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Tips and Tricks

SOAPCOL – Deleting a Record
The required fields when adding a prior college are the college, the degree and dates attended.  The major field (found on the Majors, Minors, Concentrations tab) is optional but is often used. To delete a record, you must delete from the “bottom up”.  Meaning, you must delete the major first (if populated), then the Degree Details, and finally the Prior College.  
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To delete a record when a Major is listed:
· Go to the Majors, Minors, Concentrations tab.

· Click the Remove Record icon and then the Save icon.

· EXIT the tab by selecting the X icon.  
· It is very important to Exit the tab.  If you do not, when you try to delete the Degree Details information, the system will ask for you to enter data and will not let you continue.  
· Return to SOAPCOL and follow the next set of instructions. 
To delete a record when a Major is not listed:

· Next Block to the Degree Details block.

· Click the Remove Record icon and then the Save icon.

· Click on the Previous Block icon to move to the Prior College block.

· Click the Remove Record icon and then the Save icon.
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