Instructions for Program of study update through SFAREGS

When changing a student program of study please ask the student if this is an addition to their current program or a change to their program. Also please do not change the major of an ESL student without contacting that office to confirm that the student is eligible for regular coursework.


I.
Log into eWeber
· Go to www.weber.edu
· Enter your Wildcat Username in the Wildcat Username box
· Enter your password in the Password box
· CLICK the Submit button

II.
Log into Lynx - inb
· CLICK the LYNX – INB URL
· if you do not have the LYNX – INB URL
· CLICK Content/Layout
· CLICK a tab where you would like the LYNX – INB URL
· CLICK Add Channel in the area and column of your choice
· CLICK the Select a category box and select Channels (links)
· CLICK the go button
· CLICK Lynx-INB in the Select a channel box
· CLICK the Add Channel button
· ENTER your Username in the Username box

· ENTER your Password in the Password box

· CLICK the Connect button

· ENTER SFAREGS in the GO to . . . box and press the “Enter” key
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Entering a new Major





ENTER the current registration Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab


CLICK the Replace button


ENTER the current term (i.e. 201030) in the Catalog Term (PPM 4-2) box


ENTER the Program 


CLICK the search arrow at the right of the Program box


CLICK All Program Codes from the pop-up option list


DOUBLE-CLICK the correct program code from the list


CLICK Save





NOTE: Please do not click the Update, Duplicate, Roll to Outcome, or Apply to Graduate buttons.  Also, do not delete previous records of program of study changes. 
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Entering a new MINOR - Please note that a minor can only be added to an active bachelor degree major.  See page 8 for information on how to determine if a major is active.  Minors cannot be added to applicant majors, institutional certificate degree majors, associate degree majors, or graduate degree majors. The majority of teaching majors require teaching minors.  Contact the major department with questions about adding a non-teaching minor to a teaching major.     


 


ENTER the current registration Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab


CLICK the Field of Study tab


CLICK Record


Insert


ENTER “MINOR” in the Type box


ENTER the Minor


CLICK the search arrow at the right of the Field of Study box


CLICK Attached Minors


DOUBLE-CLICK the correct minor code from the list


CLICK Save





NOTE: Please do not click the Update, Duplicate, Roll to Outcome, or Apply to Graduate buttons.  Also, do not delete previous records of program of study changes. 
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Replacing the current active primary and secondary programs with a single active primary program


Follow this procedure when the student has two current active programs that should be replaced with a single active program.  i.e., the student is currently declared with a primary program of a BA in English and secondary program of a BA in Spanish.  The student wants the BA in Spanish to be the primary program of study and no longer wants a secondary program of study.  Before updating the program of study, determine the appropriate catalog term for the new primary program.  New programs that were not previously declared as the primary or secondary program should be the current catalog term.  Previously declared primary or secondary programs may use the original catalog term.





ENTER the current registration Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab 


LOCATE the current active secondary program using the arrow buttons.  (The current box will have a check, the activity box will say active, and the priority box will say 2) 


CLICK the Replace button


ENTER the term as noted in the  paragraph above under Before updating the program of study (i.e. 201030) in the Catalog Term (PPM 4-2) box


CHANGE the Priority from 2 to 1


ENTER the Program


CLICK the search arrow at the right of the Program box


CLICK All Program Codes from the pop-up option list


DOUBLE-CLICK the correct program code from the list


CLICK Save





NOTE: Please do not click the Update, Duplicate, Roll to Outcome, or Apply to Graduate buttons.  Also, do not delete previous records of program of study changes.





Entering a Dual MINOR - Please note that a dual minor declaration is to be used when the student will finish the requirements for two minors and a bachelor degree major at the same time.  i.e., a BS degree in Social Work and minors in Psychology and Criminal Justice.  Please note that dual minors can only be added to an active bachelor degree major.  See page 8 for information on how to determine if a major is active.  Dual minors cannot be added to applicant majors, institutional certificate degree majors, associate degree majors, or graduate degree majors.  The majority of teaching majors require teaching minors.  Contact the major department with questions about adding a non-teaching minor to a teaching major. 





ENTER the current registration Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab


CLICK the Field of Study tab


CLICK Record


Insert


ENTER “MINOR” in the Type box


ENTER the Minor


CLICK the search arrow at the right of the Field of Study box


CLICK Attached Minors


DOUBLE-CLICK the correct minor code from the list


Repeat steps 6 – 8


CLICK Save





NOTE: Please do not click the Update, Duplicate, Roll to Outcome, or Apply to Graduate buttons.  Also, do not delete previous records of program of study changes. 
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ENTERING A SECOND PROGRAM – Please note that the second program declaration is to be used when the student is working on two separate degree programs.   i.e., an AAS in Computer Science and a BS in Computer Science.  Depending upon the programs, the student may or may not finish both degree programs at the same time.  (When the student graduates, he/she must apply for each degree separately and then is awarded a separate diploma for each degree.)   





Follow these steps when you wish to add a second program to the student’s existing current program of study.  If the first program is not correctly declared, then follow the steps on page 2 to declare the first program.  Then follow these steps to add the second program.





ENTER the current registration  Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab


CLICK Record


Insert


ENTER the current term (i.e. 201030) in the Catalog Term (PPM 4-2) box


ENTER the Program 


CLICK the search arrow at the right of the Program box


CLICK All Program Codes from the pop-up option list


DOUBLE-CLICK the correct program code from the list


CLICK Save





NOTE: Please do not click the Update, Duplicate, Roll to Outcome, or Apply to Graduate buttons.  Also, do not delete previous records of program of study changes. 
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Entering a DUAL MAJOR - Please note that the dual major declaration is to be used when the student will finish the requirements for two majors within one degree at the same time.  i.e., a BS degree with majors in Social Work and Psychology or an AAS degree in Computer Engineering Technology and Electronic Engineering Technology.  (When the student graduates, he/she applies for one degree and then will be awarded one diploma with both majors listed on the diploma.)





ENTER the current registration Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab


CLICK the Replace button


ENTER the current term (i.e. 201030) in the Catalog Term (PPM 4-2) box


ENTER the Program 


CLICK the search arrow at the right of the Program box


CLICK All Program Codes


ENTER “% DUALMJR%” in the Find box 


CLICK find


DOUBLE-CLICK the correct DUALMJR program code from the list


CLICK the Field of Study tab


ENTER the First Major


CLICK the search arrow at the right of the Field of Study box


CLICK Attached Majors/Departments


DOUBLE-CLICK the correct major code from the list


CLICK Record


Insert


CLICK in the Type box and ENTER “MAJOR” (without the quotes)


ENTER the Second Major


CLICK the search arrow at the right of the Field of Study box


CLICK Attached Majors/Departments


DOUBLE-CLICK the correct Major code from the list


CLICK Save





NOTE: Please do not click the Update, Duplicate, Roll to Outcome, or Apply to Graduate buttons.  Also, do not delete previous records of program of study changes. 
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is the program of study active?





ENTER the current registration Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab


LOCATE the Current check box and Activity box.  If the check box is checked and the activity box says “Active”, then the Program of Study is currently active.  If the check box is unchecked, and the Activity box reads “Active” or “Inactive”, then the program of study is not active.  
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Entering a PRE-PROFESSIONAL MAJOR – Please note that Pre-Professional majors or programs do not lead to a degree.  The codes exist to keep track of students participating in these programs.








ENTER the current registration Term (i.e. 201030)


ENTER the student’s ID


CLICK Next Block


The Student Term and Curriculum tabs should activate


CLICK the Curricula tab


CLICK the Replace button


ENTER the current term (i.e. 201030) in the Catalog Term (PPM 4-2) box


ENTER the Program 


CLICK the search arrow at the right of the Program box


CLICK All Program Codes


DOUBLE-CLICK the correct Pre-Professional program code from the list


CLICK the Field of Study tab


ENTER the Major


CLICK the search arrow at the right of the Field of Study box


CLICK Attached Majors/Departments


DOUBLE-CLICK the correct major code from the list


CLICK Record


Insert


ENTER “CONCENTRATION” in the Type box


ENTER the Concentration


CLICK the search arrow at the right of the Field of Study box


CLICK Attached Concentrations


DOUBLE-CLICK the Concentration code from the list-the concentration listed will be the same as the Pre-Professional program major that was selected in step number 7


CLICK Save





NOTE: Please do not click the Update, Duplicate, Roll to Outcome, or Apply to Graduate buttons.  Also, do not delete previous records of program of study changes. 
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