Updating u.select

u.select Administrators should keep their programs updated in u.select. Below are step-by-step instructions
on how to delete programs, add new categories, add programs, change program names, and run
programs.

Deleting Programs
Programs should be deleted from u.select when the program is no longer offered at your institution.

1. Click on the “Manage Programs” link under the “Earn a Degree” heading.
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2. Drill down to the specific program that should be deleted. When you are at the level where the program
appears, click on the file folder image next to the program.
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Once the program menu is opened, click on the “Delete” link.
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3. Be sure to Run Program after deleting any program in u.select. Run Program instructions are located at
the end of this document.
Adding New Categories
New categories should be added to u.select when departments or new areas are added at your institution.

1. Click on the “Manage Programs” link under the “Earn a Degree” heading.
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2. Click on the file folder image next to your institution name (LSC-MN in this example).
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3. Enter the new category name in the Category Description field, select the “Visible” radio button
and click “Save.”
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4. Be sure to Run Programs after adding/editing categories in u.select. Run Programs instructions are
located at the end of this document.

Adding New Programs

Academic Programs should be added to u.select when a program is new at your institution.

1. Click on the “Manage Programs” link under the “Earn a Degree” heading.
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2. Find the appropriate category in the drill down. Click on the file folder image next to category.
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3. An “Add Program” screen appears. Add the appropriate information. Use an established program to
ensure the fields are properly filled in and click “Save.”
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4. Be sure to Run Programs after adding any programs in u.select. Run Programs instructions are located
at the end of this document.

Updating Programs

Academic Programs names should be updated in u.select when a program name change occurs at your
institution.

1. Click on the “Manage Programs” link under the “Earn a Degree” heading.
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2. Find the appropriate program in the drill down. When you are at the level where the program appears,
click on the file folder image next to the program name.
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3. Change the program name in the “Program Name” field and then click “Save.”
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4. Be sure to Run Programs all audits after updating program names in u.select. Run Programs
instructions follow.
Run Programs

After making any program changes in u.select, be sure to Run Programs. In addition, the Run Programs
process should be done every week.

1. Select the “Manage Programs” link under the “Programs” heading.
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2. From the “Manage Programs” click on the file folder image next to your institution name (LSC-MN in this
example), then click the “Run Programs” link.
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3. You will receive confirmation and a list of programs that will be run, “All the existing programs will be
deleted.” Click on the orange “Submit” button.
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5. After the guides have finished updating, you can check the programs by selecting “Home” from the top
navigation menu, then click “Programs by School” under the “Earn a Degree” heading, and select YOUR
STATE abd INSTITUTION from the list. Select a program; look at the timestamp on the program. It should

be from the current day.
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6. The process is complete.

(COM Table Override Codes on next page)
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COM Table Override Codes by School

School COM Table Override Code
Alexandria Technical & Community College AXTC
Anoka Technical College ATC
Anoka-Ramsey Community College ARCC
Bemidji State University BSU
Central Lakes College CLCC
Century College CCTC
Dakota County Technical College DCT
Fond du Lac Tribal and Community College FON
Hennepin Technical College HTD
Hibbing Community College HCC
Inver Hills Community College IHCC
Itasca Community College ITA
Lake Superior College LSC
Mesabi Range Community and Technical College MES
Metropolitan State University MET
Minneapolis Community and Technical College MIM
Minnesota State College — Southeast Technical RWTC
Minnesota State University, Mankato MAN
Minnesota State University Moorhead MHD
Minnesota State Community & Technical College FFC
Minnesota West Community and Technical College SWTC
Normandale Community College NRC
North Hennepin Community College NHC
Northland Community and Technical College TRF
Northwest Technical College BTC
Pine Technical College PITC
Rainy River Community College RAR
Ridgewater College RIDG
Riverland Community College AUAL
Rochester Community and Technical College ROCH
St. Cloud State University SCsuU
St. Cloud Technical & Community College STTC
Saint Paul College SPT
South Central College MKFA
Southwest Minnesota State University SOuU
Vermilion Community College VERM
Winona State University WIN
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