ADVISORS’

QUICK GUIDE

The intent of this document is to provide Advisors an easy reference for
using UMdegree to assist with registering students.
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Login to myMemphis Portal

Go to: http://my.memphis.edu and log in using your UUID and password

Step 1: Click on the Advising or Faculty tab — if you do not see either of these tabs, contact your
Dean or Dean’s designee to fill out the proper access form
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For detail instructions review the UMdegree Instruction Manual:

http://www.memphis.edu/umdegree/pdfs/undegree manual 18advx.pdf

Step 1: Locate the UMdegree channel, click the UMdegree logo
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plug-in, you can download one using the following link: report never attended or stopped attending students on your
-Or- final grade roster during grading. Once opened, the web will
Last Name: Download Java Plug-In remain available for non-attendance reporting through the
K L P, end of each part of term, However, early reporting of
First Name: 7 students who never attended during the first two weeks of
the term facilitates Financial Aid processing for these
#student Padvisees HBotn  Hal My Banner 888| | o
- /.
ZZ :
UMdegree M R 1=1%] _IMy Banner . J
- < Course Catalog/Schedule el - x}
Reports el -] %] «+ Course Catalog
« Class Schedule
~ J
UMdegree yperion
By jogging In, You AQILE 0 the Miliowing conations:
Degree Audit Tool for Undergraduate Students . Information in the Univers M3 15 rotected by fecaral prvacy
want help planning for graduation? Unsure about the Aot it i ey ave ciete an authortzed task.

Step 2: Enter the student’s UID (Banner Uxxxxxxxx number) press enter
or search by name by clicking on the ‘Find’ icon and entering First name and Last name
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http://my.memphis.edu/
http://www.memphis.edu/umdegree/pdfs/undegree_manual_18advx.pdf

If the student information is not displayed, they have not been admitted or readmitted
refer them to the Admissions Office.

uﬁdegree

A Help
Find |Student ID 4 4 NHame kbl Degree Major
worksheets Planner Notes Patitions GPA Calc

Worksheets Verification:

Step 1: Click on the ‘Worksheets’ tab if not automatically displayed. Click on the ‘Process New’
button. This is like a refresh button that tells the program to process all new information that
may need to be updated to the program.

Uﬁdegree

\ FAQ [ Help [ Prin|
Find StudentID 4 « Name | Degree  Major Classification | Last Audit

&g | I | . | B :EI%Pre Nursing |Sophomore | |08/19/2013

Worksheets Planner Notes Petitions Exceptions GPA Calc

Format: [¥] inchece in-progress classes
eets > Student View E| View Process New i s Class History

UOM DegreeWorks

a) Program: Degree, Major, and Concentration
If not correct, complete an Academic Program Maintenance Form have it signed by

your college dean or representative, and send to Registrar’s office if your college allows
you that responsibility. If not, send to your college advisor to send the form to the
Registrar.
**Please note: If student is an athlete, they must get CAAS permission to change their
major. This is important for their eligibility requirements.

b) Catalog: The Academic Year indicates the student catalog. If not correct, complete an
Academic Program Maintenance Form and send to Registrar office (or to the college

advisor to submit to Registrar).
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http://www.memphis.edu/registrar/pdf_docs/forms/acprog.pdf
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THE UNIVERSITY OF

Uﬂdegree

MEMPHIS.
|

AQ | Help | Print Log Out
Find StudentID I4 4 Name L Degree Major Classification | Last Audit o
| | - » |Pre Nursing |Soph0m ore | |08/14/2013 -
Worksheets Planner Notes Petitions GPA cCalc
Format: [ Inchids in-progress dassss )
Worksheets » Student View - View Process New [ Incude preregistered casses Class History

o === Major
College Academic Counseling Canter
Advisor Surtees, Lawrence Minor

Overall GPA 2770

B Pre Nursing Major

Degree

‘Concentration

lassification

UOM DegreeWorks

Academic Standing
Graduation Status
Degree Status
Graduation Term

Pre Mursing

Sophomone

Degree Progress
71%

Academic Yea

c) Advisor: You should be listed as the advisor of record. If not, contact the department or

college personnel who assign advisors.

Uﬁdegree

THE UNIVERSITY OF

MEMPHIS.
|

FAQ | Help \ Print Log Out
Find StudentID 4 4 Name L] Degree  Major Classification | Last Audit o
e—— ™ ~ |Pre Nursing |Sophomore ‘08{14{2013 -
Worksheets Planner Notes Petitions GPA Calc
Format: [ Inchide in-progress cassss
Worksheets » Student View - View Process New [ Inchde preragistered dasses Class History
UOM DegreeWorks [
Degree NONE Academic Standing
Major Pre Nursing Graduation Status
Concentration Degree Status
Minor Graduation Term
Classification  Sophomone
Degree Progress
71% I—

B Pre Hursing Major
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d) Fallthrough/Elective Courses: scroll down and review the transfer courses to see if any

courses can be petitioned for generaheducation, college or major requirements.

THE UNIVERSITY OF

Uﬁ‘degree MEMPHIS.
— ‘ :

| FAQ | Help | Print Log Out
Find StudentID 4 ¢ Name » M Degree Major Classification | Last Audit
Q§_| = ﬁ b4 ‘Pre Nursing ‘Sophomnre ‘08/19/2013
Worksheets Planner Notes Petitions Exceptions GPA Calc
Format: 7] inchude in-progress cassss
Worksheets > Student View E‘ View Process New Siml.ce p::;mred s Class History
= ENGL LDUL INTO TO Fim G 3 FallrZu11
Satisfied by ENG163 - Philander SmNg College
Exception By: DegreeWorks Manager, ~ On: 08/16/2013 Also Allow : Allow PHIL LDO1 to apply here.
Exception By: DegreeWorks Manager, On: 08/16/2013 Also Allow : Allow ENGL LDO1 to apply here.
HIST 1120 World Civilization 1T R (3) Fall 2013
[ History stil Needed: 1 Class in HIST 2010 or 2020 or 2030 or 3863 or 280 or 4851 or 3881 or ANTH 3282 or
POLS 4212 or 4405 or SOCI 3422 or HIST 1110
4 Social Science
I Rt ol Scomee Ssatsfedby | S0CG113 - Phander Smeh Coleoe NS T
)
Sodal Sdence Options P:Z:islfz?:lobv Gen;;(‘(?lségh?‘i%ander Smith College g Sphgni
Natural Science: See Natural Science in the Major
Credits Applied: 43 Classes Ap,ied: 18
ART 2523 Ceramics T R 3 Fall 2013
BIOL 1110 General Biology I c 3 Fall 2012
Satisfied by: BI0114 - Philander Smith College
BIOL 1111 General Biology I Lab (¢ 1 Fall 2012
Satisfied by: BI0114. - Philander Smith College
BIOL 1120 General Biology IT C 3 Spring 2013
Satisfied by: BI0124 - Philander Smith College
BIOL 1121 General Biol 11 Lab [of 1 Spring 2013
J Satisfied by: 10124 - Philander Smith College
CHEM 1110 General Chemistry I D 3 Fall 2011
Satisfied by: CHM134 -Philander Smith College
CHEM 1111 General Chemistry I Lab D 1 Fall 2011
Satisfied by: CHM134L -Philander Smith College
ENGL LD02 Advanced Comp A 3 Fall 2012
Satisfied by: ENG203 - Philander Smith College
GEN LDO1 Freshman Colloquium I A 1 Fall 2011
Satisfied by: ORI111 -Phiander Smith College
GEN LD02 Freshman Colloquium I A 1 Spring 2012
Satisfied by: ORI121 -Philander Smith College
HMSE 2102 First Aid and CPR A 2 Spring 2012

1l

e) Worksheet or registration checklist: identify what courses are needed to complete the
degree (look for courses highlighted as being “still needed” or listed under “unmet
conditions”)

Petitions

A) Click on the ‘Petitions’ tab and complete the petition request. B) Click on the ‘add petition’
tab and enter your request. Message will be delivered to a central queue to be processed. C)
When the petitions have been applied, they will show as such in the petitions tab. A screenshot
of an example is provided on the next page for A-C.
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A)

Uﬁdegree

Find StudentID M 4 Name [ ]| Degree Major Classification | Last Audit
[ } } [~] [ [=]|prenursing sophomore | |08/19/2013 ™

J Worksheets ] [ Planner ] [ Notes Petltlom Exceptions ] [ GPA Calc ]
Format:
Student View

Inchde in-progress clzssss
Worksheets > o

Class History

Inchdz preregistered classss
History
What If
Look Ahead B Pre Nursing Major
B)

uﬁdegree
- m . ww [ e

Find StudentID 14 4 Name [ Degree Major Classification | Last Audit

.I IE‘ l:E”PreNursing |Sophomore |l]8,"19,"2l]13

[ Worksheets ] [ Planner ] [ Notes ] [ Petitions ] [ Exceptions ] [ GPA Calc ]

View Petitions

> Add New Petition for Exception

Enter a description and click the Submit Petition button

Modify
Petitions Add PHIL LDO1 as humanities credit
Delete
Petitions
“
Submit Petition
Q)

ﬁ THE UNIVERSITY OF
UMdegree MEMPHIS.

ﬁmﬂ; li j lassificati di
&"% | e Degreej I p;:‘et:\:ursing (;ophozaot:n I::;l:/:ullg ©

| Worksheets | | Planner | | Notes | | Petitions | | Exceptions | | GPA calc |

View Petitions »

Add Petition

HNo Petitions Awaiting Approval

Modify
Petitions

HNo Petitions Approved

Petitions Applied as Exceptions

Delete Description Created By Create Date
Petitions PHIL LDO1 - Ethics and Society from Philander Smith College to count as General Education Humanity course Surtees, Lawrence 08/05/2013
A ENGL LDO01 - Intro to Film from Philander Smith College to count as General Education Fine Art class (COMM 1851 Equivalent) Surtees, Lawrence 08/05/2013
No Petitions Rejected
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Planner Review

Step 1: Click on the Planner tab. Discuss with the student which courses are appropriate for the
upcoming semester.

a) Click on “Add New Plan”
e begin to enter courses
e make comments as appropriate
e name the plan (ex: fall 2013 schedule)

b) Click ‘Save’

THE UNIVERSITY OF

MEMPHIS.
1

Uﬁdegree

FAQ 1 Help ! Print Log Out
Find StudentID 4 ¢ Name » M Degree Major Cl Last Audit o
@ [ ] [ — -] v [Pre Nursing 08/19/2013

Worksheets Notes | Petitions Exceptions GPA Calc

& Edit

Planner ) | |----- Add new plan ----- | My Plan with Notes E] [ show completed classes | 1 @) View
. -
Planner Worksheet AC315813 as of 08/19/2013 at 09:01 Print: [ Stu-tent Educational Planner
Student Level Undergraduate
o ] e e
Classification  Sophomore College  Academic Counseling Center = Current Term Fall 2013
A
Advisor Surtees, Lawrence Major Pre Nursing Description
Overall GPA 2.770 Minor L e
Academic Year ?0}3-2014 E
Degree Progress Last Modified
Active Plan
I Locked
B Pre Nursing Major Load in a pre-defined plan
Minimum GPA required in Nursing Sciences is 2.66. A
Uit Conditions Degree and Major must be declared in order to fulfil O |SelectTerm El )
degree requirements. The total number of credits » More info on these classes

required may differ.

Movement into the major requires completion of the courses listed below with a minimum
grade of Cin each of the courses, 3 college cumulative GPA of 2.7 and a cumulative GPA
of 2.66 in prerequisite science courses. Admission to the Loewenburg School of Nursing is
competitive. Completing prerequisites does not guarantee admission.

[ Nursing Sciences
O asPI
Needed: 4 Credits in BIOL 2010 , 2011
OAaspT
Needed: 4 Credits in BIOL 2020 , 2021
[ Microbiology
Needed: 4 Credits in BIOL 1230 + 1231

=
3
S
o |

i

[ Nutrition
Needed: 1 Class in NUTR 2202, 3202 - Total —J
Show What If Options [T yse what 1f Scenario “ Reload Form Delete Plan

Check All Terms Create Block

Nhat-Ti
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Advising Forms Channel

Removing the PIN: The purpose of the student’s PIN is to create a hold that will prevent the
student from registering for courses until the student has met with his/her advisor. The advisor
removes the PIN so that the student can register for courses in the upcoming semester.

Step 1: Click on Alternate PIN (SPAAPIN)

S myMermphis i~ B - ==~

Dateboo
Home | eCampus Resources | Employee | Finance | eCampus Student | Workflow [0 |l Student | Account$ | My Degree | Student | I
Advising Forms :m‘ Banner Self-Service :m‘ UMdegree

[Z1Banner Self-Service

« Student Registration Permit - Overrides L

(SFASRPO) ﬁ
* Udegree rBa“ner e =m‘ u M E

--Degree Planning tool for advisors
Courses to Consider

—Course recommendation tool Banner INB Users (in new browser window)
o . . Degree Audit Tool for Unde|
. Mote: If you receive the error message "WEB Client Want help planning for gradu
Advisor Dashboard -]} Version too old” you must clear the workstation's JAVA classes for next semester? |
cache. Step-by-step instructions are available here. take you to graduate? UMd\
Term: Select AnotherTermE Note: Banner INB requires a Java plug-in (JPI). If this
- workstation does not have an installed version of the More information
1D- Java plug-in, you can download one using the following L
) link:
“or (C Catalog/Schedul
- ourse Catalog/Schedule
Last Name: Download Java Plug-In
A J
First Name: « Course Catalog

g — * « Class Schedule
My Banner 1
‘iStudent @AdViSEES ﬁBoth G‘EAII Gea

Step 2: When accessing Banner forms the following messages appear (depending on the web
browser you use):

& myMemphis %7 & myMemphis 3% }‘ ——

D —— R

my.memphis.edu/cp/render.UserLa aram=utfg ftinr

3 Java(TM) was blocked because it is out of date. |Update plug-in...

O myvemphis N

Faculty Tab

Learn m¢

o O & | &6

E-mail Datebook Groups | Logouf]

Java(TM) is out of date.

Click “Run” or Run this time (again, depending on browser—this example is Google Chrome)
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Click ‘NO’ on Java security question

AN

-
Warning - Security \ %

Java has discovered application components that could (N
indicate a security concern. !

MWame: com.sct.banner.web.applet.Banner Applet

Block potentially unzafe components from being run? (recommended)

More Information...

fes

_"\_ The application contains both signed and unsigned code.
. Contact the application vendor to ensure that it has not been tampered with.

Step 4: SPAAPIN form

This is a screenshot of what you will initially see.

Back to
Faculty Tab

4

File Edit Options Block Item Record Query Tools Help

BOB BEAEE 99 BEXN & & F Tk B2 I@ 0 X

78 Alternate Personal Identification Number SPAAPIN 8.0 (PROD)

: (= 1: | =]l

Process Name Alternate PIN Activity Date

THTTTTTTTITIONTT R |
|

AT
W

|

Starting Term Code for student’s alternate PIMs search. Press [LIST] for values.
Record: 11 .. ListofValu... =03C=
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To begin, you need to know the terms and term codes. The term code is determined by adding
the current year to the semester code. Spring = 10, Summer =50, and Fall = 80. Add those to
the end of the current year to get the term code. For example, spring semester of 2012’s term
code was: 201210.

A. Term Code: type in the term code for the upcoming semester/semesters that you wish
to remove the pin (summer and fall can be removed at the same time), then tab over to
the student ID

B. Student ID: enter their Banner ID (Uxxxxxxxx) (student’s name will automatically pop
up)

C. Go to “Next Block”.

D. Go to “Record” and click on “REMOVE” (NOT “CLEAR"!).

E. Semester Code: Enter the semester code for which you are clearing the student, then

tab over

F. Process Name: enter “C” in Process name field

G. Alternate Pin field: enter the College Code provided by your College Advisor, which

often is the advisor’s initials

H. Click “Save” IMPORTANT NOT TO MISS THIS STEP

“ Back to
Faculty Tab

File Edit Options Block Item Record Query Tools Help

Term Code Process Name Alternate PIN Activity Date
r r =4
r [ r
r [ r
| [ .
r [ r
| [ .
1 | rr

Steps A, B, and C. Enter the term code, the student ID, and hit next block.
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/ o myMemphis x Y@ myMemphis x /Y g myMemphis
c [T

« Back to = o 2
Faculty Tab E-mail Datebook Groups

= ) EERERE] Previous
"5 Alternate Personal Identificat Next

@1 eI1X

Scroll Up
From Term: [201410 [¥] (S:T;:Irl 2 1D: [ ' Ed| » |
Term Code Duplicate Process Name Alternate PIN Activity Date
E’ Lock
r [ = =
[ ] [ [
[ [ ] [ ] [
[ [ [ ] [
[ — [ ] [
[ [ ] [ [
[ A [ [
[ ] [ .
[ | ] [
[ N ] [
[ ] [ ] [
[ [ [ [
[ | [ ] [ | |
. ] [ ]
[ I [ ] [
[ R [ ] [
[ ] [ ] .
[ [ ] [ ] [
[ L ] [ L 1B
Record: 111 [ .. | Listofvalu... | | <osc> l J

5:36 PM
9/4/2013

=R

Step D) Be sure to remove the TREG completely, don’t just clear the pin (otherwise it won’t save
correctly and the student will still be restricted from registering).

Back to
Faculty Tab

a4

File Edit Options Block Item Record Query Tools Help

‘3 Alternate Personal Identification Number SPAAPIN 8.0 (PROD)

From Term: [201410 (7] m: [ ] ]

Term Code
Ad
201410

Activity Date

?

[ [

[ | [ .
L —

Steps E, F, G, and H. When you hit save, the date will automatically post in the activity date.
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