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Adding a Minor or Concentration

REVISION HISTORY
Date Name Description

10/5/18 Gabby O. Banner 9 Upgrades

INTRODUCTION AND PURPOSE

The purpose of this document is to explain how to add a minor or concentration to a major (program) in SFAREGS and SGASTDN.

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES

Undergraduate 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.

Curriculum 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 Curriculum 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.
Concentrations for graduate students are managed by the departments. Graduate students do not have minors.

IMPACTED DEPARTMENTS, UNITS, PROGRAMS, AND CENTERS

L o N oL he 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 Public Policy

Graduate School of Education

School of Medicine Academic Affairs

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.
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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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PAGES

The pages listed below are covered in this training.

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. Goto 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 Box: the most current record will show.

x Gonerl Stdent SEALTIIN 02 b (FPRIME) Baoo BecTRoe  dhREaTED B TOOL

Get Staried: Fill out the fields above and press Go

5. Click Go.
6. Under Curricula Summary/Field of Study Summary: make note of all the major(s) (program(s)), the priority number(s),
minor(s), and concentration(s).
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7. New Term: If the new term equals the effective term of the Major (Program) change, you can skip to step 11. If not, a new
effective term will need to be created.

8. New Term Field: click on the search button and the Options List will appear with choices.

9. Click Create New Effective Term and a Blank New Term will open.

Bao Rrmer  fArmse $Frous

Curncuts ' Actuites Ve Comments Alstems Status,
= GENERAL LEARNER = =2 i)
Radiian CA Re
e Avse
Sop
Recard 1 of 3
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Recoed 1 af
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imsonty Tarm Type Field of Sty Department Attactied i Major
1 201810 tapar Pusis Policy Livarai Studies Program

Recoed 1of 1

10. In the 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. Confirm you are viewing the Curriculum to which you want to attach the Minor or Concentration.
13. Click Duplicate to copy the existing curricula.

X Genersl Studerd SCASTON 9.3.3 (PPROXE) Bao B reReve  Jrmaen B Toos

I :v: 201020 View Cumtentctive Cumcus: T

Commiculum | Fiekd of Study
~ CURRICULLM nsert Bl Oeleie " ooy | V. FEer
Roll 1o
ot T Eind Tarm Description Catalogg Trrm Eataborg Trrm Deacrigtion Brinety | Gradusten Lequerce
99 201810 Winter 2018 201830 Summer 2018 201810 Winser 2018 1

Rocord 103

= FIELD OF STUDY o =
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Adding a Minor or Concentration

14. Click on the = icon to enter the Field of Study Tab.
15. Click Insert on the right hand side.
16. Banner automatically fills in the Activity, Status, Term, and Catalog fields.

STt or stuor [EE P T RAT
AL Concontranons Macivate

Cursent Activity Statun Term T Trpe Descrigtion Pracuity Catalog End Term
|NPROGRESS 01240 MAICR Maior

|+ | INPROGRESS 201340 01810

Feslod

Record 2 of 2

17. Type: Select either Minor or Concentration based on what you are adding.

18. Ensure that there is a number 1 in the Priority field. Each field of study must be assigned a priority number and there cannot
be two of the same type with the same number. For example, if the student should have two minors or concentrations, the
priority number of the 2"¢ minor or concentration will be 2 or higher.

19. In the Field of Study do either of the following:

a. Typeinthe code (if you know it), Save, and review in SGASTDN -or-
b. Click the Search Button and the Option List Box will appear.
c. For Minors, select Attached Minors; for Concentrations, select Attached Concentrations.

Option List % [} Option List x®

All Minor Codes All Concentration Codes

Attached Minors Attached Concentrations

FOR MINORS

20. When the Attached Minors Box opens, scroll down the list and select the minor. If you know the Minor code, you can type it
in. You can also use the Criteria feature to search codes with the percentage sign and OK button.
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Descnption

POSC Political Sclenca

Record 10f1

Cancel

21. The Field of Study for the Minor has been

added.

a. Note: You do not need to fill in the department code.

Adding a Minor or Concentration

¥ e
tratons
Status Term Type Typre Doracripsom Priority Catalog Eod Term
INPROGRESS 201540 MAJOR Mayer 20181
LPROCEERS 207840 MINOR Mince 1. 201810
Fawal Science L)
L]
Rolled
Fscord 2042
22. Save.
B
wasons || inaciva
Axtvity Slatuy Term Troe Type Descriplon Prony. End Term
|AamvE | mPROGRESS 201040 MAIOR Major
ACTIVE INPROGRESS 201340 MINOR Minos
. Pubic Polcy
Departen! | LBST - Liberal Studies Program
Rothed

Record 10f 2

FOR CONCENTRATIONS

1. When the Attached Concentrations Codes box opens, scroll down the list and select the concentration. If you know the

Concentration code you can type it in. You can also use the Criteria feature to search codes with the percentage sign and OK

button.

Attached Concentrations %

Criteria [ Q

Conc

HSG1
HSG2
HSG3
HSG4
HSG5
HSGB
HSGT
HSG8
HSG9

Description
United States

Europe (1400-1815)

Europe (1789-present)

Latin America

England

Russia (1801-present)
Ancient and Medieval
Europe

Asia, Africa, and Middle East

Eff Term Code
D00Co0
000000
000000
000000
000000
000000
000000
000000
000000

Attached to | Conc Rule Major
Major | 311 HIST -
Major 312 HIST
Major 313 HIST
Major 314 HIST
Major 315 HIST
Major 316 HIST
Major 37 HIST
Major 318 HIST
Major 319 HIST

Record 1 of 10

e
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2. The Field of Study for the Concentration has been added.
a. Note: You do not need to fill in the department code.

| P Actiity Type Type Description Prioegy Catalog End Term
MAJCR Majer
CONCENTRATION Contentration
[] Asia, Afica, and Middie Easi L]
m

- | Histary Finded

Rscord 2of 2

3. Goto SGASTDN, Learner tab, to review that the desired Minor or Concentration has been added.
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PROCEDURES - SFAREGS

Note: Minor & Concentration changes are done in SFAREGS if the student enrollment preparation has begun for the term of change
(this traditionally occurs at the end of 4t week) 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.

Genend Sludent SEASTON 0.3 5 (PPRINE) Bao  BecTREVE  dhRoATED  BETC

Torm: | View CurrenuActive: [

Curricula

Get Staried: Fill out the fields above and press Go

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

Bao Bremes SArmamn foos

= GEWERAL LEARNER Einseri Dl Dokete Mmooy | . Fiter
From Term  S01840 o Term
| BN ... | Fall 2018 Frendunce |7 +=+ | Confirmed CA Resdent
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W« Record 1ol 10
CURSICULA SUMMARY - PRIMARY . . . . ] =] T
Prspaity Term Program Catalog Level Campuy College Degree Emad Outcome Key Admession Type Admisyion Maanculation Stwdent Type Raste
1 201840  BAm Language 200640 | Undergraduste Rrverside Hurnandes, Adts. an Bacheior of Arts. 2NB40
Record 1011 |
“FeLDOF STUOY SURRY B Boes ooy | Frae]
| Praoeity Term Type Fatld of Sudy Uepartmant Aftached 1o Magor
1 201840 Major Language Litaratires & Languages
Record 1of 1
8. Go to SFAREGS.
9. Term: Enter the Effective Term of the minor or concentration change.
10. SID: The student’s name will automatically populate.
Bl swoent Course Mograation SEAREGS 935 (PRRDXE) Baoo Beoreor Ao 8 roos
owe: (0716201 ] Hales: &
Viirw CisrmentiActive: Print Ba:
Cuamcula

Pring Schadula: [

Get Staried: Fill out the fiekis above and press Go

11. Click Go.
12. Navigate to the Curricula into the Curriculum/Field of Study Tab.
13. Confirm you are viewing the curriculum to which you want to add the Minor or Concentration.

14. Press Duplicate: inserts new curriculum and duplicates curriculum to change.

Gonaral Student SEASTDN 9 1 (PPROXE) Baon Brwes MArsaen foos
P — [ iow ]
(Ul Cumeuis SUlen Acttes Veson o Comments Status,
[——r———p—
~ CURRICULUM Besert Bosen Tacoy ¥ Fee

Replaco Update Rl 20 Cuicom Apply to Graduato
Comrent | Activity Ky Senquence Tarm Description En Teem Erel Term Deserigtion Caitnlog Term Camieg Teem Descripnaa Priarmy Gruamian Senuence
TEE o9 201780 Fall 2017 201620 Fall 2016 1
W4 [o2k M = Record 1 of 2

[ e R

Frogrem  BA-PSYC - Humanities, Arts, and Sot Sei

Campus C

~ FELD OF STUDY = 2 "

15. Click on the = icon to enter the Field of Study Tab.
16. Click Insert on the right hand side.
17. Banner automatically fills in the Activity, Status, Term, and Catalog fields.
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= rieLo oF stuoy Graen @0oike TmCopy V. Fimer
Aflachoed Concentrabansg WD

Status. Torm Type Type Description Pricaity Catalog Endd Term

INPROGRESS 201840 MAJOR Maior 1 200540 I

INPROGRESS JO1B40 . | Concantrabion 1200640
—_— — —_— —

Record 20f2

18. Type: select either Minor or Concentration based on which you are adding.

19. Ensure that there is a number 1 in the Priority field. Each field of study must be assigned a priority number and there cannot
be two of the same type with the same number. For example, if the student should have two minors or concentrations the
priority number of the 2"¢ minor or concentration will be 2 or higher.

20. In the Field of Study, either:

a. Typein the code if you know it or
b. Click the Search Button and the Option List Box will appear.
c. Save.
21. For Minors select Attached Minors and for Concentrations select Attached Concentrations.

Option List ¥ | Option List ®

All Minor Codes All Concentration Codes

Attached Minors Attached Concentrations

FOR MINORS

22. When the Attached Minors box opens, scroll down the list and select the minor. If you know the Minor code you can type it
in. You can also use the Criteria feature to search codes with the percentage sign and OK button.
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Critenia
Coce Description
AFST African Amarican Studies

AHS Art Hestory

23. The Field of Study for the Minor has been added.

a.

= FIELD OF STUDY

ARached Goncentrations

Note: You do not need to fill in the department code.

States

201840

Record 1.0f 84

Trpe Deacripion
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D esert Doeiess Macepy | V. Fmer

Ered T

1 200640

24. Save.

Record 30f 3

FOR CONCENTRATIONS

25. When the Attached Concentration Codes box opens, scroll down the list and select the concentration. If you know the
Concentration code you can type it in. You can also use the Find feature to search codes with the percentage sign and Find

button.

Attached Concentrations ®

Conc | Deseription

Criteria

Eff Term Code

CHN  Chinese 000000
GRK  Greek 000000
ITLN  ltalian 000000
JPN  :Japanese 000000
LATN :Latin 000000
LING :Linguistics 000000
LNG2  Two Foreign Languages 000000
LNG3 | Three Foreign Languages 000000
LNGX _ Languages:Graduate Prepar._. - 000000

26. The Field of Study for the Concentration has been added.

a.

Note: You do not need to fill in the department code.

Attached to

Major
Major
Major
Major
Major
Major
Major
Major

Major

Conc Rule Major
447 LANG
448 LANG

1359 LANG
450 LANG
451 LANG
452 LANG
445 LANG
446 LANG
444 LANG

v
Record 1 6f 9

=D B
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~ FIELD OF STUtY

B wasn Biouen ey V. fmm |

I [ Afsched Goncertrations | [ Inactivate

Term Type Type Descripticn Friseiry Cotaiog End Term

201848 MAJOR Major

201040 CONCENTRATION Concentrabion
[m
=
e
Record 2042
G inen Bouew iy Y. faw
| [ Ahached Cancentrations. || inacivate |
| Coment Activizy sy Tesm Trpe [y — Friceity End Term
201840 MAJCR amgar

201840

Conceatration

| Language
- Litarstures & Languages

Findled

Record 1042 §

B v Basann 8 oo

~ GEWERAL LEARNER Brsert Doekrs Macopy T Fmer

From Term 207840 ToTem  859R8%

[ | - | e 2018 Aesoerce [A || Contrmed CA Rasident

Sudent Stabis (A5 || Ace Fan Assessmant
- Rate
[+r] Continsing [ Sanicr
Alion (Pormanant) Rosidedt
Recoed 1 of 10
[-E T ¥,
Ccomieg | Level Tcampu Coege Drgree e ucemekey  Anmeven Type namission [res— Smsem Type I
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FINAL QUIZ

1. If the New Term on the General Learner record does not equal the term of the curriculum change you need to create a new
effective term. TRUE
To add a minor or concentration you need to click on Duplicate under Curriculum. TRUE
When selecting minors or concentrations using the search arrow you should select All Minor Codes or All Concentration
Codes. FALSE
a. You should select Attached Minors and Attached Concentrations. This ensures that only valid combinations are
used.
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