Batch Processing
Program Action Change
User Guide
The input file for Batch Program Action Change is an Excel spreadsheet, saved as a .csv file.  The input file contains a Header row and a Column Headings row.  The input rows follow.  A template is available if the user needs it.
Header row – Data is as follows:

Column A – will always be the value “HD”


Column B – Institution Code (IUBLA, IUINA, etc).


Column C – User’s Department

Column D – User’s Name


Column E – User’s Email Address

Column F – File Name (used on log file)
Column Headings row – description of column heading are shown in the Input Rows section, along with their corresponding column.
Input rows – ALL ALPHA DATA INPUT MUST BE IN ALL CAPITAL LETTERS.
Enter the following data:

EMPLID (column A) – Student’s ID number

INSTITUTION (column B) – campus identification, (IUBLA, IUINA, etc)
ADM_APPL_NBR (column C) – Application number associated with Emplid & Institution

ACAD_CAREER (column D) – career level for student (UGRD, GRAD, etc)
APPL_PROG_NBR (column E) – Application Program number associated with application

ACAD_PROG (column F) – existing Academic Program on most current application row

ADMIT_TERM (column G) – existing Admit Term associated with application

ADM_APPL_CTR (column H) – existing Application Center associated with application

ACAD_PROG_2 (column I) – Academic Program associated with new row that is being added to the application.  If the Academic Program is the same as the ACAD_PROG field, then the same Academic Program code must be entered in this field.  If the Academic Program is being changed, see special instructions below.

PROG_ACTION (column J) – Program Action code that is being added to application (See Table A).  Program Action MATR can NOT be used with this batch job.
PROG_REASON (column K) – Program Reason code that is being added to application (See Table A)
ACAD_PLAN (column L) – Academic Plan associated with ACAD_PROG_2

ACAD_SUB_PLAN (column M) – Academic Sub-plan associated with ACAD_PLAN

Example of input file

[image: image1.png]HD  IUKOA SES Jenni Webl jjwebb@iupui.edi PGM_ACT_CHNG.IUKOA2.csv

EMPLID INSTITUTION ADM_APPL_NBR ACAD_CAR APPL_PROG_NBR ACAD_PROG ADMIT_TERM ADM_APPL_CTR ACAD_PROG_2 PROG_ACTION PROG_REASON ACAD_PLAN ACA
2464504 1UKOA 1622192 UGRD 0 uDIvL 4088 UGRD upIvL PRGC cisas

2464504 1UKOA 1622192 UGRD 0 ubivL 4088 UGRD soas1 APPL cisas

2464504 IUKOA 1622192 UGRD 0 s0AS1 4088 UGRD SOASL ADMT AFQL cises




Changing the Academic Program

If you need to change the Academic Program on an existing application, current business practice is to include a Program Change (PRGC) row on the application.  A new Application (APPL) would also need to be included.  This can be accomplished in the batch job.  You will have multiple rows for the same emplid:  one row for PRGC, one row for the new APPL row, and one row for the new Program Action Change.  Your data will look like this on the input file:

[image: image2.png]2498117 IUINA 1622193 UGRD 0 ucoL 4088 UGRD  UCOL1  PRGC ACTGBSBPR
2498117 IUINA 1622193 UGRD 0 ucoLt 4088 UGRD  BUS1  APPL ACTGBSB  ACTCISCON
2498117 IUINA 1622193 UGRD 0 BUS1 4088 UGRD  BUS1 ~ ADMT AFQL  ACTGBSB  ACTCISCON




Save Files

Save Excel file as a .csv file.  Change ‘Save as type’ field to CSV (Comma delimited)(*.csv).  Format for file name is PGM_ACT_CHNG.*.csv.  The wildcard (*) can be any descriptive text (perhaps combination of campus & department; the current date is highly recommended).  The file name can NOT have any spaces.  Use underscores if you need to.
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Save astype: oy (Comma deimited) (*.csv)
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You will also need to create a .recon file containing the total number of rows of input in the .csv file (including the header & column header rows).  If you have 30 rows of actual input, then your .recon file should contain a value of 32.  Include a hard return after the data (press the Enter key once).  
Using Notepad, create the file.
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Change ‘Save as type’ to ‘All Files’.  Save file as PGM_ACT_CHNG.*.recon.  The wildcard portion of the file name must exactly match the wildcard portion on the .csv file.

[image: image5.png]Flesons: PGN_ACT_CHNG UK0A2 econ N e

Saeasver  |Fes ¥ [Cooma ]

Encoding NSl





Drop Files to Folder
Drop .csv and/or .recon files into \\ADS\USSS\Admissions_Batch_Loads_RC\Batch_Program_Action_Change.  Drop the files by 12 Noon to guarantee same-day processing.  Any files dropped after 12 Noon may possibly not be processed until the following business day.

If you do not see the ADS server listed in My Computer or My Network Places (from the Start menu), you may need to map the drive.  The IU Knowledge Base can tell you how to do this:  http://kb.iu.edu/data/adyv.html.  You will need to map to \\ADS\USSS.

Questions

Send any questions to SES-BatchProcessing@exchange.iu.edu.

Table A
	Program Action Code
	Program Action Description
	Program Reason code
	Program Reason Description

	ADMT
	Admit
	AFNL
	Missing Final Transcript

	
	
	AFQL
	Fully Qualified

	
	
	CONT
	Pending Receipt of Contract

	
	
	MADC
	Mass Admission Decision

	
	
	PCRE
	Pending Credit Evaluation

	ADRV
	Admission Revocation
	DISC
	Death

	
	
	DNFR
	Did Not Fulfill Requirement

	
	
	NATT
	Not Planning to Attend

	
	
	NOSH
	No Show/No Registration

	
	
	RENG
	Revoked, Insufficient English

	APPL
	Application
	APTE
	Applied Too Early

	
	
	ARTD
	App Routed to Department

	
	
	COAD
	Complete Awaiting Decision

	
	
	DLMM
	Delayed Materials Checklist

	
	
	INCM
	Check Comments

	
	
	INMM
	Materials Checklist

	
	
	WCOL
	Waiting on College Grades

	COND
	Conditional Admit
	ACDP
	Poor Academic Performance

	
	
	APRB
	Probation

	
	
	ATST
	After Placement Test Results

	
	
	CACA
	Cautionary Conditional Admit

	
	
	IFIN
	Inadequate Financial Documentation

	
	
	MADC
	Mass Admission Decision

	
	
	NTRD
	Nontraditional Over 21

	
	
	PREQ
	Need to Complete Prerequisites

	
	
	STCA
	Standard Conditional Admit

	
	
	STHS
	Stipulation High School Transcript

	
	
	STIP
	Stipulation College Transcript

	
	
	TSTS
	Low Standardized Test Score

	DATA
	Data Change
	
	

	DDEF
	Defer Decision
	FALL
	Delay Fall Transcript/Grades

	
	
	FGQE
	Delay for Final GQE Results

	
	
	FNLG
	Delay for Final HS Grades

	
	
	FNLT
	Delay Final HS Grades/Tests

	
	
	MUSC
	Waiting on Music Audition Results

	
	
	RAIN
	Requesting Additional Information

	
	
	SEVG
	Delay for 7th Semester Grades

	
	
	SEVT
	Delay 7th Semester Grades/Tests

	
	
	SPRG
	Delay Spring Transcript/Grades

	
	
	SUMM
	Delay Summer Transcript/Grades

	
	
	TEST
	Waiting on Test Scores

	
	
	TRAN
	Waiting Official Transcript

	
	
	WOFT
	Waiting for Official Transcript

	
	
	WRIT
	Delay for Writing Scores

	DEFR
	Defer Enrollment
	
	

	DEIN
	Intention to Matriculate
	AFQL
	Fully Qualified

	
	
	DWVD
	Deposit Waived

	
	
	PAID
	Paid Enrollment Deposot

	
	
	STIP
	Stipulation College Transcript

	DENY
	Deny
	ACCO
	Failed Academic Contract

	
	
	ACDP
	Poor Academic Performance

	
	
	APTL
	Late Application

	
	
	BQCS
	Better Qualified Candidates

	
	
	DCCI
	Defer to CCI

	
	
	DFAC
	Fraudulent Credentials

	
	
	DLCC
	Defer to Local CC

	
	
	ELIG
	Not Eligible to Major

	
	
	INCM
	Failed to Complete Application

	
	
	INTV
	Deny After Interview

	
	
	LPTS
	Low Placement Test Scores

	
	
	MADC
	Mass Admission Decision

	
	
	MUSA
	Music Audition

	
	
	NOAU
	No Music Audition

	
	
	RCCI
	Deny, Return to CCI

	
	
	TRAN
	Poor HS Acad/Less than 26 Hrs

	
	
	TSTS
	Low Standardized Test Score

	PLNC
	Plan Change
	
	

	PRGC
	Program Change
	
	

	WADM
	Administrative Withdrawal
	ACAN
	Academic Cancellation

	
	
	BURS
	Bursar Cancellation

	
	
	EARC
	Cancelled Early

	
	
	EARW
	Withdrawal Early

	
	
	NEAT
	Not Eligible for Admit Term

	
	
	NOSH
	No Show 

	
	
	WASH
	Non Payment Washout

	
	
	WDMM
	Materials Checklist

	WAIT
	Waitlist
	BACK
	Back-dated Admission

	
	
	CANC
	Declined Waitlist Offer

	
	
	LST1
	Tier 1 Waitlist

	
	
	LST2
	Tier 2 Waitlist

	WAOF
	Waitlist Offer
	
	

	WAPP
	Applicant Withdrawal
	WAFT
	After Admission

	
	
	WBFR
	Before Admission


