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UWP CAMPUS TECHNOLOGY SERVICES 

BATCH DARS REQUEST FORM INSTRUCTIONS

To submit a Batch Degree Audit Report Run to the Campus Technology Services group for processing, you need to complete the Batch DARS Request Form located on the CTS Department Web Page under the forms link, and email to campus.technology@uwp.edu.

Required Identification included the following: 
Requestor’s Name:  Please enter the name of the person requesting the job.

Phone:  Please enter the phone number of the person requesting the job.

Date Submitted:  Please enter the current date.

DARS Report Needed by Date:  Please enter the date the report is needed.

DARS Run Type Options:  Please check the appropriate box to indicate the Type of Batch DARS Report run you are requesting.

Number of Copies:  Please enter the number of copies of the DARS output reports desired.

Plan Override:  Default is blank. If you wish to print DARS reports for only certain majors, enter the plan(s) desired IE: CRMJ.BA

Information related to a specific Type of Batch DARS Request may include the following:
Term/Graduation Term (IE: 1061):  Please enter the term needed for the DARS Report, if the run is for Graduates then enter the graduation term. Please circle the type of term being entered.

Career:  Enter Undergraduate (UGRD) or Graduate (GRAD) or leave blank for all
**NOTE:  If DARS is run by Graduation Term you may provide the following if needed:
Program Action – (IE: DATA)
Program Reason – (IE: GR12)
Additional information specific to Athletics DARS Request may include the following:
Residence Terms:  IE: 4 or leave blank for all. (In this example if a 4 is entered the DARS run will only pickup students that have been here for more the 4 terms.)
Student Group:  Enter the student Group IE: MBAS, MBB, MGOF, MSOC, MWR, MXCT, WBB or leave blank for all.
Additional information specific to Advisor DARS Request require the following:  Please enter the EMPLID of the Advisor(s) to be selected for reporting. 

Information required for a DARS Run using an Input File includes the following:  Please copy the list of EMPLID’s into the bdar directory using the provided “psfiletran” utility.
**NOTE:  File name format is: “department code_batchdar.txt”
Other Optional DARS Report Selection Criteria may include the following: 
Academic level:  enter the level you wish to include or leave blank for all. (IE: 10=Freshmen, 20=Sophomore, 30=Junior, 40=Senior, etc)
Academic plan:  enter the desired plans you wish to include or leave bank for all. (IE: CRMJ.BA, CRMJ.IN, CRMJ.MJ, CRMJ.MN, CRMJ.PN, etc)
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