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Matriculation Plan Advisor Training Guide

Important information and common student questions regarding the MAT Plan process:

e |[f a student fails to assign a course to a particular term, the course(s) will be displayed as a course
planned for Fall 2020. If this happens, the student should be instructed to assign the course to the
proper semester and then resubmit the MAT Plan.

e All variable credit courses are defaulted to one credit in the system. Therefore, in order to accurately
plan a variable credit course, the student must add the course to his/her Planner multiple times
dependent upon the credits required by the program/specialty.

e Students should only input courses into the Planner in which they have not previously enrolled, or
registered. This action duplicates the information in the advisement what-if report.

e Students should refer to the Master Course Listing on the advising site to determine the semester and
mode that courses are offered.

o Dual major and BSN-DNP students may have two advisors assigned. The primary advisor will have
access to approve the plan while the secondary advisor will have the ability to view. BSN-DNP students
will input their full academic plan, and the MSN advisor will approve the full plan with the
understanding that the agreement only extends to their specialty; the DNP portion of the plan will be
approved when the student transitions into that program.

e Reports regarding student status in completing the MAT Plan will be available in STORM

e Elective credit courses, one-credit courses, and the Master Course listing are available on the new
advising website.

e The sample matriculation plans are designed to assist primarily new students in completing the MAT
Plan, however it may be helpful to current students since it includes pre-requisite information.

e New student transfer credit work will not show until the student has earned at least six DUSON
credits. This process for awarding and evaluating transfer credit is managed by the Duke University
Registrar’s Office. New student should complete their initial MAT Plan assuming the transfer credit will
be approved.

These students will show on the advisement and deviation report as not having planned/satisfied all of
the required courses. If this is the only outstanding item, the advisor can disregard this notation and
approve the plan as usual. However, the advisor should revisit the plan prior to the start of the next
semester to ensure that the transfer of credit was processed. If not, the advisor should request the
student to submit an updated plan.

® The Planner will show that new MSN, and all current students are eligible to register for courses
regardless of their MAT Plan submission status through the Fall 2011 registration period. However, the
system will default all students to ineligible to register starting with the Spring 2012 registration
period. At that time advisors will be required to lift the hold (by clicking eligible to enroll) for all
advisees prior to course registration.



MAT Plan Step by Step Instructions for Advisors

Log on to PeopleSoft using your NetID and Password

E Duke University
N”> NetID Services

Please identify yourself to NetlD service handleservice at host

Please enter your NetID and password:

NetID: |

Password:

Don't know what a NetID is? Mot sure if you have one? Find out.

Forgot your password? Click here.

®_

FPersonalize Content | Layout

Search:
)

Select STORM from the menu

[> Duke Self Service

[- Self Service

[ Set Lp SACR

[> Mavigation and User Guides
[» PeopleTools

= Public Schedule)!
= STORM

= Student Records
= User Defaults

—

Select Advisor Center

{5 AdviséF Center

Q@Access advizess assigned to you. View academic
information, class schedules, hook bags, grades and
advizement reports. Set "eligible to enrol™ flag for your
students.

Browse Course Catalog

Brovyse the Course Catalog. Courses listed here are
curriculum committee approved courszes which may or
not be scheduled inany given term.

_45 Simple Class Search
Brovese the class schedule by term. Classes offered in
any given term are listed in subject order.

User Defaults

Uzer Defaults allovwys you zet parameters such as term
values, programs and plans on various pages were the
default value is used (ike Class Search].

My

Scroll through the list of your advisees until you find the student you want.

Click on “View Student Details.” This will take you to

your advisee’s main page.




Primary Plan Exp Grad Term
Acute Care-ANP-Masters 2012 SumrF

ID 1974262 [ Notify /
Mame Crormwell,Douglas Carl View Student Details

douglas. cromwelli@duke. edu

Career Program | Term Eligible to Enroll Add 2 Cornment
View Comments

Mursing R-MSH 2011 Sprng O

Primary Plan Exp Grad Term

Acute Care-AMP-Masters 2013 Fall

Select “Advisement What-If” from the drop down menu.
Click on the round icon next to the drop down.

Academics
My Class Schedule « Enralled
Book Bag
My Planner 2011 Spring Term Schedule
Class Schedule De
£ What 1]¥] < HURSING 307- RE:
J® oz Roorm: TBA ME
LEC [4459)

RILIR S TR, Smm

This will take you to the “Advisee What-If Report Selection” screen.
By following the instructions in the paragraph under the student’s name, you can view the What-If Report in two
different ways:

1. Click on the green box to see a PDF that can be printed.

=
f Advisor Center W Search
| my advi | tudent it ” grades || academic history || test scores ” testiransfer credit || gen

Advisee What-If Report Selection

Douglas Cromwell

Report as POF" button.

View a Saved What-i

Requested

o 1z/08/2010 WIEW REPORT A5 PDFl

The PDF version of the Academic Advisement What-If Report looks like this. It contains the following features:
1. Complete listings of the student’s matriculation plan in chronological order and by program and specialty
requirements.
2. It course has a designation of planned (PL), in progress (IP), taken (EN). Transfer credits (TR), Test credits (TE)
and book-bagged courses (SC) are also shown.
3. This report shows whether or not the student has appropriately planned his or her course of study. This can be
verified by reviewing the requirements. If all have been added correctly, they will show up as “satisfied.”



Page 1af 1
ACADEMIC ADVISEMENT REPORT

Hama: Cromwall,Douglas Carl
Student ID: 1974282  Print Date: 1200872010

wﬂm Courses: 1.00 required, 1.00 used
Mmmhgsﬁmnmm;? Program 2012 Bumrs  HUESHG t;!ﬂzz FESEARDH UTILZATIOH 300 PL
re- sre Primary
Acuts Care AN
Saticfad: Fian Requirsments
Chronolegleal Course Histo
Eabiefiect Chranaicgiedl Sourss Hztary [ Agut Hurse Pracitioner Core
SatieNed: Core Coursss: Mursieg 330, 331, 332 333, 334
Iam Subieot  Mbe  Courcs Teils Grade  Unbe | Tepe
2017 Bpmg  RURSHG 307 FESARDH METHOOS 200 P Units: 16,00 used
2311 Fal RUESHG 0 PO GASED APRE HLTH CARE 200 FL S8
3514 Fal P— 07 P ——— e Bl Coursss: 5.00 raquies, 5,00 us=d
3344 Fal HUESHG 131 SELTOP ADW FATOPHYSIOL soo FL
2011 Fall HURSHG ;2 Doy BIEASCRIRHTS ASSESE 200 PL Iamn Zublsof L Em'l:llf Grade LUnHe  Tepe
Tz temg  WURSHG e i —— s o 334° Fal RUESHG =30 5L TOP ALY PATHOPIFSIL 300 FL
10z ey WU o2 aruepsmamaTES i iy 331+ Fal RUESHG I3 D REASORTHTS ASSESS oo B
22 Somy  WUESKHG 331 CAIMTAL PHARIMTEAVEN oo PFL 2012 Spmyg  HURSMG 3 CLMIDAL PHARTHTIRVES 300 PL
202 Spmg  KURSHG 233 ACUTERCHEON WLTH PROA | 200 PL 2012 Epmg  HURSMG 333 ACRTECHEON HITH RO | 200 FL
A et R P T EEARCH LTILTATH oo iy 2012 SumIF KURSHG 334 ACUTERCHRON WLTH FRO | 200 FL
3717 BumrF WURSHGS I3z ACUTERHRON WLTH PROG | Soo FL N
2747 Fal KURSHG a42 SERUALADREODUL MIALTH o BL Slte Lo wome Frdiiins L
2312 Fal HUESHG 451 MIST A LLADULT RAT 1 T L satiefisd: Cowrses In Concentator Mursing 442, 450, 451, 438
3MIspmg  WURSHG 451 MGTEAN LLADULT R4T 8 400 FL
I EumF  KUESHG 458 M7 AES: ADULT ACUTE CARD 1.00 FL Zuliag HEr EHNE I Srade l_\il:l.ﬂ.l Tep
23 BumF HUESKS 458 MF AES: ADULT ACUTE CARD 1.00 PL M2 Fal 442 AL 9t 200 PL
2013 EumF | WUESHS 458 P ACS: ADULT ACUTE CARE 1.00 FL 2042 Fal MU 450 WIGT CRITILL ADULT AT 400 PL
y SJMIEpmy  WURSHG 451 W AT LL ATAILT 74T 400 PL

N Core Regulrsments L 213 5UmMF KURSHG 458 M7 AIES: AITULT ACUTE CARE 1.00 FL

MSN Cors Requiraments | S

Sabicfad Cone Requiremenis

WM Core Reguiemerts
Saticfied: MEN Core Requirements: NUSSING 309, 303, 307, 302

- Cources: 4,00 reculrsd, 5.00 uzed

Iam fubwot  Mbr  Cource TRl Grade  Unfic

2019 Bpmg KURSKG 307 FEISZARCH METHOOS 300 T
2011 Fal KURSHG 3 FOP QASED APPE HUTH DARD 300 FL
2011 Fall HUFSHG 307 RESEARDH METHOOS 300 FL
302 Epmyg  KWURSHG 303 LTH SO FROG FLARIRHELY 200 PL
2012 5pmg  HURSHG 308 APFLED STATETES S PL

LESM Sesmarch Oofors
Satichsd: KSN Research Options: HUREING 312 or 215

EN = Taken; IP = In Progress; TR = Transfer Credit; TE = Test Credit; SC = Book Bag; PL = Planned

Click on the “Student Center” tab at the top of the screen. Select “Long Range Plan” from the drop down
icon to the right of the drop down to go to the student’s long range plan.

FEST > —

=113

Penny Cooper
Wain CnntentL

ﬁduisuﬂénter 1( Search

| my advisees ” student center ” grades ” academic history ” test scores || testAransfer

Advisee Student Center

Douglas Cromwell Student 1D: 1974262
Duke Unique ID: 0484367
*Change Advisee | Crormwell,Douglas Carl change I

T Academics

My Clazz Schedule o Enrclled Ay wait Listed
Book Bag
My Planner 2011 Spring Term Schedule
Class Schedule DescHption
g Range Plan @ SING 307~ RESEARCH
0z Room: TBA METHODS o
LEC [4459)
ﬁHRSING 208- _ . APPLIED "

. Click on the



Penny Cooper

[ Advisor Center \I( Search 1

| my advisees || student center || grades || academic history || test scores || testAransfer credit || general info ||

Advisee Long Range Plan

Douglas Cromwell Student ID: 1974262
Duke Unique ID: 0484367
*Change Advisee | Crormwell,Douglas Carl D change next previous

Planning for 5tudy at the Duke University School OF Nursing

The process below has been developed to help you realize the greatest benefit in your pursuit of a2 degree at
the Duke University School of Mursing, By thoughtfully completing the steps outlined, you should be able to do
the following:

#® Have a clear idea of the requirernents you must meet in order to graduate;
#® Have an understanding of the scheduling and sequencing of courses for your degrea;

#® Provide a formal mechanism for you and your acadernic advizor to review and agree upon your
Matriculation Plan (MAT Plan).

Scroll down to view the table containing Tasks and Status.

Task Status
1 ICnovr;urpliI:Ete the fcadernic Intersst Incornplets
2 Review acadernic requirernents Zee Tample Matriculation Flans for vour track,
3 Add courses to My Planner Mo courses have been added to your Planner.

Mo what-1f reports exists,

Generste s What-If Report/Finslized STUDENT MNOTE: vou may need to go back to My Planner

Pl h
= to complete requirernents for the What-If Report.
5 Submit Matriculation Plan for adwizsor Mot Submitked
rediew
at this paint, your aduvisor will receive an 5y yvou would like to discuss the curriculum, transfer of
6 email that you havgubmitted vour dits. d . .
MAT Plan for revien! credits, double major, etc. contact yvour advisar
Mo Approwed MAT Plan
7 |Approve MAT Plan STUDENT MOTE: If your MAT Plan is naot appraved, you
will be contacted by your adwisor.,
§ Print approved MAT Plan Mo Appraved MAT Plan

g Eligible to reqgister for classes « Yes



Click on the “Approve Final Plan of Study Agreement” hyperlink.

Advisee Long Range Plan

Plan of Study Agreement for Douglas Cromwell

I have reviewed and understand the requirernents for the degree/zpecialty I arn seeking az indicated balaw.

I further understand that by subritting thiz farm I arm agreeing to adhere to the matriculation plan as
discussed and approved by my advisor, [ acknowledge that any deviation frorm this plan rust be approved
by ry adwizor, prior to implermenting the change in plans, While a raster caurse listing iz available showing

courses typically scheduled far each semester, there iz no guarantae that all courzes will be offarad.

Degree Master of Science in Murzing
Features of the Plan of Study
Specialty Acute Care-AMP-Masters Agreement:
Course List: 1. Statements that the plan of study
is a student responsibility and that
all deviations must be approved
Course Description Units | Typically Offered by advisor prior to implementing

the change of plan.

2. Degree and specialty (ies) in which
the student is enrolled.

3. Course list showing all course
numbers, descriptions and units
of credit by semester. (Note:
“typically offered is under

5013 - i revision).
4. Student’s electronic “signature”

MURSING 201 POP BASED APPR HLTH CARE 3.00|Fall, Spring and

Surnmer

Fall, Spring and
Surnmer

MURSING 330 |SEL TOP ADW PATHOPHYSIOL

Cim i e

‘NURSING 307 ‘RESEARCH METHODS | 2,00
i i

3.00|Fa|l andfar Spring

wmnle oA

Course Description Units | Typically Offered showing the student’s name; IDs,
|HURsING 458 [P RES: ADULT ACUTE CARE | 1.00|Fall and/or Spring and the date the plan was
[HURSING 453 [MP RES: ADULT ACUTE CARE | 1.00|Fall andfor Spring submitted to the advisor for
[nURsING 458 [P RES: ADULT ACUTE CARE | 1.00|Fall andfer Spring review and approval. The

advisor’s name is also included.
5. Four reasons why a plan is being

Student Name Student ID  Duke Unique ID  Date Submitted submitted.
Douglas Carl Cramuwell 1974262 04243267 12/08/2010 6. Button for the advisor to approve
the plan as submitted or to
Advisor Name cancel, if the plan cannot be
Fenny Cooper approved as written.

Reason for Submission

O Initial Submission O Advisor Change O S$tudent Change O Leave of Absence

approve plan I cancel I

If the plan is correct as submitted by the student, select the reason for submission and then click on “approve plan.”



An “Advisee Long Range Plan” page will appear with the following changes:
1. the hyperlink for Task #7 now reads: “Print Final Plan of Study Agreement”
2. the status for #7 has been updated to show the approval date of the plan.

Task Status
1 ?novrg:ilzzte the fcadernic Intersst Incornplets
2 Review acadernic requirernents Zee Tample Matriculation Flans for vour track,
3 Add courses to My Planner Mo courses have been added to your Planner.

Mo what-1f reports exists,
STUDENT MOTE: Tou may need to go back to My Planner
to complete requirernents for the What-1f Report.

Generate a What-If Report/Finalized
Plan

5 Submit Matriculation Plan for adwizor
reuisw

Mot Subrnitted

At this point, your aduvisor will receive an 5y you would like to discuss the curriculurn, transfer of

& :ﬂ::lljlt::ﬁ“g?reri::f subrnitted your credits, double major, etc. contact yvour advisar
Mo Approwed MAT Plan

7| Approve MAT Plan STUDENT MOTE: If your MAT Plan is naot appraved, you
will be contacted by your adwisor.,

§ Print approved MAT Plan Mo Appraved MAT Plan

g Eligible to reqgister for classes ( Yes

Click on the “Print Final Plan of Study Agreement” hyperlink. A screen appears showing the date the Plan of Study
Agreement was approved, the student’s degree and specialty and the Agreement Type. If a student submits and the
advisor approves subsequent versions of the plan, they will all be listed here.

Task Status
1 Complete the Academic Interest Incomplete

Inventory
2 Review acaderic requirements See Sample Matriculation Plans for your track.
3 Add courses to My Planner Mo courses have been added to your Planner,

Mo What-If reports exists.
STUDENT NOTE: You may need to go back to My Planner
to complete requirerments for the What-1f Report.

Generate a What-1f Report/Finalized
Plan

5 Submit Matriculation Plan for advisor
review

Mot Submitted

At this point, your advisor will receive an
6 ermail that you have submitted your
MAT Plan for review,

If you would like to discuss the curriculum, transfer of
credits, double major, etc. contact your advisor

Mo Approved MAT Plan

7 Approve MAT Plan STUDENT NOTE: If your MAT Plan is not approved, you
will be contacted by your advisor.
8 Print approved MAT Plan Mo Approved MAT Plan

9 Eligible to register for classes v 4 Yes




Penny Cooper

[ Advisor Center ][ Search 1

| my advisees ” student center || grades || academic history || test scores || testiAransfer credit || general ir

Advisee Long Range Plan

Print Plan of Studv Agreement for Douglas Cromwell

Click an an agreerment from the list below to open a printable view [(PDF].

Agreement Date |Degr\ee |5‘-pe-|:ialt1_,r Agreement Type
Decernber 9, 2010 11:04 AR ::'jf:ii;‘:'f Sdence in Acute Care-ANP-Masters Initial Subrnission
return I

Click on the date hyperlink. This brings up a pdf as shown below.

Duke University
School of Nursing

Advisee Planner

Plan of Stl..ld_"f Agreement

| have reviewed and understand the requirements for the degree/specialty | am seeking as indicated below.

| further understand that by submitting this form | am agreeing to adhere to the matriculabion plan as dscussed and
approved by my advisor. | acknowledge that any dewviaton from this plan must be approved by my advser, pror o
imglementing the change in plans. While a master course listing is available showing courses typically scheduled for
each semester, there is no guarante= that all courses will be offered.

Degree: Master of Science in Mursing

Specialty: Acute Care-ANP-Masters

Course List:

2011 Fall Term
COuUrcs Dsgarigtion Units Tywioally Offarsd
NURSING 301 POP BASED APPR HLTH CARE 3.00  Fall, Sprng and Summer
NURSING 307 RESEARCH METHODS 200 Fall, Spring and Summer
NURSING 330 SEL TOP ADV FATHOPHYSIOL 3.00  Fall andior Spring
NURSING 332 DMAG REASON/PHYS ASSESS £00  Fall andior Spring

2012 Spring Term

COuUrss Desorigtion Units Tywloally Offersd

NURSIMNG 303 HLTH SER PROG PLAM/ANALY 300  Fall, Spring and Sumirmer



At the bottom of the “Plan of Study Agreement” electronic signatures for both the student and the advisor are visible,

as are dates for plan submi ssion and plan approval.

uﬂ Duke University

School of Nursing

2013 Summer Termn - Full

Student Name
Douglas Carl Cronvwell

Advisor Name
FPenny Cooper

Student ID
1974262

lor Sprng

Date Submitted
120712010

Duke Unique 1D
0484367

Date Approved

1282010

Print the pdf and close the page. This will take you back to the page below.

Click on the “return” button.

Advisee Long Rang/Plan

Print Plan of Stugy Agreement for Douglas Cromwell

Click an an agreement frorn the list below to open a printable view (PDF)

Agreement Date / |Degree

|Specialt1_.r

Agreement Type

Maszter of Science in

Decermber 9 201|/11:D4 A -
Mursing

Acute Care-ANP-Masters

Initial Subrnizsion

You are now on the Long Range Plan Page. Scroll to the bottom and click the “Eligible to Register for Classes” hyperlink.
Please note that the eligible to reqister step will be required starting with the Spring 2012 reqistration process. This

field will be defaulted to ‘Yes, eligible to register’ prior to that time.

Task

1 Wiew the Adsdernic Interest Inventory

2 Review Acadernic Requirernants

3Add courzes\to My Planner

Generate a
Plan

hat-If Report/Finalized

Submit Matriculation Plan for Advizaor
Review

Schedule rmeeting (by phone or face-to-
6 facae] with advizar to discuzz final
rnatriculation plan,

7 Print Final Plan &f Study Agreermient

g Eligible to Reqgister for Clazzes

Status

Complete on December &, 2010

See Zample Matriculation Plans for vour track,
Last updated on: December &, 2010

Last report created on: December &, 2010 5:43 PM
STUDEWNT MOTE: vou may need to go back to My Planner
to complete requiremnents for the what-If Report,

Last Submitted: December &, 2010

iZontact Advisor to schedule a meeting to review and
discuss completed Planner and final What-If Report,

Last plan created on: December 9, 2010

STUDEWNT NOTE: If you want to make any changes to
vour matriculation plan, subrmit updated matriculation plan
and please see your Advisar for approval,

an:u



This will return you to the “My Advisees” page.
Click in the “Eligible to Enroll” box

Career Progran
i Mursing F-MSHM

Primary Plan

Acute Care-ANP-Masters 2012

Eligible to Enroll Add 2 Cornment
View Comrents

Exp\arad Term

ID 1974282 O Notify

Wiew Student Details

to Enroll Add 3 Comment
View Cornrments

Mursing R-MSH 2011 Sprng

Name Crormwell,Douglas Carl

douglas. cromwelli@duke. edu

Career Program | Term

Primary Plan Exp Grad Term
Acute Care-AMNP-Masters 20132 Fall

Click “Yes” on the confirmation question:

Set Douglas Cromwell who is in career MURS with program code R-MSR to Yes for terrm 2011 Sprog? (29200,54)

fes M0

The student will now be able to register for courses. You can check this by returning to the student’s main page,
selecting “Long Range Plan” from the drop down and clicking on the round icon. This will take you to the student’s long
range plan. Task #9 “Eligible to Register for Classes has been updated to “Yes.”

Task Status
1 fnourenrpllste the Acaderic Intersst Incornplets
2 Review academic requirements See Sample Matriculation Plans for vour track,
3 Add courses to My Planner Mo courses have been added to your Planner.

Mo What-If reports exists,
STUDENT WOTE: vou may need to go back to My Planner
to complete requirements for the What-If Report.

Ganerate a What-If Report/Finalized
Plan

rSeuuti\;Tvlt Matriculation Plan for advisar Mot Submitted

o

At thiz point, vour advizor will receive an
email that you have submitted your
MAT Plan for review,

If vou would like to discuss the curriculum, transfer of
credits, double major, etc, contact your advisor

(=l

Mo Approved MAT Plan

7|Approve MAT Plan STUDENT NWOTE: If your MAT Plan is not approved, you
will be contacted by your advisar,

&|Print approved MAT Plan Mo Appraved MAT Plan

g Eligible to register for classes f Yes

You can now proceed to your next advisee and repeat the process.



