field. 
2)

Enter in the program action field an action code of DATA. You will also need to choose an Action Reason, for the Graduation Check we will use the Action Reason of RUPD (Update Degree Checkout Status).
3)

You will need to choose the appropriate Expected Graduation Term and enter it here on this tab as well, unless it is already entered in which case you will just verify for accuracy.
1)
2)

3)

1)

2)

3)

Now Proceed to the [image: image18.png]‘Student Attributes




Tab.

Insert the appropriate Student Attribute, which for UAS will be, GEVL and the corresponding Student Attribute Value, which will be  RMAJ, in most cases for a first time Grad Check, or EVAL-RUPD, to indicate any updates that might have been done on a Grad Check.  
If the student needs additional Attributes added, you will click on the [image: image19.png]


 in order to add a row on the Student Attribute line.
Proceed to the [image: image20.png]‘Student Degrees




Tab to enter the Degree Checkout Status.
Using the drop down, change the Degree Checkout Stat from Applied to In Review (Liberal Studies Advisors who perform their own Evaluations will use the status of Eval Done)
After you have entered the Degree Checkout Status you may select 
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