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All SGS Students: Request Changes to Your Official Planned
Program of Study

Concept

This business process demonstrates how a continuing graduate student can request changes to an
official Planned Program of Study.

Students enrolled in the School of Graduate Studies will use the My Program functionality of SIS
to create and manage their Planned Program of Study (PPOS). Students in the MS in
Anesthesiology and Master's of Management and Engineering do not have a PPOS, and
consequently will not use the My Program functionality.
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Procedure

Use the Request Changes to Your Official Planned Program of Study process to request changes
to your Planned Program of Study in SIS.

IJNIVERSI

@J LCASE ‘\fVESTER]I}IYIQ“:SERVE

st 1826

Student Information System Sign In

OROK R KR OKOK WARNING O EORROKROK

You are about to access a private system. Unauthorized access to or
use of this system (including misuse of the data herein, modification
of the data, use of the system for illegal purposes) is strictly
prohibited. Unauthorized use and users may be subject to criminal
prosecution under the law and are subject to discipline under
University policies.

Office of the Registrar MyCase Portal ERP SIS Project

Done %4 Local intranet: F 0% v

Step Action

1. On the Student Information System Sign In page, enter your Case Network ID into
the User ID field.

Enter the associated password into the Password field.

Click the Sign In button.
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¥ Other Academic Links

Blackboard
MadizVision Coursevars

~ Other Financial Links
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% Local intranet F 0% v

Step Action

4. The Student Center appears.

Click the Plan link.
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WA CASEWESTERN RESERVE
il UNIVERSITY

B0 j$$

L€
>
~
Mary Clark et  &® il
Search Plan W Enroll ]( My Academics ]
| my program l my planner I shopping cart I course history |
My Planner
Select | Course Description Units|
D ARTH 400 Childheod Through Art 3.00
D ARTH 402 Buddhist Art in Asia 3.00
| ARTH 406 History of Indian Sculpture 3.00
[ ARTH 428 Grask Sculpture 3.00
Move selected courses to Term ¥ move |
~ Spring 2009
Select Course Description Units
D ARTH 432 Art & Arch of Ancient Italy 3.00
D ARTH 433 Graek & Roman Painting 3.00
[l ARTH 434 Art & Archasology of Greece 3.00
D ARTH 512 Seminar in Ancient Art 3.00
Move selected courses to Term v| move |
~ Fall 2008
Select Course Description Units
D ARTH 4532 Sixteenth Cantury Italian Art 3.00
[F] ARTH 461 Dutch/Flemish 17th Can Paintng 3.00
D ARTH 4914 Visual Arts & Museums:Intern 1.00 |
[ @+ Trusted sites H100%

Step

Action

The My Planner tab appears.

The official PPOS that was approved by SGS appears on this screen.

Please note: If you are a student who is new to SGS, please see the document

called New SGS Students: Create a Planned Program of Study.

Click the my program tab.

[ my program |
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WA CASE WESTERN RESERVE
1.\.(\\\:”1)\ 26
L3

Home Add to Favorites Sign out
~
Mary Clark ~® =1
Search Plan ]( Enroll Wf My Academics W
| my program I my planner I shopping cart l course history |
My Program of Study
Program: ARHMA & Art History (MA) ** Current version of Planner
Approval History
Version: -1 b
erston Status Updated By Date/Time
Status: Approved Mew Mary Clark 05/29/08 3:57:13PM
Submitted for Approval | Mary Clark 05/29/08 4:19:16PM
Pending Final Approval Lande Calrissian 05/29/08 4:36:04PM
Approved Brandon Bowman 05/29/08 4:37:36PM
REQUEST CHANGES TO MY PROGRAM |
~ Fall 2008
Course Description Units |
ARTH 400 Childhood Through Art 3.00 ||
ARTH 402 Buddhist Art in Asia 3.00
ARTH 406 History of Indian Sculpture 3.00
ARTH 428 Greek Sculpture 3.00
~ Spring 2008
Course Description
ARTH 432 Art B Arch of Ancient Ttaly 3.00
ARTH 433 3.00
ARTH 434 Art B Archaeology of Greece 3.00
ARTH 512 Seminar in Ancien it Art 3.00
~ Fall 2009 A
[ @+ Trusted sites F 0% v

Step

Action

The My Program tab appears. This tab also contains your PPOS as it was last
approved by SGS.

At the top of the screen is the Program dropdown list. By default, it displays the
program in which you are currently active. If you have been active in more than
one Program in the School of Graduate Studies, then you may have more than one
option from which to choose in the Program dropdown list.

The Version dropdown list indicates the version of the online PPOS that you are

currently using. You can look at past versions of your PPOS by selecting a
version from the dropdown list.

The Status field displays Approved, because this is the last SGS-approved version
of your PPOS.

The Approval History table shows the dates and approvers of the official version
of your PPOS.

10.

The label **Current version of Planner appears on the version of the PPOS that
is approved by SGS and currently displaying on your Planner tab.

11.

To change your PPOS, click the Request changes to my Program button.

| REQUEST CHANMGES TO MY PROGRAM |
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Step Action

12. A new version number appears in the Version dropdown box.

The last approved version of your PPOS copies to the new version to serve as your
starting point.

13. You can both add and delete courses from your PPOS.

To add courses to your PPOS, click the Browse Course Catalog button.
|BRDW5E COURSE CATALDq

Home Add to Favorites Sign out

I CAsEWESTERN RESERVE
T NIVERSIT ‘r\ &
»

Mary Clark R

Search Plan ]f Enroll Wf My Academics W
| my program || my planner II shopping cart Il course history |
My Program of Study
Browse Course Catalog

Course Search Criteria

Course Subject select subject

Effective Term
Search Plan Enroll My Academics
My Program My Planner Shopping Cart Course History
) )

Done [ @« Trusted sites H100%

Step Action

14. The Browse Course Catalog screen appears.

Enter the desired course subject code into the Course Subject field. Or, click the
select subject button for an alphabetized list of course subject codes.

15.
Click the Search button.

SEARCH
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CASEWESTERN RESERVE
RN vVERSITY 826 Home Add to Favorites Sign out
=
~
Mary Clark goto .. v|® e
Search Plan ]f Enroll Wf My Academics W
| my program || my planner II shopping cart Il course history |
My Program of Study
Browse Course Catalog N |
Course Search Criteria
Course Subject __selectsubject | [arTn At History
Effective Term
ADD TO PROGRAM
% ARTH - Art History
Select | Course Nbr |Course Title
L4} 101 Art History I: Pyramids to Pagodas
B 102 Art History II: Michelangelo to Mapplethorpe
O 104 Introduction of Asian Art
Orpheus to Rock-and-Roll--The Sight of Music in
O 200 the History of Art
O 202 The Arts of Asia
3] 2z0 Jewish Traditional Art and Architecture
B 226 Introduction to Greek and Roman Art
L4} 227 Ancient Cities and Sanctuaries
® 228 Ancient Greek Athletics
O 240
3] 250 =
[ @« Trusted sites F 0% v

Step Action

16. All courses listed under the subject appear. Scroll down the page to see graduate
level courses and review your choices.

17. Click on a course title to see the course description.

italian Art of the 15th Century]
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NI RS 1T 5 Home Add to Favortes. Sign out
o _Sign out
Mary Clark v|®
My Program of Study
Course Detail
ARTH 452 - Ttalian Art of the 15th Century
Course Detail
Career Graduate view class sections
units 2.00 __sddtoprogram_ |
Grading Basis Graded T:\Ei’sr:au:ﬁiliﬂs;qri?;r(sj
Course Components Lecture Required Zprig 2009.
Description
The early 15th century in Florence, civic humanism, the sculpture of
Ghiberti an onatello, the pa nternational
::,:j\eﬂi‘: pai g, the art of Uce: ca, Mantegna,
Offered as ARTH 252 and ARTH 452.
Return to Browse Course Catalo
goto ~|®
Done [ @« Trusted sites H100%
Step Action
18. The Course Detail screen appears. It includes the class description and grading
scale as indicated in the course catalog. If the class has been scheduled in a
current or upcoming semester, click the view class sections button to see when it's
scheduled.
You have the option of adding the course to your PPOS directly from this page by
clicking the add to program button. You can also add it from the browse course
catalog page.
If the course is already in your PPQOS, you will see the message "This course is in
your program under Term(s)....".
19.
Click the Return to Browse Course Catalog link.
F.eturn to Browse Course Catalcg
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CASEWESTERN RESERVE
R UNIVERSITY i Add to Favortes
=
= sz HiStory or ernnts sno enntmaking -
B 398 Independent Study in Art History B
L4} 293 Honeors Thesis
O 400 Childhood through Art
O 402 Buddhist Art in Asia
3] 403 History of Far Eastern Art
B 404 Art of West Africa
L4} 405 The Art of Indis
O 406 History of Indian Sculpture
O 428 Greek Sculpture
3] 432 Art and Archaeclogy of Ancient Italy
B 433 Greek snd Roman Painting
L4} 434 Art and Archaeclogy of Grescs
O 440 Issues in Non-Western Art
O as0 Issues in Medieval Art
3] as1 Late Gothic Art in Ttaly
B 452 Itslian Art of the 15th Century
L4} 453 Sixteenth Century Italian Art
O 456 Italian Renaissance an d Barogue Sculpture L |
O 460 Renaissance Art in Northern Europe
3] a61 Dutch and Flemish 17th Century Painting
B 462 Issues in Renaissance Art
L4} 465 Issues in Bsrogue Art
O 467 17th and 18th Century French Art
O 474
4] 473
B 480 Abstract Expressionism snd Its Aftermath
™ P, M
[@ + Trusted sites H100%

Step Action

20. To select a course from the course catalog to add to your PPQOS, click on its
checkbox in the Select column.

Select as Many Courses as necessary.

21. When you are done selecting courses, click the Add to Program button.
| ADD TO PROGRAM |

22. A confirmation message appears that displays the courses added to your program.

Click the my program tab.

| my program |
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(CASEWESTERN RESERVE
RN VERSITY 826 Home Add to Favorites Sign out
=
~
Mary Clark v|® 5
Search Plan i Enroll I wyacsdemics |
| my program I my planner I shopping cart l course history |
My Program of Study
Program: | ARHMA ™| Art History (M)
Approval History
Version: -2 b
erston - Status Updated By Date/Time
Status: Mew MHew Mary Clark 05/29/08 4:43:48PM
SUBMIT FOR APPROVAL
Add courses to this version of Program using: BROWSE COURSE CATALO"d
Delete this version of Program: DELETE ALL
~ Unassigned Courses
Select Course Description Units | Delete
D ARTH 452 Italian Art of the 15th Cent 3.00 m
[F] ARTH 480 Abstrct Express Its Aftermath 2.00| [
Move selected courses to Term v| move |
~ Fall 2008
Select Course iptie Units | Delete
|l ARTH 400 Childhood Through Art 2.00|M
D ARTH 402 Buddhist Art in Asia 3.00 m
F ARTH 408 History of Indian Sculpture z.00| [
"] ARTH 428 Graek Sculpture 3.00| [
v
[ @+ Trusted sites F 0% v

23.

The My Program of Study screen appears. The courses that you just selected
appear under the Unassigned Courses section, because they have not been placed
into terms.

24.

To move the courses into terms, select a course by clicking in its checkbox in
the Select column.

Select all the courses that you want to group together in a term.

=

25.

Click the Move selected courses to Term dropdown list.
I |

26.

Select the term to which you want to move the courses.

[Fall zo11 ]

27.

Click the move button.

Page 10
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W CAseWESTERN RESERVE
RN VERSITY Az Add to Favores
=
|
Mary Clark (oo #® W
Search Plan ][’ Enroll W[’ My A i W
| my program I my planner I shopping cart l course history |
My Program of Study
Pragram: art History (MA) |
Approval History
Version: -2 he
erston - Status Updated By Date/Time
Status:  New = |Mary Clark |05/29/08 4:43:48PM
SUBMIT FOR APPROVAL
Add courses to this version of Program using: BROWSE COURSE cnmoj L
Deleta this version of Program: DELETE ALL
&/ ARTH 452, ARTH 432 have been moved to Spring 2008.
~ Spring 2008
Selact | Course Description Units| Delete
D ARTH 452 Italian Art of the 15th Cent 2.00 m
7] ARTH 432 Art B Arch of Ancient Ttaly z.00| [
Move selected courses to Term v| move |
~ Fall 2008
Select Course Description Units | Delete
O  |arTH 400 Childhood Through Art a.00|M
O  |arTH 402 Buddhist Art in Asia BN |
= PR, e oo - oo ) L]
[ @+ Trusted sites H100% -

Step Action

28. A confirmation message appears on the screen. It lists the courses and the term to
which they were moved.
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WA CASEWESTERN RESERVE
U!\‘I\'\ RSIT 1{ ]

=
~
Add courses to this version of Program using: BROWSE COURSE CATALDﬂ
Delete this version of Program: DELETE ALL
T Fall 2007
Select | Course Description Units| Delete
] EPEI 431 Statistical Methods 1 2.00| T
0 _— Geomorphology & Remote .00 @
Sensing
F GEOL 421 Hydrogeology s.00| T
IF] UNIV 400A Prof Davalopmant for Grad TAs i}
Move selected courses to Term v| move |
~ Spring 2008
Select | Course Description Units| Delete
¥ GEOL 509 Seminar/Graduste Research oo
[ GEOL 512 Spacial Readings in Geology 00| T
i GEOL 651 Thesis M.8. .00 T
Move selected courses to Term v| move |
Select |Course Description Units| Delete
il BIOL 251 Principles of Ecology s.00| T N |
IF] GEOL 330 Geophysical Field Mthds & Lab .00 T
¥ GEOL 336 Aquatic Chemistry 400
Move selected courses to Term v| move |
~ Spring 2009
Description ~
JFai) % Local intranet: F 0% -

Step

Action

29.

IMPORTANT: If a course with variable credit is added to your PPOS (for
example, a Thesis), the units default to the minimum units a student can

take. Please review courses with variable units and indicate the appropriate
number of units where applicable.

30.

To change the units for a course with variable credit, delete the contents of the
Units field and enter the appropriate number. The SIS will format whole numbers

with two decimal places.
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CASEWESTERN RESERVE
L UNIVERSITY B2 Home Add to Favorites Sign out
=
~
Mary Clark (oo ~® il
Search Plan I Enroll I wyacsdemics |
| my program I my planner I shopping cart l course history |
My Program of Study
Programs | ARHMA M|  Art History (MA)
Approval History
Version: -2 b
erston - Status Updated By Date/Time
Status:  HNew Hew Mary Clark 05/29/08 4:43:48PM
SUBMIT FOR APPROVAL
Add courses to this version of Program using:  BROWSE COURSE CATAL:)":I
Delete this version of Program: DELETE ALL
~ Spring 2008
Select |Course Description Units| Delete
D ARTH 452 Italian Art of the 15th Cent 3.00 m
F] ARTH 432 Art B Arch of Ancient Ttaly z.00| [
Move selected courses to Term v| move |
~ Fall 2008
Select Course iptie Units | Delete
[0 |arTH 400 Childhoed Through Art 3.00| [
D ARTH 402 Buddhist Art in Asia 3.00 m
|| ARTH 406 History of Indizn Sculpture z.00| [
O ARTH 428 Greek Sculpture. 3.00| [
v
N v
[ @+ Trusted sites F 0% v

31.

To remove a course from your PPOS, click the "garbage can™ Delete button.

32.

To remove all courses from this version of your PPOS, click the Delete All button.

DELETE ALL

33.

When the PPOS is ready to be submitted, click the Submit for Approval button.

Please note: There is no Save button. The PPOS saves automatically. You do not
have to click the Submit for Approval button to save changes.
| SUBMIT FOR APPROVAL ||
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MUNIVERSITY 5 Home Add to Favorites Sign out
=
New Window | Help | &,
This version of your Planned Program of Study cannot be changed once you submit. (27000,60)
Ifyou are sure itis Complete, press OK; otherwise CANCEL and continue with your updates
OK Cancel
Done & Local intranet H100% -

Step Action

34. A confirmation screen appears.
Click Cancel to go back to your PPOS and continue making updates.

Click the OK button to submit your PPOS.

Page 14 Last changed on: 6/13/2008 12:54 PM




Business Process Document

I Csi WsTERN RESERVE Planned Program of Study Processes: All SGS
' ' Students: Request Changes to Your Official Planned
Program of Study

Home Add to Favorites Sign out

A C e WESTERN RESERVE
1\.(\\\;~!1w\ b
=

Mary Clark T — O .
search Plan 1 Enroll I myacsdemics |

| my program I my planner I shopping cart l course history |

My Program of Study

Program: | ARHMA (™| Art History (M&)
Approval Histor
Version: L )

Status Updated By Date/Time

Status:  Submitted for Approval |New Mzry Clark 05/25/08 4:43:48BM
Submitted for Approval | Mary Clark 05/29/08 6:11:37BM

Description
ARTH 452 Ttalian Art of the 15th Cent 3.00
ARTH 432 Art B Arch of Ancient Italy 3.00

Course

Course Description
ARTH 400 Childhood Through Art 3.00
ARTH 402 Buddhist Art in Asia
ARTH 406 History of Indizn Sculpturs 3.00
ARTH 428 Greek Sculpture

Course Description
ARTH 480 Abstret Express Its Aftermath 3.00
ARTH 433
ARTH 424
ARTH 512

3

Done:

[ @+ Trusted sites H100%
Step Action
35. The My Program tab refreshes. The Approval History table shows that the PPOS
was "Submitted for Approval." You cannot make any additional changes to the

PPOS at this time.

SIS sends an email to your program advisor, telling him/her that a PPOS has been
submitted by you for approval.

The last approved version of your PPOS will remain your official PPOS until a
revised version is approved by SGS.

;@ When your advisor makes a decision regarding your revised PPOS, it
will be reflected in the Approval History table. You will receive an
email from the SIS when a decision has been made.

o If your advisor approves your PPOS, then it goes to the School
of Graduate Studies for final approval. If the PPOS is denied by
your advisor, it does not get forwarded to the SGS.

e Once the SGS has made a decision regarding your PPOS, it will
be reflected in the Approval History table. You will also receive
an email from the SIS telling you that a decision has been made.
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Step Action

36. This completes the process of requesting changes to your official, online Planned
Program of Study.
End of Procedure.
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