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CARDINAL STATION PROBATION ENTRY INSTRUCTIONS 
 
PLACING A STUDENT ON PROBATION 

NAVIGATION:  Records & Enrollment > Student Term Information > Term History 

Click the Academic Standing tab. If necessary, use the left/right arrows to navigate to the 
correct term.  This is generally the next term(s) after the term in which the grades were earned.  
E.G., if a student’s fall term grades lowered his gpa resulting in probation, the probation status 
would be posted on the following spring term.  If probation is a result of spring grades, the 
probation status would be listed on the following summer and possibly fall terms. 

 

 

Click the Manual Override select box.  

Enter the Effective Date. This should be the date on the communication sent to the student informing 
him/her of the probationary status. 

Select the student’s Academic Program 

Enter PROB in the Academic Standing Action. 

Click  
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NOTE: If the student’s probationary status continues for more than one semester, follow the steps 
above for each semester the student remains on probation.   

 

REMOVING A STUDENT FROM PROBATION 

Probationary status only appears on the terms on which you enter the PROB Academic Standing 
Action. In the system, the student is not considered to be on probation if the Academic 
Standing Action is blank.  Therefore, there is no process needed to remove a student from 
Probation. You may navigate to the Academic Standing page for the term in which the student 
is no longer on probation to verify the Academic Standing Action is blank. 

NAVIGATION:  Records & Enrollment > Student Term Information > Term History 

Click the Academic Standing tab. If necessary, use the left/right arrows to navigate to the 
correct term.   
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End 


