Updating Checklists in PeopleSoft for Degree Clearance

The Registrar’s office will create a checklist in PeopleSoft for the undergraduate
degree candidates. The department is responsible for making sure that the
student meets all the requirements for the major/minor(s). To indicate that the
student has met these requirements the department representative will mark the
checklist item status complete in PeopleSoft.

The Checklist Code for the undergraduate degree candidate’s major(s) and
minor(s) is BUGDEG. This is the only code that you will be responsible for
updating.

If the student applied for teacher certification, they will have a second checkilist,
with a code specific to the type of teacher certification. You do not have to
change the status of this Checklist Code.

Navigation: Campus Community > Checklists > Person Checklists >
Checklist Management - Person

Checklist Management - Person

Enter any information you have and click Search. Leave fields blank for a list of all values. Enter the StUdent,S
D) Stony Brook ID and
click Search.

ID: [ begins with ¥ | [123456789 Q

Seauenceumber: |- 5| | If you do not know the
Adm|n|stral|\reFunct\on:lbeg|nswnhj| Q Stony Brook ID you
Checklist Code: | begins with v| [ .
National ID: | begins with v| [ can enter the National
c , — ID (SS#) or the last
ampus ID: | begins wnhj| -

Last Name: |beginswithj| and first name.

First Name: |beginswithj|

If the student has more
Search | Clear | pasic Search Save Search Criteria than one CheCk“St,
Search Results select the appropriate

Only the first 300 results can be displayed. Enter more information above and search again to reduce the numberofsl, QN .
View All

Sequence Administrat ve Checkiist ! 10008

= Number Function Code b=
- = =  Country

. Date
NID Short Hational
Description|D oE!rth Gender Name

SPRG BUGDEG UBA SSN = m 918212113 Male
L i SPRG BUGDEG UBA 58N #5166 0219 Female .,
IS SPRG AGRDEG LA SN #5295 10/119 Female
SPRG 4GRDEG UBA 35N +++**9651 05/26 Female .
SPRG 40RDEG UBA  SSN 6537 10/22 Female . 23
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For assistance contact Yvette Vangorden, Office of the Registrar


https://psns.cc.stonybrook.edu/servlets/iclientservlet/he80prod/?ICType=Script&ICScriptProgramName=WEBLIB_MENU.ISCRIPT3.FieldFormula.IScript_DrillDown&target=main0&Level=0&RL=&navc=8583
https://psns.cc.stonybrook.edu/servlets/iclientservlet/he80prod/?ICType=Script&ICScriptProgramName=WEBLIB_MENU.ISCRIPT3.FieldFormula.IScript_DrillDown&target=main0&Level=1&menugroup=BQQQuild%20Community&RL=&navc=8583
https://psns.cc.stonybrook.edu/servlets/iclientservlet/he80prod/?ICType=Script&ICScriptProgramName=WEBLIB_MENU.ISCRIPT3.FieldFormula.IScript_DrillDown&target=main0&Level=2&menugroup=BQQQuild%20Community&menuname=MANAGE_CHECKLISTS&RL=&navc=8583

| Checklist Management 1 {_ Checklist Management 2 |

Checklist Date Tirme: 02/0372006 3:49:52PM

ISF‘RG Q

| SUNY at Stany Braok

|8UGDEG Q,
IInitiated 'I

*Administrative Function: Student Frogram

[

*Academic Institution:

*Checklist Code:

ate Degree Clearance

@ x

Do not change this
Status code

E save | L\ Return to Search | +[E Previous in List | +E] kext in List |

*Status: Status Date: 02/03/2006

Due Date: |1 262007 [5)

Due Amount: I 46.00 | Q. currency Code

Comments: MAJ 1 WSTBA al

\

The student’s
major(s)/minor(s)
(Academic Plan) are
indicated in the Comments
box. This information is
entered by the Registrar’s

Office.
/

If needed, you can use the Comments box to enter departmental comments

explaining the status of a checklist item. Skip a line unde

r the major/minor entry

made by the Registrar’s Office, then enter the date, department, and comment.

For example, “12/13/01, WST: needs to complete.......
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| ChecklistManagement 1 | Checklist Management 2

[T ERYE ] fog © [ ID: @ *
Checklist Date Time: 020372006 349:52PM
Administrative Function: Student Program Status: Initiated
Academic Institution: SLIMNY at Stony Brook Status Date: 0250352006
Checklist Code: Undergraduate Degree Clearance Due Date: 12MB/2007
Checklist itern Table
*Seguence  *em *Status *Status Date ‘Due Date E|
[ 100 [8MAIT QU gt clear | completed |12r142007  |12016/2007

Responsible ID:I ‘ Q Name: (12t )

Change the
Status code

Enter your Stony
Brook ID

&l Save | L1 Return to Search | +[5] Previo

On the Checklist Management 2 page there will be a Checklist Item Sequence
listed for each major/minor (Academic Plan). Change the Status next to the
Checklist Item that your department is responsible for.

All student Checklist Iltems are posted with the Status of Initiated which
indicates that the checklist item has not been reviewed by the department.

When changing the Status select from the drop-down menu:
e Completed when the student has satisfied all departmental requirements

e Active when the student is pending completion of the departmental
requirements but is not expected to take future classes

e Cancelled when the student has not met the departmental requirements
and needs to take additional classes.

When the status is changed to Active or Cancelled it is helpful if you add a
comment to the Checklist Management 1 page so that the graduation department
will be able to inform the student.

Enter your Stony Brook ID (the person updating the Checklist) in the
Responsible ID field.

Click Save.

NOTE: If a student changes a major/minor (i.e., you sign a change of
program/plan form), DO NOT change the major/minor data in the
checklist comments field. This will be done when the program/plan
change form is processed by the Registrar’s Office.
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