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Process: Exceptions and Overrides

Exceptions and Overrides are created usindelk@V (Exceptions and
Overrides) screen. They are applicable only for the progranwhich they were
created and are not shared among programs ifuderst has multiple programs
associated with their record.

Exceptions:

Exceptions are deviations from the standard remergs attached to a program.
They come in the form of modifying or waiving regments in a program for an
individual student. Exceptions may be made to ecawmeosk that a student has

completed or has not yet started and/or completdd@ay be made at all levels:

Program Level Exceptions:
Overall program credits required for completion
Overall program GPA required for completion
Total credits earned at CTC
GPA achieved at CTC

Requirement Level Exceptions:
GPA required
Number of subrequirements needed for completion
Waive or replace the entire requirement

Subrequirement Level Exceptions:
- Number of groups required for completion
Number of credits required
Number of courses required
Waive or substitute specific courses
Waive or replace the entire subrequirement or group
Allow additional courses

An explanation is required in thexception Print Text field for each exception
created. The explanation will print on the Degresliabove the exception (see
Figure 1). Comments may also be added ifGbexmentsfield to further explain
the exception; however, they will not display oe thegree Audit.
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Boroalwm| ooz s

0s/18/08 Ms. JTackie R. FKreun Page Z

Complete all & subrecquirements:
C) A: Communications

> Take 2 groups:

Credits: &

C) GROUP 1: TAKE THE FOLLOWING:

ENGL-1301__ . ___ 06401402 B 3 *TE
C) GROUP Z: TAKE SPCH-131E5 OR SPCH-1321
EPCH-121&5...... SUMO0Z A k<

C} B: Mathematics
> Take MATH-1224 or MATH-134Z
MATH-1ZE4. .. ... 08/21/02 B = *TE

C) C: Humanities/Fine Arts

= Take 1 group:

=

Credits: 4

Cy GROUP 1: TAKE 3 SEMESTER CREDIT HOURE FROM THE
> FOLLOWING: ANTHROPOLOGY (ANTH) COURSES, ARTS (ARTS)
> COURSES, DANC-2303, DRAMA (DRAM) COURZES, FOREIGN
> LANGUAGE COURSES, HUMA-1315, MUSIC (MUSI) COURSES,
* PHILOSOPHY (PHIL) COURSES
GERM-1411._ ... . SPRO3 & 4

C) D: Compucer Scisnce
ITSC-1405. ... .. SPRO3 A 4

Iy E: Physical Education

= Take Z semester credit hours of Physical Education (PHED)
= except PHED-1301, PHED-1304, PHED-1305, PHED-1308
PHED-ELEC._ _ _ . _ _ 08/23/03 ——— 1 *TE

1 credit needed

I) Z: Business Management Major Requirements

Credits: 4
GPA Achiewed/Needed: 4 / Z . .
Complate il § s eqwisements: Exception as printed

H)} A: Management

: z:kc:‘l::fl following courses. & grade of C or higher is on the Degree AUdIt

't Exception
EUSI-2301 is substituted for BUSG-Z305 N

EMGT-1201
EMGT-120%2
BMGT-1325
BUSG-Z309
BUSI-1301
HRPO-1311
HRPO-ZZ201
MPEG-1211
BUSI-Z201

N} B: Accounting
= Take 1 course from each group:
Credits: O
W} GROUP 1: TAKE ACCT-2301 OR SUBSTITUTE ACHNT-1325

Figure 1

Overrides:

Overrides direct Degree Audit to ignore or overnddch credit is used to satisfy
which requirement. They are directly linked to amadt activity already
completed by a student. When using overridesethgloyee is manually directing
how academic activity is applied to a subrequireneem@roup and can indicate:

Courses that the employee wants to apply to a quilsesment or group
Courses that are not to be applied to a subreqameor group

An explanation is not required for overrides; hoem\wa code of *F indicating a
Forced/Override will print on the Degree Audit iretsubrequirement for which an
override was created (see Figure 2). The *F codlealsp display in the Notes
section of the Degree Audit (see Figure 3).
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Override as

printed on the
Degree Audit.

Figure 2

Beoo[#o0os 5|

05/18/05 M=. Jackie R. Kreun Page 4

*F Forced - course was mamually applied (Override)
*NE Non-course Equivalency
*TE Transfer Equivalency

Figure 3
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Process: Creating Exceptions and Overrides

A. In theST module, enteEXOV (Exceptions and Overrides)in theQuick
Accessbox, and click orso.

B. In thePerson Lookupprompt (see Figure 4), enter the social security
number of the student, the name of the studenheo€olleague ID# of the
student, and click o@K. Select the student from the resolution screen.

Figure 4

C. If the student is associated with more than ongnammo, theStudent
Programs Resolutionscreen will appear (see Figure 5). Select a pmogra
and the next screen will be tBXOV screen. If the student is associated
with only one program, thEXOV screen will automatically appear (see
Figure 6).

Figure 5
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D. On theEXQOV screen, click on the detail button in thealuate field to run
and print a Degree Audit for the program (see Fadi)r The next screen
will be theEVAL (Evaluate Student Program)screen (see Figure 7).

Click on the detail
button to go to the
EVAL screen.

Figure 6

Figure 7
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E. On theEVAL screen, leave the default information (see Figyrer modify
the following information:

Include Code/Cutoff Date The field determines where a course will be
displayed on the Degree Audit (see Figure 8).

Set this field toAll and completed courses, in progress courses, &d pr
registered courses will display in the requirement.

Set this field tdn-Progress work includedand completed courses and
in-progress courses will display in the requirememe-registered
courses will display in the Other Courses sectioth@ Degree Audit
rather than part of the requirement.

Set this field taCompleted work only and only completed work will
display in the requirement. In-progress and présteged courses will
display in the Other Courses section on the Degrekt.

If Dateis selected, a date must be entered irCin®ff Date field.
Populating theCutoff Date field is helpful when doing a graduation
check.

Figure 8

Format: The field determines how the Degree Audit wiihpeach time
a Degree Audit is run (see Figure 9). Select sieglemn or double-
column. The field may also be left blank; howetke format will need
to be selected before each Degree Audit can be run.
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Figure 9

Related Courses Policy The field determines how related courses will
be displayed on the Degree Audit (see Figure 18latRd courses are
courses that may have met the requirement but metrased because
they failed a minimum grade requirement, were regallaby a repeat
policy, violated a rule, or have been used elsea/lrethe Degree Audit.

Set this field torogether and the related course will be displayed with
the requirement, but in lower case and with codd&ating why it is not
applied.

Set this field td~ootnote and the related course will be noted in the
requirement and displayed at the bottom of the Eedwdit as a
footnote.

Set this field td\ot Displayedand the related course is ignored. The
course will be displayed on the Degree Audit in@taer Courses
section.

Figure 10
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Ignored Statuses The field allows the employee to select one oram
credit statuses that he/she does not want to gigpldhe Degree Audit
(see Figure 11).

Figure 11

F. Click onSave and when thélert prompt appears, click ddpdate. This
will run the Degree Audit.

G. After the Degree Audit is run, tHeXOV screenwill appear The Evaluate
field changes t&€urrent and the current date will display in thast
Evaluation Datefield. The codes in th8tatus column beside each level of
the program are also listed (see Figure 12). Tdteistcodes indicate
whether each of those requirements is Complete]iRgnin-progress, or
Not Started and offer assistance in determiningrevle@ceptions or
overrides need to be created. The top three lefelprogram are also
listed:

PROG - Program
REQMT - Requirements
SUBREQMT - Subrequirements
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Status Codes

Figure 12
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Process: Program Level Exceptions

A. Follow steps A through G o@reating Exceptions and Overrides

B. On theEXOV screen, click on the detail button next to thegPam at
PROG to make modifications at the Program Level (segifé 13). The
next screen will be theGEX (Program - Level Exceptions)screen (see

Figure 14).

Click on the detail
button to go to the
PGEX screen.

Figure 13

Figure 14
Degree Audit Page 14 of 146
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C. Program maodifications may be made to the Overad@s, Institutional
Credits, Overall GPA, or Institutional GPA.

Modify Overall Credits: Click on the detail button in th@verall
Credits field on thePGEX screen (see Figure 14) and seleCR
(Change Required Credits)to modify the number of Overall Credits
required or seledEXWV (Waive) to waive the Overall Credits required
(see Figure 15). Click o®K .

Figure 15

If EXCR is selected, thEXCR screen will appear. Type the
replacement credits in thieplacement Creditsfield (see Figure 16).
Next, type an explanation in tlexception Print Text field. This will
print on the Degree Audit. Add a comment to @@mmentsfield. Date
Stamp the comments field with the current datetand by moving to a
blank line and entering a # sign, return or sdkeht from the top menu
bar, and seleddate/Time/Login Stamp The employee name will
populate automatically. The comments will not daspbn the Degree
Audit.
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Type in replacement
credits.

Figure 16

Click on Save and when thélert prompt appears, click ddpdate. The
replacement credits are now displayed in@wverall Credits field (see
Figure 17) on th&€GEX screen. On thBGEX screen, click orbave
and when thélert prompt appears, click ddpdate. The next screen
will be theEXQOV screen (see Figure 33).

Figure 17

If EXWV is selected, thEXWYV screen will appear. Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield (see Figure 18).
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Date Stamp the comments field with the current datktime by moving
to a blank line and entering a # sign, return tect&dit from the top
menu bar, and seleDate/Time/Login Stamp The employee name will
populate automatically. The comments will not daspbn the Degree
Audit.

Figure 18

Click on Save and when thélert prompt appears, click ddpdate.
Waived is now displayed in th®verall Credits field (see Figure 19) on
the PGEX screen. On thBGEX screen, click orsave and when the
Alert prompt appears, click ddpdate. The next screen will be the

EXOV screen (see Figure 33).

Figure 19
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Modify Institutional Credits: Click on the detail button in the
Institutional Credits field on thePGEX screen (see Figure 14) and
selectEXCR (Change Required Credits)to modify the number of
Institutional Credits required or seldeXWV (Waive) to waive the
Institutional Credits required (see Figure 15)cKbnOK.

If EXCR is selected, thEXCR screen will appear. Type the
replacement credits in thieplacement Creditsfield (see Figure 20).
Next, type an explanation in tlexception Print Text field. This will
print on the Degree Audit. Add a comment to @@mmentsfield. Date
Stamp the comments field with the current datetand by moving to a
blank line and entering a # sign, return or sdkeht from the top menu
bar, and seleddate/Time/Login Stamp The employee name will
populate automatically. The comments will not dagpbn the Degree
Audit.

Type in replacement
credits.

Figure 20

Click on Save and when thélert prompt appears, click ddpdate. The
replacement credits are now displayed inltistitutional Credits field
(see Figure 21) on tHeGEX screen. On thBGEX screen, click on
Save and when thélert prompt appears, click ddpdate. The next
screen will be th&XOV screen (see Figure 33).
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Figure 21

If EXWV is selected, thEXWV screen will appear. Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield (see Figure 22).
Date Stamp the comments field with the current datktime by moving
to a blank line and entering a # sign, return ¢gct&dit from the top
menu bar, and seleDiate/Time/Login Stamp The employee name will
populate automatically. The comments will not daspbn the Degree
Audit.

Figure 22
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Click on Save and when thélert prompt appears, click ddpdate.
Waived is now displayed in thimstitutional Credits field (see Figure
23) on thePGEX screen. On thBGEX screen, click orbave and when
the Alert prompt appears, click ddpdate. The next screen will be the
EXOV screen (see Figure 33).

Figure 23

Modify Overall GPA: Click on the detail button in th@verall GPA
field on thePGEX screen (see Figure 14) and seleXtGP (Change
Required GPA) to modify the Overall GPA required or sel&XWV
(Waive) to waive the Overall GPA required (see Figure Z4ick on
OK.

Figure 24
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If EXGP is selected, thEXGP screen will appear. Type the replacement
GPA in theReplacement GPAfield (see Figure 25). Type an

explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield. Date Stamp the
comments field with the current date and time byimg to a blank line
and entering a # sign, return or seleédit from the top menu bar, and
selectDate/Time/Login Stamp The employee name will populate
automatically. The comments will not display on Begree Audit.

Type in replacement
GPA.

Figure 25

Click on Save and when thélert prompt appears, click ddpdate. The
replacement GPA is now displayed in theerall GPA field (see Figure
26) on thePGEX screen. On theGEX screen, click orbave and when
the Alert prompt appears, click ddpdate. The next screen will be the
EXOV screen (see Figure 33).
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Figure 26

If EXWV is selected, thEXWYV screen will appear. Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield (see Figure 27).
Date Stamp the comments field with the current datktime by moving
to a blank line and entering a # sign, return égct&dit from the top
menu bar, and seleDate/Time/Login Stamp The employee name will
populate automatically. The comments will not dagpbn the Degree
Audit.

Figure 27
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Click on Save and when thélert prompt appears, click ddpdate.
Waived is now displayed in th@®verall GPA field (see Figure 28) on
the PGEX screen. On thBGEX screen, click orsave and when the
Alert prompt appears, click ddpdate. The next screen will be the
EXOV screen (see Figure 33).

Figure 28

Modify Institutional GPA: Click on the detalil button in the
Institutional GPA field on thePGEX screen (see Figure 14) and select
EXGP (Change Required GPA)to modify the Institutional GPA
required or seledEXWV (Waive) to waive the Institutional GPA
required (see Figure 24). Click @K.

If EXGP is selected, thEXGP screen will appear. Type the replacement
GPA in theReplacement GPAfield (see Figure 29). Type an

explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield. Date Stamp the
comments field with the current date and time byimg to a blank line
and entering a # sign, return or seleédit from the top menu bar, and
selectDate/Time/Login Stamp The employee name will populate
automatically. The comments will not display on Begree Audit.
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Type in replacement
GPA.

Figure 29

Click onSave and when thélert prompt appears, click ddpdate. The
replacement GPA is now displayed in thstitutional GPA field (see
Figure 30) on th&€GEX screen. On thBGEX screen, click orsave
and when thélert prompt appears, click dopdate. The next screen
will be theEXQOV screen (see Figure 33).

Figure 30
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If EXWV is selected, thEXWV screen will appear. Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield (see Figure 31).
Date Stamp the comments field with the current datktime by moving
to a blank line and entering a # sign, return tect&dit from the top
menu bar, and seleDiate/Time/Login Stamp The employee name will
populate automatically. The comments will not daspbn the Degree
Audit.

Figure 31

Click on Save and when thélert prompt appears, click dopdate.
Waived is now displayed in thimstitutional GPA field (see Figure 32)
on thePGEX screen. On thBGEX screen, click orbave and when the
Alert prompt appears, click ddpdate. The next screen will be the

EXOV screen (see Figure 33).
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Figure 32

D. On theEXOV screen, aiX is now displayed in thE/O column next to the
ProgramPROG indicating that an Exception has been createdKgpeae
33). Click on the detail button in tlevaluate field to run a Degree Audit
and to review the exception.

Click on the detail
button to run a
Degree Audit.

Figure 33

E. Exit from the Degree Audit report to return to te€OV screen. On the
EXOV screen, click otsave and when thélert prompt appears, click on
Update.

Degree Audit Page 26 of 146 Issued 11-2-05
Revised 01-31-08



Degree Audit Systems
Central Texas College

Process: Requirement Level Exceptions

A. Follow steps A through G o@reating Exceptions and Overrides

B. On theEXOV screen, click on the detail button next to the iRement at
REQMT to make modifications at the Requirement Leves (Sgure 34).
The next screen will be tHRQEX (Requirement - Level Exceptions)

screen (see Figure 35).

Click on the detall
button to go to the
RQEX screen.

Figure 34

Figure 35
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C. Modifications may be made to the Requirement GPfodhe Number of
Subrequirements Needed. Requirements may also betVer Replaced.

Modify Requirement GPA: Click on the detail button in the
Requirement GPAfield on theRQEX screen (see Figure 35) and select
EXGP (Change Required GPA)to modify the Requirement GPA or
selectEXWYV (Waive) to waive the Requirement GPA (see Figure 36).
Click onOK.

Figure 36

If EXGP is selected, thEXGP screen will appear. Type the replacement
GPA in theReplacement GPAfield (see Figure 37). Type an

explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield. Date Stamp the
comments field with the current date and time byimg to a blank line
and entering a # sign, return or seleédit from the top menu bar, and
selectDate/Time/Login Stamp The employee name will populate
automatically. The comments will not display on Begree Audit.
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Type in
replacement GPA.

Figure 37

Click on Save and when thélert prompt appears, click ddpdate. The
replacement GPA is now displayed in Requirement GPAfield (see
Figure 38) on thRQEX screen. On thRQEX screen, click orbave
and when thélert prompt appears, click dopdate. The next screen
will be theEXQV screen (see Figure 43).

Figure 38
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If EXWV is selected, thEXWV screen will appear. Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield (see Figure 39).
Date Stamp the comments field with the current datktime by moving
to a blank line and entering a # sign, return tect&dit from the top
menu bar, and seleDiate/Time/Login Stamp The employee name will
populate automatically. The comments will not daspbn the Degree
Audit.

Figure 39

Click on Save and when thélert prompt appears, click ddpdate.
Waived is now displayed in thRequirement GPAfield (see Figure 40)
on theRQEX screen. On thRQEX screen, click orsave and when the
Alert prompt appears, click ddpdate. The next screen will be the

EXOV screen (see Figure 43).
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Figure 40

Modify Number of Subrequirements: Click on the detail button in the
Number SubrequirementsNeededfield on theRQEX screen (see
Figure 35) to modify the number of subrequiremenk® next screen
will be theEXCT (Change Required Number)screen (see Figure 41).

On theEXCT screen, type the number of subrequirements in the
Replacement Countfield (see Figure 41). Type an explanation in the
Exception Print Text field. This will print on the Degree Audit. Add a
comment to th€ommentsfield. Date Stamp the comments field with
the current date and time by moving to a blank éind entering a # sign,
return or selecEdit from the top menu bar, and selBete/Time/Login
Stamp. The employee name will populate automaticallye Eomments
will not display on the Degree Audit.
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Type in the
number of
subrequirement

Figure 41

Click on Save and when thélert prompt appears, click ddpdate. The
number of subrequirements is displayed inNluenber
Subrequirements Neededield (see Figure 42) on tHRQEX screen.
On theRQEX screen, click orsave and when thélert prompt
appears, click obpdate. The next screen will be tieXOV screen (see
Figure 43).

Figure 42
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On theEXOV screen, aiX is now displayed in thE/O column next to

the RequiremerREQMT indicating that an Exception has been created
(see Figure 43). Click on the detail button in Bwaluate field to run a
Degree Audit and to review the exception.

Click on the detail
button to run a
Degree Audit

Figure 43

Waive Requirement: Click on the detail button in thé&/aived field on
theRQEX screen (see Figure 35) to waive the entire remarg. The
next screen will be thEXWV (Waive) screen (see Figure 44).

On theEXWV screen, type an explanation in teeception Print Text
field. This will print on the Degree Audit. Add amment to the
Commentsfield (see Figure 44). Date Stamp the commenltd Ww&h

the current date and time by moving to a blank éind entering a # sign,
return or selecEdit from the top menu bar, and sel®ette/Time/Login
Stamp. The employee name will populate automaticallye Eomments
will not display on the Degree Audit.
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Figure 44

Click on Save and when thélert prompt appears, click ddpdate. Yes
Is now displayed in thé/aived field (see Figure 45) on tHRQEX
screen. On thRQEX screen, click orbave and when thélert prompt
appears, click obdpdate. The next screen will be tHeXOV screen (see
Figure 46).

Figure 45
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On theEXOV screen, &V is now displayed in the/O column next to
the RequiremerREQMT indicating that the Requirement has been
waived (see Figure 46). All subrequirements listedhe requirement
have also been removed. Click on the detail buttdhe Evaluate field
to run a Degree Audit and to review the changes.

Click on the detail
button to run a
Degree Audit.

Requirement
waived

Figure 46

Replace Requirement: Click on the detail button in thirReplacedfield
on theRQEX screen (see Figure 35) to replace the entire reapaint.
The next screen will be tHeXBR (Replace Entire Block)screen (see
Figure 47).

On theEXBR screen, type the courses in eursefield that replace
the Requirement. Type a grade of C inkha. Grade field if a

minimum grade of C or higher is required. Typentiaimum GPA in
theMin. GPA field (see Figure 47). Type an explanation in the
Exception Print Text field. This will print on the Degree Audit. Add a
comment to th€ommentsfield. Date Stamp the comments field with
the current date and time by moving to a blank éind entering a # sign,
return or selecEdit from the top menu bar, and selBette/Time/Login
Stamp. The employee name will populate automaticallye Ebmments
will not display on the Degree Audit.
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Figure 47

Click on Save and when thélert prompt appears, click ddpdate. Yes
Is now displayed in thReplacedfield (see Figure 48) on tHRQEX
screen. On thRQEX screen, click orbave and when thélert prompt
appears, click obpdate. The next screen will be tieXOV screen (see
Figure 49).

Figure 48
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On theEXOV screen, aiR is now displayed in thE/O column next to
the RequiremerREQMT indicating that the Requirement has been
replaced (see Figure 49). All subrequirementsdigbe the requirement
have also been removed. Click on the detail buttdhe Evaluate field
to run a Degree Audit and to review the changes.

Click on the detail
button to run a
Degree Audit.

Requirement
replacec

Figure 49

D. Exit from the Degree Audit report to return to tB€OV screen. On the
EXOV screen, click oi'save and when thélert prompt appears, click on
Update.
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Process: Subrequirement Level Exceptions

A. Follow steps A through G o@reating Exceptions and Overrides

B. On theEXOV screen, click on the detail button next to ther8gbirement
atSUBREQMT to make modifications at the Subequirement Leseé (
Figure 50). Clicking on the detail button at théfaguirement level gives
the employee the option of select@8REX (Subrequirement-Level
Exceptions)or SROV (SubrequirementOverrides) (see Figure 51).

Click on the detail
button to go to the
next screen.

Figure 50

Figure 51
Degree Audit Page 38 of 146

Issued 11-2-05
Revised 01-31-08



Degree Audit Systems
Central Texas College

C. SelectSREX (Subrequirement-Level Exceptions)}o make exceptions at
the subrequirement level. Click @K. The next screen will be tI&REX
screen.

D. On theSREX screen, the subrequirement specification is dygalas it is
written in theSubrequirement Specificationdield. Evaluation results are
also listed in thé&valuation Resultsfield if a Degree Audit was run. Detalil
on every line to see what options for modificatawe available in the
subrequirement specifications field.

E. Subrequirement modifications may be made to thebmuraf groups, credits
or courses required, substitute or waive specdiorses, replace or waive
the entire group or subrequirement and allow aglaidti courses.

Modify Number of Groups: Click on the detail button by the group line
on theSREX screen (see Figure 52) to modify the number ofigso
required. The next screen will be tBiXCT (Change Required

Number) screen (see Figure 53).

Click on detalil
button to go to
the EXCT screen.

Figure 52
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On theEXCT screen, type the number of groups infReplacement
Count field (see Figure 53). Type an explanation inExeeption Print
Text field. This will print on the Degree Audit. Addcamment to the
Commentsfield. Date Stamp the comments field with the entrdate
and time by moving to a blank line and enteringsagh, return or select
Edit from the top menu bar, and selBette/Time/Login Stamp The
employee name will populate automatically. The canta will not
display on the Degree Audit.

Type in the
number of
groups.

Figure 53

Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed in thEx column on th&SREX screen and the
number of groups required has been modified irBthi@equirements
Specificationsfield (see Figure 54). On tIi®REX screen, click orsave
and when thélert prompt appears, click ddpdate. The next screen
will be theEXOV screen (see Figure 55).
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Groups
modified

Figure 54

On theEXQOV screen, aiX is now displayed in the/O column next to
the Subrequiremer@8UBREQMT indicating that an Exception has been
created (see Figure 55). Click on the detail buitbaime Evaluate field to
run a Degree Audit and to review the exception.

Click on the detail
button to run a
Degree Audit.

Figure 55
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Modify Number of Credits: Click on the detail button by the credits
line on theSREX screen (see Figure 56) to modify the number alitse
required. The next screen will be tB¥CR (Change Required
Credits) screen (see Figure 57).

Click on the detail
button to go to the
EXCR screen.

Figure 56

On theEXCR screen, type the replacement credits inReplacement
Credits field (see Figure 57). Next, type an explanatiothieException
Print Text field. This will print on the Degree Audit. Addcamment to
the Commentsfield. Date Stamp the comments field with the eatr
date and time by moving to a blank line and entgar# sign, return or
selectEdit from the top menu bar, and selB&te/Time/Login Stamp
The employee name will populate automatically. €amments will not
display on the Degree Audit.
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Type in replacement
credits

Figure 57

Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed in thEx column on th&SREX screen and the
number of credits required has been modified inSi@equirements
Specificationsfield (see Figure 58). On tIi®REX screen, click orsave
and when thélert prompt appears, click dopdate. The next screen
will be theEXQV screen (see Figure 59).

Credits
modified.

Figure 58
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On theEXOV screen, aiX is now displayed in thE/O column next to
the Subrequiremei8UBREQMT indicating that an Exception has been
created (see Figure 59). Click on the detail buthaime Evaluate field to
run a Degree Audit and to review the exception.

Click on the detail
button to run a Degree
Audit.

Figure 59

Modify Number of Courses: Click on the detail button by the course
line on theSREX screen (see Figure 60) to modify the number ofszsi
required. The next screen will be tB¥CT (Change Required
Number) screen (see Figure 61).

Click on the detail
button to go to the
EXCT screen.

Figure 60
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On theEXCT screen, type the number of courses required in the
Replacement Countfield (see Figure 61). Type an explanation in the
Exception Print Text field. This will print on the Degree Audit. Add a
comment to th€ommentsfield. Date Stamp the comments field with
the current date and time by moving to a blank éind entering a # sign,
return or selecEdit from the top menu bar, and selBcte/Time/Login
Stamp. The employee name will populate automaticallye Ebmments
will not display on the Degree Audit.

Type in replacement
count

Figure 61

Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed in thEx column on th&SREX screen and the
number of courses required has been modified irfstifveequirements
Specificationsfield (see Figure 62). On tI®REX screen, click orsave
and when thélert prompt appears, click ddpdate. The next screen
will be theEXOV screen (see Figure 63).
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Courses
modified.

Figure 62

On theEXQV screen, aX is now displayed in the/O column next to
the Subrequiremei8UBREQMT indicating that an Exception has been
created (see Figure 63). Click on the detail buthaime Evaluate field to
run a Degree Audit and to review the exception.

Click on the detail
button to run a
Dearee Audi

Figure 63
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Substitute a Specific Course:Click on the detail button by the course
line on theSREX screen to create a substitution (see Figure Gég
next screen will be thEXCL (Course Waivers and Substitution)
screen (see Figure 65).

Click on the detail button
to go to the EXCL screen.

Figure 64

On theEXCL screen, type the course that is no longer requiréue
Courses No Longer Requiredield. Next, type the course that will act
as the substitution in th&dditional Courses Requiredfield (see Figure
65). Type an explanation in tiexception Print Text field. This will
print on the Degree Audit. Add a comment to @@nmmentsfield. Date
Stamp the comments field with the current datetand by moving to a
blank line and entering a # sign, return or sdkeht from the top menu
bar, and seleddate/Time/Login Stamp The employee name will
populate automatically. The comments will not daspbn the Degree
Audit.
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Type in the
new course.

Click on Save and when thélert prompt appears, click ddpdate. An

X is now displayed on theREX screen next to the line for which an
exception was created. The substituted courseaeplhe original course
in the Subrequirement Specificationdfield (see Figure 66). On the
SREX screen, click orfsave and when thélert prompt appears, click
on Update. The next screen will be tieXOV screen (see Figure 67).

Figure 66
Degree Audit

Substituted
course
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On theEXOV screen, aiX is now displayed in thE/O column next to
the Subrequiremei8UBREQMT indicating that an Exception has been
created (see Figure 67). Click on the detail buthaime Evaluate field to
run a Degree Audit and to review the exception.

Click on the detail
button to run a
Degree Audit.

Figure 67

Waive a Course: Click on the detail button by the course linetio@
SREX screen to waive a course (see Figure 68). Thesoesen will be
the EXCL (Course Waivers and Substitution)screen (see Figure 69).

Click on the detail button
to go to the EXCL screen.

Figure 68
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On theEXCL screen, type the course that is waived inGbarses No
Longer Required field (see Figure 69). Type an explanation in the
Exception Print Text field. This will print on the Degree Audit. Add a
comment to th€ommentsfield. Date Stamp the comments field with
the current date and time by moving to a blank &ind entering a # sign,
return or selecEdit from the top menu bar, and selBete/Time/Login
Stamp. The employee name will populate automaticallye Tbmments
will not display on the Degree Audit.

Type in
the waived
course.

Figure 69

Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed on th@REX screen next to the line for which an
exception was created. The waived course has leeeoved from the
Subrequirement Specificationsfield (see Figure 70). On tI®REX
screen, click orfsave and when thédlert prompt appears, click on
Update. The next screen will be tHeXOV screen (see Figure 71).
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ENGL-1302
removec

:

Figure 70

On theEXOQOV screen, aiX is now displayed in thE/O column next to
the Subrequiremel8UBREQMT indicating that an Exception has been
created (see Figure 71). Click on the detail buttaimne Evaluate field to
run a Degree Audit and to review the exception.

Click on the detail
button to run a
Degree Audit.

Figure 71
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Replace or Waive a Group: Click on the detail button by the group
line on theSREX screen (see Figure 72) and seleXBR (Replace
Entire Block) to replace the entire group or selextWV (Waive) to
waive the entire group (see Figure 73). ClickQi.

Click on the detall
button to replace or
waive the group.

Figure 72

Figure 73
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If EXBR is selected, thEXBR screen will appear. Type the course in
the Coursefield that replaces the Group. Type a minimum graxthe
Min. Grade field if the minimum grade varies from the subreeuonent
grade. TheMin.GPA field is left blank (see Figure 74). Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield. Date Stamp the
comments field with the current date and time byimg to a blank line
and entering a # sign, return or seleédit from the top menu bar, and
selectDate/Time/Login Stamp The employee name will populate
automatically. The comments will not display on Begree Audit.

Figure 74

Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed on theREX screen next to the line for which an
exception was created. The course that replacegthp is listed in the
Subrequirement Specificationsfield (see Figure 75). On the ER
screen, click orfsave and when thédlert prompt appears, click on
Update. The next screen will be tieXOV screen (see figure 84).
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Replacement
course.

Figure 75

If EXWV is selected, thEXWYV screen will appear. Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield (see Figure 76).
Date Stamp the comments field with the current datktime by moving
to a blank line and entering a # sign, return ¢gct&dit from the top
menu bar, and seleDate/Time/Login Stamp The employee name will
populate automatically. The comments will not dagpbn the Degree
Audit.

Figure 76
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Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed on theREX screen next to the line for which an
exception was created. The group is listed as wlaivéhe
Subrequirement Specificationsfield (see Figure 77). On tI®REX
screen, click orfsave and when thédlert prompt appears, click on
Update. The next screen will be tHeXOV screen (see Figure 84).

%Group waived.

Figure 77

Replace or Waive a Subrequirement:Click on the detail button by the
subrequirement on tHeREX screen (see Figure 78) and seleXBR
(Replace Entire Block)to replace the entire subrequirement or select
EXWV (Waive) to waive the entire subrequirement (see Figure 79)
Click onOK.
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Click on the detail button
to replace or waive the
subreauiremer

Figure 78

Figure 79
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If EXBR is selected, thEXBR screen will appear. Type the courses in
the Coursefield that replace the Subrequirement. Type ammimn grade
in theMin. Grade field if the minimum grade varies from the
subrequirement grade. TMin.GPA field is left blank (see Figure 80).
Type an explanation in tiexception Print Text field. This will print on
the Degree Audit. Add a comment to tiemmentsfield. Date Stamp
the comments field with the current date and timenoving to a blank
line and entering a # sign, return or sekedit from the top menu bar,
and selecDate/Time/Login Stamp The employee name will populate
automatically. The comments will not display on Begree Audit.

Figure 80

Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed on theREX screen next to the line for which an
exception was created. The courses that replacauthrequirement are
listed in theSubrequirement Specificationsfield (see Figure 81). On
the SREX screen, click orfsave and when thélert prompt appears,
click onUpdate. The next screen will be tHeXOV screen (see Figure
84).

Degree Audit Page 57 of 146 Issued 11-2-05
Revised 01-31-08



Degree Audit Systems
Central Texas College

Replacement
courses.

:

Figure 81

If EXWV is selected, thEXWV screen will appear. Type an
explanation in th&xception Print Text field. This will print on the
Degree Audit. Add a comment to tiemmentsfield (see Figure 82).
Date Stamp the comments field with the current datktime by moving
to a blank line and entering a # sign, return égct&dit from the top
menu bar, and seleDiate/Time/Login Stamp The employee name will
populate automatically. The comments will not daspbn the Degree
Audit.

Figure 82
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Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed on theREX screen next to the line for which an
exception was created. The Subrequirement is |lesasaived in the
Subrequirement Specificationsfield (see Figure 83). On tI&RREX
screen, click orfsave and when thédlert prompt appears, click on
Update. The next screen will be tHeXOV screen (see Figure 84).

Subrequirement
waived

Figure 83

On theEXOV screen, aX is now displayed in the/O column next to
the Subrequirement SUREQMT indicating that an Exception has been
created (see Figure 84). Click on the detail buthaime Evaluate field to
run a Degree Audit and to review the changes.
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Click on the detail
button to run a
Degree Audit.

Figure 84

Allow Additional Courses: Click on the detail button by the course or
subject line on th&REX screen to add additional courses (see Figure
85). The next screen will be tBXAC (Allow Additional Courses)
screen (see Figure 86).

Click on the detail
button to add
additional courss.

Figure 85
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On theEXAC screen, type the course in theditional Eligible
Coursesfield (see Figure 86). Type an explanation inExeeption
Print Text field. This will print on the Degree Audit. Addcemment to
the Commentsfield. Date Stamp the comments field with the entr
date and time by moving to a blank line and entga# sign, return or
selectEdit from the top menu bar, and selB&te/Time/Login Stamp
The employee name will populate automatically. €aemments will not
display on the Degree Audit.

Type in the
additional course.

Figure 86

Click on Save and when thélert prompt appears, click ddpdate. An
X is now displayed on th@REX screen next to the line for which an
exception was created. The additional course isdtthe
Subrequirement Specificationsfield (see Figure 87). On tI®REX
screen, click orfsave and when thédlert prompt appears, click on
Update. The next screen will be tHeXOV screen (see Figure 88).
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Additional
course

Figure 87

On theEXOV screen, aiX is now displayed in the/O column next to
the Subrequiremel8UBREQMT indicating that an Exception has been
created (see Figure 88). Click on the detail buthaime Evaluate field to
run a Degree Audit and to review the exception.

Click on the detail
button to run a
Degree Audif

Figure 88

F. Exit from the Degree Audit report to return to te€OV screen. On the
EXOV screen, click oibave and when thélert prompt appears, click on
Update.
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Process: Overrides
A. Follow steps A through G o@reating Exceptions and Overrides

B. Overrides can only be created at the subrequirefeeatt On theeEXOV
screen, click on the detail button next to the 8gbirement at
SUBREQMT to create an override (see Figure 89). Clickinghendetail
button at the Subrequirement level gives the engddize option of
selectingSREX (Subrequirement-Level Exceptionspr SROV
(Subrequirement Overrides) (see Figure 90).

Click on the detail button to
go to the next screen.

Figure 89

Figure 90
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C. SelectSROV (Subrequirement Overrides)to create an override. Click on
OK. The next screen will be ttf&#ROV screen.

D. On theSRQV screen, click on the detail button next to thersewr subject
line for which an override needs to be created Bgere 91). The next
screen will be th&VOV (Evaluation Overrides) screen (see Figure 92).

Click on the detail
button to go to the
EVOV screen.

Figure 91

E. TheEVOV screen allows the employee to specify which causé®uld be
applied to the subrequiremnet or courses that dimeiexcluded or not
applied to the subrequirement. Type in an ellipsi$ in theCourses to
Apply field or theCourses to Excludefield (see Figure 92). The next
screen will be th&tudent Academic Credit Lookupresolution screen (see
Figure 93).
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Typein ... to
review courses.

Figure 92

F. Select the override course from theident Academic Credit Lookup

resolution screen arfslave(see Figure 93). The next screen will be the
EVOV screen (see Figure 94).

Figure 93
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G. On theEVOV screen, the override course is now listed inGbarses to
Apply field (see Figure 94) Click o8ave,and when thélert prompt
appears, click obpdate. The next screen will be tf&ROV screen (see
Figure 95).

Figure 94

H. On theSROV screen, aiX is now displayed in th®v column next to the
line for which an override was created (see Fi@®e Click onSave and
when theAlert prompt appears, click ddpdate. The next screen will be
the EXQOV screen (see Figure 96).

Figure 95
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[. OntheEXOV screen, aiX is now displayed in thE/O column next to the
SubrequiremenBUBREQMT indicating that an Override has been created
(see Figure 96). Click on the detail button in Bwaluate field to run a
Degree Audit and to review the override.

Click on the detail
button to run a
Degree Audit.

Figure 96

J. Exit from the Degree Audit report to return to €OV screen. On the

EXOV screen, click oibave and when thélert prompt appears, click on
Update.
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Process: Removing Exceptions and Overrides

A. In theST module, enteEXOV (Exceptions and Overrides)in theQuick
Accessbox, and click orso.

B. In thePerson Lookupprompt (see Figure 97), enter the social security
number of the student, the name of the studenheo€olleague ID# of the
student, and click 0®K. Select the student from the resolution screen.

Figure 97

C. If the student is associated with more than ongnammo, theStudent
Programs Resolutionscreen will appear (see Figure 98). Select a pragr
and the next screen will be tBE&XOV screen. If the student is associated
with only one program, thEXOV screen will automatically appear (see
Figure 99).

Figure 98
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D. On theEXOV screen, click on the detail button by the exceptiooverride
(see Figure 99) and continue to the screen wherexbeption or override
was initially created.

Click on the detail button next
to the exception or override.

Click on the detail button
next to the exception or
override.

Figure 99

E. SelectFile on theMenu bar, then seled®ecord Delete §ee Figure 100).

Figure 100
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F. When theAlert prompt appears, click ddelete(see Figure 101) and then
click on Update. Continue tdSaveandUpdate until theEXQOV screen
appears.

Figure 101

G. On theEXQV screen, the exception and/or override codes hese b
removed from th&/O column (see Figure 102). Click @aveand when
the Alert prompt appears click ddpdate to save all work and to return to
the Ul Home Workspace Window (main menu).

Figure 102
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Process: Creating Program Customizations

Use this function to customize a program for anviddial student by using a
standard requirement or by creating a custom remant

A. In the ST module, entétGEC (Program Evaluation/Customization)in
the Quick Accessbox, and click orGo.

B. In thePerson Lookupprompt (see Figure 103), enter the social security
number of the student, the name of the studenheo€olleague ID# of the
student and click o@K. Select the student from the resolution screen.

Figure 103

C. If the student is associated with more than ongrnairm, theStudent
Programs Resolutionscreen will appear (see Figure 104). Select arpmg
and the next screen will be tR&EC screen. If the student is associated
with only one program, theGEC screen will automatically appear (see
Figure (105).

Figure 104
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Figure 105

D. Programs may be customized by adding a standauireaeent or by
creating a new requirement.

Adding a Standard Requirement Enter the major code in tiAednl
Majors field (see Figure 106) and enter or enter ansadip...) to review
all major codes and select a major code fronMhagrs resolution
screen.

The current date will default in tt&tart Dt field. Accept the default or
type in a new start date (see Figure 106). Th¢ détde indicates when
the major requirement was added to the studentgram. TheEnd Dt
field indicates when the major requirement was nexddrom the
student’s program. This field may be left blank.
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Type in
major code.

Figure 106

Enter the name of the requirement in 8tandard Regmtfield and
enter or enter an ellipsis (...) to review all reguients and select the
requirement from thA&cademic Requirement Lookupresolution
screen. If the requirement is a standard requirgrienwill display in
the Cust field (see Figure 107).

Type in
requirement.

Figure 107
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Adding a Custom Requirement Enter the major code in tAaldnl
Majors field (see Figure 108) and enter or enter ansadip...) to review
all major codes and select a major code fronMhagrs resolution
screen.

The current date will default in tigtart Dt field. Accept the default or
type in a new start date (see Figure 108). Th¢ dtde indicates when
the major requirement was added to the studentgram. TheEnd Dt
field indicates when the major requirement was nexddrom the
student’s program. This field may be left blank.

Click on the
detail button
to go to the

OCRE¢ screer

Type in
major code.

Figure 108

Click on the detail button in théust field (see Figure 108). The next
screen will be th@ CRS (CustomAcademic Requirement)screen.

On theQCRS screen, type the title of the requirement inTitke field.
This will display on the Degree Audit. Next, seldot Type of
requirement (see Figure 109). If the requiremeatNdajor Requirement,
select MAJ Major as the type. If the requiremerd General Education
Requirement, select GEN General (Core) as the t{/fiee requirement
Is something other than MAJ, GEN, or ELE, selecH3Other as the
type. If the requirement is an Elective Requiremealect ELE Elective
as the type.
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Type in the
title and select
the type of
requiremet.

Figure 109

Type the specification in th@pecificationfield and add text to thierint
Text field (see Figure 110). Review Chapter 4 for infation on how to
write specifications. Click o®ave and when thélert prompt appears,
click onUpdate. The next screen will be tH&GEC screen.

Type in the
specification.

Add Print
Text.

On thePGEC screenYesis now displayed in th€ust field (see Figure

111).
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Click on the detail
button to run a
Degree Audit.

Figure 111

E. Click on the detail button in tHeévaluate field (see Figure 111) to run a
Degree Audit and to review the results.

F. The added requirement, whether a standard requnte(see Figure 112) or
a custom requirement (see Figure 113), will dispiethe main body of the
Degree Audit as the last requirement. The titlthefrequirement will
display on the first line followed by the Print Tekxit from the Degree
Audit report to return to theGEC screen.

Added Standard
Reaquiremer

Figure 112
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Added Custom
Reaquiremer

Figure 113

G. Continue to Step H if an exception is requiredaimove access credit. If an
exception is not needed, skip to Step K.

H. On thePGEC screen, click on the detail button in the
Exceptions/Overridesfield (see Figure 114) to remove access crediecbe
EXOV (Exceptions and Override)from the menu and click @K (see
Figure 115). The next screen will be tBEOV screen.

Click on the
detail button
to create an
exception.

Figure 114
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Figure 115

[. On theEXOV screen, create the exception by clicking on theideutton
next to the requirement or subrequirement (seer€ifji6). Figure 117 is an
example of an exception. Review Chapter 1 to |eam to create
exceptions.

Click on the detail
button to create an
exception.

Figure 116
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Exception created
to remove access
credit.

Figure 117

J. On theEXQV screen, click oisave and when thélert prompt appears,
click onUpdate. The next screen will be tH&GEC screen.

K. On thePGEC screen, click oisave,and when thélert prompt appears,
click onUpdate. If an exception was created, tBeceptions/Overrides
field will get updated after theGEC screen has been saved (see Figure

118).
Field updated
after screen has
been saved.
Figure 118
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Process: Creating Requirements

Requirements are created at REEQU (Academic Requirementskcreen. Once
created, requirements may be used in all programtiming the same academic
requirements.

A. In theST module, enteREQU (Academic Requirements)n theQuick
Accessbox, and click orso.

B. In theAcademic Requirement LookUpprompt, enter the name of the
requirement (see Figure 119) and click@i.

The naming convention for all requirements is st&ddnd includes the
following:

Major Code

Type of Requirement

G = General Education courses and the Core Cuuncul
M = Major courses and Major electives

O = Other

E = Open electives

Type of Program

AA = Associate of Arts

AS = Associate of Science

AGS = General Studies

AAS = Associate of Applied Science
CC1, CC2, or CC3 = Certificate Programs
Catalog Year

Examples: RLET.G.AAS.02
BSMG.M.CC1.99

Additional requirements, outside of the standanhing convention, may
need to be created such as GSTU.S.AGS.97 for tgkeskfSpeech option in
the General Studies program or CRIJ.0.AAS.97 fer@niminal Justice
options.
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Figure 119

C. An Alert prompt will appear when adding a new requiremseg (Figure
120). SelecADD.

Select
Add

Figure 120
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D. Type the title of the requirement in thédle field (see Figure 121). Include
the name of the program and the type of requirenddfiireviate as needed.
The title of the requirement will display on theddee Audit. Use the
following example as a guide:

General Education Requirement: RLET.G.AAS.02

Title: Business Mgmt Real Estate General Educd®equirements
Major Requirement: RLET.M.AAS.02

Title: Business Mgmt Real Estate Major Requirements
Elective Requirement: RLET.E.AAS.02

Title: Business Mgmt Real Estate Elective Requinetsie

Type in title.

Figure 121

E. Select thelype of requirement (see Figure 122). If the requireniea
Major Requirement, select MAJ Major as the typehé requirement is a
General Education Requirement, select GEN Gen€ak| as the type. If
the requirement is something other than MAJ, GENELE, select OTH
Other as the type. If the requirement is an Elec&equirement, select ELE
Elective as the type.
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Select
Type

Figure 122

The requirement types have special processing aitheshed to them that
determine which requirement types have the firgioofunity to use a
course. As an example, if a course can be usdgkimajor and can also be
used as an elective, the course will be appligdeanajor, since the major
type is first in the processing order. Requirentgpés and the special
processing codes are found in the ST VAL code table
ACAD.REQMT.TYPES (see Figure 123).

Figure 123
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F. Enter the following additional information on tREQU screen (see Figure
124):

Acad Levelfield — Type in CR.
Depts, CCD’s, Majors, Minors, Specdields — Leave blank.

Catalogsfield — Add the catalog year(s) to which the regoient will
be attached. As an example, if building a requimrena the 2002-
2004 catalog, enter catalog years 2002 and 2008srfield. In some
cases, th€atalogsfield will need to be updated as requirements are
attached to programs.

Grd Schemefield — Type in CTC.

Min Grade field — Do not enter a minimum grade at this lemeh
lower level unless aew minimum grade needs to be established. If
no grade is entered, the minimum grade of D s#teAPRS
(Academic Program Requirements)screen will act as the default for
all levels. If a new minimum grade is entered onRIEQU screen, it
will act as the default grade at this level andadler levels. The

same is true for specifying a new minimum gradiat
subrequirement level or at a group level.

** Enter a grade of C in thklin Grade field for Major
Requirementsto override the grade of D set at hBRS screen and
to establish a new minimum grade. Certain prognarag also require
a grade of C irall coursework. In this case, a minimum grade of C
will need to be added to tiMin Grade field for all requirements —
General, Major, Other, and Elective. If a minimuradg is entered in
theMin Grade field, then grades of P and CR must also be eiare
the Oth Gradesfield (see Figure 125).

Min GPA field — Type in 2.0.
Activity Eligibility Rules field — Leave blank.

Custom Student Pgm Usdield — Set toYes
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Figure 124
Minimum grade
of C entered. Add
in grades of P
and CR.

Figure 125

G. Excl Regmt Typefield — The field defines how requirement typed o
will not reuse or share courses. Selecting the@p@te requirement types
to be excluded, prevents courses from being dazdaatedamong
requirements (see Figure 126). Only exclude requirement typasdhe
attached to a program. As an example, if OTH Otbguirement type is not
attached to a program, then do not select it texotuded.

General Education Requirements — exclude requiretypas Major,
Other, and Elective

Major Requirements — exclude requirement types @GeéK€ore), Other,
and Elective

Elective Requirements — exclude requirement typapMGeneral

(Core), and Other
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In some cases, a General (Core) requirement tygensed to be excluded
from a General Education Requirement. In this msarequirement types
Major, Elective, Otherand General (Core) would be excluded and selected
from theExcel Regmt Typefield. See GSTU.S.AGS.97 requirement as an

example.

Select requirement
types to be excluded.

Figure 126

H. Additional Eval Params field — The field prevents courses from being
double counte@mong subrequirements Click on the detail button in the
Additional Eval Paramsfield (see Figure 127). The next screen will be th
AEVP (Additional Evaluation Params) screen.

Click on the
detail button to
go to the AEVP
screen.

Figure 127
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[. On theAEVP screen, typ&lo in theAllow Course Reusefield (see Figure
128). Click onSave and when thélert prompt appears, click dopdate.

Figure 128

J. TheNumber Subregmts Neededield is generally set to All unless fewer
subrequirements are required for completion (sgar€il129). In the
following example, only one subrequirement is reegifor the Language
Requirement. Thus, the student will select and detafSubrequirement 1 —
French; Subrequirement 2 — German; Subrequiremerlapanese; or
Subrequirement 4 — Spanish.

Set to All
unless fewer
are required.

Figure 129

K. Click on Save and when thélert prompt appears, click ddpdate.
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Process: Creating Subrequirments

Subrequirements are always part of a requiremieay, never standalone. They are
created by clicking on the detail button in the i®gjoirements field on tiREQU
screen. This is also where Degree Audit syntaxridem.

A. In theST module, enteREQU (Academic Requirements)n theQuick
Accessbox, and click oro.

B. In theAcademic Requirement LookUpprompt, enter the name of the
requirement (see Figure 130) and click@ or enter an ellipsis (...) to
review all requirements and select the requirerfrent theAcademic
Requirement Lookup resolution screen.

Figure 130

C. On theREQU screen, click on the detail button in thebrequirement
field (see Figure 131) to create a subrequirenidmg.next screen will be the
SRSP (SubrequiremeniSpecifications)screen (see Figure 132).
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Click on the
detail button to
go to the SRSP
screen.

Figure 131

D. On theSRSPscreen, type the name of the subrequirement in the
Subrequirement Namefield (see Figure 132). This will display on the
Degree Audit.

Figure 132

The naming convention for all subrequirementsasdard and includes the
following:

General Education Requirement — Use the followiagnimg convention
for subrequirements that are assigned to the Gleliduzation
Requirement. Create the subrequirements in theviollg order on the
REQU screen (see Figures 133 and 134). Not all mayebdead.
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Communications
Mathematics

Natural Science
Humanities/Fine Arts
Social/Behavioral Sc
Computer Tech/Skills
Foreign Language
Physical Education

Figure 133

Figure 134
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Major Requirement — List the major subrequiremeanst,ffollowed by
academic subrequirements. The following exampleahestnates the
Subrequirement order for the Business ManagemejarNRequirements
(see Figure 135 and 136).

Figure 135

Figure 136

Elective Requirement — Use Open Electives, Apprdviedtives, or
Academic Electives as the subrequirement name.
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E. Minimum Grade field — Do not enter a minimum grade at this lawaless
anew minimum grade needs to be established. If no gsadetered, the
minimum grade of D set at the APR&cademic Program Requirements)
screen or the minimum grade set atREQU (Academic Requirements)
screen will act as the default for the subrequimrevel and group level. If
a new minimum grade is entered on 8RRSPscreen, it will act as the
default grade at this level and at the group le¥@.minimum grade is
entered in thdMinimum Grade field, then grades of P and CR must also be
entered in th®©ther Gradesfield (see Figure 137).

Figure 137

F. Minimum GPA field andActivity Eligibility Rules field are left blank.

G. Additional Eval Parameters— The field prevents courses from being
double countedamong groups Click on the detail button in th&dditional
Eval Paramsfield (see Figure 138). The next screen will beAEVP
(Additional Evaluation Params) screen.

Click on the
detail button
to go to the
AEVP screen.

Figure 138
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H. On theAEVP screen, typ&lo in theAllow Course Reusefield (see Figure
139). Click onSave and when thélert prompt appears, click ddpdate to
return to theSRSPscreen.

Figure 139

[. On theSRSPscreen, type the Degree Audit Syntax in$pecification
field (see Figure 140). Refer to thériting Specifications —Degree Audit
Syntax section to learn how to write a Specification.

Degree Audit
Syntax is typed in
the Specification
field.

Figure 140
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Process: Writing Specifications — Degree Audit $gx

A. Degree Audit syntax is a single purpose languagermating specifications.
It consists of keywords, numbers, codes, and patiots. Degree Audit
syntax can only be written on tisRSP (Subrequirement Specifications)
screen which is accessed throughREQU (Academic Requirements)
screen.

Degree Audit uses 15 keywords that are definedddie@gue and cannot be
modified. They include the following: TAKE, COURSHQOUR, FROM,
DEPARTMENT, SUBJECT, LEVEL, RULE, EXCEPT, MAXIMUM,
MINIMUM, GRADE, PER, GPA, AND IGNORE. Synonyms fany of the
keywords may be defined on tBASY (Degree Audit Synonyms)screen
(see Figure 141).

Synonyms can be added@ASY but they must be equated to one of the
system-defined keywords. To add a synonym, selecisert a blank line
and type the synonym in the synonym column and tyye® the keyword in
the keyword column.

Figure 141
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The Primary Phrase: A group specification must only have one
primary phrase. TAKE is the only verb that can bediin the primary
phrase; it can only have a course name (ITSC-1400)JRSE(S), or
HOUR(S) as an object. Since it is the only verimaty be omitted. A
group specification begins with a # sign. This rhayomitted if there is
only one group (see Figure 142). Thus, the simglgstification to write

IS:
Example 1: Example 2:
#TAKE ITSC-1409; #TAKE 3 cr;
or omit the # sign and write:

TAKE ITSC-1409; TAKE 3 cr;
or omit the # sign and TAKE and write:

ITSC-14009; 3cr:

Figure 142

A list of courses may also be created by puttisg@arator between the
courses (see Figure 143). A separator can be a apmspace, or the end
of a line.
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Example:

#TAKE CRIJ-1201, CRIJ-1301, CRIJ-1304, CRIJ-130R|&1308,
CRI1J-2101, CRIJ-2201, CRIJ-2304;

or

TAKE CRIJ-1201 CRIJ-1301 CRI1J-1304 CRIJ-1307 CR304 CRIJ-
2101 CRI13-2201 CRIJ-2304;

or

CRI1J-1201 CRI13-1301 CRIJ-1304 CRIJ-1307 CRI1J-13B812101
CRIJ-2201 CRI3-2304;

Figure 143

Secondary Phrases:The primary TAKE phrase can be modified by
other phrases using various keywords (see Figute Téhe most
commonly used keyword is FROM.

#TAKE :FROM .Clarifying Statement
Course(s) Course Name Except course name, kbeed, or subj
Credits Department  Maximum x courses edits
Course Name Subject Minimum x coumesredits
Course Level
Rule
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Example:

#TAKE 2 credits; from subject PHED; except PHED-13BPHED-1304,
PHED-1306, PHED-1308;

or
TAKE 2 cr; from subj PHED; except PHED-1301 PHED343PHED-

1306 PHED-1308;

Figure 144

Multiple Group Specifications: Single group specifications do not
allow for a combination of an “and” with an “or.”dwever, multiple
group specifications can be written and then sgdwfv many groups
are required (see Figure 145):

TAKE X GROUPS; (X must be less than or equal tortmber of
groups listed)

#first group;
#second group;
#third group;
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Example:

TAKE 1 GROUP;

#take 3cr; from subj anth, arts, danc, dram, humasi, phil, fren, germ,
japn, span, lang;

#take 3 cr; from engl-2322 engl-2323 engl-2327 €38 engl-2332
engl-2333, geog-1302, geog-1303, hist-2311, hidR28ist-2381, spch-
2341, litr-elec;

In this example, the student may choose to com@edeip 1 OR Group
2.

1 group
required.

Figure 145

B. After the specification is written, enter twice.ddee Audit will compile the
specification. If the there are mnique Courseswithin the specification
and the specification is correct, it will be storedn internal format and a
system—generated Group ID will be assigned. Thietyged in the
Specificationfield will default in thePrint Text field. Continue with Step
C, unless there isldnique Course Alert prompt orErrors Alert prompt.

Unique Courses: An Alert prompt will appear (see Figure 146) if a
course is listed in the master course table mane timce. Click oi©K
and the next screen will be tRmurse Resolutionscreen (see Figure
147).
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Figure 146

Select the course for the corresponding catalogfpeavhich the
requirement will be attached. As an example, seétecEnglish course
that was current in 2002 if creating a requirenfenthe 2002 catalog.
The first course on the resolution screen (seer€ifd7) is the correct
course for this subrequireme®electthe course and click dpaveto
return to theSRSPscreen. Continue with Step C.

Course is
active for
the 2002
catalog.

Figure 147
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Checking for Errors: If an error exists (see Figure 148), the
Specifications Errors screen will appear (see Figure 149). A caret
symbol (*) will display below the line in which a&nror has occurred.
Review the error and then cancel from this screeeturn to th&SRSP
screen. Correct the error and after the erroriigected, place the cursor
at a blank line by using the down arrow key. Emtece or click on
Save,and when thélert prompt appears, click ddpdate. The
specification will continue to be checked for esrontil all errors are
corrected. Continue with Step C.

HINT: An error will occur if the course, subject, @epartment is not
listed in Colleague.

Course is
incorrect.

Figure 148
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Cancel to
return to the
SRSP screen.

&Error symbolj

\LError message. ’

Figure 149

C. Print Text: Make modifications to th€rint Text field by highlighting
each line of text (see Figure 150), deleting, ampahy in the new text (see
Figure 151). The text in this field will display upper and lower case on the
Degree Audit. If no text is required, highlight edme and delete, and leave

thePrint Text field blank.

Figure 150
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Figure 151

Hidden Substitutions: Hidden substitutions are created by modifying
the text in théPrint Text field. Delete any course from tiigint Text
field that is to be hidden from view (see Figur@)l&nd type in the
courses that will display on the Degree Audit (Begpire 153).

Delete all courses
that are to be
hidden.

Figure 152
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Courses will
display on the
Degree Audit.

Figure 153

D. Click onSave and when thélert prompt appears, click dopdate. The
next screen will be thREQU screen.

E. On theREQU screen, click on the detail button next to thersgbirement
(see Figure 154) to return to tB&SPscreen.

Click on the detail
button to go to the
SRSP screen.

Figure 154

F. On theSRSPscreen, the specification is now displayed in fareyntax
(see Figure 155). Click o@ancelto return to th&REQU screen and
continue to Step G or if multiple group specificats were created, add

Print Phrasesto each group specification.
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Figure 155

Print Phrases for Multiple Groups: Print Phrases will display on the
Degree Audit in upper case only. To add a PrinaB#rclick on the
number directly below the Group ID (see Figure 15@hen theAlert
prompt appears, click dnsert (see Figure 157).

Click on the
number below

the Group ID.

Figure 156
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Select
insert.

Figure 157

A blank line will be inserted below the group IRésFigure 158).

Figure 158

Type the Print Phrase in the blank line (see Fig®®). Use the
following format to add a Print Phrase. A space tbesentered after

“Print” and the text must be in quotes.
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Print Phrase

Figure 159

After all Print Phrases have been added, clickameand when the
Alert prompt appears, click ddpdate. The next screen will be the

REQU screen.

G. On theREQU screen, click oisave and when thélert prompt appears
click onUpdate.
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Process: Inserting a Subrequirement

A. In theST module, enteREQU (Academic Requirements)n theQuick
Accessbox, and click orGso.

B. In theAcademic Requirement LookUpprompt (see Figure 160), enter the
name of the requirement and click OK or enter an ellipsis (...) to review
all requirements and select the requirement fraetademic
Requirement Lookup resolution screen.

Figure 160

C. On theREQU screen, click on the number in tBabrequirementsfield
(see Figure 161) to insert a new subrequirement.
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Click on the
number to insert
a subrequirement.

Figure 161

D. When theAlert prompt appears, click dnsert (see Figure 162). A blank
line will be inserted.

Select
insert

Figure 162

E. Click on the detail button in the blank line to tgatheSRSPscreen to create
the subrequirement (see Figure 163).
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Click on the
detail button to
go to the SRSP
screer

Figure 163

F. On theSRSPscreen, create the subrequirement (see Figure \M¥Hn
completed, click orsave and when thélert prompt appears, click on
Update. The next screen will be tHREQU screen.

Figure 164
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** |f an Alert prompt appears on tiREQU screen (see figure 165), click on
OK.

Figure 165

The new subrequirement will be placed at the entietubrequirement list.
A blank line will remain where the new subrequiretneas initially
inserted. Follow the instructions in Step G to teetbe blank line and then
continue to Step H.

To insert a new subrequirement in between two iegsubrequirements,
delete all subrequirements below the insertion tpaithe new
subrequirement. Review the section on “Deletingiar&quirement” for
information on how to delete a subrequirement. erédee new
subrequirement and then add the deleted subrecgemtsrbelow the new
subrequirement. The deleted subrequirements wakine be created.
Review Chapter 3 for information on how to creatbrequirements. After
all subrequirements have been created, clickare and when thélert
prompt appears, click ddpdate.

G. On theREQU screen, a blank line will be inserted below the ne
subrequirement. Delete this line by clicking on tluenber of the blank line
(see Figure 166).
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Click on the
number of the
blank line

Figure 166

H. When theAlert prompt appears, click ddelete(see Figure 167).

Select
Delete.

Figure 167

I. A secondAlert prompt will appear (see Figure 168). ClickDelete
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Select
Delete.

Figure 168

J. After the blank line has been deleted (see FigG8y,Xklick onSave and
when theAlert prompt appears, click ddpdate.

Figure 169
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Process: Deleting a Subrequirement

A. In theST module, enteREQU (Academic Requirements)n theQuick
Accessbox, and click orGso.

B. In theAcademic Requirement LookUpprompt (see Figure 170), enter the
name of the requirement and click OK or enter an ellipsis (...) to review
all requirements and select the requirement fraetademic
Requirement Lookup resolution screen.

Figure 170

C. On theREQU screen, click on the number of the subrequirertiettis to
be deleted (see Figure 171).
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Click on the number
of the subrequirement
to be deleted.

Figure 171

D. When theAlert prompt appears, click ddelete(see Figure 172).

Select
Delete.

Figure 172

E. A secondAlert prompt will appear. Click obelete(see Figure 173).
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Select
Delete.

Figure 173

F. After the subrequirement has been deleted (seed-igis), click orSave
and when thélert prompt appears, click ddpdate.

Figure 174
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Process: Assigning Requirements to Programs

Requirements are attached to a program oABRRS (Academic Program
Requirements)screen after they are created.

A. In theST module, enteAPRS (Academic Program Requirementsjn the
Quick Accessbox, and click orGo.

In theAcademic Program LookUp prompt, enter the name of the program
(see Figure 175) and click @K or enter an ellipsis (...) to review all
programs and select a program from Almademic Programsresolution
screen. If the program is not found, contact tisructional and
Accreditation Support Services staff person to taeegprogram added.

The naming convention for all programs includesrtizgor code followed
by a period and the type of program. Examples: GBG$ SOCI.AA
BSMG.CC1

Figure 175

B. TheCatalogs Resolutionscreen will immediately appear (see Figure 176).
Select the catalog year and the next screen with®APRS screen (see
Figure 177). Please note that there may be cay&lars listed on the
Catalogs Resolutionscreen that will not have requirements.

Hint: Begin with the earliest catalog and work fand to the current catalog.
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Figure 176

C. On theAPRS screen, verify that the following information Hasen entered
(see Figure 177):

Minimum Overall Credits (program credits)

Minimum Institutional Credits (residency)

Minimum GPA 2.0 — Overall and Institutional

Grade Scheme (CTC)

Minimum Grade (D)

Exception — Minimum grade of C for Health Serviddsysing, and
EMPT programs.

Other Grades (P, CR)

Transcript Grouping (DA — Degree Audit)

Maximum Credits
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Figure 177

D. Type the name of the requirement in Bequirementfield (see Figure 178)
and enter or enter an ellipsis (...) to review ajjuieements and select the
requirement from thA&cademic Requirement Lookupresolution screen.
The requirement title will automatically populatetheTitle field.

The order that the requirements are placed oABRS screen, determines
the order in which they appear on the Degree Ailitce the requirements
in the following order:

General Education Requirement
Major Requirement

Other Requirement

Elective Requirement
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Figure 178

E. Add the next requirement to the second block amdimee with this process
until all requirements have been added (see Fijii9g.

Figure 179

F. Click onSave and when thélert prompt appears, click ddpdate.
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G. At the Academic Program LookUp prompt, perform a shift @ (see Figure
180) to return to the same program and catalogsaacted in Steps A and
B.

Figure 180

H. Click on the detail button in thiReview Program Rgmtsfield (see Figure
181) to review and print the program requiremeni® report browser will
appear for the program and catalog year that wedeeted in Step G (see

Figure 182).
Click on the detall
button to review and
print the program
requirements.
Figure 181
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Reading the Program Requirements report on screteireport
browser (see Figure 182):

A menu bar is located at the top of each pageePtiogram
Requirements report. Use the left arrow keys toertouvthe first and
previous page and use the right arrow keys to nmtee next and last
page. Use the printer icon on thkenu bar to print the program
requirements to the default printer. Click on ¥aeon located on the
Menu bar to exit.

The Program Requirements report has a standare@héduee header
displays the program ID, the title of the programd the catalog year.
Additional information derived from th&PRS screen is also displayed
in the header and include the transcript groupignade scheme, min.
credits, min. GPA, min. institutional credits, minstitutional GPA,
program min. grade, and other allowed grades.

The requirements are displayed in the order asdignegheAPRS screen
and include the name and title of the requirentbettype of
requirement, grade scheme, the excluded typeshanainimum GPA.
The block minimum grade and other allowed graddishsidisplayed if
required for the requirement. The subrequirememsisplayed next and
include the specification and print text. The bloackimum grade and
other allowed grades will be displayed if requifedthe subrequirement.
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Program
informatior
%Requirementj
__~ .
\LSubrequweme@

Figure 182

[. If no corrections need to be made, print the Progrequirements report
and exit the Report Browser. The next screen wiltheAPRS screen. Skip
to Step K. If corrections are required, exit theam browser to return to the
APRS screen. Click on the detail button next to theunemment that needs
to be corrected (see Figure 183). The next scréébevheREQU screen.

Continue to Step J.
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Click on the detail
button in the

requirement field to go
to the REQU screen.

Figure 183

J. On theREQU screen, complete the corrections. Clicksave and when
the Alert prompt appears, click ddpdate. The next screen will be the
APRS screen. Click orsave and when thélert prompt appears, click on
Update. Complete Steps H and I.

K. On theAPSR screen, click oi€anceland theAcademic Program LookUp
prompt will appear. Perform a shift @ to returrite same program. Select
the next catalog year. Click on the detail buttotheReview Program
Regmtsfield to review and print the requirements foisthatalog year.
Continue with this process until program requiretaeme printed for each
catalog year.

L. Review and print a degree audit for each prograthcaalog year using the
PSPR (Proposed Student Program3creen. Review Chapter 3 of the
“Degree Audit Learning Guide” for instructions. Ufgegree Audit” in the
Person Lookupprompt as the test student.

Hint: If program requirements and major codes hasechanged with the
publication of a new catalog, simply add the regments from the previous
catalog t)APRS. The Catalogs field on tHREQU screen for these
requirements will need to be updated with the natalog year.
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Process: Copying Requirements

Use the copy requirement function to modify a cotrrequirement rather than
building a new requirement.

A. In theST module, enteARQC (Academic Requirement Copy)in the
Quick Accessbox, and click orGo.

B. In theAcademic Requirements LookUpprompt, enter the requirement that
Is to be copied (see Figure 184) and clickaif.

Figure 184

C. The requirement name that is to be copied willldign the header. Type
the name of the new requirement in New Requirementfield and enter
(see Figure 185). The next screen will beREQU screen.

Figure 185
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D. On theREQU screen, the name of the new requirement is disglaythe
header; however, the fields will be populated wiité information from the
copied requirement (see Figure 186). Create chaamyaseded to each field
by placing the cursor in each field, deleting, &mng in the changes.

New requirement
name

Click on the detail button
to make changes to the
subrequirement.

Place cursor in
field to make
changes.

Figure 186

E. Click on the detail button next to the subrequiretr{isee Figure 186) to
make changes to the subrequirement. The next senéddre theSRSP
screen.

F. On theSRSPscreen, type in the changes. Clickave and when thélert
prompt appears, click ddpdate. The next screen will be tHREQU screen.

G. On theREQU screen, click oisave and when thélert prompt appears,
click onUpdate. The next screen will be theRQC screen.

H. At the ARQC screen, click oisavewhen theAlert prompt appears.
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Process: New Programs

Determine if new requirements will need to be addor the program or if current
requirements can be copied and modified. The reqments will then need to be
attached to the program on tAPRS (Academic Program Requirementskcreen
after they are created or copied and modified.

A. If the new program is dissimilar to a current paogrand current
requirements cannot be copied and modified tinétrequirements of the
new program, then new requirements will need torbated. Review
Chapters 3 and 4 for information on how to creatpiirements and
subrequirements.

B. If the new program is similar to a current progréinen requirements from
the similar program can be copied and modifiedttthé requirements of the
new program. Review Chapter 6 for information omwho copy
requirements.

C. After the requirements have been created or cagmeldnodified, they need
to be attached to the new program onARRS screen. Review Chapter 5
for information on how to attach requirements fwegram and follow steps
A through L.
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Process: Degree Audit Setup
TheDegree Audit Setup (DAS)menu introduces screens that define the way
Colleague handles academic activity and formaldsgar Degree Audit. The

following screens must be setup in Degree Audit:

AEDF — Academic Evaluation Defaults
DACP — Degree Audit Custom Paragraphs
DASY — Degree Audit Synonym

The following ST Val Code table must also be seé (Bigure 187):

Val code table: ACAD.REQMT.TYPES

Figure 187
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Process: AEDF — Academic Evaluation Defaults Screen

A. In theST module, enteAEDF (Acad Evaluation Defaults)in theQuick
Accessbox, and click orso.

The AEDF screen (see Figure 188) sets two different typsgsiem
defaults:

System Processing Defaults
EVAL and BEVL Defaults

Figure 188

B. System Processing DefaultsThe first three fields on th®EDF screen
(see Figure 188) define how extra courses, lowagaand multiple group
calculations will be handled on the Degree Audit.

Extra Course Handling: The field defines how extra courses will be
handled (see Figure 188). Extra courses are cotiraethe student took
that are above and beyond those needed to contipéetequirements.

If the field is set tdgnore, no special notation indicating that a student
has had other courses that may have met the rewgntewill display on

the Degree Audit.
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If the field is set tdisplay, extra courses will be classified as “Related
Courses.” If the Related Courses parameter i©s@&tdotnote,” a code of
*E (Extra) will display next to the extra coursetite Notes section of the
Degree Audit. If the Related Courses parametestisos‘Not

Displayed,” the extra course is not displayed eveungh the Extra
Course Handling parameter is set to “Display.”

If the field is set tdsemi-apply, extra courses will be included in the
credit count and GPA calculations but will not lsed in the
requirement. The course will be available for usether requirements.

If the field is set tdApply Fully, there will not be a distinction between
extra and non-extra courses. Both courses willdpdied to the

requirement, included in the credit count, andaled in the GPA. The
extra course will not be available for use towaadg other requirement.

**Set theExtra Course Handling field to Ilgnore on theAEDF screen
(see Figure 188).

Figure 189

Use Low Grades The field defines whether or not the systemudek
courses that failed a minimum grade criterion @ ¢hlculation of local
GPAs (see Figure 190). Low grades will always bénted in the overall
GPA, but this parameter defines whether they vallised in calculating
a requirement or subrequirement (local) GPA.

If the field is set toresor left blank, all grades will be included in local
GPA calculations.

If the field is set td\o, only those grades that exceed the minimum grade
criterion will be calculated in local GPAs.
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**Set theUse Low Gradesfield to No on theAEDF screen (see Figure
188).

Figure 190

Wait Until Complete to Merge: The field defines how the system will
handle local (requirement and subrequirement) teed GPA
calculations when a specification has multiple goand the student can
choose among them (see Figure 190).

If the field is setres the system will wait until it is clear which dfe
options are “extra” and which are not. By waiti®&RAs and credit are
not counted thus avoiding the possibility of exdoairsework being
included in local credit and GPAs.

If the field is set tdNo, local GPAs and credit are included in the
calculations. In this case, calculations includermation on both
courses even though one course will eventuallydosidered an extra
course for that requirement.

Regardless of how the flag is set, the resultshlthe same when the
requirement is complete, as long as the Extra @adendling parameter
Is set to Ignore.

**Set theWait Until Complete to Merge field to No on theAEDF
screen (see Figure 188).

These three defaults may be overridden at the rement or
subrequirement level. Click on the detail buttortrie theAdditional
Evaluation Parametersfield on theREQU screen (see Figure 191) or the
SRSPscreen (see Figure 192) to override the defalits.next screen will
be theAEVP screen (see Figure 193).
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Click on the
detail button to
go to the AEVP
screen.

Figure 191

Click on the
detail button to
go to the AEVP
screen.

Figure 192

Figure 193
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C. EVAL and BEVL Defaults: The defaults define the values that appear on
theEVAL andBEVL screens when a Degree Audit is ordered. The defaul
may be overridden on tie&/AL andBEVL screens any time a Degree
Audit is ordered.

Include: The field determines where a course will be ldigpd on the
Degree Audit (see Figure 194).

If the field is set taCompleted work only, only completed work will
display in the requirement. In-Progress and presteged courses will
display in the Other Courses section on the Degre#t.

If the field is set tdn-Progress work included,completed courses and
in progress courses will display in the requirem®@né-registered courses
will display in the Other Courses section on thgi2e Audit rather than
part of the requirement.

If the field is set tAll, completed courses, in progress courses, and pre-
registered courses will display in the requirement.

If Date is selected, a date must be entered irCineff Date field.
Populating theCutoff Date field is helpful when doing a graduation
check.

**Set thelnclude field to All on theAEDF screen (see Figure 188).

Figure 194
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Report Format: The field determines how the Degree Audit wiihp
each time a Degree Audit is run, either in singleton or double
column (see Figure 195). The field may also beldkthk; however, the
format will need to be selected before each Degreht can be run.

**Set theReport Format field to Single-column Reporton theAEDF
screen (see Figure 188).

Figure 195

Related Courses Policy The field determines how related courses will
be displayed on the Degree Audit (see Figure 1Rélated courses are
courses that may have met the requirement but metrased because
they failed a minimum grade requirement, were regalaby a repeat
policy, violated a rule, or have been used elseavlrethe Degree Audit.

If the field is set talogether,the related course will be displayed with
the requirement, but in lower case and with codd&ating why it is not
applied.

If the field is set td~ootnote,the related course will be noted in the
requirement and displayed at the bottom of the Bedwdit as a
footnote.

If the field is set td\ot Displayed,the related course is ignored. The
course will be displayed on the Degree Audit in@taer Courses
section.
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**Set theRelated Courses Policyield to Not Displayedon theAEDF
screen (see Figure 188).

Figure 196

Ignored Statuses: The field determines which titdtuses will display
on the Degree Audit (see Figures 197, 198 and 1@@dit statuses are
found in the ST Val Code table —- STUDENT.ACAD.CREDATUSES.
Select the following credit statuses on #&teDF screen:

D Dropped

X Deleted

C Cancelled

DT Drop, eArmyU-in Texas

DN Drop, eArmyU-out of Texas
XT Delete, eArmyU-in Texas

XN Delete, eArmyU-out of Texas
DR Deregistered Non-Payment
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Figure 197

Figure 198

Figure 199

D. Click on Save and when thélert prompt appears, click ddpdate.
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Process: DACP — DA Custom Paragraphs

Use theDACP screen to add custom blocks of text to the Degredit. Custom
paragraphs may be delivered at the top of the 2efualit following the header or
at the bottom of the Degree Audit before the fot#ao

A. In theST module, enteDACP (DA Custom Paragraphs)in theQuick
Accessbox, and click orso.

B. On theDACP screen, th€ustom Block Rulesfield requires a rule that will
define the population that receives the messagek Gh the detail button
next to a blank line in the first section of theesm, to create a custom
paragraph at the top of the Degree Audit or clickite detail button next to
a blank line in the second section of the screenrdate a custom paragraph
at the bottom of the Degree Audit (see Figure 200)e next screen will be
theRLDE screen.

Paragraphs will be
delivered at the top
of the Degree
Audit.

Click on the detall
button to go to the
RLDE screer

Paragraph will be
delivered at the
bottom of the Degree
Audit.

Click on the detail
button to go to the
RLDE screen.

Figure 200

C. Type the name of the rule in tReilles LookUp prompt (see Figure 201) and
click onOK. Begin each rule name with DA followed by a period
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Figure 201

D. When theAlert prompt appears, sele&td (see Figure 202).

Select
Add

Figure 202

E. On theRLDE screen, type the description in fhescription field and type
in thePrimary File View field (see Figure 203).

F. Leave theOffice Code Comments Subroutine Name andRule Failure
Messagdields blank.
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Figure 203

G. Select theChecking Connector(see Figure 204).

Figure 204

H. Type in theCriteria Left-hand Expression field (see Figure 205).
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Figure 205

I. Select theRelation (see Figure 206).

Figure 206

J. Type in theRight-hand Expressionfield (see Figure 207).

K. Skip to Step O unless creating a custom parag@pspecific programs.
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Figure 207

L. Complete the second block to ensure that the cugtyagraph will display
on the Degree Audit for applicants (see Figure 20&he paragraph is
applicable to multiple programs, create additionés using ORWITH as
the Checking Connector.

Rule created
for prospective
students.

Multiple
programs.

Figure 208

M. TheRLDT (Rules Definition) screen will appear when selecting the
Relation field on theRLDE screen.
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N. On theRLDT screen, type in thgsing field on the Left-hand Expression,
APP.APPLICATIONS (see Figure 209). Click 8ave and when thélert
prompt appears, click ddpdate. The next screen will be tHL_DE screen.

Type in
the Using
field.

Figure 209

O. On theRLDE screen, click obave and when thélert prompt appears,
click onUpdate. The next screen will be tHh2ACP screen.

P. On theDACP screen (see Figure 210), click on the detail louttext to the
corresponding line in thBeginning of Report Paragraphfield or End of
Report Paragraph field if the Custom Block Ruleswas created in the
second section of the screen. The next screem&ilheDPAR screen.

Click on the
detail button
to go to the
DPAR screen.

Figure 210
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Q. In theParagraph LookUp prompt, enter the name of the paragraph and
click onOK (see Figure 211). Begin each paragraph name with DA
followed by a period.

Figure 211

R. When theAlert prompt appears, sele&tld (see Figure 212).

Select
Add

Figure 212

S. Type a description in thBescription field and type in thélerge File field
(see Figure 213).

T. Leave theOffice field blank.
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U. Type the paragraph in tliaragraph Text field (see Figure 213). When
completed, insert a row of dashes ==== to creaisual break between
paragraphs on the Degree Audit.

Figure 213

V. Click on Save and when thélert prompt appears, click dopdate. The
next screen will be thBACP screen (see Figure 214).

Figure 214

W.On theDACP screen click orfsave and when thélert prompt appears
click onUpdate.

Degree Audit Page 143 of 146 Issued 11-2-05
Revised 01-31-08



Degree Audit Systems
Central Texas College

Process: DASY — Degree Audit Synonym

Degree Audit uses 15 keywords that are definedddie@€gue and cannot be
modified. They include the following: TAKE, COURSHOUR, FROM,
DEPARTMENT, SUBJECT, LEVEL, RULE, EXCEPT, MAXIMUM,

MINIMUM, GRADE, PER, GPA, AND IGNORE. Synonyms fany of the
keywords may be defined @ASY (Degree Audit Synonymskcreen (see Figure
215).

Synonyms can be addedD@\SY but they must be equated to one of the system-

defined keywords. To add a synonym, select a biaekand type the synonym in
the synonym column and then type the keyword irkéhavord column.

Figure 215
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Appendix 1: General Information

When creating the CORE Curriculum, Major requiretagar General Education
requirements for the AA and AS degree programsgcaseses only, not subjects or
departments in the Specification.

Use courses listed in the CORE Curriculum and trectal Electives for the
Humanities/Fine Arts, Social/Behavioral Sciencel @omputer Science selections
for the AAS and General Studies degree programs.

Review the Texas Common Course Numbering SystenCN%®) at
http://ccn.tcens.ordpr updates to major courses in the AA Interdibogry
Studies program prior to creating a new major nesuent.

Update the credit statuses on the AEDF screenvacreslit statuses are added or
deleted on the ST Val Code table STUDENT.ACAD.CREDATUSES.

Update custom paragraphs at DACP when new majascfudt the Mental Health
Services, Nursing, and Emergency Medical Technottgpartments have been
added to Colleague.

A grade of C is listed on the APRS screen, in theifdum Grade field for
programs that require a minimum grade of C in allrsework.

EMPT.AAS
EMET.AAS
MHDD.AAS
MHRY.AAS
MELT.AAS
MLAB.AAS
NURI.AAS
NADB.AAS
PMNO.AAS
MHSW.AAS
MHAR.AAS
MHCS.AAS
NUAD.AAS
NULV.AAS
NUPA.AAS
EMTE.AAS
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NUAG
NULG6
NUPG6

Unique Requirements as of October 2005:

AATM.S.AAS. XXApplied Technology Speech/English @pt — catalogs 00, 02,
05

CORE.AA/AS.XX Core Requirements — Catalogs 99,01,04, 05
CRIJ.0.AAS.97 Criminal Justice Specialization Opsie- 97 catalog
ENGL.L.AA.97 English Foreign Language RequiremeBf/-catalog
FLAN.L.AA.97 Foreign Language Major Req. Second ¢iaage — 97 catalog
GENED.AA. XX General Education Req. for AA degreegnams — catalogs 99,
00, 02, 04, 05

GENED.AS.XX General Education Req. for AS degremgpams — catalogs 99,
00, 02, 04, 05

GSTU.S.AGS.97 General Studies Speech/English Optialh catalogs
LANG.G.AA.97 Language Req. for AA degree progran®/-catalog
LAWE.O.AAS.97 Law Enforcement Options — 97 catalog

TRAN.S.AAS.97 Transportation Speech/English Optid®7/ catalog
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