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Navigation to start a new form/proposal 
 

Procedure 
From your UAccess Home Screen: UAccess landing page http://www.uaccess.arizona.edu > under the 
Student box, click Administrative Staff 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 
1. Click the compass graphic, top right of blue bar. 

 
 

http://www.uaccess.arizona.edu/
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Step Action 
2. Click the Navigator graphic. 

 
 

Step Action 
3. From the menu, navigate to Curriculum Management. 

 

 
4. Navigate to UA Curriculum Management 

 

 
5. Navigate to UA Plan Management 
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Step Action 
6. Click the UA Add Acad Plan (Academic) menu. 

 
 

 
 
 
Creating a new transaction: 
 

Step Action 
7. Click the Add a New Value tab. 

 

 
 
A blank form will appear. 
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General Tab Inputs 
 

Step Action 
8. Enter the desired information into the Proposed Name field. For example "Finance". 

 

 
NOTE: There is a character limit equal to the Plan Table’s limit (30 characters). Please use 
abbreviations, as necessary, based on the way you want it to appear in the Plan Table. 
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Step Action 
9. Click the Plan Type drop down list. 

 
Choose one of the following options: 
1. Major 
2. Minor 
3. Specialization (= Certificate) 
 

 
 

 
 

Step Action 
10. For example: Click the Specialization list item. 

 
 

 
Note: A Major and Minor can be created at the same time with the appropriate dropdown choices. 
 
Example: Major > Undergraduate or Graduate > Bachelor of Science or Masters of Science 

- The “Do you want to offer a minor?” drop down becomes available. 
- Select “Yes”  On the Additional Information Tab a frame for the applicable document will 

need to be uploaded. 
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Step Action 
11. Click the Academic Career list. Select the appropriate option. 

 

 
 

 
 

Step Action 
12. For example: Click the Undergraduate list item. 

 
 



 Page 7 

 
 

Step Action 
13. Click the Degree Offered list. 

 
Select the appropriate option available. The drop down options are limited to the Academic Career 
selection.  
 

 
 
 

Step Action 
14. In this example: Click the Other list item. 

 
 

 
If selected, an additional input cell will become visible, enter the new Degree in this cell. 
Appropriate tables will be updated to add the new degree. 
 
NOTE: Only select “Other” if the degree to be offered is not listed in the drop down options. 

 

 



 Page 8 

 
 

Step Action 
15. Click in the Anticpated 1st Admission Term field. 

 

 
16. For example: Enter "2184" for a Fall 2018 first term. 

 
NOTE: This is a four digit numeric entry. Use the Magnify Glass to select the term and year. 
 

 
 

 
 

Step Action 
17. Required Documentation: Letter(s) of Support. 

 

 
 
 

Step Action 
18. Click the Add button. Browse to the location to upload the Letter of Support document. 

 
Click the + icon to upload any additional letters. 
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Details Tab Inputs 
 

Step Action 
19. Click the Details tab. 

 
 

 
 

Step Action 
20. Enter the desired information into the College field.  

 
For example "BUSN". 

 
 
Or use the magnify glass to select an available college. 

21. Enter the desired information into the Department field.  
 
For example "3003". 

 
Or use the magnify glass to select an available department. 
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Step Action 
22. Click the Add button to add additional Colleges or Departments.

 
Click the + icon to add additional Colleges sharing the responsibility of this new proposal/program. 
The Host depart box will default to the first entered College/Department.  
 
If there are multiple Departments working together to support this program, add those 
additional department(s) by clicking the + icon to the right of the department input cells. 
 
NOTE: Only one College/Department can be the Host Dept. 
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Step Action 
23. Enter the desired information into the Campus Code field. Enter "MAIN". 

 

 
Or use the magnify glass to select an available campus. 

24. Enter the desired information into the Location Code field. Enter "TUCSON". 
 
Or use the magnify glass to select an available, associated location. 
 

25. To add Additional Campus or Locations 

 
 
Click the + icon to the right of the input cells as applicable. 

26. NOTE: If Online or Distance Campus is selected, please upload the agreement documentation to the 
Letters of Support input frame on the General Tab. 

 
Step Action 
27. Admission application terms for this plan:  

 

 
 
Select all applicable terms. 
 

28. For example: Click the Spring option. 
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Step Action 
29. Plan admission types: 

 

 
 
Select the appropriate option(s). For all graduate or professional degrees, select the Graduate option.  
 
NOTE: if this is specific to a Community Campus offering, select “Other” and enter the details in the 
text box. This text box is only available when Other is selected. Upload the agreement documentation to 
the Letter(s) of Support frame on the General Tab. 
 

30. For example: Click the Freshmen option. 
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Step Action 
31. Plan Taxonomy - CIP Code  

 

 
 
 
For example: field. Enter "01.0903". 
 
Or use the magnify glass to select an available CIP Code. 
 
NOTE: To view the National Statistics for Education web site, containing all CIP Codes, click the link 
in the Note portion of this frame.  

 

 
 

Step Action 
32. Print Option 

 

 

https://nces.ed.gov/ipeds/cipcode/Default.aspx?y=55
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Step Action 
33. Click the Diploma option. 

 
 
In the Diploma Description box enter the name of the degree the way it should appear on the 
student’s Diploma. 
 
NOTE: UA uses Diplomatic to print all diplomas and there is a set naming convention that will 
be used based on your department/college agreements. 

 
Step Action 
34. Click the Transcript option. 

 
 
In the Transcript Description box enter the name of the degree the way it should appear on 
the student’s transcript.  
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Step Action 
35. Conditions for Admission / Declaration of this Major 

 
Enter the desired information into the Explain in detail the criteria to join this major, including GPA 
field.  
 

 
 

 
 

Step Action 
36. Requirements for accreditation 

 
Enter the criteria for this program to be accredited.  
 
If the program will not be accredited, enter ‘N/A”. 
 

 

 
 

Step Action 
37. Click the Save as Draft button, at the bottom of the page. A transaction number will be assigned once 

it has been saved. 
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Additional Info Tab Inputs 
 

Step Action 
38. Click the Additional Info tab. 

 
39. Academic Information Upload frame(s). 

 
Depending on the Plan Type selected (on the General Tab) and checking the “Yes” or “No” option to 
offer a minor, a variation of required frames will be visible. 
 
Plan Type Selected: 

- Major with a Minor “No” selected > will result in the Instructions for Major frame to be 
visible. 

- Major with a Minor “Yes” selected > will result in the Instructions for Major frame and 
Instructions for Minor frame to be visible. 

- Specialization > will result in the Instructions for Certificate frame to be visible. 
 
These frames require a file to be uploaded containing the list of existing courses, new courses, number 
of units required, etc.  
 
This form can be found on the Curricular Affairs, Guides & Forms web site 
(academicadmin.ariziona.edu/curricular-affairs/guides-and-forms). 

 
 

 
 

https://academicadmin.arizona.edu/curricular-affairs/guides-and-forms
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Step Action 
40. Click the Add button, in the Major, Minor, or Certificate frame (whichever is applicable). 

 

 
 

 
 

Step Action 
41. Click Choose File button to browse to the applicable Additional Information files. 

 
Click the Open button, or double click your file. 
 
Click the Upload button. Your file will now be attached to this transaction.  
 
Additional files may be added by selecting the + to the right of your uploaded document. 
 

 
 

Step Action 
42. Follow these same instructions for Adding the Minor information, if “Yes” was selected with a Major 

on the General Tab. 
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Step Action 
43. Financial Information Upload frame. 

 
 

 
 

Step Action 
44. Click the Add button. 

 
 
This form can be found on the Curricular Affairs, Guides & Forms web site 
(academicaffairs.ariziona.edu/guides-and-forms). 
 
The inputs for this form should be provided by the College/Department Financial Manager working 
with the Department head/College Dean. If there are any questions regarding the budget/financials, 
please contact Jim Florian (florianj@email.arizona.edu). 
 

 



 Page 19 

 
 

Step Action 
45. Click Choose File button to browse to the applicable Financial Info files. 

 
Click the Open button, or double click your file. 
 
Click the Upload button. Your file will now be attached to this transaction.  
 
Additional files may be added by selecting the + to the right of your uploaded document. 
 

 
 
 

Step Action 
46. Click the Save as Draft button. 
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Program Comparisons Tab 
 

Step Action 
47. Click the Program Comparisons tab. 

 

 
 
 

Step Action 
48. Enter the desired information into the University Appropriateness text field.  
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Step Action 
49. Arizona University System 

 
Check the Not Applicable box if there are NO programs similar to this proposed program being 
offered at ASU or NAU. 
 

50. Enter the name of the degree into the Program Name field. For example, "Finance Masters". 
 
Uncheck the Accredited box if this institution’s program is not accredited. 

 
 

Step Action 
51. Enter the desired information into the Degree field. For example, "BA". This is a pre-defined list pulled 

from the Degree Table in UAccess. Select the most applicable, or most closely related. 
 

 
Or use the magnify glass to select an available, associated location. 

 
Step Action 
52. Click in the # of Students field. Enter the number of students currently enrolled in this program.  

 

 
A phone call to the institution’s department may be required to obtain this information. 
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Step Action 
53. Click in the Location (Univ. and site) field. Enter the name of the institution and site location 

this program is offered. 
 

 
54. To add additional Institution comparisons, click the + button. Complete the same information 

as listed above. 
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Step Action 
55. Peer Comparison 

 
Check the Not Applicable box if there are NO programs similar to this proposed program being 
offered at UA peer institutions. 

 
Enter the similarities and/or differences between the two programs.  
 

 
Step Action 
56. Click in the Add button to upload the comparison table. 

 
 
This form can be found on the Curricular Affairs, Guides & Forms web site 
(academicadmin.ariziona.edu/curricular-affairs/guides-and-forms). 

 
Step Action 
57. Click the Save as Draft button. 

 

 
 
 
 
 
 
 

https://academicadmin.arizona.edu/curricular-affairs/guides-and-forms
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Faculty & Resources Tab 
 

Step Action 
58. Faculty & Resources Tab 

 
 

Step Action 
59. Faculty Frame Inputs 
60. Current Faculty input fields.  

 
61. Instructor ID input. List all associated Instructors for this program.  

 
Enter the Instructor’s employee ID, this is a numeric entry, or use the magnify glass to search by 
instructors name.  
 
To add additional instructors, click the + button to the left. 

62. Department input. Enter the Instructor’s department. This is a numeric entry. Or use the magnify glass 
to search for the appropriate department. 

63. Rank drop down. Select the appropriate Rank of the Instructor using the drop down options.  
64. Degree drop down. Select the appropriate Degree held by the instructor using the drop down options.  
65. Faculty / % effort input. Enter the appropriate % effort for this instructor. 
66. Every faculty member supporting this proposed program should be listed here. To add another row, 

click the + icon to the far right the input cells. 
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Step Action 
67. Click in the Additional Faculty field. 

 

 
Describe the additional faculty needed during the next three years. 

 
Step Action 
68. Current Student and Faculty FTE input fields. 

 

 
To add additional row, click the + icon on the far right of the input cells. 

69. Department input cell. This is a numeric input for each department this program will be offered. 
 
Or click the magnify glass to search for the applicable department. 

70. Undergraduate Headcount input cell. Enter the current headcount of undergraduate students in your 
current majors. 

71. Graduate Headcount input cell. Enter the current headcount of Graduate students in your current 
majors. 

72. Faculty FTE input cell. Enter the current faculty FTE in your current majors. 
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Step Action 
73. Projected Student and Faculty FTE input fields.  

 

 
To add additional rows, click the + icon to the right of the input cells. 

74. Department input cell. This is a numeric input for each department this program will be offered. 
 
Or click the magnify glass to search for the applicable department. 

75. Undergraduate Headcount and/or Graduate Headcount input cells. Enter the projected number of 
students for the next three years for each department this program will be offered. 

76. Faculty FTE input cells. Enter the projected number of faculty FTE for the next three years. 
 

Step Action 
77. Library input field. 

 

 
In the text field, describe additional library acquisitions needed during the next three years to 
successfully launch this program. 
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Step Action 
78. Physical Facilities and Equipment frame. 

 
79. Existing Physical Facilities input text cell. 

 

 
Enter the requested information related to existing facilities. 

80. Additional Facilities Required or Anticipated input text cell. 
 

 
Enter the requested information related to additional facilities or equipment that will be required in the 
next three years of this program. 
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Step Action 
81. Other Support frame. 

 
82. Other Support Currently Available input text cell. 

 
Enter the requested information related to staff, assistance, etc. if applicable. If not, enter an “N/A”. 
 

83. Other Support Needed over the Next Three Years input text cell. 
 

 
Enter the requested information related to staff, assistance, etc. that will be needed in the next three 
years, if applicable. If not, enter an “N/A”. 
 

 
Step Action 
84. Click the Save as Draft button. 
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Step Action 
85. Return to the General tab. 

 
 
 

Step Action 
86. Click the Save and Submit button.  

 
Once submitted, changes can only be made by/through Curricular Affairs.  

 
 

Step Action 
87. Errors, if they occur. 

 
A list of Errors will appear in the Error Box, under the Comment Box, on the General Tab.  
 
Most Errors are related to a required input cell or an upload file not being completed. The Tab 
will be listed, return to that Tab and complete the required input. Save and Submit again.  
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