Berkeley ‘ Student Information Systems

SIS Job Aid #224

Batch Major Declare

This guide is for staff. It describes how to declare majors for a batch of students in one process.
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Prepare CSV File

1. Create a CSV file. Recommended naming convention: CPP_UPDATE_102419, where the
10/24/19 is the date. For a detailed explanation of CSV files, see Job Aid 225: Create CSV
File.

2. Use 4 columns with no titles on the first row:
Column A = Student ID

o o

Column B = Career
Column C = Career number (usually O for their first CPP stack)
Column D = Academic plan code

Column E = Academic sub-plan code

-~ D a N

Column F = Plan requirement term (if left blank current requirement term
will be preserved)

Warning: Two conditions must be met for the process to complete:

a) The student must be undeclared in the advisor’s school (for example, an undeclared L&S
student can be declared into English, but not into Chemistry )
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b) The Academic Plan Code must be assigned to the advisor (for example, an advisor in
English can only declare English majors).

@0@® Aucsave (D W B B 9v C -+ @ BATCH_MAJOR_TEST_FILE v
Home Insert Draw Page Layout Formulas Data Review View Automate
< A . = O/ . [E] conditional Formatting v @ . p .
D O fiZ Format as Table v
Clipboard Font Alignment Number Cells Editing
fiZi Cell Styles v Plan
Requirement
116 StudentID Career Career Number  Plan Code Sub-Plan Code Term
A B C D E F G
1 30344NHNN UGRD 0 25666V 2242
2 3034NMNN UGRD 0 25666V 2242
3 30344NHNN UGRD 0 250AMU 250AMSAO2U 2245
4 30344NHNN UGRD 0 250AMU 250AMSA02U
5 30344NHNN UGRD 0 15201V
6 S034#NNNN UGRD 0 25201V
7
8 Typo will show up
B as an error later.
10
11

Upload & Run File

1. NavBar > Navigator > CAL Components > Student Records > CPP > Batch Major
Declaration

2. Select Get File.
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Favorites | Main Menu My Homepage Batch Major Declaration

Berkeley QAT
New Window | Help | Personalize Pa

Major Declaration Import

Imported Data

3. Select Choose File.

4. Choose correct CSV file on your computer. The file name will appear. Select Upload.

New Window | Help | Personalize Pa

or Declaration Import

t File File Attachment Clear

Imported Data
[ Choose File N] file chosen
uavrTr IIPUI L

Upload Cancel

File Attachment

Help

Choose File | CPP_UPDATE_102519.csv

Upload Cancel

—

5. Select OK.

Message

File imported, OK to continue. (29000,9)

OK
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6. The contents of the file will be uploaded and displayed. Note: The computer displays
the students in order of their ID numbers. This may not be the order listed in the CSV file.

7. Check the following rows carefully:
a. Name - If there was a typo on the SID, you may find it by reading the names.
b. Status - Check for errors and correct as needed.

8. If needed, select Clear to erase all the rows. Then use Get File to choose a new CSV
file.

9. If needed, you may update individual fields. In our example, the Academic Plan
has a typo. You may type the correct code into the field or use the search icon to

find it.
Berkeley QAT
New Window | Help | Personal
Major Declaration Import
CPP_UPDATE_102519.csv Submit \5“- History
Imported Data
ersonalize | Find | View All | | & First 1-50f5 Last
“Career
o 22 Q IGRD 0 ICLS 2! M Data St B Pending
2 @ Bo Q ing
M ae [ttt | ucis 250AMU |Q DatascienceBA  Pendin g
Look Up Acad Plan
AN
LR Hel Erro ot
Cancel
5 @ o Search Results
View Last

Acade!

Description

mi
Program

Blag o0
psoAMU ucLs  Data Science BA

10.When you are satisfied the data is correct, select Submit.
11.Select OK.

12.The process is now complete. You may View History to confirm.

Warning: Once you Submit, you will not be able to un-do it. You will need to contact the Office
of the Registrar to remove the major.
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Berkeley QAT
New lize Pa

Major Declaration Import

CPP_UPDATE_102519 csv ‘Submt Clear View History

Imported Data

1@ ez Q w UGRD (] ucts 250AMU | Data Science BA Pending

2 0@ o3 Q GRD e 250AMU | Data Science BA Pending 7
3 Q ™ UGRD 250AMU |@ Data Science BA P Message

4 1 UGRD o ucLs 250AMU Data Pending

5 Q Ja JGRD (] ucts 250AMU |Q Data Science BA Pending B o

[ Al data processed. History records updated. (0,0

View History

At any time, you may view a history of all your Batch Major Declarations. You may want to
do this immediately after running the process to confirm that it is complete.

1. Select View History.

Berkeley QAT

New Window | Help | Personaize |

Major Declaration Import

2. Your complete history will be displayed. You may use the search criteria to narrow
down the list or find specific students.
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[Major Declaration History
View Your Major Declation Import History
Search Criteria

Student ID:
Academic Plan:

From Date: 5 To 5

Limit the number of resuits to: 300

Search Clear
Imported Data Personalize | Find | View All | & | 8 4 150f5 (b Las!
User ID Student 1D Student Name Career Car Nbr  Acad Prog  Acad Plan Description Attached File Saved Date/Time
113 2233 Wil UGRD 0 ucLs Data Science BA CPP_UPDATE_:

30314 vy § UGRD 0 ucLs MU Data Science BA CPP_UPDATE_1
3112 30314 Mar UGRD 0 ucLs 250AMU Data Science BA CPP_UPDATE_1
412 30314 Chri UGRD 0 ucLs 250AMU Data Science BA CPP_UPDATE
5112 3032 Jacl UGRD 0 ucLs 250AMU Data Science BA CPP_UPDATE_1

Retum
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