Tips to filling out the 104-R the right way - the first time.

Before you get started:
1. [bookmark: _GoBack]You MUST type this out.  DO NOT print and write in your classes in ink, we WILL make you redo it.
2. Do not open the document in google docs, or you will not be able to view all the boxes correctly.  If you receive a copy in an email attachment download it and open in Adobe.  
3. Save a copy to your personal computer or on a flash drive so that you can easily update it for subsequent semesters.  You will be required to go over it with your instructor each term and make changes as necessary.
4. Notice that there are 3 pages, all 3 pages need to be filled out.  
5. You do not have to stick to this plan to the T.  If you need to switch your courses around within reason that is totally FINE - we just need you to get down everything you will need to do on paper so that you have a general idea of when you will be taking which classes.  This is one of the reasons we have you update this document each term.

Filling in the blocks (Common questions only-you still need to fill in all fields):
Block 2:
You must have decided on a major.  You may not write ‘undeclared’ in this field.  If you are unsure of what you want your major to be you should make an appointment with an academic or career advisor for help choosing one that best pairs your interests with your career goals.
	2a: If you do not know what the CIP code for your major is, ask an HRA or your instructor.  You can also look up your CIP code at http://nces.ed.gov/ipeds/cipcode/browse.aspx?y=55.  Do NOT type the “.” in the box, this will be automatically filled in.

Block 4:
    Write the University you attend the section under Academic School and put an X in the box next to ‘Host’.  Then write it again in block b.  .
   If you do not attend the host school, write in your school’s name under Academic School and put an X in the box next to ‘Cross-Enrolled.’  Write the host schools name.
Block 5:
The most important number in this section is section e, which is auto-calculated by the numbers you put in sections a.1, b, and c.  
First fill in section b:  this is where you would put any credits considered transfer, AP, or PSEO credits.  If you have none, put 0.  Only put credits that are accepted as transfer credits by your school of record.
Section c: This would be any credits BESIDES transfer/AP/PSEO credits completed toward your degree to date (eg courses completed at your school of record).  Again, if you have not taken any classes at your degree-granting institution, put 0.
Now look at section e.  Are the number of semesters authorized equal to the number you will need to graduate on time (including the current semester)??
YES - you may leave the rest of block 5 and move on.
NO - go up to section a.1 and enter the number of credits for all ‘ROTC Hours that do not Count’ towards your degree until you have the right number of authorized semesters reflected in section e.  
Block 6:
Fill this in each term when you are updating with your term GPA and cumulative GPA.
Block 7:
This is where you enter in all courses you will need to take in order to graduate on time.  Be sure to enter the term and year in the top of each box and do them IN ORDER.  If you are taking a summer or J-term course, include that as well in its own box.
Common mistakes/questions:
1. Be sure to include any transfer courses in their own box(es).
2. Do not forget to include your MIL SCI courses.  This means you should have at least one class and one lab (depending on your specific situation) for ROTC each term.  
3. Do not forget to include your MIL HISTORY course or a course that has been accepted by the PMS that meets the requirement for ROTC
4. If you are taking more classes than fit in one box, simply use the next box to finish and type the same term (continuing) and year in the top.
5. In the No. columns, you should write the specific course designator, The Hrs column should be completed the Cts gets completed once you have passed and gotten credit for that course and they should be the same at all times unless you fail, withdraw or get an incomplete in a class.  In the Grd section, you will input the grade you received for each class as you are updating your 104-R each following term.
6. You do not need to use all of the boxes available in block 7 (on pages 1 and 2).  If you have filled in everything you need and there are a bunch of extra boxes that is fine.
7. If you are at a cross-enrolled school make sure you are putting in your grades for your completed ROTC courses too, not just the courses you took at your school.
8. Make sure that the math from section 5 adds up with what is filled out in section 7, they need to match exactly (ie. 97 credits shown in box 5d, the number of credits remaining in section 7 = 97)
Block 8:
Leave this blank if this is the first time you are creating your 104-R.  This area is for you to initial each term when you are updating with your instructor.  
Block 9:
Write in your major again, including whether it will be a BS or a BA along with the year and month you expect to be awarded your degree.
Block 10:
YOU SIGN THIS.  Print out the whole document and sign in ink.  Put the date in block 11.
Block 12:
This is where your ACADEMIC ADVISOR needs to sign off saying that they have reviewed your plan and that you are not missing any courses needed for graduation.  Yes, that means you will need to make an appointment with an academic advisor.  It does not necessarily have to be your assigned advisor, as long as it is signed by someone who can verify that you will meet all requirements.
Tip: It is a good idea to have your MS Instructor and HRA look over your 104-R BEFORE you bring it to an advisor so that you don’t have to go back if you’ve made any mistakes.
Page 3:
Fill in the top three fields with your information again.  Once printed, you will also need to sign and date this page.  The PMS or XO will do one last look-over and sign.



CONGRATULATIONS!  You are now done with the 104-R.  It takes a lot of time and planning the first time, but completion of this document is critical in terms of keeping you on track for graduation and helping ROTC cadre determine which year group you need to be in.  GOOD JOB!


