
To access the online Major/Minor Certification tool go to the Gibson portal 
The tool will be on the Faculty Tab, for faculty and on the  Staff Tab for others. Click on Major/Minor Certification 
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The Major/ Minor Certification tool will display
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On the tool, click on the drop down arrow
and select the term you want to certify majors/minors
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To search for all your students;  for “Requirements Met” select “Any” and continue…
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To continue to search for all your students…For Certification Status, initially select Pending.  
Once you begin using the tool you can select other Certification Status’ depending on what type of students you want to view.
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To continue to search for all your students, for Majors and Minors select the majors and minors that you certify.
Security is set-up based on the specific majors and minors that each user certifies. You should only have access to the majors/minors that you certify. 

Once you have completed your selections, click on the Search button.
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Every student that has applied for graduation for the selected term (2013-fall),
and has a Sociology major or minor (the  selected major/minor ) will display.
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School and degree are based on the student’s primary major. 
You should not be concerned if your major does not correspond to the listed school and degree
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Majors will display on the first part of the list and the minors will follow at the end of the list. 

TECHNOLOGY SERVICES
BANNER SUPPORT

http://tulane.edu/
http://tulane.edu/


You will have the following options: Certified, Denied Certification and Conditionally Certified. 
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If the student has completed all major requirements you should select “certified”.
The flags for “major GPA Req Met” and “Course Req Met” are optional, to assist you with tracking requirements.
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When you Save the record, the information is transmitted to the Academic Advising Center. Once the information for a Certified major is sent, 
the  record will be frozen,  and any required change has to be completed by the Registrar’s Office. Once saved, confirmation will display.

As you work on your list, you may want to save periodically,  to prevent the application from timing out.
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If the student is still completing major requirements in the graduation term, you can choose to “Conditionally Certify”.
If you choose this option you must specify in the comments section, the conditions that the student must meet
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For example, for a Conditionally Certified major, you could indicate,
“students must complete all currently enrolled Sociology courses with a grade of C or better.”

TECHNOLOGY SERVICES
BANNER SUPPORT

\

http://tulane.edu/
http://tulane.edu/


Once you save the record, it will be confirmed, and  the information will be sent to the Advising Center.
The Conditionally Certified majors/minors (as well as the Certified), once saved, the record is locked.  

Any corrections will have to be made by the Registrar’s Office.
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The last option is Denied Certification and an explanatory comment is required.
Upon saving the record the decision will be forwarded to the Academic Advising Center.

If at a later date you need to update that decision you will be able to do so.  Denied Certification records are updatable. 
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Upon saving you will receive confirmation that the record has been saved.
As a reminder, you do not need to save after each record, saving can be done at the end of your session.
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You will have the option of extracting data from the major/minor certification tool 
and to export the data to an excel file.  Click on the “Export Results to Excel” button.
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A window will open and you will have the option of “opening” a file or “saving” the results
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If you click on open,  an excel spreadsheet will display with all the students on your search criteria.
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The data will be “pushed” to the TU Reports commencement application, used by the Academic Advising Center.
The Academic Advisor will be able to view the major/minor certification decision.

The Academic Advisor will click on the Details window to view the major/minor certification information
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The information submitted on the major/minor certification tool,
will display in the TU reports commencement application.
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For Assistance please contact:

Diplomas@tulane.edu
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