COURSEDJUSTMENHORM

x Navigateto CourseAdjustmentform in Onbase
o Enterall studentinformation.
o Pleaseonly selectyourown nameasthe “AdvisorName’. Onlythe advisorof
recordis permitted to submita major courseadjustment.If you are submitting
a courseadjustmentasthe advisorfor anendorsement/licensure/minoetc.,
youwould still selectyour own name not the nameof the student’'smajor
advisor.

x Areaof ChangeHereyouwill selectthe areain whichyou are makingyour adjustment.
Normallythisisin the majoror minor. If the courseisin the Licensurearea, it is
importantto select“Licensuré asthe form will then be routed to our Licensingfficer
for asecondapproval.lf youare not sure,youcanlook at the student'sDegreeWorks.
Therequiredcourseyouwill be tradingout will be undera specificblockor header.If
it's not clearwhichblock/header feel free to callthe Officeof the Registra(3514862,
option #2) and askone of the GraduationDegreeAnalystgor help.

x College
0 Pleasdistthe collegethe major/minor fallsunder.

x Typeof ChangeHereyouwill selectone of the following:

o ForceComplete/Waive:usedto waivea classandthe correspondingcredits.
Thiswill not reducethe creditsrequiredto reach120 credit minimum but will
reducethe creditsrequiredinrequiregquiredindach



= Pleasewaive correspondingecredits: If you do not wishto waivethe
credits,leaveit at zerocredits.If left at zerocredits,the studentwill

haveto complete
the equivalentnumberof creditsto reachthe total creditsrequiredin the block

o Major/Minor Elective:usedto list the electivecoursesyouwishto applyto
the student’smajor electives,



Required Course *

| N
Substitution Course*

| N
Is substitution course a transfer course?*

| M

x RequiredApprovals:Pleaseselectyour departmentapproverfor the
major/minor/endorsement.Donot selectthe approverfor the departmentin whichthe
subjectistaught. Thiswill be the Chairof the Departmentor the Deanof the Collegejf
the Chairisnot available.

Required Approvals

Department Approver *
| vl

x Submit.Onceyou havefilled in your form, pleaseclickthe “submit” button. Thiswill
start the processof approvaland processingYouwill receivea seriesof emailsletting

you knowwherethe documentisin the approvaland processingprogressionThe
studentwill alsoreceivetheseemails.
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