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The Transfer World is Changing!
• Previously the Admissions Office managed the actual USHE 

(Utah System of Higher Education) Transfer Articulation Guides 
and Getting Ready Guides

• Now the Registrar’s Office will be managing these transfer 
articulation rules and eventually will create transfer guides

• We are presently evaluating the current practices and 
determining what needs to be revised
 Anyone currently maintaining non-USHE rules in your department? 

• Initial small working group with Registrar’s staff

• Plan to expand with Admissions, faculty and department reps 
 Please email emily.johnson@sa.utah.edu if you may be interested 

mailto:emily.johnson@sa.utah.edu


Current Transfer Tools

• Transfer Articulation Rules
 Excel files available online

• Getting Ready Guides
 Static pdf document



Enter New Transfer Tools

• Transfer Articulation Rules
 Excel files available online

• Getting Ready Guides
 Static pdf document

• Transfer Evaluation System (TES)
 Department interface & tracker
 Offers ability to create transfer 

guides

• Transferology / Transferology Lab
 Access Transfer Articulation rules
 See course acceptance & course 

applicability

Transfer Rule Maintenance

Public Course Applicability



Transfer Evaluation System (TES)



Functionality in TES
• Institution Profiles: shows accreditation, calendar type, 

degrees offered, transcript keys

• Course Finder: explore other catalogs to make course 
equivalency or acceptability decisions 

• Evaluation Tracker: Used to send/receive department 
decisions on articulations – logs actions

• Equivalency Manager: creates, updates, & retrieves 
equivalencies including batch processing & exploration

• Course Change Explorer:  Easily compare catalogs for 
changed, dropped, and added courses

• Group Reports: Create transfer articulation guides or 2+2 
agreements to publish for student/staff use



Departmental Use of TES
• Institution Profiles: shows accreditation, calendar type, 

degrees offered, direct website link, and transcript key



Departmental Use of TES
• Course Finder: explore other catalogs to make course 

equivalency or acceptability decisions 



Departmental Use of TES
• Evaluation Tracker: Used to send/receive department 

decisions on articulations – logs actions



‘Articulation Official’ List
• As we implement this new tool, we will need a department 

contact who will be responsible for certifying articulations

• Please begin discussing who in your department will be the 
‘articulation official’

• Information likely needed mid-Spring semester



A Phased Approach
• Phase 1
 Use TES to send/receive departmental course evaluations (Summer 2019)
 All USHE institutions including BYU, LDSBC, Westminster, and BYU-I

 Data will be saved in TES and entered into the degree audit system
 Promote Transferology on campus and at partner institutions  
 Evaluate our own exceptions to determine possible transfer articulations

• Phase 2
 Expand TES usage to non-USHE institutions for our transfer populations
 Evaluate high feeder institutions
 Investigate Learning Abroad programs

 Refer incoming new non-articulated transfer courses to departments for 
immediate evaluation 

 Create Transfer Articulation pathways documents (2+2 guides) using TES
 Allow advisors to send courses via Transferology to TES for evaluation



Transferology & the “Lab”



Transferology & the “Lab”
• Available online to students and staff 24/7 with refreshed 

data each week

• Pulls Transfer Articulation rules from our degree audit tables
 Presently displays only USHE institutions – including BYU, Westminster, 

BYU-I, and LDSBC

• Students and advisors may see:
 If courses are transferrable to the University of Utah
 Replacement courses to take ‘back home’ that will easily transfer here
 How courses are applicable to University degree requirements via our 

own degree audit
 Eventually send courses to TES for evaluation (Advisors ONLY)



Transferology (Student View)
• Students add courses, standardized exams, or military credit 

then Search for Matches



Transferology (Student View)
• Equivalencies are shown including any General Education 

designations 

• Use the “Apply Courses to a Program” feature to run an audit



Transferology (Student View)
• Audit results are displayed



Transferology (Student View)
• Can request ‘replacement’ courses from current institution



Hey, these courses should count!
• Benefits of Additional Articulations:

 Fewer exceptions will be needed as 
courses will automatically slot in

 Improvements in pre-requisite 
checking for transfer students

 Students and prospects will have a 
better understanding of how courses 
will apply

 Potentially more transfer admits 
from out of state as non-USHE 
articulations are created

 Less time spent in advisor 
appointments on transfer courses 
satisfying requirements

 And more!



Proposed Timeline
• May 2019 Security, Communication, and Training
 Articulation Officials determined
 Town Hall Meetings
 Training w/ Articulation Officials
 Additional training tools online – website with videos and quick 

reference gude
 Outreach to Associate Dean’s, Department Chairs, Undergraduate 

Studies and Academic Advising

• June/July 2019 Begin sending rules to departments
 Open Lab hours 



Degree Audit Changes



Duplication of Transfer Courses
• We anticipate this Spring that degree audit will begin to recognize 

articulated duplicated transfer courses

• Likely will catch ‘duplicates’ earlier in students career (at the point 
of registration) as opposed to during graduation checks

• Degree Audit should appear as a repeat, however credit must be 
manually removed from PeopleSoft

• Please continue to look for and report duplicates to the Registrar



Markers – A Few Questions…
• What is it?
 A change that will allow one comprehensive personalized audit 
 The audit will include requirements for the major, emphasis (or dual 

emphases), minor, honors... and possibly even certificates!

• You have talked about this forever… Is it really happening? 
 YES! Marker Implementation is scheduled for the first week of Feb 2019

• What are the benefits of Markers?
 Ease the maintenance of degree programs
 Lessen confusion for students, advisors, and other staff members
 Allow us to ensure courses are appropriately used between each degree 

component

• What do I need to know about this today?
 Exceptions will be frozen for 1+ week prior (tentatively Jan 28, 2019)
 MDD will be down for 2 days during implementation



Streamlining Encoding Practices
Current Encoding Structure

• ANTHBA

• ANTHBS

• ANTHHBA

• ANTHHBS

• ANTHBAARCHSCIENCE

• ANTHBAHEALTH

• ANTHBAHUMAN ECOLOGY

• ANTHBSARCHSCIENCE

• ANTHBSHEALTH

• ANTHBSHUMANECOLOGY

• ANTHHBSARCHSCIENCE

• ANTHHBSHEALTH

• ANTHHBSHUMANECOLOGY

• ANTHHBAARCHSCIENCE

• ANTHHBAHEALTH

• ANTHHASHUMANECOLOGY

Marker Encoding Structure
• MJ-ANTH

• EM-ARCHSCIENCE

• EM-HEALTH

• EM-HUMANECOLOGY

• DG-BA

• DG-BS

• HONOR



Who is studying what???



A closer look at Mark and Sally

Mark’s Items

University Requirements
General Education Reqs
Bachelor’s Degree Reqs
Turf Management MAJOR
Fertilizer Science EMPHASIS

HONORS degree Reqs

Sally’s Items

University Requirements
General Education Reqs
Bachelor’s Degree Reqs
Turf Management MAJOR
Aeration EMPHASIS
Citrus Growing MINOR
Basket Weaving MINOR

Turf Management Major

University Requirements
General Education Reqs
Bachelor’s Degree Reqs
Turf Management Major
$EMPHASIS
$HONORS
$MINOR



More Marker information 
will be coming soon!



Questions?

Emily.Johnson@sa.utah.edu

801-581-3737

TAdams@sa.utah.edu

801-585-1735

Thank you for attending!

mailto:Emily.Johnson@sa.utah.edu
mailto:TAdams@sa.utah.edu


Graduation and Transcripts:
Finishing Their Degree & Beyond



Graduation
Paul Woods



Our Team

Paul Woods
Supervisor

Jessica Vernon
Assistant Supervisor

Enzo Krensky-Hart
Graduation Specialist



A Look at the Numbers

Undergraduate Degrees 
Awarded Certificates Denied % Graduated

Summer 2017 927 31 161 82.00 %
Fall 2017 1341 68 104 90.80 %
Spring 2018 3008 131 204 91.62 %
Summer 2018 939 34 141 86.07 %
Total 6215 264 610 87.62 %

GPA Honors Cum Laude Magna Summa
Summer 2017 37 17 11
Fall 2017 51 30 18
Spring 2018 147 93 50
Summer 2018 30 21 9
Total 265 161 88

GPA Honors

Undergraduate Students



A Look at the Numbers

Term Degree Certificates
Graduate Summer 2017 609 16

Fall 2017 586 37
Spring 2018 1500 70
Summer 2018 654 28

Dentistry Summer 2017 0 0
Fall 2017 0 0
Spring 2018 23 0
Summer 2018 0 0

Law Summer 2017 3 1
Fall 2017 3 0
Spring 2018 88 41
Summer 2018 2 0

Medicine Summer 2017 1 0
Fall 2017 5 0
Spring 2018 94 0
Summer 2018 1 0

Total 3569 193

Grand Totals Degrees Certificates GPA Honors

9784 457 514

Graduate Students

Totals



Graduation Timeline

Eligibility

Applying

Evaluations



Graduation Timeline: Eligibility

UNDERGRADUATE 
STUDENTS:

90 credit hours

Active for a given 
semester until 

application 
deadline.

Can be added 
manually in 

certain specific 
situations.



Graduation Timeline: Eligibility

Exceptions

Students seeking a 2nd

Bachelor’s Degree, RN to 
BS program in Nursing.

Students that will have 90 
credits at the end of the 
current semester.

Request

Eligibility can be added for 
an upcoming semester 
only.

Students send an email 
from their UMail to 
graduation@utah.edu no 
later than 24 hours prior 
to the application 
deadline.

mailto:graduation@utah.edu


Graduation Timeline: Eligibility

GRADUATE 
STUDENTS:
Supervisory 
Committee

Committee 
Member must be 

entered into 
Member 1 line in 

Grad School 
Tracking.

No exceptions.



Graduation Timeline: Applying
First-time applicants that meet the eligibility requirements apply online through their Campus 
Information Services (CIS) page:

• Students log in to their Campus Information Services page at cis.utah.edu.
• Go to their Student Homepage.
• Click on the Graduation tile.
• Click on the “Apply for Graduation” link.



Graduation Timeline: Applying (Undergraduates)

• Available to eligible 
students.

• Until application 
deadline for that 
semester.

Initial Online 
Application

(Free)

• Accepted until the last 
day of classes for that 
semester

• Will only accept from the 
student.

Late 
Applications & 
Reapplications

($25 fee)

• Will only accept if a 
current Degree Audit 
shows the student is 
either Complete or In-
Progress

Late 
Applications 
AFTER the 
midpoint
($25 fee)



Graduation Timeline: Applying (Graduate Students)

• Available to eligible 
students.

• Until the last day of 
classes for that semester.

Initial Online 
Application

(Free)

• Must submit 
Reapplication for 
Graduate Degree form

• Will only accept from the 
student.

Reapplications
(Free)

• Will only accept with 
Graduate School 
approval

Late 
Applications 

AFTER the last 
day of classes

(Free)



Graduation Timeline: Evaluations

Initial 
Evaluation

Provisional 
(Preliminary) 

Evaluation

Final 
Evaluation

Undergraduate Students:



Graduation Timeline: Initial Evaluation

WHEN
• Initial evaluations begin a week after the 

application deadline for the semester.

WHAT
• Issues with GPA, Total Hours, Unmarked 

Repeat/Duplicate Courses, Missing Requirements

WHY
• To inform students (via UMail) and advisors (via 

Graduation Tracking) of any missing requirements.



Graduation Timeline: Provisional Evaluation

WHEN
• Prior to the Midpoint of the Anticipated 

Graduation Semester.

WHAT
• Issues with GPA, Total Hours, Unmarked 

Repeat/Duplicate Courses, Missing Requirements

WHY
• To inform students (via UMail) and advisors (via 

Graduation Tracking) of any missing requirements.



Graduation Timeline: Final Evaluation

WHEN
• Starts on the Conferral Date of the semester and 

continues approximately 4 to 6 weeks.

WHAT
• Takes place in 4 stages

HOW
• Students are notified via UMail for both Awarded 

and Denied degrees. Advisors can check Graduation 
Tracking for status and missing requirements.



Graduation Timeline: Final Evaluation

Early Qualifiers
• Processed on the Conferral Date.
• Includes students that have a Complete Status 

before grades are due for the semester.

First Pass
• Begins two days after grades are due.
• Lasts until all cleared students’ degrees are 

awarded.



Graduation Timeline: Final Evaluation

Second Pass
• Begins once the First Pass has been completed.
• All remaining students are evaluated. “Denied” students 

are sent to denied if they are missing requirements and 
notified via UMail.

• Notes are placed in Graduation Tracking for advisors.

Denied Pass
• Takes place 1 week after the Second Pass has been 

completed.
• Final chance for students to be evaluated for a given 

semester.



Graduation Timeline: Certificates

The Certificate 
Administrator 
tracks student 
progress and 
notifies the 
Graduation 
Division once 
requirements 
have been met.

The Excel sheet 
must be 
submitted two 
days after 
grades are due.

The Graduation 
Division 
reviews the 
student record 
to ensure that 
the 
requirements 
have been met.

For additional questions/information contact the Graduation Division Supervisor.



Frequently Asked Questions

• Double Majors

• Making changes after the student has applied

• Evaluating/Clearing Graduate Students

• Residency Requirement

• Petition for Graduate Credit



Notification of Graduation Change

Needed to make any changes 
to student’s record if they have 
already applied to graduate.

Changes that require an 
advisor’s signature:
Emphasis, Adding a Minor, 
Catalog Year, Degree Type

Changes that do not require an 
advisor’s signature:
Name Change, Dropping a 
Minor, Renewal or Withdrawal



Evaluating/Clearing Graduate Students

Graduation Division
• Receive and process applications.
• Post the degree to the student record.

Graduate School
• Final Evaluation for Graduate Students.
• Report cleared students to the Graduate Division 

for posting.
• Contact Darci Rollins with any questions at 801-

581-7642 or gradrecords@gradschool.utah.edu.



Residency Requirement

• All Undergraduates must 
earn at least 30 credits from 
the University of Utah

30

• Of the last 30 hours earned, 
at least 20 must be earned 
from the University of Utah.

20

There are 2 components to the University’s Residency 
Requirement (Policy 6-101, Section III, Part D).



Residency Requirement: Exceptions
The request must be 

submitted by the final day of 
classes for the anticipated 

graduation semester.

Requests are reviewed after 
grades are due and before 

the First Pass of Final 
Evaluations.

Approved requests are 
entered the day they are 

evaluated.



Residency Requirement: Exceptions
Study Abroad

• Student must have 15 
hours or less of 
transfer work.

• Must be an approved 
Learning Abroad or 
International 
Exchange Program.

• Requires a letter of 
support from the 
Learning Abroad 
Office.

Excessive Transfer 
Hours

• Students transferring 
in more than 10 hours 
of work.

• The hours cannot be 
needed to fulfill 
graduation 
requirements.

Involuntary Change of 
Residence

• Due to military 
obligations or health 
issues.

• Rarely approved.
• Student must be 

within 30 credits of 
graduation.

• Student must have 
earned at least 90 
credits at the 
University of Utah.

• Requires letter of 
support from:

• Department Chair
• Military, Doctor, etc.



Petition for Graduate Credit

Undergraduate Petition 
for Graduate Credit

• No more than two (2) 
courses or up to six 
(6) semester hours 
may be approved, 
whichever comes 
first.

• Grade must be a B or 
better per Graduate 
School policy.

• Classes cannot be 
fulfilling 
Undergraduate 
Degree requirements.

Request for Graduate 
Credit in BS/MS 

Program

• Up to 12 semester 
hours can be 
requested.

• Grade must be a B or 
better per Graduate 
School policy.

• Classes cannot be 
fulfilling 
Undergraduate 
Degree 
Requirements.

• Only one request 
should be submitted 
for consideration.

Non-Matriculated 
Graduate Credit

• Up to 9 semester 
hours can be applied 
to a Graduate Degree.

• No form required.

Forms can be found on the Office of the Registrar website > Students > Forms > Listed under Graduation Heading



Petition for Graduate Credit

Courses flagged for Graduate 
Credit on an Undergraduate 
Career remain on the 
Undergraduate Career.



Transcripts and Verification
Clint Erekson



Transcripts
• Students can order their transcript from their student 

homepage on CIS under the “Academic Record” tile.

• Transcripts cost $13 when ordered online.

• Online order options for delivery are mail (additional charge 
for express shipping), email or held for pick-up.

• Transcripts can also be ordered in person at our service 
window for $23 and for immediate pick-up only.

• Unofficial transcripts can be viewed via CIS in the “Academic 
Record” tile

• MARS (students with a record from before 1998) students can 
order their transcripts online as well by going to 
registrar.utah.edu



Verifications
• Students can obtain most verifications online by logging into CIS 

and selecting “Self-Service Verification” under “Academic Record”
 Enrollment Status
 Degree(s)/Major(s) in progress
 Anticipated Graduation Date
 Class Standing/Level (Fr, So, Jr, Sr)
 Invitation Letter

• Immediate verifications requested at our service window are 
processed for $10

• Custom letters are anything that can be found on a transcript or 
other special requests and can be obtained for $15. A Custom 
Letter/Verification request form can be found on our website.

• Requests can also be made through mail or email

• Some verifications require a signed consent



Making Data Driven Decisions With U
Cassandra Elizondo – Sr. Systems Analyst 

Marie Larsen - Assistant Registrar for Student Systems



A Brief History



College Dean User Group Membership



Structure
Data Warehouse Management Committee
•Approve new or changes to the standard report library
•Uphold the guidelines and data use of the SDW
•Approve and maintain terms/definitions
•Serve as resource for best practices

College Dean User Group (Phase I)
•Build best practices and share expertise/knowledge
•Uphold guidelines in terms of data use
•Assist in building standard report library
•Point of contact for inquiries from department level users

Department Level User (Phase II)
•Must be approved through the College Dean User
•Only have access to their College data
•Trained by College Dean User member, and send any 

inquiries to them



What’s New?
Creation of the Bulletin
New Objects
Library Reports layout on website (28 total)



Bulletin



New Objects
• Cumulative GPA to graduation pipeline

• GRE scores

• College Roll-up for Minors

• Course times

• Eligible to Enroll

• Additional Student Groups

• UNID

• Test Credit

• Other Credit

• All Instructor List



Library Reports 



Library Reports
A small overview of a few of the library reports we offer



Class Enrollment Stats



Enrolled Major Counts by Department 



Convocation Contact List



Graduation Pipeline



Top 10% by Cumulative GPA



Incoming Student Report- With Transfer Data



Graduate Students with UofU Undergrad



Panel Discussion
Responses included represent the following Colleges: Fine Arts, 
Social Work, Education, Health, Honors, Humanities, Mines and 
Earth Sciences, Science, Social and Behavioral Science, and the 
School of Business



What does the SDW not have that 
you wished it had?
• Admissions Data

• Orientation Data

• Financial Aid Data



• List of students who of have taken 
certain courses, and the grades they 
received

• List of students

• Retention to graduation

• List of students who still need to take 
certain classes

• Number of students declared or 
enrolled over a certain period of time

• Enrollment major counts

• Transfer data

• Course load each term

• GPA at graduation

• Graduation list

• Demographic data

• Diversity

• Descriptive statistics

• Counts for majors declared to help 
programs assess and plan for growth

• Course enrollment data to plan how 
many sections of a course may be 
needed in an upcoming semester

• Student credit hours data to track 
revenue

• Demographic data for various 
purposes including external rankings 
and accreditation

What are some common data 
requests you receive?



What are some harder data 
requests that you have received, 
that might take longer to fulfill? 

• Retention to graduation/lists of students who have not taken certain 
classes

• Top 10% of classes

• Anything that involves more than one view, or subqueries

• Retention and graduation rates because we first need to establish 
cohorts



How?.....
• What is the process to request data from the SDW for your 

College(s)?

• How long does a normal data request take to process?

• How many Phase II Users does your College have/how many 
would you feel comfortable having?



Why?.....
• Why is it important to have access to the data in the SDW?

• How can we better utilize the data provided in the SDW?

• How has utilizing the data from the SDW and other 
University resources changed decision making in your 
College? 





Other Options
OBIA, Academic Reports in CIS, RFI



Request for Information
• Use if other sources do not meet needs

• http://registrar.utah.edu/student-systems/index.php

http://registrar.utah.edu/student-systems/index.php


Request for Information



Request for Information



Questions?
Student Data Warehouse
datawarehouse@utah.edu

Student Systems
studentsystems@utah.edu
801-587-8914

mailto:datawarehouse@utah.edu
mailto:studentsystems@utah.edu


Systems, Technology, Progress and Future Trends
Timothy Ebner, University Registrar
Andrea Ronér, Associate Registrar



Student Affairs to Academic Affairs
• Change in reporting structure for Enrollment Management 

Offices
 Office of Admissions
 Office of the Registrar
 Financial Aid & Scholarships
 Office of Orientation & Transition



Office of the Registrar
• Graduation & Commencement

• Registration & Records

• Scheduling

• Student Systems

• Transcripts & Verifications

• Veteran Services

• Athletic Certification

Office of Admissions – any questions or suggestions, please 
email admissions@utah.edu or 801/581-8761.

mailto:admissions@utah.edu


Student Systems & Technology Area Updates



Campus Solutions 9.0 to 9.2
• We Upgraded!
 October 2018

• MOD Removal – 188

• Elect CR/NC

• Fluid Pages/New Student Homepage
 Many delivered pages
 Created/changed pages to Fluid – ongoing project



New Student Homepage



Fluid Pages



Tasks – Registration Validation



College Scheduler

If your department would like a review of College Scheduler/Schedule Builder, 
request it via the Meeting Request Form under Faculty & Staff menu.



Meeting Request Form
• We are continually innovating to meet the needs of our campus community. 

With so much new functionality coming online, we want to make sure that we 
answer any questions, fully explain new functionality, clear up any confusion, 
help you make the most of these new offerings, and provide information about 
all the services our office offers.



Class Demand Report



Outreach Campaigns
•Enrollment Campaigns
•Senior Report
•Orientation Analysis
•Communications



Key Activities/Goals 2018-2019
1. Scheduling classes for students

a) Goal: Upgrading Astra to the cloud-based product.
 Outcome: Successfully upgrade.

b) Goal: Provide enhanced tools and analytics for the campus 
community to inform key decision makers on trends and best 
practices regarding scheduling of classes.

 Outcome: Delivery and adoption of tools and analytics, and demonstrated 
impact on student schedules.

c) Goal: Complete a comprehensive process review post 
implementation of Leapfrog CLSS

 Outcome: Implement changes based on process review



Key Activities/Goals 2018-2019
2. Registering students for classes and creating their 

academic records
a) Goal: Review findings of Registration and Tuition Taskforce.
 Outcome: Determine next steps in implementing any recommendations.

b) Goal: Review current PeopleSoft functionality to enforce the Repeat 
policy. 

 Outcome: Implement and be in compliance with the Repeat policy.



Key Activities/Goals 2018-2019
3. Maintaining and distributing academic records

a) Goal: Investigate solutions to offer online report of credit (grade) 
changes. 

 Outcome: Implement the appropriate solution.
b) Goal: Investigate National Student Clearinghouse (NSC) Reverse 

Transfer functionality. 
 Outcome: Determine feasibility of using NSC solution.



Key Activities/Goals 2018-2019
4. Reviewing student progress towards graduation and 

certifying degree completion
a) Goal: Identify students who have completed all degree 

requirements and have either not applied for graduation or have 
previously been denied.

 Outcome: Develop strategies to facilitate their completion.
b) Goal: Implement the full use of the CollegeSource Transfer 

Evaluation System (TES) for transfer articulation.
 Outcome: Administration of transfer articulation becomes a function of the 

Registrar’s Office.
c) Goal: Implement Marker encoding in uAchieve.
 Outcome: Provide streamlined functionality of CollegeSource products for 

students and staff.



Key Activities/Goals 2018-2019
5. Certifying eligibility for student athletes

a) Goal: Rewrite of Compliance Assistant and PeopleSoft’s data 
exchange and the PeopleSoft identification of student athletes.

 Outcome: More streamlined interface and accurate reporting functionality.
b) Goal: Analyze the impact of the addition of Men’s Lacrosse as an 

NCAA sanctioned sport.
 Outcome: Determine appropriate resources required to maintain additional 

compliance responsibilities.



Key Activities/Goals 2018-2019
6. Developing staff service excellence

a) Goal: Continue a vibrant and impactful professional development 
program tailored to the needs of the office and staff.

 Outcomes: Effective utilization of office closure time to increase 
professional education and staff morale.

b) Goal: Work towards salary equity among professional and hourly 
staff.

 Outcomes: (a) Deliver to the AVP of Enrollment Management data that 
provides analysis of salary comparisons, (b) dialogue with the AVP of 
Enrollment Management to strive for equity.

c) Goal: Continue to explore best practices and process improvements.
 Outcomes: Providing leading edge technology and service deliveries.



Key Activities/Goals 2018-2019
7. Delivering relevant data to key decision makers across 

campus to enhance Data Informed Leadership
a) Goal: As the transition to Academic Affairs begins, continue 

outreach to colleges and departments concerning the available 
partnerships and training opportunities provided by the Registrar’s 
Office.

 Outcome: Better educate the campus community of available data 
analytics, services and resources.

b) Goal: SDW Management Committee and Civitas/Illume working 
group will continue in its coordinating effort between the Business 
Intelligence, Assessment, Evaluation and Research, Institutional 
Analysis, and Registrar’s Office to provide comprehensive delivery 
for institutional data needs.

 Outcome: Monthly coordinating meeting will provide communication and 
coordination of all data requests as well as ensuring institutional 
compliance.



Key Activities/Goals 2018-2019
8. Providing technology security, integrity, and usability university-

wide
a) Goal: Meet biannually with UIT Security Team to perform an audit of user access 

and security roles within PeopleSoft.
 Outcome:  Summarize the audit findings and actions taken to improve security, integrity, 

and usability.
b) Goal: Continue delivering a state-of-the-art web presence that provides useful 

information to students, which is accessible both across different devices and in 
terms of ADA compliance. 

 Outcome: Analysis of web presence compared to PAC 12 counterparts and implement new 
features based on that analysis.

c) Goal: Re-visioning the office space utilized by Systems and Optical Imaging area.
 Outcome: Appropriate work space. 

d) Goal: Participate with Academic Affairs in the development of the Enrollment 
Management Dashboard.

 Outcome: Providing data analytics relative to the Registrar’s Office.
e) Goal: Upgrade successfully to Campus Solutions 9.2.

 Outcome: Upgrade will be completed by October 2018.
f) Goal: Experiment and explore electronic retention functionality in OnBase.

 Outcome: Implement the record retention plan.



Questions?
Timothy Ebner
University Registrar
tebner@sa.utah.edu

Andrea Ronér
Associate Registrar, Student Systems & Technology
aroner@sa.utah.edu

mailto:tebner@sa.utah.edu
mailto:aroner@sa.utah.edu


Combined Session:
Veteran Services, Athletic Compliance, & FERPA



Veteran Services- The Forever GI Bill
James Martak



Who we are
• Our office is responsible for certifying the classes GI Bill 

students enroll in.

• We work closely with the VA to ensure students are paid 
appropriately and the University is following the regulations 
involved with the GI Bill.

• On average, we handle the benefits for over 800 students 
each semester.



The GI Bill: What does it cover?
• At the University of Utah, all undergraduate, graduate and 

post grad degrees are approved for GI Bill benefits.

• Many certificate programs are also approved, but not all. 

• Minors are not approved unless required by the major or can 
be completed within the 122 credits required to graduate.

• Dual majors are approved.

• Test reimbursement.

• GRE, GMAT, LSAT prep courses.

• Tutoring reimbursement.



The GI Bill: How does it work?
• For degrees and certificates: the GI Bill will only pay for 

courses that are required to complete the degree/certificate. 
This includes: major requirements, gen eds, upper division, 
electives, and pre-requisites. 

• “Recommended” courses cannot be approved unless the 
student has electives available.



The GI Bill: Benefit types
• The GI Bill breaks down into several Chapters based off of 

the type and length of service of the Veteran: 

- Chapter 30 and Chapter(s) 1606/1607: “the old GI Bill”

- Chapter 33 (Post 9/11): For those who served active duty  
after 09/11/2001.

- Chapter 35 (DEA): For dependents/spouses of 
disabled/deceased Veterans

- Chapter 31 (Voc Rehab): For disabled Veterans

• Each chapter pays differently 

• Detailed information can be found on the GI Bill website: 
www.gibill.va.gov



The Forever GI Bill
• Signed into law by congress in August 2017 with many of the changes taking effect in 

August 2018. 

• Most of the changes pertain solely to the Post 911 GI Bill

 Purple Heart Equity: Veterans who receive a purple heart will automatically be 
granted full Post 911 GI Bill benefits

 BAH (Housing) to reflect zip code where majority of classes are held instead of just 
main campus

 STEM Scholarship: For qualifying students in a STEM (Science, Technology, 
Engineering and Mathematics) program, the VA will grant up to an additional 9 
months of GI Bill benefits if the student is at least half way through the program and 
is expected to exhaust their benefits before completing the program. This takes effect 
August 1st 2019.

 Residency: Any student using the GI Bill can qualify to be reclassified as a resident 
for tuition purposes. They only need to supply a copy of their certificate of eligibility 
and complete the residency reclassification form through the admissions office.

 Termination of 15 year time limit



Common issues students encounter
• Not checking UMail

• Taking courses that are not required for their program

• Dropping/Withdrawing from classes 

• Repeating courses

• EU grades (unofficial withdrawal)

• 1st half, 2nd half, Miscellaneous terms



Your role in helping GI Bill students
• Evaluate prior credit

- If a transfer student comes in with prior credit that fulfills 
major or gen ed requirements, it is crucial this gets posted in a 
timely manner to avoid possible debts with the VA.

• Questions about VA benefits

- If a student has questions about VA benefits or how to 
apply for them, direct the student to our office. Most veterans 
don’t research their benefits and are often surprised by the 
stipulations.

• Changes made to schedules

- It is important that GI Bill students understand how 
adding/dropping classes can impact their benefits.



Other Veteran Resources
• The Veteran Support Center

Rm. 418 in the Union Bldg.

801-587-7722

• The VA regional office

1-888-442-4551

• Transition assistance advisor

Bart Davis: 801-432-4937



Contact info
• University of Utah Veteran Services

Rm. 418 in the Union Bldg.

801-581-6945

vetservices@sa.utah.edu

http://www.sa.utah.edu/regist/veterans/

mailto:vetservices@sa.utah.edu
http://www.sa.utah.edu/regist/veterans/


Athletic Eligibility
Jon Cantu & Kathy Rank



NCAA Eligibility Center
• Certifies all incoming Division I student –athletes for 

academics and amateurism.

• Prospective student-athletes register with the NCAA Eligibility 
Center during high school.

• Eligibility Center reviews all high school transcripts and 
ACT/SAT scores to verify a student’s academic status.

• High Schools register with the NCAA and provide a core 
course list.



NCAA Initial Eligibility Requirements
Qualifier

• Meet GPA & Test Score Index

• 16 core courses & distribution:
 4 English
 3 Math
 2 Natural or Physical Science (1 Lab)
 1 Additional English, Math or Natural/Physical Science
 2 Social Science
 4 years of additional core coursework
 Meet core course progression requirements
Graduation
 Within 4 years of initial high school enrollment



Core Course Progression

Sixteen Core Courses:

 10 of the 16 must be completed prior to the 7th semester of high school
 These 10 courses cannot be repeated during senior year for a better 

grade.
 7 of the 10 core courses must be in English/Math/Natural or Physical 

Science.
 Courses taken the summer between 6th and 7th semester can be 

included in the 10 core.



Academic Redshirt
• May receive aid in the first year and practice in 1st semester

• Meet GPA/Test Score Index (2.0 GPA minimum)

• 16 core courses and distribution
 4 English
 3 Math
 2 Natural or Physical Science (1 Lab)
 1 Additional English, Math, or Science
 4 years of additional core coursework
 Graduation
Within 4 years of initial enrollment
*So, if a student does not meet the Qualifier requirements of a 2.3 core 
GPA or the 10 core courses before senior year, but they earn 16 core 
courses they will be an Academic Redshirt



Non-Qualifier

• Does not meet the GPA/Test Score Sliding Scale or did not 
graduate from high school.

• Cannot receive athletics aid, compete, or practice in their 
initial year of enrollment.

• PAC-12 conference rules do not allow these student to enroll 
at the University of Utah.



Full Time Enrollment
• Must be enrolled full-time (12 credit hours)

• Six degree applicable hours each F/T semester

• 18 degree applicable hours during regular academic year

• 24 degree applicable hours beginning third F/T semester

• Additional Requirement – Football
 Complete 9 applicable hours fall term or not eligible to compete in the 

first four contests the following season.



Credit Hour Requirements - 6
• Six hour requirement applies to:

 All undergraduate student-athletes
 All graduate student-athletes

 Transfers
 Must complete six hours during previous F/T term of enrollment regardless 

of when SA enrolls at certifying institution.
 Six hour rule is NOT applicable to transfers from a foreign collegiate 

institution.



Credit Hour Requirements - 18
• 18 Hour Rule

 Student-athlete must complete 18 hours of credit which counts toward 
a degree during each regular academic year

 Summer hours do not count
 Tied to the start of the student-athlete’s third semester of enrollment 

following initial F/T enrollment
 Mid-year Enrollee: Certify 18 hour requirement after completion of two F/T 

semesters at Utah.
 Thereafter, certify 18 hours prior to start of each fall term.



Progress Toward Degree
• Student Athletes must meet Percentage-Toward-Degree 

(PTD) thresholds for Degree Credit:

 Must declare degree program prior to third year (5th semester)
 At start of third year all credits used to satisfy PTD (e.g. 6 Hour Rule and 

18 Hour Rule must count toward the degree.
 All credits acceptable toward any degree program may be used during 

first two years.
 Start of 3rd year 40% of degree completed
 Start of 4th year 60% of degree completed
 Start of 5th year 80% of degree completed



Grade Point Average

• GPA Requirement by:
 Year 2 – pass 24 credit hours- 90% of GPA
 Year 3 – meet 40% of chosen degree & 95% of GPA
 Year 4 – meet 60% of degree & 100% of GPA
 Year 5 – meet 80% of degree – 100% of GPA

 GPA must be maintained term by term



FERPA
michael bard



This Act is enforced by the 

Family Policy Compliance Office, 

U.S. Department of Education, 

Washington, D.C. 

Family Educational Rights and 
Privacy Act of 1974



• Federal law designed to protect the privacy of 
education records. It also provides for appropriately 
using and releasing student education records.

• It is intended that students’ rights be broadly defined 
and applied.

• Consider the student as the “owner” of the information 
in his/her education record, and the institution as the 
“custodian” of that record.

What is FERPA?



• College Students must be permitted to inspect their 
own education records.

• School Officials cannot disclose personally identifiable 
information about students nor permit inspection of 
their record without written permission unless such an 
action is covered by certain exceptions by the Act.

The Essence Of The Act



• Education Record

• Personally Identifiable

• Directory Information

• Restriction of Directory Information

• School Officials & Legitimate Education Interest

• Eligible Student and FERPA Rights

• Parents

• Consent required for disclosure of student education records

• Exceptions to consent requirement

Key Concepts



WHAT IS AN 
EDUCATION RECORD?



If you have a record that is:
1. Maintained by your institution
2. Is personally identifiable to a student
3. Not one of the excluded categories of records

Then, you have an education record and it is 
subject to FERPA

Note: records can take be any format or medium.

Education record



“Personally identifiable”

Any record is personally identifiable if it contains any 
information which would make the student’s identity easy 
to determine (in whatever format or medium).

Examples:
• The name of the student, the student's 

parent, or other family members
• The student's campus or home address 
• A personal identifier (such as a Social 

Security Number or Student Number) 
• A list of personal characteristics



Excluded Categories:

• “Sole possession” notes 
(more on this on the next slide)

• Law enforcement unit records
• Employment records

– Unless the employment is based on student status (example: 
work study, research assistants, etc.)

• Medical treatment records
• Alumni records



Sole Possession Notes

Are made by one person as an individual observation or 
recollection, and are kept in the possession of the maker.
• This term has always been narrowly defined.
• Notes taken in conjunction with any other person are 

not sole possession notes.
• Sharing the notes or placing them in an area where 

they can be viewed by others makes them an 
education record.

– PeopleSoft Advisor Notes are NOT sole possession notes and are 
subject to FERPA.

• Emails can never be sole possession notes.
• Best Advice: If you don’t want it reviewed, don’t write 

it down.



DIRECTORY INFORMATION



• Those data items that are generally not considered harmful or 
an invasion of privacy if publically available.

• Each institution establishes what it considers to be directory 
information
 Can NOT include race, gender, SSN (or part of it), grades, GPA, 

country of citizenship, or religion.

• Institutions may release this info at their discretion.

• This information cannot be released if student 
has opted to have it restricted.

Directory Information 



• Student's name, address, or telephone number

• Student ID number

• Class standing

• Field of study

• Participation in officially recognized activities or sports

• Weight and height of members of athletic teams

• Dates of attendance

• Degrees and awards received

• Most recent previous educational agency or institution attended

• Email address

• Enrollment status

• Photograph

Directory Information At The U 



RESTRICTION OF 
DIRECTORY INFORMATION



• Every student must be given the opportunity to 
have directory information suppressed from 
public release. 
 We have an online CIS form (cis.utah.edu) and a paper 

form

• When a student makes this request, everyone 
within the institution must abide by the student’s 
request that no information 
be released without their consent.

Directory Information Restriction



What To Do When There Is A FERPA 
Restriction on Directory Info?

• Do not give out any information 
unless:
 Positively identified you are 

working with the student; or
 You have a signed release from 

the student



• It is important to understand that a restriction to 
directory information does NOT mean that a 
school official within the institution who has a 
legitimate educational interest is precluded from 
using the information to perform that official’s job 
duties.

Important Note…



WHO IS A SCHOOL OFFICIAL?



A school official is defined as someone
employed by the University of Utah in administrative, 

supervisory, academic, research or support staff 
position; 
a member of the University's board of trustees or the 

Utah State Board of Regents; 
or a person employed by or under contract to the 

University to perform a special task, such as an 
attorney, auditor, collection agency, or other entity 
engaged to assist with the University's educational 
mission. 

“School Official”



A school official has a 
legitimate educational 
interest if the official needs 
to review an education 
record in order to fulfill his 
or her professional 
responsibility.

What is a “Legitimate educational interest”?



WHEN DO FERPA 
RIGHTS BEGIN?



• A FERPA-related college education record begins 
for a student when he or she enrolls in a higher 
education institution and attends their first 
class, regardless of the student’s age.

FERPA Rights Begin



 When a student reaches the age of 18 or begins 
attending a postsecondary institution regardless of age, 
FERPA rights transfer to the student.

 Parents may obtain non-directory information by 
obtaining a signed consent form from their child.

 Parents who hold a Power of Attorney 
specifying “educational records” may 
obtain student information.

What about parents? 



BASIC STUDENT RIGHTS 
UNDER FERPA



• Must be notified of their FERPA rights 
at least annually.

• Must be permitted to inspect and 
review their records.

• Can request to amend an 
incorrect record.

• Must consent to disclosure 
(with exceptions)

Student’s Rights



• Every institution must notify 
students of their FERPA rights at 
least annually.

• We do so via…
 CIS Student Message Center 
 Undergraduate Bulletin 
 General Catalog 
 Registrar’s Website

Annual Notification



• Students have the right to see everything in their 
“education record,” except:
 Information about other students;
 Financial records of parents; and
 Confidential letters of recommendation if they waived their right of access.

• Institution must provide inspection and review within 45 days of 
the request.

• FERPA does not prescribe what records are created or how long 
they are to be kept; however, you cannot destroy a record if there 
is a request to inspect and review.

Inspection and Review



• Students have the right to seek amendment to their 
record if they believe there is error.

• Submit a signed, formally written request to the Vice 
President for Student Affairs. The written request 
should identify the portion of the record to be amended 
and reasons why they believe the record is inaccurate, 
misleading or in violation of your privacy or other rights.

• Reviewed, decision made, appeal procedures, hearing, 
final decision is made.

Amendment to a Record



• School officials cannot disclose personally identifiable 
student records, nor permit inspection of their records, 
without the written and signed consent from the 
student…

 Consent Requirements

• Exceptions permitted by the Act

Consent to Disclosure
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Access to Online Release Form



Online Consent to Release Form

• The student must elect 
offices to authorize the 
release of information.

• The person requesting 
information, must know 
the uNID, student 
name, PIN, be listed, 
and be properly 
identified.



The written consent must:

A. Specify the records to be released
B. State the purpose of the disclosure
C. Identify the party or parties to whom disclosure may be made
D. Be signed and dated by the student.

Written Consent for Disclosure



I give permission to Professor Kostal to write a letter of 
recommendation to:

Annie’s Catering
344 Willow Dr.
Lynchburg, VA 24502

Professor Kostal has my permission to include my 
grade, GPA, and class rank in this letter.

I waive/do not waive my right to review a copy of this 
letter at any time in the future.

Signature Date

Written Consent Example



WHEN IS PRIOR CONSENT 
NOT REQUIRED?



 School Officials determined by the institution to have a legitimate 
educational interest

 Disclosure of directory information (provided the student has not 
placed a restriction) 

 Disclosure to accrediting organizations, DOE, State Education 
Authorities, etc.

 Disclosure to another institution where the student seeks to enroll or 
is enrolled

 Disclosure in connection with the receipt of financial aid
 In compliance with a judicial order or a lawfully issued subpoena 

(provided that the institution first make a reasonable attempt to 
notify the student)

 Disclosure for a health/safety emergency

When Is Prior Consent Not Required?



LETTERS OF RECOMMENDATION



Letters of Recommendation:
Signed Release / No Signed Release?

• Statements made by the person that are based on 
that person’s personal observations or knowledge 
do not require a written release from the student 
(Mary was a stellar student).

• If personally identifiable information obtained from 
a student’s education record is included in the letter 
(grades, GPA, names of courses taken, etc.), the 
writer is required to obtain the students signed 
consent.



Letters of Recommendation:
Student Right To Review?

Since a letter of recommendation is part of a 
student’s education record, the student has a right to 
read it –- unless they have waived that right.



Letters of Recommendation:
Students’ Waiver of Right to Review

Student may waive any or all of their rights to review 
under FERPA, providing the following conditions:

• Institutions do not require waivers as a condition for 
admissions to or receipt of a service or benefit from 
the institution.

• The documents waived are only used for the purposes 
they were collected.

• The waiver is in writing and signed by the student.



Letters of Recommendation Release Form

A template is available for your 
convenience.

• Located on the Office of the 
Registrar website under
Student Forms

It is recommended that the 
release be kept on file for at 
least one (1) year.



• Education Record

• Personally Identifiable

• Directory Information

• Restriction of Directory Information

• School Officials & Legitimate Education Interest

• Eligible Student and FERPA Rights

• Parents

• Consent required for disclosure of student education records

• Exceptions to consent requirement

Key Concepts



• Don’t give it out!

• FERPA Information and Review:  
http://registrar.utah.edu/faculty.php

• Contact Us: 
 registrar@utah.edu or 801-581-5808

When in Doubt…

http://registrar.utah.edu/faculty.php
mailto:registrar@utah.edu


Welcome to Café Registration
& Petitions



Welcome to Café Registration
Thain Bailey



Meet the Team
KATHY RANK

Associate Registrar
Athletic Compliance, Veteran Services, 

Operations

MELISSA PERRITT
Assistant Registrar, Operations

Registration & Records, Graduation, 
Transcripts & Verifications

THAIN BAILEY
Supervisor

Registration & Records

LAUREN RIALDI
Assistant Supervisor

HALEY PULSIPHER
Registration Specialist

LOGAN GOWERS
Registration Specialist



Before the Term:
Registration dates become available 8-10 weeks prior 
to the beginning of the semester.

Appointments are based on class level and the total 
number of credits hours completed at the University 
of Utah.

Newly-admitted freshmen and transfer students must 
complete an orientation session. Transfer students 
must also meet with an advisor.



Credit Hours Allowed
• 19 credit hours during early 

registration 
• 24 credit hours at Open Enrollment
• Anything over 24 hours must be 

added through Registration & 
Records

Undergraduate 
Students

• 16 credit hours
• Over 16 credit hours requires 

Graduate School approvalGraduate 
Students



Registration Timeline

Admitted students continue to 
register.

Permission codes are required 
if a class is full, has unfulfilled 
requisites, or if department 

consent is required.

Last day to be added to a wait 
list or be added from a wait 
list for regular and 1st half 

classes.

Last day to add, drop (delete), 
elect CR/NC, or audit 1st half 

classes.

Week One



Registration Timeline

Permission codes are 
required to add regular 

session classes.

Green Late Add forms are 
required to add 1st half 

classes.

Last day to add, drop 
(delete), elect CR/NC, or 

audit regular session 
classes.

Tuition is due.

Week Two



Permission Codes
When needed?

• Week two of 
registration –
regular session

• Department 
Consent

• Override full class
• Override career
• Override requisites
• Override time 

conflict

Restrictions?

• Permission codes 
are specific to a 
subject, catalog 
number, and section 
number.

• Permission codes 
can only be used 
once.

• Permission codes 
cannot be used to 
add a student to a 
wait list.

How to generate?

• Permission numbers 
are generated on 
the day the 
schedule is 
published for the 
term.

• Registration & 
Records and 
Scheduling can 
generate more 
permission numbers 
after the initial 
batch process.



Registration Timeline
Green Late Add forms are 

required for all regular 
session and 1st half (cont.) 

initial registrations.

Green Late Add forms 
required for section changes, 

credit hour changes, to 
remove a “W”, or to place an 

audit.

Deadline for Green Late Add 
forms for initial registrations 

is Census.

Deadlines for section changes, 
credit hour changes, and 

removing a “W” is the last day of 
class.  For audits the deadline is 

the midpoint of the class.

Week Three



Registration Timeline
Census Deadline: 

Monday of the 4th week
Green Late Add forms for initial 
registrations are due on Census.

Green Late Add forms continue 
only for registration changes 
(section changes, credit hour 
changes, remove a “W”, to or 

from an audit).

Yellow Late Add forms start. Drop for Non-Payment occurs at 
the end of the week.

Week Four
Fee Match Period



Fee Match Period
Census

• The university 
does not receive 
funding for 
students who add 
classes after the 
Census deadline 
(Monday).

Fee Match Period

• Extends from 
Census until Drop 
for Non-Payment.

• A Yellow Late Add 
form is required 
for any initial 
registrations of 
regular or 1st half 
classes during this 
period.

Drop for Non-
Payment

• If a student does 
not pay their 
tuition in full by 
the deadline they 
may be dropped 
for non-payment 
on the Friday after 
Census.

• Classes can be 
held for financial 
aid, and because 
of certain student 
groups.



Fee Match Period

There are three possible situations that occur during this 
period and each follows a different procedure:

Registered? Drop for Non-
Payment? Due Date

Situation One YES NO One Week
Situation Two YES YES Friday after 

Census
Situation 
Three NO NO Friday after

Census



Registration Timeline

Yellow Late Add forms are required to 
add all regular and 1st half credit 

courses.

A student must be registered for at least 
one regular or 1st half class in order to 
add any additional regular or 1st half 

classes.

Green Late Add forms continue only for 
registration changes (section changes, 
credit hour changes, remove a “W”, to 

or from an audit).

Only exception: Graduate students 
registering for thesis, project, 

independent study, faculty consultation, 
or continuous registration do not need 

to already be registered.

After Fee 
Match



Miscellaneous Classes
Courses that have irregular start and 
end dates.  Generally, the same rules 
apply, with a couple of exceptions:

Deadlines for drops, withdrawals, and 
revoking CR/NC are prorated to 
correspond to the length of the class.

Green Late Add forms are always used 
to add miscellaneous classes that have 
passed their add deadline.



Withdrawals
After the Drop Deadline - Up to Midpoint of the Class
Students can withdraw from classes through their CIS page 
by clicking on the Drop/Withdraw Class link behind the 
Registration Tile.

After the Midpoint of the Class – Up to the Last Day 
of Class
Students must submit a Petition for Consideration of Exception to the 
Withdrawal Policy (Dean’s Withdrawal) through the Dean’s Office of 
their major college.  Must be submitted before the last day of class to 
the Dean’s Office.

After the Last Day of Class
Students must submit a Petition for Consideration of Exception 
to Policy to the Office of the Registrar.  This petition must be 
submitted within 3 years of the affected term or prior to 
graduation, whichever comes first.



Online Grading

Can be found on the 
Office of the 
Registrar’s website 
under the Faculty & 
Staff heading.

Includes training 
manuals, grading 
calendars for the 
academic year, and 
security access 
resources.

E-Grading 
Resources A list of all classes 

taught within a term 
that indicates whether 
an instructor has 
started grading or has 
posted grades.

The link is located on your 
Student Admin Services 
homepage in CIS. No 
security approval is 
required.  If you have the 
homepage you can run the 
report.

Grade 
Check Off 
List/Status



Leave of Absence

Undergraduate Students
• Apply through the 

Undergraduate Leave of 
Absence request link 
behind the Academic 
Record tile in CIS

• Documentation is 
required for more than 3 
semesters or if receiving 
Financial Aid.

Graduate Students
• Must submit the 

Graduate Student 
Request for Leave of 
Absence form found on 
the Office of the 
Registrar’s website.

• Granted for a maximum 
of one year at a time.

International Students 
(F1/J1)
•Must submit the Graduate 

Student Request for Leave of 
Absence form, or the 
International Undergraduate 
Student Request for Leave of 
Absence form found on the 
Office of the Registrar’s 
website.

• Forms must be signed by the 
International Student & 
Scholar Services Center.



Change in Graduate Classification
WHO

• Graduate students not in their admitted term.

WHAT
• Changing from Masters to PhD – only with continuous registration
• Change from PhD to Masters – within the same plan
• Change of degree type – within the same plan (ex. MEN to MS)
• Plan change from pre-major to a specialization
• Discontinue academic program plan

WHEN
• Recommendation for Change in Graduate Classification forms must be 

submitted no later than one week before the first day of the semester the 
change is to be effective. If not submitted on time, the change will not be 
effective until the next semester.



Change of Major/Minor

Eligible
• An Undergraduate Student
• A student who is currently active in a Major, Pre 

Major, or Intermediate Major

Ineligible

• A Non-Credit, Graduate, Medical, Dental, or Law 
Student

• A student who has been discontinued from the 
University

• A student on a Leave of Absence
• A student on Academic Suspension
• A student who has applied for graduation
• A student who has graduated

For Help Resources visit http://registrar.utah.edu/faculty/change-major.php.



Wait Listing
If a class is full when a student registers, wait listing 
allows a student to add their name to an electronic 
wait list and potentially be added to the class if space 
opens up.

Wait listing is only available to classes that the 
department sees as benefiting from a wait list.

Once a student wait lists into a class, it is up to them to 
monitor where they are added to the class or not.  If a 
student decides they no longer want the class, they are 
responsible for dropping the class prior to the drop deadline.



Wait Listing
• It is their appointment period
•They do not have any negative service indicators
•The class does not require 

department/instructor consent
•They have the correct career
•They are not over the allotted unit load
•They meet the requisites

What does a 
student need to 

add their name to
a wait list?

• Seats are available
• No time conflicts exist in their schedule
• They are not already registered in the same 

class
• They meet the requisites
• They have not exceeded the allotted unit 

load

What does a 
student need to be 
moved from a wait 
list to enrolled in 

the a class?



Repeats & Duplicates

Re
pe

at
s Applies to courses taken at the same institution.

Hours earned in repeated courses count toward 
graduation requirements only once.

The last grade received is used to compute your 
grade point average.  The grade I, NC, W, V, or T 
do not qualify for removal of previous grades



Repeats & Duplicates

Re
pe

at
s

The Registrar’s Office runs an end of term 
process after grades have been reported for 
the term to post repeats for undergraduate 
students.

If a class has not been marked as repeat by 
two days after grades are due, students can 
submit a Repeated Class Notification.

CIS > Student Homepage > Academic Record 
Tile > Repeated Class Notification link



Repeats & Duplicates

Du
pl

ic
at

es Courses taken at another institution 
and the University of Utah.

Coursework taken at the University of 
Utah is always kept, regardless of 
when the course was taken.

Exception: “E” grades earned at the 
University of Utah.



Repeats & Duplicates

Du
pl

ic
at

es
Using My Degree Dashboard, review the 
Summary of Transfer Credit and Summary of 
Courses Taken at the University of Utah to find 
equivalent courses.

If duplicate coursework is suspected and both 
courses are showing final grades, complete the 
Duplicate Course Notification form.

Office of the Registrar website > Students > 
Forms> Duplicate Course Notification (under 
Graduation Heading)



Petitions for Consideration of Policy
Melissa Perritt & Kathy Rank





Uses
• Prior Term – Requires Letter of Support
 Elect/Revoke CR/NC 
 Withdraw (w/ extenuating non-academic circumstances)
 Delete classes with a W grade (University error only)
 Add class(es) (Must be enrolled in other courses and pay $50 late fee)
 Change in credit hours (Must pay tuition difference)
 Section change
 Change a cross-listed course

• Current Term
 Delete classes with a W grade (University error only)
 Elect CR/NC after the deadline



Process

Intake
• Office Coordinator receives
• Checks for eligibility
• Checks for completeness

Preliminary Review (Thursday)
• Reviewed by Associate Registrar and Office Coordinator
• Cases with strong precedent, Associate Registrar 

responds directly
• Complex cases, reviewed by Committee



Process
Committee (Friday)
• Chaired by Associate Registrar (Non-voting), comprised of Office 

Coordinator and 2 other staff members, serving 1 year terms
• Read and discuss petition in entirety
• Vote – requires 2 affirmative votes to be approved

Notification
• Office Coordinator sends email to student notifying of decision
• If approved, student will also be notified of any required 

actions
• If denied, student will be notified of remaining administrative 

options



Decisions by year (Volume)
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Considerations

Policy & 
Precedent Evidence

Statement Support

Decision



Supporting Evidence
• Not required, but strongly encouraged

• Concise and to the point

• Once submitted to our office, becomes a part of the 
academic record
 Subject to FERPA
 Other privacy laws (e.g., HIPAA) no longer apply



Letters of Support

Contact

Status

Career

Student

Graduate

Chair of 
Supervisory 
Committee

Undergraduate

Declared

Dean of College

Pre-major Undeclared

Academic 
Advising Center

Non-
Matriculated Non-Credit

Continuing 
Education



It’s a Balancing Act
Integrity of 
the Record

Student 
Success

Responsibility

Extenuating 
Circumstances

Non-Academic

Equity

Policy

Accuracy



If denied . . . 
• Students do have the right to appeal to the Student Affairs 

Appellate Committee

• Depending on circumstances we may refer to Income 
Accounting petition regarding Tuition

• Other options may be appropriate
 Repeating the course
 Academic renewal (after 7 years)
 Degree audit exceptions
 Changes to Program of Study



Your Strategic Scheduling Vision: 
Moving Beyond Transactional Scheduling 

Liz Johnson



Introduction to our Team

• Liz Johnson- Associate Registrar

• Jessica Novak- Project Coordinator

• Candace Bradbury- Scheduling Specialist

• Emily Dunklee- Scheduling Specialist



Defining…
•What is strategic scheduling? Simply 
put, it is knowing what you want to 
achieve, and using your time to 
make sure you get there. If your 
budget is your strategic plan put to 
numbers, then your schedule is your 
strategic plan with dates, times and 
locations.

-Congressional Management Foundation



Straw Poll
• Is scheduling done strategically in your department?

• Is the schedule viewed as a tool to reach department goals?

• Is the schedule more faculty driven or student driven?

• Can students get the courses they need to graduate?

• Is an evaluation done of last year’s schedule, or is it just a 
“rollover” with a few tweaks?

• What percentage of the schedule changes from year to year?

• Are real time changes being made in response to student 
demand?



Class Demand 
Report



How Do I Access the Information?
• CIS Class Tools Security Authorization Form

• Find report under CIS Student Admin Services/ Class 
Demand Report



Select Courses to View
• Option to view on screen or download to excel

• Why is section 003 the most popular? Tues/Thurs 9:10-10:30



What is actual demand…?



Case Study University Professor Course for Spring 2019
Celebrity

GNDR 2235 +FILM 2235+ UGS 2135

Working together across departments, see that 9 students have the film section in their shopping cart



What is the Solution?
Options:

• 1) Increase enrollment cap on FILM section

• 2) Email/reach out to students to advise of seats in other 
offerings (exception in DARS if needed)

• 3) Use Class Demand Report to look at assigned classroom 
and determine if larger room is needed



Online Schedule- At a Glance

Can view historical enrollment by clicking on archived schedules



Low Enrollment 
Courses
• Click on Filter

• Select “Section” Drop 
Down

• Enter Enrollment <10

• Status !X

• Click Apply

• Results can be 
exported to excel for 
further review

Spring 2019- last day for major changes- Wed, January 2nd



Head of the CLSS



Choose Framer, Customize View



Term by Term Comparison



Export to Excel-
Compare Three Terms of 
Offerings/Capacities Side by Side



Heat Map
• Filter Criteria- only what is in filter will show in map





Filter- By Faculty (Last Name)



Don’t Forget- You have View Access 
for All Departments!!
• You can also add additional information into your filter 

across departments, to check courses that need to be taken 
in the same term



Load Heatmap/Download Excel



Open the lines of Communication!



How can I learn CLSS if I wasn’t here 
during the initial implementation?

• Watch the online training video

• Attend a CLSS help session

• Give us a call with a question 

• Come use our in-office training station

• Refer to online documentation (custom and vendor)

• Watch the purple box for important messages



Resources Available
• Online Training Session

• Quick Reference Guide

• Users Guide

• In House Training Desk
 Available M-F 8-5

• CLSS Help Sessions (Formerly Open Labs)
 Drop-in help
 No registration required
 Bring your schedules and data enter away from your office 

interruptions!



CLSS HELP SESSIONS
Drop-in help
No registration required
Bring your schedules and data enter away from 

your office interruptions!

• 11/27/18 3:00PM - 5:00PM M LI 1735

• 12/06/18 10:00AM -12:00PM  M LI 1735

• 12/12/18  2:00PM - 4:00PM M LI 1735

• 12/17/18 9:00AM - 11:00AM M LI 1735

• 1/15/19 10:00AM - 12:00PM M LI 1735



The Purple Banner…
• Provides you with important information

• Please keep an eye out for important announcements



How do I change the time when 
students are enrolled?
• Time changes and class-type changes are not allowed on 

existing sections

• Adjust class status to stop further enrollment

• Add new section with desired time

• Email students letting them know that class time is changing 
and information for if they want to register for the new 
section

• Place comment in CLSS to notify Scheduling through 
workflow to cancel the original section



The Bridge

• How CLSS and PeopleSoft talk to each other

• We make periodic changes in the way the software talk to 
each other
 Notes should be working
 Credits are still not always sending changes so place in comments

• If something is not showing in the online schedule please 
reach out to us so we can troubleshoot



When Can I Expect to See Changes?
• Design Mode (Initial Submission)- all changes are held in CLSS until 

during the room assignment phase when changes are bridged to 
PeopleSoft

• Refine Mode (After Dept Link Sent)- Change is Saved, or Moved to 
Workflow
 Saved: should be processed in PS within a few moments, available for 

students in class search within a few moments, and in online schedule 
within 15 minutes
 Depending on volume should be in Astra within two hours for assigning rooms or 

calendar view
 Workflow: goes to queue and is processed constantly
 Comments: are processed frequently, completion within 1-2 business days

• Plan accordingly!! (don’t submit Friday at 3 pm before a Monday 
deadline, i.e. class schedule publish or start of registration)



NTPC is not the code for unrelated 
information… 
• Be sure that you are using the appropriate comment codes 



What is Coming in 
Astra??



Astra Request Form
• Beginning January 1, 2019 all requests for non-class space 

must be sent using the Employee Request Form
 Exception- if reservation is within 48 hours please pick up the phone

• Requests for events requiring additional review will still need 
to use the Special Event Application
 All student events
 Public or minors invited to campus
 Admission being charged



Event Request Form



Enter Meeting Information



Select Day/Time and Room
• Enter Meeting Information and Select Submit

• Reviewed and Approved Twice Daily



Behind the Curtain

Moving to the cloud in the early 
summer

Working on moving event request 
and approval process online



The good old stuff…
A few reminders



Standard Time Blocks

• Why are they important?

Minimize student conflict

Allow non-overlapping of courses

 Increase room utilization



Standard Time Blocks



Standard Time Blocks

Standardized Evening Start Times
4:35 pm     6:00 pm     7:15 pm



Standard Time Exceptions
• Graduate level courses that are not combined with 

undergraduate courses and are taught in department space 
are not required to adhere to standardized times

• Classes meeting in spaces that are Right of First Refusal are 
encouraged to utilize STB

• Any variation from the standard time blocks must be 
accompanied by a Standard Time Exception Form
 Even when an exception is granted please consider that there will be 

less room availability for others



Permission Code Generation

• The day the class schedule publishes (S19- 9/24)

• At open enrollment (S 19- 11/26)

• If you request a late class setup and want permission codes 
generated before open enrollment, please add a comment in 
CLSS (example PERMCODE 15)

• Suppressed classes don’t always need consent



Desirable Space Does Exist!!

• If you add FRIDAY to your teaching schedule you have the 
opportunity to get great rooms, Still in Primetime!!

 MWF 8:35- 9:25
 MWF 9:40- 10:30
 MWF 10:45- 11:35

 MW 8:05- 9:25

 Students will have less conflicts in their schedule and have more 
course options, enrollments will likely increase



Academic Calendar Adherence
• Crossing Terms Is Not Allowed

• Class Dates Should Not be in Multiple Terms
 Class cannot meet April 17th through June 17th
 Class cannot have extended field trip or experience beyond end of 

term

• Summer Session 4 begins one week prior to term

• Fall session 4 begins one week prior to term

• Must be within the session 4 dates for any given term

http://registrar.utah.edu/scheduling/classes/sessions.php

http://registrar.utah.edu/scheduling/classes/sessions.php


Instructor Levels
• Primary Instructor
 Rolls, email, etc. Can post grades and delegate access to another

• Secondary Instructor
 Can enter and view grades, rolls, etc.

• TA
 No special access

• All are listed in alphabetical order in the online schedule



Room Requests
• Priority Room Assignments are processed prior to room 

optimization

• Building Preferences are built into the software (we already 
know where you like to be scheduled!)

• We make every effort to accommodate preference requests 
as possible

• If you have need of a PARTICULAR room for pedagogy, etc. 
please include the information in a comment 

• Please do not include a list of classes that you would like to 
have placed back-to-back



It’s good to know…

• We roll classes from like term to like term, Fall to Fall, Spring 
to Spring, Summer to Summer

• Before enrollment begins- Take another look
 Course dates
 Credit hours
 Consent flags  

• Event scheduling for a term doesn’t begin until about two 
months before the term begins



The Giant Puzzle
• Please cancel non-offered and zero 

enrollment courses - so spaces open 
up

• Review your schedule and let us know 
if you are not going to be using a 
classroom you have been assigned

• If you moved a class to department 
space- please tell us!

• Space inventory is shifting with 
construction moving forward on 
campus.  We still have space 
challenges in prime time.



Places We Don’t Schedule
• http://registrar.utah.edu/scheduling/classes/rooms-not-

scheduled.php

http://registrar.utah.edu/scheduling/classes/rooms-not-scheduled.php


Time for Feedback
• What do you need from us that you’re not getting?



Questions??
THANK YOU FOR BEING OUR CAMPUS PARTNERS!!!
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