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Students Who Transit to Arts or Science in Error 
 
Scope:  Staff member in Arts or Science.  
 
Purpose:  Accurate registration and correct assessment of fees. 
 
Details:  At the request of the student. Processed by the faculty the student would 

like to transfer to. 
 

 
 
Staff in Arts or Science may manually move newly transited students within the 
revision period by using the following steps: 
 
 
 
Step 1: Determine Current SGASTDN Term 
 

 Load SGASTDN and leave key block term blank. Next block.  

 This will be their most recent SGASTDN record (example below is 201090)  
 

 
 
           - Incorrect SGASTDN – Student wanted Science but is in Arts 
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Step 2: Correcting the SGASTDN record 
 

 If no registration exists, change the general student record in SGASTDN                            
and follow Part A.  

 

 If registration was activated, changes will need to be done through SFAREGS. 
Follow Part B. 

 
 
Part A: Updating SGASTDN  

 

 Click on Curricula tab, then click on the Update icon. 

 
 

 Enter correct Program code: 
o General Program: 01-G (Arts) or 02-G (Science)  
o In Arts, students may also wish to go into Advanced (01-AD), Honours 

(01-H) or  Double Honours (01-DH) immediately 

 In Science, students may also wish to go into Major (02-MJ), Major Co-op 
(02-MC), Honours (02-H), Double Honours (02-DH), Honours Co-op (02-
HC) immediately 

 St. Boniface General Program: 01F-G (Arts) or 02F-G (Science) 
 

 Hit Tab button. College, degree, etc. will automatically populate.   

 Ensure that the campus code is M. 
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.  
 

 DO NOT SAVE YET 

 Click Field of Study tab 

 Type over the existing major with the correct major for the program - General 
Science (02GN), Arts General (0000) or other Arts or Science programs.  

 Save 

 
 
Corrected SGASTDN record now reflects Science program.  Go to the SHADEGR 
correction instructions below. 

 
 

Enter 
Program 

code. Tab. 
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Part B: Updating SFAREGS 
 

 Open SFAREGS.  Enter the effective term for transit in the Term field and student 
number. Next Block 

 
 Save 

 
Corrected SGASTDN record now reflects Science program.  Go to the SHADEGR 
correction instructions below. 

 
Part B: Update using SFAREGS 
 

 Open SFAREGS.  Enter the effective term for transit in the Term field and 
student number. Next Block 

 

 
 

 Click on Curricula Tab, then on the Update icon. 

 

 
 
 Type over old program code: 

 General Program: 01-G (Arts) or 02-G (Science)  

 In Arts, students may wish to go into Advanced (01-AD), Honours (01-H) 
or  Double Honours (01-DH) immediately 
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 In Science, students may wish to go into Major (02-MJ), Major Co-op (02-
MC), Honours (02-H), Double Honours (02-DH), Honours Co-op (02-HC) 
immediately 

 St. Boniface General Program: 01F-G (Arts) or 02F-G (Science) 

 Hit Tab button. College, degree, etc. will automatically populate.  

 Ensure campus code is M.  

 DO NOT SAVE YET! 
 

 
 

 Click Field of Study tab 

 Type over the existing major with the correct major for the program - General 
Science (02GN), Arts General (0000) or other appropriate major for the program.  

 Save 
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Corrected SGASTDN record now reflects Science program.  Go to the SHADEGR 
correction instructions below. 
 
 
Step 3: Correcting SHADEGR  
If the student requests a change of faculty the same day as the transit, update the 
SGASTDN information and a new SHADEGR will be created overnight with the new 
program information.  Otherwise, SHADEGR will also need to be updated. 
 

 Load SHADEGR, determine the correct Degree Sequence to change  
(In this case we want to find the Arts SHADEGR and change it to Science) 

 
Use search icon to find the relevant SHADEGR record 
 

 
 
 
 
 

Select the degree sequence you want to update. 
 

 
 

 

Place cursor on each 
line to see the 
corresponding degree 
sequence. Sequence 
#2 is Arts. 

Click on drop down 
arrow to display 
degree sequences 
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 Click on Curricula Tab, then on Update icon. 
 

 
 

 Enter the same program code you assigned the student in SGASTDN or 
SFAREGS. Tab.  Level, College and Degree will automatically populate. 

 Ensure campus code is M.  

 DO NOT SAVE YET 
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 Click on Field of Study tab. 

 Enter the same major code you assigned the student in SGASTDN or 
SFAREGS. Tab.  

 SAVE 

 

 
 

 Verify that the correct courses have been applied in the Institutional and 
Transfer course tabs. 


