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UNIVERSITY OF MISSOURI-KANSAS CITY OFFICE OF REGISTRATION & RECORDS

Access to add/inactivate student groups must be obtained via the Pathway Access form through the Role Name “other
types of access”

Path: Records and Enrollment > Career and Program Information > Student Groups
Student groups should never be deleted. They can be inactivated. See instructions below.
Add a student group:

1. There will be a row on this screen for each student group assigned to the student.
2. To add a new student group click the plus sign on the top level.
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3. Enter the appropriate student group code.

a. Student Group: Security to add/inactivate student groups is maintained in the Registration and Records
Office. You must complete the Pathway Access form requesting security to update specific student
groups.

b. Effective Date: In order for the student group to pull in COGNOS reports you must make the effective
date prior to the start of the current term.

Cc. Comment: Should be generic. Not required.

d. Click Save


http://www.umkc.edu/registrar/forms/pathway_access_form.pdf
http://www.umkc.edu/registrar/forms/pathway_access_form.pdf
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4. Note the Last Update Date/Time and Updated By stamps identify the user that made the last change on the
student group.

Inactivate a student group:

1. Add arow at the Effective Date level
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Use today as the Effecitve Date

Change the Status to Inactive

Comment: Should be generic. Not required.
Click Save
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