How Do | Create New Departments in Registrar

Go to RG>Maintenance>Departments
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The Department Maintenance screen will appear:
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Enter the ID and a Description and the Sort Key will auto-fill.

Click the Save icon, to save the new entry, which will now be available on the list of
Departments when searched.
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Once created, the new Department will be available to assign to Faculty records, under the
Employment tab.
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To Delete records, go to RG>Maintenance>Departments. At the Maintenance screen, use the
magnifying glass to call up the Department.
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k. Cancel Delete

Highlight the Department to discard and lick the Delete button to remove the record.
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