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Central Texas College and its Operating Units, Divisions, and Sponsored Activities prohibit discrimination in employment 
practices because of race, color, religion, gender, national origin, age, disability, or veterans’ status.
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Revision History 
 

Date Pages Added 
Updated 

Description 

12-17-07 NA Added Revision History 
12-17-07 3 Updated Updated page numbers in Table of Contents. 
12-17-07 115 Added Added sentence in section A explaining procedure to follow if program is not 

found in Colleague. 
12-17-07 116 Added Added “Maximum Credits” as a field on APRS that needs to be verified. 
12-17-07 121 Updated Changed steps in section I. 
12-17-07 122 Updated Changed steps in section J. 
12-17-07 125 Added Added a chapter explaining how to create or copy requirements for new 

programs. 
12-17-07 139 Updated Removed prospective students in section L and replaced with applicants. 
12-17-07 140 Updated Revised sentence in section N to …”type in the Using field on the Left-hand 

Expression, APP.APPLICATIONS.” 
12-17-07 145 Updated Updated programs requiring a grade of C or higher on APRS. 
01-28-08 110 Added Added information on Alert prompt when inserting a new subrequirement. 
01-29-08 3 Updated Updated page numbers in Table of Contents. 
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Process: Exceptions and Overrides 
 

Exceptions and Overrides are created using the EXOV (Exceptions and 
Overrides) screen. They are applicable only for the program for which they were 
created and are not shared among programs if the student has multiple programs 
associated with their record. 
 
Exceptions: 
 
Exceptions are deviations from the standard requirements attached to a program. 
They come in the form of modifying or waiving requirements in a program for an 
individual student. Exceptions may be made to coursework that a student has 
completed or has not yet started and/or completed and may 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 the Exception Print Text field for each exception 
created. The explanation will print on the Degree Audit above the exception (see 
Figure 1). Comments may also be added in the Comments field to further explain 
the exception; however, they will not display on the Degree Audit. 



Degree Audit Systems 
Central Texas College 

 

Degree Audit Page 6 of 146 Issued 11-2-05 
Revised 01-31-08 

 
Figure 1 
 
Overrides: 
 
Overrides direct Degree Audit to ignore or override which credit is used to satisfy 
which requirement. They are directly linked to academic activity already 
completed by a student.  When using overrides, the employee is manually directing 
how academic activity is applied to a subrequirement or group and can indicate: 
 

·  Courses that the employee wants to apply to a subrequirement or group 
·  Courses that are not to be applied to a subrequirement or group 

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

Exception as printed 
on the Degree Audit. 
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Figure 2 
 
 
 

 
Figure 3 
 
 

Override as 
printed on the 
Degree Audit. 

Override Code as 
printed in the Notes 
section of the 
Degree Audit. 
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Process: Creating Exceptions and Overrides 
 

A. In the ST module, enter EXOV (Exceptions and Overrides) in the Quick 
Access box, and click on Go.  

 
B. In the Person Lookup prompt (see Figure 4), enter the social security 

number of the student, the name of the student, or the Colleague ID# of the 
student, and click on OK. Select the student from the resolution screen. 

 

 
Figure 4 

 
C. If the student is associated with more than one program, the Student 

Programs Resolution screen will appear (see Figure 5). Select a program 
and the next screen will be the EXOV screen. If the student is associated 
with only one program, the EXOV screen will automatically appear (see 
Figure 6). 

 

 
Figure 5 
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D. On the EXOV screen, click on the detail button in the Evaluate field to run 
and print a Degree Audit for the program (see Figure 6). The next screen 
will be the EVAL  (Evaluate Student Program) screen (see Figure 7). 

 

 
Figure 6 

 

 
Figure 7 

Click on the detail 
button to go to the 
EVAL  screen. 
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E. On the EVAL  screen, leave the default information (see Figure 7) or 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 to All  and completed courses, in progress courses, and pre-
registered courses will display in the requirement. 
 
Set this field to In-Progress work included and completed courses and 
in-progress courses will display in the requirement. Pre-registered 
courses will display in the Other Courses section on the Degree Audit 
rather than part of the requirement. 
 
Set this field to Completed work only and only completed work will 
display in the requirement. In-progress and pre-registered courses will 
display in the Other Courses section on the Degree Audit. 
 
If Date is selected, a date must be entered in the Cutoff Date field. 
Populating the Cutoff Date field is helpful when doing a graduation 
check. 
 

 
Figure 8 

 
�  Format:  The field determines how the Degree Audit will print each time 

a Degree Audit is run (see Figure 9). Select single-column or double-
column. The field may also be left blank; however, the 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 10). Related courses are 
courses that may have met the requirement but were not used because 
they failed a minimum grade requirement, were replaced by a repeat 
policy, violated a rule, or have been used elsewhere in the Degree Audit. 

 
Set this field to Together and the related course will be displayed with 
the requirement, but in lower case and with codes indicating why it is not 
applied. 
 
Set this field to Footnote and the related course will be noted in the 
requirement and displayed at the bottom of the Degree Audit as a 
footnote. 
 
Set this field to Not Displayed and the related course is ignored. The 
course will be displayed on the Degree Audit in the Other Courses 
section. 
 

 
Figure 10 
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�  Ignored Statuses:  The field allows the employee to select one or more 
credit statuses that he/she does not want to display on the Degree Audit 
(see Figure 11). 

 

 
Figure 11 

 
F. Click on Save, and when the Alert prompt appears, click on Update.  This 

will run the Degree Audit. 
 

G. After the Degree Audit is run, the EXOV screen will appear. The Evaluate 
field changes to Current  and the current date will display in the Last 
Evaluation Date field. The codes in the Status column beside each level of 
the program are also listed (see Figure 12). The status codes indicate 
whether each of those requirements is Complete, Pending, In-progress, or 
Not Started and offer assistance in determining where exceptions or 
overrides need to be created. The top three levels of a program are also 
listed:  

 
·  PROG - Program  
·  REQMT - Requirements  
·  SUBREQMT - Subrequirements  
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Figure 12 

 

Status Codes 
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Process: Program Level Exceptions 
 

A. Follow steps A through G on Creating Exceptions and Overrides.  
 
B. On the EXOV screen, click on the detail button next to the Program at 

PROG to make modifications at the Program Level (see Figure 13). The 
next screen will be the PGEX (Program - Level Exceptions) screen (see 
Figure 14).  

 

 
Figure 13 

 

 
Figure 14 

Click on the detail 
button to go to the 
PGEX screen. 
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C. Program modifications may be made to the Overall Credits, Institutional 
Credits, Overall GPA, or Institutional GPA. 

  
�  Modify Overall Credits:  Click on the detail button in the Overall 

Credits field on the PGEX screen (see Figure 14) and select EXCR 
(Change Required Credits) to modify the number of Overall Credits 
required or select EXWV (Waive) to waive the Overall Credits required 
(see Figure 15). Click on OK. 

 

 
Figure 15 

 
If EXCR is selected, the EXCR screen will appear. Type the 
replacement credits in the Replacement Credits field (see Figure 16). 
Next, type an explanation in the Exception Print Text field. This will 
print on the Degree Audit.  Add a comment to the Comments field. Date 
Stamp the comments field with the current date and time by moving to a 
blank line and entering a # sign, return or select Edit  from the top menu 
bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit. 
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Figure 16 

 
Click on Save, and when the Alert  prompt appears, click on Update. The 
replacement credits are now displayed in the Overall Credits field (see 
Figure 17) on the PGEX screen. On the PGEX screen, click on Save, 
and when the Alert  prompt appears, click on Update. The next screen 
will be the EXOV screen (see Figure 33). 

 

 
Figure 17 

 
If EXWV  is selected, the EXWV  screen will appear. Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field (see Figure 18). 

Type in replacement 
credits. 
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Date Stamp the comments field with the current date and time by moving 
to a blank line and entering a # sign, return or select Edit  from the top 
menu bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit.   

 

 
Figure 18 

 
Click on Save, and when the Alert  prompt appears, click on Update. 
Waived is now displayed in the Overall Credits field (see Figure 19) on 
the PGEX screen. On the PGEX screen, click on Save, and when the 
Alert  prompt appears, click on Update. 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 the PGEX screen (see Figure 14) and 
select EXCR (Change Required Credits) to modify the number of 
Institutional Credits required or select EXWV (Waive) to waive the 
Institutional Credits required (see Figure 15). Click on OK. 

 
If EXCR is selected, the EXCR screen will appear. Type the 
replacement credits in the Replacement Credits field (see Figure 20). 
Next, type an explanation in the Exception Print Text field. This will 
print on the Degree Audit.  Add a comment to the Comments field. Date 
Stamp the comments field with the current date and time by moving to a 
blank line and entering a # sign, return or select Edit  from the top menu 
bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit. 

 

 
Figure 20 

 
Click on Save, and when the Alert  prompt appears, click on Update. The 
replacement credits are now displayed in the Institutional Credits  field 
(see Figure 21) on the PGEX screen. On the PGEX screen, click on 
Save, and when the Alert  prompt appears, click on Update. The next 
screen will be the EXOV screen (see Figure 33). 

Type in replacement 
credits. 
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Figure 21 

 
If EXWV  is selected, the EXWV  screen will appear. Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field (see Figure 22). 
Date Stamp the comments field with the current date and time by moving 
to a blank line and entering a # sign, return or select Edit  from the top 
menu bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit.   

 

 
Figure 22 
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Click on Save, and when the Alert  prompt appears, click on Update. 
Waived is now displayed in the Institutional Credits  field (see Figure 
23) on the PGEX screen. On the PGEX screen, click on Save, and when 
the Alert  prompt appears, click on Update. The next screen will be the 
EXOV screen (see Figure 33). 

 

 
Figure 23 

 
�  Modify Overall GPA:  Click on the detail button in the Overall GPA 

field on the PGEX screen (see Figure 14) and select EXGP (Change 
Required GPA) to modify the Overall GPA required or select EXWV 
(Waive) to waive the Overall GPA required (see Figure 24). Click on 
OK. 

 

 
Figure 24 
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If EXGP is selected, the EXGP screen will appear. Type the replacement 
GPA in the Replacement GPA field (see Figure 25). Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field. Date Stamp the 
comments field with the current date and time by moving to a blank line 
and entering a # sign, return or select Edit  from the top menu bar, and 
select Date/Time/Login Stamp. The employee name will populate 
automatically. The comments will not display on the Degree Audit.   

 

 
Figure 25 

 
Click on Save, and when the Alert  prompt appears, click on Update. The 
replacement GPA is now displayed in the Overall GPA field (see Figure 
26) on the PGEX screen. On the PGEX screen, click on Save, and when 
the Alert  prompt appears, click on Update. The next screen will be the 
EXOV screen (see Figure 33). 

 

Type in replacement 
GPA. 
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Figure 26 

 
If EXWV  is selected, the EXWV  screen will appear. Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field (see Figure 27). 
Date Stamp the comments field with the current date and time by moving 
to a blank line and entering a # sign, return or select Edit  from the top 
menu bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit. 

 

 
Figure 27 
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Click on Save, and when the Alert  prompt appears, click on Update. 
Waived is now displayed in the Overall GPA field (see Figure 28) on 
the PGEX screen. On the PGEX screen, click on Save, and when the 
Alert  prompt appears, click on Update. The next screen will be the 
EXOV screen (see Figure 33). 

 

 
Figure 28 

 
�  Modify Institutional GPA:  Click on the detail button in the 

Institutional GPA  field on the PGEX screen (see Figure 14) and select 
EXGP (Change Required GPA) to modify the Institutional GPA 
required or select EXWV (Waive) to waive the Institutional GPA 
required (see Figure 24). Click on OK. 

 
If EXGP is selected, the EXGP screen will appear. Type the replacement 
GPA in the Replacement GPA field (see Figure 29). Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field. Date Stamp the 
comments field with the current date and time by moving to a blank line 
and entering a # sign, return or select Edit  from the top menu bar, and 
select Date/Time/Login Stamp. The employee name will populate 
automatically. The comments will not display on the Degree Audit.   
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Figure 29 

 
Click on Save, and when the Alert  prompt appears, click on Update. The 
replacement GPA is now displayed in the Institutional GPA  field (see 
Figure 30) on the PGEX screen. On the PGEX screen, click on Save, 
and when the Alert  prompt appears, click on Update. The next screen 
will be the EXOV screen (see Figure 33). 

 

 
Figure 30 

Type in replacement 
GPA. 
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If EXWV  is selected, the EXWV  screen will appear. Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field (see Figure 31). 
Date Stamp the comments field with the current date and time by moving 
to a blank line and entering a # sign, return or select Edit  from the top 
menu bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit.   

 

 
Figure 31 

 
Click on Save, and when the Alert  prompt appears, click on Update. 
Waived is now displayed in the Institutional GPA  field (see Figure 32) 
on the PGEX screen. On the PGEX screen, click on Save, and when the 
Alert  prompt appears, click on Update. The next screen will be the 
EXOV screen (see Figure 33). 
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Figure 32 

 
D. On the EXOV screen, an X is now displayed in the E/O column next to the 

Program PROG indicating that an Exception has been created (see Figure 
33). Click on the detail button in the Evaluate field to run a Degree Audit 
and to review the exception.  

 

 
Figure 33 

 
E. Exit from the Degree Audit report to return to the EXOV screen. On the 

EXOV screen, click on Save, and when the Alert  prompt appears, click on 
Update. 

Click on the detail 
button to run a 
Degree Audit. 

Exception 
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Process: Requirement Level Exceptions 
 

A. Follow steps A through G on Creating Exceptions and Overrides.  
 
B. On the EXOV screen, click on the detail button next to the Requirement at 

REQMT  to make modifications at the Requirement Level (see Figure 34). 
The next screen will be the RQEX (Requirement - Level Exceptions) 
screen (see Figure 35). 

 

 
Figure 34 

 

 
Figure 35 

Click on the detail 
button to go to the 
RQEX screen. 
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C. Modifications may be made to the Requirement GPA or to the Number of 
Subrequirements Needed. Requirements may also be Waived or Replaced. 

 
�  Modify Requirement GPA:  Click on the detail button in the 

Requirement GPA field on the RQEX screen (see Figure 35) and select 
EXGP (Change Required GPA) to modify the Requirement GPA or 
select EXWV (Waive) to waive the Requirement GPA (see Figure 36). 
Click on OK. 

 

 
Figure 36 

 

If EXGP is selected, the EXGP screen will appear. Type the replacement 
GPA in the Replacement GPA field (see Figure 37). Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field. Date Stamp the 
comments field with the current date and time by moving to a blank line 
and entering a # sign, return or select Edit  from the top menu bar, and 
select Date/Time/Login Stamp. The employee name will populate 
automatically. The comments will not display on the Degree Audit.   
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Figure 37 

 
Click on Save, and when the Alert  prompt appears, click on Update. The 
replacement GPA is now displayed in the Requirement GPA field (see 
Figure 38) on the RQEX screen. On the RQEX screen, click on Save, 
and when the Alert  prompt appears, click on Update. The next screen 
will be the EXOV screen (see Figure 43). 

 

 
Figure 38 

Type in 
replacement GPA. 
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If EXWV  is selected, the EXWV  screen will appear. Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field (see Figure 39). 
Date Stamp the comments field with the current date and time by moving 
to a blank line and entering a # sign, return or select Edit  from the top 
menu bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit.   

 

 
Figure 39 

 
Click on Save, and when the Alert  prompt appears, click on Update. 
Waived is now displayed in the Requirement GPA field (see Figure 40) 
on the RQEX screen. On the RQEX screen, click on Save, and when the 
Alert  prompt appears, click on Update. The next screen will be the 
EXOV screen (see Figure 43). 

 



Degree Audit Systems 
Central Texas College 

 

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

 
Figure 40 

 
�  Modify Number of Subrequirements:  Click on the detail button in the 

Number Subrequirements Needed field on the RQEX screen (see 
Figure 35) to modify the number of subrequirements. The next screen 
will be the EXCT (Change Required Number) screen (see Figure 41). 

 
On the EXCT screen, type the number of subrequirements in the 
Replacement Count field (see Figure 41). Type an explanation in the 
Exception Print Text field. This will print on the Degree Audit. Add a 
comment to the Comments field. Date Stamp the comments field with 
the current date and time by moving to a blank line and entering a # sign, 
return or select Edit  from the top menu bar, and select Date/Time/Login 
Stamp. The employee name will populate automatically. The comments 
will not display on the Degree Audit.   
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Figure 41 

 
Click on Save, and when the Alert  prompt appears, click on Update. The 
number of subrequirements is displayed in the Number 
Subrequirements Needed field (see Figure 42) on the RQEX screen. 
On the RQEX screen, click on Save, and when the Alert  prompt 
appears, click on Update. The next screen will be the EXOV screen (see 
Figure 43). 

 

 
Figure 42 

Type in the 
number of 
subrequirements. 
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On the EXOV screen, an X is now displayed in the E/O column next to 
the Requirement REQMT  indicating that an Exception has been created 
(see Figure 43). Click on the detail button in the Evaluate field to run a 
Degree Audit and to review the exception. 
 

 
Figure 43 

 
�  Waive Requirement:  Click on the detail button in the Waived field on 

the RQEX screen (see Figure 35) to waive the entire requirement. The 
next screen will be the EXWV (Waive) screen (see Figure 44). 

 
On the EXWV  screen, type an explanation in the Exception Print Text 
field. This will print on the Degree Audit. Add a comment to the 
Comments field (see Figure 44). Date Stamp the comments field with 
the current date and time by moving to a blank line and entering a # sign, 
return or select Edit  from the top menu bar, and select Date/Time/Login 
Stamp. The employee name will populate automatically. The comments 
will not display on the Degree Audit.   
 

Click on the detail 
button to run a 
Degree Audit 

Exception 
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Figure 44 

 
Click on Save, and when the Alert  prompt appears, click on Update. Yes 
is now displayed in the Waived field (see Figure 45) on the RQEX 
screen. On the RQEX screen, click on Save, and when the Alert  prompt 
appears, click on Update. The next screen will be the EXOV screen (see 
Figure 46). 

 

 
Figure 45 
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On the EXOV screen, a W is now displayed in the E/O column next to 
the Requirement REQMT  indicating that the Requirement has been 
waived (see Figure 46). All subrequirements listed for the requirement 
have also been removed. Click on the detail button in the Evaluate field 
to run a Degree Audit and to review the changes. 

 

 
Figure 46 

 
�  Replace Requirement:  Click on the detail button in the Replaced field 

on the RQEX screen (see Figure 35) to replace the entire requirement. 
The next screen will be the EXBR (Replace Entire Block) screen (see 
Figure 47). 

 
On the EXBR screen, type the courses in the Course field that replace 
the Requirement. Type a grade of C in the Min. Grade field if a 
minimum grade of C or higher is required. Type the minimum GPA in 
the Min. 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 the Comments field. Date Stamp the comments field with 
the current date and time by moving to a blank line and entering a # sign, 
return or select Edit  from the top menu bar, and select Date/Time/Login 
Stamp. The employee name will populate automatically. The comments 
will not display on the Degree Audit. 

Click on the detail 
button to run a 
Degree Audit. 

Requirement 
waived. 
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Figure 47 

 
Click on Save, and when the Alert  prompt appears, click on Update. Yes 
is now displayed in the Replaced field (see Figure 48) on the RQEX 
screen. On the RQEX screen, click on Save, and when the Alert  prompt 
appears, click on Update. The next screen will be the EXOV screen (see 
Figure 49). 

  

 
Figure 48 
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On the EXOV screen, an R is now displayed in the E/O column next to 
the Requirement REQMT  indicating that the Requirement has been 
replaced (see Figure 49). All subrequirements listed for the requirement 
have also been removed. Click on the detail button in the Evaluate field 
to run a Degree Audit and to review the changes. 

 

 
Figure 49 

 
D. Exit from the Degree Audit report to return to the EXOV screen. On the 

EXOV screen, click on Save, and when the Alert  prompt appears, click on 
Update. 
 

Click on the detail 
button to run a 
Degree Audit. 

Requirement 
replaced. 
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Process: Subrequirement Level Exceptions 
 

A. Follow steps A through G on Creating Exceptions and Overrides.  
 
B. On the EXOV screen, click on the detail button next to the Subrequirement 

at SUBREQMT to make modifications at the Subequirement Level (see 
Figure 50). Clicking on the detail button at the Subrequirement level gives 
the employee the option of selecting SREX (Subrequirement-Level 
Exceptions) or SROV (Subrequirement Overrides) (see Figure 51). 

 

 
Figure 50 
 

 
Figure 51 

Click on the detail 
button to go to the 
next screen. 
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C. Select SREX (Subrequirement-Level Exceptions) to make exceptions at 
the subrequirement level. Click on OK.  The next screen will be the SREX 
screen. 

 
D. On the SREX screen, the subrequirement specification is displayed as it is 

written in the Subrequirement Specifications field. Evaluation results are 
also listed in the Evaluation Results field if a Degree Audit was run. Detail 
on every line to see what options for modification are available in the 
subrequirement specifications field.  

 
E. Subrequirement modifications may be made to the number of groups, credits 

or courses required, substitute or waive specific courses, replace or waive 
the entire group or subrequirement and allow additional courses.   

 
�  Modify Number of Groups:  Click on the detail button by the group line 

on the SREX screen (see Figure 52) to modify the number of groups 
required. The next screen will be the EXCT (Change Required 
Number) screen (see Figure 53). 

 

 
Figure 52 

 

Click on detail 
button to go to 
the EXCT screen. 
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On the EXCT screen, type the number of groups in the Replacement 
Count field (see Figure 53). Type an explanation in the Exception Print 
Text field. This will print on the Degree Audit. Add a comment to the 
Comments field. Date Stamp the comments field with the current date 
and time by moving to a blank line and entering a # sign, return or select 
Edit  from the top menu bar, and select Date/Time/Login Stamp. The 
employee name will populate automatically. The comments will not 
display on the Degree Audit.   
 

 
Figure 53 

 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed in the Ex column on the SREX screen and the 
number of groups required has been modified in the Subrequirements 
Specifications field (see Figure 54). On the SREX screen, click on Save, 
and when the Alert  prompt appears, click on Update. The next screen 
will be the EXOV screen (see Figure 55). 
 

Type in the 
number of 
groups. 
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Figure 54 

 
On the EXOV screen, an X is now displayed in the E/O column next to 
the Subrequirement SUBREQMT indicating that an Exception has been 
created (see Figure 55). Click on the detail button in the Evaluate field to 
run a Degree Audit and to review the exception. 

 

 
Figure 55 

Groups 
modified. 

Exception 

Click on the detail 
button to run a 
Degree Audit. 
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�  Modify Number of Credits:   Click on the detail button by the credits 
line on the SREX screen (see Figure 56) to modify the number of credits 
required. The next screen will be the EXCR (Change Required 
Credits) screen (see Figure 57). 

 

 
Figure 56 

 
On the EXCR screen, type the replacement credits in the Replacement 
Credits field (see Figure 57). Next, type an explanation in the Exception 
Print Text  field. This will print on the Degree Audit.  Add a comment to 
the Comments field. Date Stamp the comments field with the current 
date and time by moving to a blank line and entering a # sign, return or 
select Edit  from the top menu bar, and select Date/Time/Login Stamp. 
The employee name will populate automatically. The comments will not 
display on the Degree Audit. 
 

 

Click on the detail 
button to go to the 
EXCR screen. 
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Figure 57 
 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed in the Ex column on the SREX screen and the 
number of credits required has been modified in the Subrequirements 
Specifications field (see Figure 58). On the SREX screen, click on Save, 
and when the Alert  prompt appears, click on Update. The next screen 
will be the EXOV screen (see Figure 59). 
 

 
Figure 58 

Type in replacement 
credits. 

Credits 
modified. 
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On the EXOV screen, an X is now displayed in the E/O column next to 
the Subrequirement SUBREQMT indicating that an Exception has been 
created (see Figure 59). Click on the detail button in the Evaluate field to 
run a Degree Audit and to review the exception. 

 

 
Figure 59 

 
�  Modify Number of Courses:  Click on the detail button by the course 

line on the SREX screen (see Figure 60) to modify the number of courses 
required. The next screen will be the EXCT (Change Required 
Number) screen (see Figure 61). 

 

 
Figure 60 

Exception 

Click on the detail 
button to run a Degree 
Audit. 

Click on the detail 
button to go to the 
EXCT screen. 
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On the EXCT screen, type the number of courses required in the 
Replacement Count field (see Figure 61). Type an explanation in the 
Exception Print Text field. This will print on the Degree Audit. Add a 
comment to the Comments field. Date Stamp the comments field with 
the current date and time by moving to a blank line and entering a # sign, 
return or select Edit  from the top menu bar, and select Date/Time/Login 
Stamp. The employee name will populate automatically. The comments 
will not display on the Degree Audit.   

 

 
Figure 61 
 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed in the Ex column on the SREX screen and the 
number of courses required has been modified in the Subrequirements 
Specifications field (see Figure 62). On the SREX screen, click on Save, 
and when the Alert  prompt appears, click on Update. The next screen 
will be the EXOV screen (see Figure 63). 
 

Type in replacement 
count. 
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Figure 62 

 
On the EXOV screen, an X is now displayed in the E/O column next to 
the Subrequirement SUBREQMT indicating that an Exception has been 
created (see Figure 63). Click on the detail button in the Evaluate field to 
run a Degree Audit and to review the exception. 

 

 
Figure 63 

Courses 
modified. 

Exception 

Click on the detail 
button to run a 
Degree Audit. 
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�  Substitute a Specific Course:  Click on the detail button by the course 
line on the SREX screen to create a substitution (see Figure 64).  The 
next screen will be the EXCL (Course Waivers and Substitution) 
screen (see Figure 65). 

 

 
Figure 64 

 
On the EXCL  screen, type the course that is no longer required in the 
Courses No Longer Required field. Next, type the course that will act 
as the substitution in the Additional Courses Required field (see Figure 
65). Type an explanation in the Exception Print Text field. This will 
print on the Degree Audit. Add a comment to the Comments field. Date 
Stamp the comments field with the current date and time by moving to a 
blank line and entering a # sign, return or select Edit  from the top menu 
bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit.   
 

Click on the detail button 
to go to the EXCL screen. 
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Figure 65 

 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed on the SREX screen next to the line for which an 
exception was created. The substituted course replaces the original course 
in the Subrequirement Specifications field (see Figure 66). On the 
SREX screen, click on Save, and when the Alert  prompt appears, click 
on Update. The next screen will be the EXOV screen (see Figure 67). 
 

 
Figure 66 

Type in 
the course 
no longer 
required.  

Type in the 
new course. 
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course. 
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On the EXOV screen, an X is now displayed in the E/O column next to 
the Subrequirement SUBREQMT indicating that an Exception has been 
created (see Figure 67). Click on the detail button in the Evaluate field to 
run a Degree Audit and to review the exception. 
 

 
Figure 67 
 

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

 

 
Figure 68 

Click on the detail 
button to run a 
Degree Audit. 

Exception 

Click on the detail button 
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On the EXCL  screen, type the course that is waived in the Courses 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 the Comments field. Date Stamp the comments field with 
the current date and time by moving to a blank line and entering a # sign, 
return or select Edit  from the top menu bar, and select Date/Time/Login 
Stamp. The employee name will populate automatically. The comments 
will not display on the Degree Audit.   

 

 
Figure 69 

 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed on the SREX screen next to the line for which an 
exception was created. The waived course has been removed from the 
Subrequirement Specifications field (see Figure 70). On the SREX 
screen, click on Save, and when the Alert  prompt appears, click on 
Update. The next screen will be the EXOV screen (see Figure 71). 
 

Type in 
the waived 
course. 
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Figure 70 

 
On the EXOV screen, an X is now displayed in the E/O column next to 
the Subrequirement SUBREQMT indicating that an Exception has been 
created (see Figure 71). Click on the detail button in the Evaluate field to 
run a Degree Audit and to review the exception. 

 

 
Figure 71 
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�  Replace or Waive a Group:   Click on the detail button by the group 
line on the SREX screen (see Figure 72) and select EXBR (Replace 
Entire Block) to replace the entire group or select EXWV (Waive) to 
waive the entire group (see Figure 73). Click on OK. 

 

 
Figure 72 
 

 
Figure 73 

 

Click on the detail 
button to replace or 
waive the group. 
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If EXBR is selected, the EXBR screen will appear. Type the course in 
the Course field that replaces the Group. Type a minimum grade in the 
Min. Grade field if the minimum grade varies from the subrequirement 
grade. The Min.GPA field is left blank (see Figure 74). Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field. Date Stamp the 
comments field with the current date and time by moving to a blank line 
and entering a # sign, return or select Edit  from the top menu bar, and 
select Date/Time/Login Stamp. The employee name will populate 
automatically. The comments will not display on the Degree Audit. 
 

 
Figure 74 
 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed on the SREX screen next to the line for which an 
exception was created. The course that replaces the group is listed in the 
Subrequirement Specifications field (see Figure 75). On the SREX 
screen, click on Save, and when the Alert  prompt appears, click on 
Update. The next screen will be the EXOV screen (see figure 84). 
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Figure 75 
 
If EXWV  is selected, the EXWV  screen will appear. Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field (see Figure 76). 
Date Stamp the comments field with the current date and time by moving 
to a blank line and entering a # sign, return or select Edit  from the top 
menu bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit.   
 

 
Figure 76 

Replacement 
course. 
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Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed on the SREX screen next to the line for which an 
exception was created. The group is listed as waived in the 
Subrequirement Specifications field (see Figure 77). On the SREX 
screen, click on Save, and when the Alert  prompt appears, click on 
Update. The next screen will be the EXOV screen (see Figure 84). 

 

 
Figure 77 

 
�  Replace or Waive a Subrequirement:  Click on the detail button by the 

subrequirement on the SREX screen (see Figure 78) and select EXBR 
(Replace Entire Block) to replace the entire subrequirement or select 
EXWV (Waive) to waive the entire subrequirement (see Figure 79). 
Click on OK. 

 

Group waived. 
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Figure 78 
 

 

 
Figure 79 

Click on the detail button 
to replace or waive the 
subrequirement. 



Degree Audit Systems 
Central Texas College 

 

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

If EXBR is selected, the EXBR screen will appear. Type the courses in 
the Course field that replace the Subrequirement. Type a minimum grade 
in the Min. Grade field if the minimum grade varies from the 
subrequirement grade. The Min.GPA field is left blank (see Figure 80). 
Type an explanation in the Exception Print Text field. This will print on 
the Degree Audit. Add a comment to the Comments field. Date Stamp 
the comments field with the current date and time by moving to a blank 
line and entering a # sign, return or select Edit  from the top menu bar, 
and select Date/Time/Login Stamp. The employee name will populate 
automatically. The comments will not display on the Degree Audit. 
 

 
Figure 80 

 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed on the SREX screen next to the line for which an 
exception was created. The courses that replace the subrequirement are 
listed in the Subrequirement Specifications field (see Figure 81). On 
the SREX screen, click on Save, and when the Alert  prompt appears, 
click on Update. The next screen will be the EXOV screen (see Figure 
84). 
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Figure 81 

 
If EXWV  is selected, the EXWV  screen will appear. Type an 
explanation in the Exception Print Text field. This will print on the 
Degree Audit. Add a comment to the Comments field (see Figure 82). 
Date Stamp the comments field with the current date and time by moving 
to a blank line and entering a # sign, return or select Edit  from the top 
menu bar, and select Date/Time/Login Stamp. The employee name will 
populate automatically. The comments will not display on the Degree 
Audit.   
 

 
Figure 82 

Replacement 
courses. 
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Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed on the SREX screen next to the line for which an 
exception was created. The Subrequirement is listed as waived in the 
Subrequirement Specifications field (see Figure 83). On the SREX 
screen, click on Save, and when the Alert  prompt appears, click on 
Update. The next screen will be the EXOV screen (see Figure 84). 
 

 
Figure 83 

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

Subrequirement 
waived. 
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Figure 84 
 

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

 

 
Figure 85 
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On the EXAC screen, type the course in the Additional Eligible 
Courses field (see Figure 86). Type an explanation in the Exception 
Print Text  field. This will print on the Degree Audit. Add a comment to 
the Comments field. Date Stamp the comments field with the current 
date and time by moving to a blank line and entering a # sign, return or 
select Edit  from the top menu bar, and select Date/Time/Login Stamp. 
The employee name will populate automatically. The comments will not 
display on the Degree Audit.   
 

 
Figure 86 

 
Click on Save, and when the Alert  prompt appears, click on Update. An 
X is now displayed on the SREX screen next to the line for which an 
exception was created. The additional course is added to the 
Subrequirement Specifications field (see Figure 87). On the SREX 
screen, click on Save, and when the Alert  prompt appears, click on 
Update. The next screen will be the EXOV screen (see Figure 88). 

 

Type in the 
additional course. 
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Figure 87 

 
On the EXOV screen, an X is now displayed in the E/O column next to 
the Subrequirement SUBREQMT indicating that an Exception has been 
created (see Figure 88). Click on the detail button in the Evaluate field to 
run a Degree Audit and to review the exception. 

 

 
Figure 88 

 
F. Exit from the Degree Audit report to return to the EXOV screen. On the 

EXOV screen, click on Save, and when the Alert  prompt appears, click on 
Update. 

  

Click on the detail 
button to run a 
Degree Audit. 

Exception 

Additional 
course. 
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Process: Overrides 
 

A. Follow steps A through G on Creating Exceptions and Overrides.  
 
B. Overrides can only be created at the subrequirement level. On the EXOV 

screen, click on the detail button next to the Subrequirement at 
SUBREQMT to create an override (see Figure 89). Clicking on the detail 
button at the Subrequirement level gives the employee the option of 
selecting SREX (Subrequirement-Level Exceptions) or SROV 
(Subrequirement Overrides) (see Figure 90). 

 

 
Figure 89 

 

 
Figure 90 

Click on the detail button to 
go to the next screen. 
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C. Select SROV (Subrequirement Overrides) to create an override. Click on 
OK. The next screen will be the SROV screen. 

 
D. On the SROV screen, click on the detail button next to the course or subject 

line for which an override needs to be created (see Figure 91). The next 
screen will be the EVOV (Evaluation Overrides) screen (see Figure 92). 

 

 
Figure 91 

 
E. The EVOV screen allows the employee to specify which courses should be 

applied to the subrequiremnet or courses that should be excluded or not 
applied to the subrequirement. Type in an ellipsis (…) in the Courses to 
Apply  field or the Courses to Exclude field (see Figure 92). The next 
screen will be the Student Academic Credit Lookup resolution screen (see 
Figure 93).  

 

Click on the detail 
button to go to the 
EVOV screen. 
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Figure 92 

 
F. Select the override course from the Student Academic Credit Lookup 

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

  

 
Figure 93 

 

Type in … to 
review courses. 
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G. On the EVOV screen, the override course is now listed in the Courses to 
Apply  field (see Figure 94) Click on Save, and when the Alert  prompt 
appears, click on Update. The next screen will be the SROV screen (see 
Figure 95). 
 

 
Figure 94 

 
H. On the SROV screen, an X is now displayed in the Ov column next to the 

line for which an override was created (see Figure 95). Click on Save, and 
when the Alert  prompt appears, click on Update. The next screen will be 
the EXOV screen (see Figure 96). 

 

 
Figure 95 
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I. On the EXOV screen, an X is now displayed in the E/O column next to the 
Subrequirement SUBREQMT indicating that an Override has been created 
(see Figure 96). Click on the detail button in the Evaluate field to run a 
Degree Audit and to review the override. 

 

 
Figure 96 

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

EXOV screen, click on Save, and when the Alert  prompt appears, click on 
Update. 

 

Click on the detail 
button to run a 
Degree Audit. 

Override 
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Process: Removing Exceptions and Overrides 
 

A. In the ST module, enter EXOV (Exceptions and Overrides) in the Quick 
Access box, and click on Go.  

 
B. In the Person Lookup prompt (see Figure 97), enter the social security 

number of the student, the name of the student, or the Colleague ID# of the 
student, and click on OK. Select the student from the resolution screen. 

 

 
Figure 97 

 

C. If the student is associated with more than one program, the Student 
Programs Resolution screen will appear (see Figure 98). Select a program 
and the next screen will be the EXOV screen. If the student is associated 
with only one program, the EXOV screen will automatically appear (see 
Figure 99). 

 

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

 

 
Figure 99 

 
E. Select File on the Menu bar, then select Record Delete (see Figure 100).  

 

 
Figure 100 

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

Click on the detail button 
next to the exception or 
override. 
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F. When the Alert  prompt appears, click on Delete (see Figure 101) and then 
click on Update. Continue to Save and Update until the EXOV screen 
appears. 

 

 
Figure 101 
 

G. On the EXOV screen, the exception and/or override codes have been 
removed from the E/O column (see Figure 102). Click on Save and when 
the Alert  prompt appears click on Update to save all work and to return to 
the UI Home Workspace Window (main menu). 

 

 
Figure 102 
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Process:  Creating Program Customizations 
 
Use this function to customize a program for an individual student by using a 
standard requirement or by creating a custom requirement. 
 

A. In the ST module, enter PGEC (Program Evaluation/Customization) in 
the Quick Access box, and click on Go. 

 
B. In the Person Lookup prompt (see Figure 103), enter the social security 

number of the student, the name of the student, or the Colleague ID# of the 
student and click on OK. Select the student from the resolution screen. 

 

 
Figure 103 

 
C. If the student is associated with more than one program, the Student 

Programs Resolution screen will appear (see Figure 104). Select a program 
and the next screen will be the PGEC screen. If the student is associated 
with only one program, the PGEC screen will automatically appear (see 
Figure (105). 

 

 
Figure 104 
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Figure 105 
 

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

 
�  Adding a Standard Requirement:  Enter the major code in the Addnl  

Majors  field (see Figure 106) and enter or enter an ellipsis (…) to review 
all major codes and select a major code from the Majors  resolution 
screen.  

  
The current date will default in the Start Dt field. Accept the default or 
type in a new start date (see Figure 106). The start date indicates when 
the major requirement was added to the student’s program. The End Dt 
field indicates when the major requirement was removed from the 
student’s program. This field may be left blank. 
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Figure 106 

 
Enter the name of the requirement in the Standard Reqmt field and 
enter or enter an ellipsis (…) to review all requirements and select the 
requirement from the Academic Requirement Lookup resolution 
screen. If the requirement is a standard requirement, No will display in 
the Cust field (see Figure 107). 
 

 
Figure 107 

 

Type in 
major code. 

Type in 
requirement. 
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�  Adding a Custom Requirement:  Enter the major code in the Addnl  
Majors  field (see Figure 108) and enter or enter an ellipsis (…) to review 
all major codes and select a major code from the Majors  resolution 
screen.  
 
The current date will default in the Start Dt field. Accept the default or 
type in a new start date (see Figure 108). The start date indicates when 
the major requirement was added to the student’s program. The End Dt 
field indicates when the major requirement was removed from the 
student’s program. This field may be left blank. 
 

 
Figure 108 
 
Click on the detail button in the Cust field (see Figure 108). The next 
screen will be the QCRS (Custom Academic Requirement) screen. 
 
On the QCRS screen, type the title of the requirement in the Title  field. 
This will display on the Degree Audit. Next, select the Type of 
requirement (see Figure 109). If the requirement is a Major Requirement, 
select MAJ Major as the type. If the requirement is a General Education 
Requirement, select GEN General (Core) as the type. If the requirement 
is something other than MAJ, GEN, or ELE, select OTH Other as the 
type. If the requirement is an Elective Requirement, select ELE Elective 
as the type.  
 
  

Type in 
major code. 

Click on the 
detail button 
to go to the 
QCRS screen. 
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Figure 109 
 
Type the specification in the Specification field and add text to the Print 
Text field (see Figure 110). Review Chapter 4 for information on how to 
write specifications. Click on Save, and when the Alert  prompt appears, 
click on Update. The next screen will be the PGEC screen. 
 

 
Figure 110 

 
On the PGEC screen, Yes is now displayed in the Cust field (see Figure 
111).  

Type in the 
title and select 
the type of 
requirement. 

Type in the 
specification. 

Add Print 
Text. 
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Figure 111 

 
E. Click on the detail button in the Evaluate field (see Figure 111) to run a 

Degree Audit and to review the results. 
 

F. The added requirement, whether a standard requirement (see Figure 112) or 
a custom requirement (see Figure 113), will display in the main body of the 
Degree Audit as the last requirement. The title of the requirement will 
display on the first line followed by the Print Text. Exit from the Degree 
Audit report to return to the PGEC screen. 

 

 
Figure 112 

Click on the detail 
button to run a 
Degree Audit. 

Added Standard 
Requirement 
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Figure 113 
 

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

 
H. On the PGEC screen, click on the detail button in the 

Exceptions/Overrides field (see Figure 114) to remove access credit. Select 
EXOV (Exceptions and Override) from the menu and click on OK (see 
Figure 115). The next screen will be the EXOV screen.  

 

 
Figure 114 

 
 

Added Custom 
Requirement 

Click on the 
detail button 
to create an 
exception. 
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Figure 115 
 

I. On the EXOV screen, create the exception by clicking on the detail button 
next to the requirement or subrequirement (see Figure 116). Figure 117 is an 
example of an exception. Review Chapter 1 to learn how to create 
exceptions.  

 

 
Figure 116 

 

Click on the detail 
button to create an 
exception. 
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Figure 117 
 

J. On the EXOV screen, click on Save, and when the Alert  prompt appears, 
click on Update. The next screen will be the PGEC screen. 

 
K. On the PGEC screen, click on Save, and when the Alert  prompt appears, 

click on Update.  If an exception was created, the Exceptions/Overrides 
field will get updated after the PGEC screen has been saved (see Figure 
118). 

 

 
Figure 118 

Exception created 
to remove access 
credit. 

Field updated 
after screen has 
been saved. 
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Process:  Creating Requirements 
 
Requirements are created at the REQU (Academic Requirements) screen. Once 
created, requirements may be used in all programs containing the same academic 
requirements.  
 

A. In the ST module, enter REQU (Academic Requirements) in the Quick 
Access box, and click on Go. 

 
B. In the Academic Requirement LookUp prompt, enter the name of the 

requirement (see Figure 119) and click on OK.  
 

The naming convention for all requirements is standard and includes the 
following:  

 
·  Major Code  
·  Type of Requirement 

G = General Education courses and the Core Curriculum  
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 standard naming convention, may 
need to be created such as GSTU.S.AGS.97 for the English/Speech option in 
the General Studies program or CRIJ.O.AAS.97 for the Criminal Justice 
options. 
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Figure 119 
 

C. An Alert  prompt will appear when adding a new requirement (see Figure 
120). Select ADD. 

 

 
Figure 120 

 

Select 
Add 
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D. Type the title of the requirement in the Title  field (see Figure 121). Include 
the name of the program and the type of requirement. Abbreviate as needed. 
The title of the requirement will display on the Degree Audit. Use the 
following example as a guide: 

 
·  General Education Requirement: RLET.G.AAS.02 

Title: Business Mgmt Real Estate General Education Requirements 
·  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 Requirements  
 

 
Figure 121 

 
E. Select the Type of requirement (see Figure 122). If the requirement is a 

Major Requirement, select MAJ Major as the type. If the requirement is a 
General Education Requirement, select GEN General (Core) as the type. If 
the requirement is something other than MAJ, GEN, or ELE, select OTH 
Other as the type. If the requirement is an Elective Requirement, select ELE 
Elective as the type.  

Type in title. 
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Figure 122 

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

 
Figure 123 

 
 

Select 
Type 
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F. Enter the following additional information on the REQU screen (see Figure 
124): 

 
·  Acad Level field – Type in CR.  

 
·  Depts, CCD’s, Majors, Minors, Specs fields – Leave blank. 

 
·  Catalogs field – Add the catalog year(s) to which the requirement will 

be attached. As an example, if building a requirement for the 2002-
2004 catalog, enter catalog years 2002 and 2003 in this field. In some 
cases, the Catalogs field will need to be updated as requirements are 
attached to programs. 

 
·  Grd Scheme field – Type in CTC.  

 
·  Min Grade field – Do not enter a minimum grade at this level or a 

lower level unless a new minimum grade needs to be established. If 
no grade is entered, the minimum grade of D set at the APRS 
(Academic Program Requirements) screen will act as the default for 
all levels. If a new minimum grade is entered on the REQU screen, it 
will act as the default grade at this level and all lower levels. The 
same is true for specifying a new minimum grade at the 
subrequirement level or at a group level.  

 
** Enter a grade of C in the Min Grade field for Major 
Requirements to override the grade of D set at the APRS screen and 
to establish a new minimum grade. Certain programs may also require 
a grade of C in all coursework. In this case, a minimum grade of C 
will need to be added to the Min Grade field for all requirements – 
General, Major, Other, and Elective. If a minimum grade is entered in 
the Min Grade field, then grades of P and CR must also be entered in 
the Oth Grades field (see Figure 125). 

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

 
·  Custom Student Pgm Use field – Set to Yes.  
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Figure 124 

 

 
Figure 125 

 
G. Excl Reqmt Type field – The field defines how requirement types will or 

will not reuse or share courses. Selecting the appropriate requirement types 
to be excluded, prevents courses from being double counted among 
requirements (see Figure 126). Only exclude requirement types that are 
attached to a program. As an example, if OTH Other requirement type is not 
attached to a program, then do not select it to be excluded. 

 
·  General Education Requirements – exclude requirement types Major, 

Other, and Elective 
·  Major Requirements – exclude requirement types General (Core), Other, 

and Elective  
·  Elective Requirements – exclude requirement types Major, General 

(Core), and Other  

Minimum grade 
of C entered. Add 
in grades of P 
and CR. 
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In some cases, a General (Core) requirement type may need to be excluded 
from a General Education Requirement. In this instance, requirement types 
Major, Elective, Other, and General (Core) would be excluded and selected 
from the Excel Reqmt Type field. See GSTU.S.AGS.97 requirement as an 
example. 
 

 
Figure 126 

 
H. Additional Eval Params field – The field prevents courses from being 

double counted among subrequirements. Click on the detail button in the 
Additional Eval  Params field (see Figure 127). The next screen will be the 
AEVP (Additional Evaluation Params) screen.  

 

 
Figure 127 

 

Select requirement 
types to be excluded. 

Click on the 
detail button to 
go to the AEVP 
screen. 
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I. On the AEVP screen, type No in the Allow Course Reuse field (see Figure 
128). Click on Save, and when the Alert  prompt appears, click on Update. 

 

 
Figure 128 

 
J. The Number Subreqmts Needed field is generally set to All unless fewer 

subrequirements are required for completion (see Figure 129). In the 
following example, only one subrequirement is required for the Language 
Requirement. Thus, the student will select and complete Subrequirement 1 – 
French; Subrequirement 2 – German; Subrequirement 3 – Japanese; or 
Subrequirement 4 – Spanish. 

 

 
Figure 129 

 
K. Click on Save, and when the Alert  prompt appears, click on Update. 
 

Set to All 
unless fewer 
are required. 
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Process:  Creating Subrequirments 
 
Subrequirements are always part of a requirement, they never standalone. They are 
created by clicking on the detail button in the Subrequirements field on the REQU 
screen. This is also where Degree Audit syntax is written. 
 

A. In the ST module, enter REQU (Academic Requirements) in the Quick 
Access box, and click on Go. 

 
B. In the Academic Requirement LookUp prompt, enter the name of the 

requirement (see Figure 130) and click on OK or enter an ellipsis (…) to 
review all requirements and select the requirement from the Academic 
Requirement Lookup resolution screen.  

 

 
Figure 130 

 
C. On the REQU screen, click on the detail button in the Subrequirement 

field (see Figure 131) to create a subrequirement. The next screen will be the 
SRSP (Subrequirement Specifications) screen (see Figure 132). 
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Figure 131 

 
D. On the SRSP screen, type the name of the subrequirement in the 

Subrequirement Name field (see Figure 132). This will display on the 
Degree Audit.  

 

 
Figure 132 

 
The naming convention for all subrequirements is standard and includes the 
following: 

 
·  General Education Requirement – Use the following naming convention 

for subrequirements that are assigned to the General Education 
Requirement. Create the subrequirements in the following order on the 
REQU screen (see Figures 133 and 134). Not all may be needed. 

 

Click on the 
detail button to 
go to the SRSP 
screen. 
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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 subrequirement first, followed by 
academic subrequirements. The following example demonstrates the 
Subrequirement order for the Business Management Major Requirements 
(see Figure 135 and 136). 
 

 
Figure 135 

 

 
Figure 136 

 
·  Elective Requirement – Use Open Electives, Approved Electives, or 

Academic Electives as the subrequirement name. 
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E. Minimum Grade  field – Do not enter a minimum grade at this level unless 
a new minimum grade needs to be established. If no grade is entered, the 
minimum grade of D set at the APRS (Academic Program Requirements) 
screen or the minimum grade set at the REQU (Academic Requirements) 
screen will act as the default for the subrequirement level and group level. If 
a new minimum grade is entered on the SRSP screen, it will act as the 
default grade at this level and at the group level. If a minimum grade is 
entered in the Minimum Grade  field, then grades of P and CR must also be 
entered in the Other Grades field (see Figure 137). 

 

 
Figure 137 

 
F. Minimum GPA  field and Activity Eligibility Rules  field are left blank. 

 
G. Additional Eval Parameters – The field prevents courses from being 

double counted among groups. Click on the detail button in the Additional 
Eval Params field (see Figure 138). The next screen will be the AEVP 
(Additional Evaluation Params) screen.  

 

 
Figure 138 

Click on the 
detail button 
to go to the 
AEVP screen. 
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H. On the AEVP screen, type No in the Allow Course Reuse field (see Figure 
139). Click on Save, and when the Alert  prompt appears, click on Update to 
return to the SRSP screen. 

 

 
Figure 139 

 
I. On the SRSP screen, type the Degree Audit Syntax in the Specification 

field (see Figure 140). Refer to the Writing Specifications –Degree Audit 
Syntax section to learn how to write a Specification. 

 

 
Figure 140 

Degree Audit 
Syntax is typed in 
the Specification 
field. 
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Process:  Writing Specifications – Degree Audit Syntax 
 

A. Degree Audit syntax is a single purpose language for creating specifications. 
It consists of keywords, numbers, codes, and punctuations. Degree Audit 
syntax can only be written on the SRSP (Subrequirement Specifications) 
screen which is accessed through the REQU (Academic Requirements) 
screen.  

 
Degree Audit uses 15 keywords that are defined by Colleague and cannot be 
modified. They include the following: TAKE, COURSE, HOUR, FROM, 
DEPARTMENT, SUBJECT, LEVEL, RULE, EXCEPT, MAXIMUM, 
MINIMUM, GRADE, PER, GPA, AND IGNORE. Synonyms for any of the 
keywords may be defined on the DASY (Degree Audit Synonyms) screen 
(see Figure 141).  

 
Synonyms can be added to DASY but they must be equated to one of the 
system-defined keywords. To add a synonym, select or insert a blank line 
and type the synonym in the synonym column and then type 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 be used in the primary 
phrase; it can only have a course name (ITSC-1409), COURSE(S), or 
HOUR(S) as an object. Since it is the only verb, it may be omitted. A 
group specification begins with a # sign. This may be omitted if there is 
only one group (see Figure 142). Thus, the simplest specification 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-1409;     3 cr: 

 

 
Figure 142 

 
A list of courses may also be created by putting a separator between the 
courses (see Figure 143). A separator can be a comma, a space, or the end 
of a line. 
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Example: 
 
#TAKE CRIJ-1201, CRIJ-1301, CRIJ-1304, CRIJ-1307, CRIJ-1308, 
CRIJ-2101, CRIJ-2201, CRIJ-2304; 
or  
TAKE CRIJ-1201 CRIJ-1301 CRIJ-1304 CRIJ-1307 CRIJ-1308 CRIJ-
2101 CRIJ-2201 CRIJ-2304; 
or  
CRIJ-1201 CRIJ-1301 CRIJ-1304 CRIJ-1307 CRIJ-1308 CRIJ-2101 
CRIJ-2201 CRIJ-2304; 

 

 
Figure 143 

 
�  Secondary Phrases:  The primary TAKE phrase can be modified by 

other phrases using various keywords (see Figure 144). The most 
commonly used keyword is FROM. 

 
#TAKE      ;FROM     ;Clarifying Statement 
Course(s)   Course Name   Except course name, level, dept, or subj 
Credits     Department      Maximum x courses or credits 
Course Name  Subject             Minimum x courses or credits 
      Course Level     
      Rule   
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Example: 
 
#TAKE 2 credits; from subject PHED; except PHED-1301, PHED-1304, 
PHED-1306, PHED-1308;  
or  
TAKE 2 cr; from subj PHED; except PHED-1301 PHED-1304 PHED-
1306 PHED-1308; 

 

 
Figure 144 

 
�  Multiple Group Specifications:  Single group specifications do not 

allow for a combination of an “and” with an “or.” However, multiple 
group specifications can be written and then specify how many groups 
are required (see Figure 145): 
 
TAKE X GROUPS; (X must be less than or equal to the number of 
groups listed) 
 
#first group; 
#second group; 
#third group; 
 
 



Degree Audit Systems 
Central Texas College 

 

Degree Audit Page 98 of 146 Issued 11-2-05 
Revised 01-31-08 

Example: 
 
TAKE 1 GROUP; 
#take 3cr; from subj anth, arts, danc, dram, huma, musi, phil, fren, germ, 
japn, span, lang; 
#take 3 cr; from engl-2322 engl-2323 engl-2327 engl-2328 engl-2332 
engl-2333, geog-1302, geog-1303, hist-2311, hist-2312, hist-2381, spch-
2341, litr-elec; 
 
In this example, the student may choose to complete Group 1 OR Group 
2. 

 

 
Figure 145 

 
B. After the specification is written, enter twice. Degree Audit will compile the 

specification. If the there are no Unique Courses within the specification 
and the specification is correct, it will be stored in an internal format and a 
system–generated Group ID will be assigned. The text typed in the 
Specification field will default in the Print Text  field. Continue with Step 
C, unless there is a Unique Course Alert prompt or Errors Alert  prompt.  

 
�  Unique Courses:  An Alert  prompt will appear (see Figure 146) if a 

course is listed in the master course table more than once. Click on OK 
and the next screen will be the Course Resolution screen (see Figure 
147). 

Group 1 

Group 2 

1 group 
required.  
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Figure 146 

 

Select the course for the corresponding catalog year for which the 
requirement will be attached. As an example, select the English course 
that was current in 2002 if creating a requirement for the 2002 catalog. 
The first course on the resolution screen (see Figure 147) is the correct 
course for this subrequirement. Select the course and click on Save to 
return to the SRSP screen. Continue with Step C. 
 

 
Figure 147 

 

Course is 
active for 
the 2002 
catalog. 
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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 an error has occurred. 
Review the error and then cancel from this screen to return to the SRSP 
screen. Correct the error and after the error is corrected, place the cursor 
at a blank line by using the down arrow key. Enter twice or click on 
Save, and when the Alert  prompt appears, click on Update. The 
specification will continue to be checked for errors until all errors are 
corrected. Continue with Step C. 

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

 

 
Figure 148 

 

Course is 
incorrect. 
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Figure 149 

 
C. Print Text:  Make modifications to the Print Text  field by highlighting 

each line of text (see Figure 150), deleting, and typing in the new text (see 
Figure 151). The text in this field will display in upper and lower case on the 
Degree Audit. If no text is required, highlight each line and delete, and leave 
the Print Text  field blank. 

 

 
Figure 150 

Error symbol. 

Error message. 

Cancel to 
return to the 
SRSP screen. 
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Figure 151 

 
�  Hidden Substitutions:  Hidden substitutions are created by modifying 

the text in the Print Text  field. Delete any course from the Print Text  
field that is to be hidden from view (see Figure 152) and type in the 
courses that will display on the Degree Audit (see Figure 153). 

 

 
Figure 152 

Delete all courses 
that are to be 
hidden. 



Degree Audit Systems 
Central Texas College 

 

Degree Audit Page 103 of 146 Issued 11-2-05 
Revised 01-31-08 

 
Figure 153 

 
D. Click on Save, and when the Alert  prompt appears, click on Update. The 

next screen will be the REQU screen.  
 
E. On the REQU screen, click on the detail button next to the subrequirement 

(see Figure 154) to return to the SRSP screen. 
 

 
Figure 154 

 
F. On the SRSP screen, the specification is now displayed in formal syntax 

(see Figure 155). Click on Cancel to return to the REQU screen and 
continue to Step G or if multiple group specifications were created, add 
Print Phrases to each group specification. 

Courses will 
display on the 
Degree Audit. 

Click on the detail 
button to go to the 
SRSP screen. 
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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 Print Phrase, click on the 
number directly below the Group ID (see Figure 156). When the Alert  
prompt appears, click on Insert (see Figure 157). 

 

 
Figure 156 

 

Click on the 
number below 
the Group ID. 
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Figure 157 

 
A blank line will be inserted below the group ID (see Figure 158).  
 

 
Figure 158 

 
Type the Print Phrase in the blank line (see Figure 159). Use the 
following format to add a Print Phrase. A space must be entered after 
“Print” and the text must be in quotes.  
 
PRINT “Group 1:…..” 
PRINT “Group 2:…..” 

Select 
insert. 
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Figure 159 

 
After all Print Phrases have been added, click on Save and when the 
Alert  prompt appears, click on Update. The next screen will be the 
REQU screen. 

 
G. On the REQU screen, click on Save, and when the Alert  prompt appears 

click on Update.  
 

Print Phrase 

Print Phrase 
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Process: Inserting a Subrequirement 
 

A. In the ST module, enter REQU (Academic Requirements) in the Quick 
Access box, and click on Go. 

 
B. In the Academic Requirement LookUp prompt (see Figure 160), enter the 

name of the requirement and click on OK or enter an ellipsis (…) to review 
all requirements and select the requirement from the Academic 
Requirement Lookup resolution screen.  

 

 
Figure 160 

 
C. On the REQU screen, click on the number in the Subrequirements field 

(see Figure 161) to insert a new subrequirement. 
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Figure 161 

 
D. When the Alert  prompt appears, click on Insert (see Figure 162). A blank 

line will be inserted.  
 

 
Figure 162 

 
E. Click on the detail button in the blank line to go to the SRSP screen to create 

the subrequirement (see Figure 163). 

Click on the 
number to insert 
a subrequirement. 

Select 
insert. 
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Figure 163 

 
F. On the SRSP screen, create the subrequirement (see Figure 164). When 

completed, click on Save, and when the Alert  prompt appears, click on 
Update. The next screen will be the REQU screen. 

 

 
Figure 164 

 
 

 
 

Click on the 
detail button to 
go to the SRSP 
screen. 
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** If an Alert  prompt appears on the REQU screen (see figure 165), click on     
OK.  
 

 
Figure 165 

 
The new subrequirement will be placed at the end of the subrequirement list. 
A blank line will remain where the new subrequirement was initially 
inserted. Follow the instructions in Step G to delete the blank line and then 
continue to Step H. 
 
To insert a new subrequirement in between two existing subrequirements, 
delete all subrequirements below the insertion point of the new 
subrequirement. Review the section on “Deleting a Subrequirement” for 
information on how to delete a subrequirement. Create the new 
subrequirement and then add the deleted subrequirements below the new 
subrequirement. The deleted subrequirements will need to be created. 
Review Chapter 3 for information on how to create subrequirements. After 
all subrequirements have been created, click on Save, and when the Alert  
prompt appears, click on Update. 
 

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

 
H. When the Alert  prompt appears, click on Delete (see Figure 167). 

 

 
Figure 167 

 
I. A second Alert  prompt will appear (see Figure 168). Click on Delete. 
 

Click on the 
number of the 
blank line. 

Select 
Delete. 
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Figure 168 

 
J. After the blank line has been deleted (see Figure 169), click on Save, and 

when the Alert  prompt appears, click on Update. 
 

 
Figure 169 

 

Select 
Delete. 
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Process:  Deleting a Subrequirement  
 

A. In the ST module, enter REQU (Academic Requirements) in the Quick 
Access box, and click on Go. 

 
B. In the Academic Requirement LookUp prompt (see Figure 170), enter the 

name of the requirement and click on OK or enter an ellipsis (…) to review 
all requirements and select the requirement from the Academic 
Requirement Lookup resolution screen. 

 

 
Figure 170 

 
C. On the REQU screen, click on the number of the subrequirement that is to 

be deleted (see Figure 171). 
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Figure 171 

 
D. When the Alert  prompt appears, click on Delete (see Figure 172). 
 

 
Figure 172 

 
E. A second Alert prompt will appear. Click on Delete (see Figure 173). 

Click on the number 
of the subrequirement 
to be deleted. 

Select 
Delete. 
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Figure 173 

 
F. After the subrequirement has been deleted (see Figure 174), click on Save, 

and when the Alert  prompt appears, click on Update. 
 

 
Figure 174 

 

Select 
Delete. 
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Process:  Assigning Requirements to Programs 
 
Requirements are attached to a program on the APRS (Academic Program 
Requirements) screen after they are created.   

 
A. In the ST module, enter APRS (Academic Program Requirements) in the 

Quick Access box, and click on Go. 
 

In the Academic Program LookUp prompt, enter the name of the program 
(see Figure 175) and click on OK or enter an ellipsis (…) to review all 
programs and select a program from the Academic Programs resolution 
screen. If the program is not found, contact the Instructional and 
Accreditation Support Services staff person to have the program added. 

 
The naming convention for all programs includes the major code followed 
by a period and the type of program. Examples: GSTU.AGS  SOCI.AA  
BSMG.CC1 

 

 
Figure 175 

 
B. The Catalogs Resolution screen will immediately appear (see Figure 176). 

Select the catalog year and the next screen will be the APRS screen (see 
Figure 177). Please note that there may be catalog years listed on the 
Catalogs Resolution screen that will not have requirements. 

 

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

 
C. On the APRS screen, verify that the following information has been 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 Services, Nursing, 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 the Requirement field (see Figure 178) 

and enter or enter an ellipsis (…) to review all requirements and select the 
requirement from the Academic Requirement Lookup resolution screen. 
The requirement title will automatically populate in the Title  field. 

 
The order that the requirements are placed on the APRS screen, determines 
the order in which they appear on the Degree Audit. Place 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 and continue with this process 

until all requirements have been added (see Figure 179). 
 

 
Figure 179 

 
F. Click on Save, and when the Alert  prompt appears, click on Update. 
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G. At the Academic Program LookUp prompt, perform a shift @ (see Figure 
180) to return to the same program and catalog year selected in Steps A and 
B. 

 

 
Figure 180 

 
H. Click on the detail button in the Review Program Rqmts field (see Figure 

181) to review and print the program requirements. The report browser will 
appear for the program and catalog year that were selected in Step G (see 
Figure 182). 

 

 
Figure 181 

Click on the detail 
button to review and 
print the program 
requirements. 
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�  Reading the Program Requirements report on screen in the report 
browser (see Figure 182): 

 
A menu bar is located at the top of each page of the Program 
Requirements report. Use the left arrow keys to move to the first and 
previous page and use the right arrow keys to move to the next and last 
page. Use the printer icon on the Menu bar to print the program 
requirements to the default printer. Click on the X icon located on the 
Menu bar to exit.  
 
The Program Requirements report has a standard header. The header 
displays the program ID, the title of the program, and the catalog year. 
Additional information derived from the APRS screen is also displayed 
in the header and include the transcript grouping, grade scheme, min. 
credits, min. GPA, min. institutional credits, min. institutional GPA, 
program min. grade, and other allowed grades.  

 
The requirements are displayed in the order assigned on the APRS screen 
and include the name and title of the requirement, the type of 
requirement, grade scheme, the excluded types, and the minimum GPA. 
The block minimum grade and other allowed grades will be displayed if 
required for the requirement. The subrequirements are displayed next and 
include the specification and print text. The block minimum grade and 
other allowed grades will be displayed if required for the subrequirement. 
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Figure 182 

 
I. If no corrections need to be made, print the Program Requirements report 

and exit the Report Browser. The next screen will be the APRS screen. Skip 
to Step K. If corrections are required, exit the report browser to return to the 
APRS screen. Click on the detail button next to the requirement that needs 
to be corrected (see Figure 183). The next screen will be the REQU screen. 
Continue to Step J. 

 

Requirement 

Subrequirement
. 

Program 
information 



Degree Audit Systems 
Central Texas College 

 

Degree Audit Page 123 of 146 Issued 11-2-05 
Revised 01-31-08 

 
Figure 183 

 
J. On the REQU screen, complete the corrections. Click on Save, and when 

the Alert  prompt appears, click on Update. The next screen will be the 
APRS screen. Click on Save, and when the Alert  prompt appears, click on 
Update. Complete Steps H and I. 

 
K. On the APSR screen, click on Cancel and the Academic Program LookUp 

prompt will appear. Perform a shift @ to return to the same program. Select 
the next catalog year. Click on the detail button in the Review Program 
Reqmts field to review and print the requirements for this catalog year. 
Continue with this process until program requirements are printed for each 
catalog year.  

 
L. Review and print a degree audit for each program and catalog year using the 

PSPR (Proposed Student Program) screen. Review Chapter 3 of the 
“Degree Audit Learning Guide” for instructions. Use “Degree Audit” in the 
Person Lookup prompt as the test student. 

 
Hint:  If program requirements and major codes have not changed with the 
publication of a new catalog, simply add the requirements from the previous 
catalog to APRS.  The Catalogs field on the REQU screen for these 
requirements will need to be updated with the new catalog year. 

Click on the detail 
button in the 
requirement field to go 
to the REQU screen.  
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 Process:  Copying Requirements 
 
Use the copy requirement function to modify a current requirement rather than 
building a new requirement. 

 
A. In the ST module, enter ARQC (Academic Requirement Copy) in the 

Quick Access box, and click on Go. 
 

B. In the Academic Requirements LookUp prompt, enter the requirement that 
is to be copied (see Figure 184) and click on OK.  

 

 
Figure 184 

 
C. The requirement name that is to be copied will display in the header. Type 

the name of the new requirement in the New Requirement field and enter 
(see Figure 185). The next screen will be the REQU screen. 

 

 
Figure 185 
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D. On the REQU screen, the name of the new requirement is displayed in the 
header; however, the fields will be populated with the information from the 
copied requirement (see Figure 186). Create changes as needed to each field 
by placing the cursor in each field, deleting, and typing in the changes. 

 

 
Figure 186 

 
E. Click on the detail button next to the subrequirement (see Figure 186) to 

make changes to the subrequirement. The next screen will be the SRSP 
screen. 

 
F. On the SRSP screen, type in the changes. Click on Save, and when the Alert  

prompt appears, click on Update. The next screen will be the REQU screen. 
 

G. On the REQU screen, click on Save, and when the Alert  prompt appears, 
click on Update. The next screen will be the ARQC screen. 

 
H. At the ARQC screen, click on Save when the Alert  prompt appears. 

 

New requirement 
name. 

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

Place cursor in 
field to make 
changes. 
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Process:  New Programs 
 
Determine if new requirements will need to be created for the program or if current 
requirements can be copied and modified. The requirements will then need to be 
attached to the program on the APRS (Academic Program Requirements) screen 
after they are created or copied and modified. 

 
A. If the new program is dissimilar to a current program and current 

requirements cannot be copied and modified to fit the requirements of the 
new program, then new requirements will need to be created. Review 
Chapters 3 and 4 for information on how to create requirements and 
subrequirements. 

 
B. If the new program is similar to a current program, then requirements from 

the similar program can be copied and modified to fit the requirements of the 
new program. Review Chapter 6 for information on how to copy 
requirements. 

 
C. After the requirements have been created or copied and modified, they need 

to be attached to the new program on the APRS screen. Review Chapter 5 
for information on how to attach requirements to a program and follow steps 
A through L. 
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Process:  Degree Audit Setup 
 
The Degree Audit Setup (DAS) menu introduces screens that define the way 
Colleague handles academic activity and formal issues for 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 set (see Figure 187): 
 
Val code table: ACAD.REQMT.TYPES 
 

 
Figure 187 
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Process: AEDF – Academic Evaluation Defaults Screen 
 

A. In the ST module, enter AEDF (Acad Evaluation Defaults) in the Quick 
Access box, and click on Go.  

 
The AEDF screen (see Figure 188) sets two different types of system 
defaults: 
 
·  System Processing Defaults  
·  EVAL and BEVL Defaults 

 

 
Figure 188 

 
B. System Processing Defaults:  The first three fields on the AEDF screen 

(see Figure 188) define how extra courses, low grades, and 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 courses that the student took 
that are above and beyond those needed to complete the requirements. 

 
If the field is set to Ignore, no special notation indicating that a student 
has had other courses that may have met the requirement will display on 
the Degree Audit. 
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If the field is set to Display, extra courses will be classified as “Related 
Courses.” If the Related Courses parameter is set to “Footnote,” a code of 
*E (Extra) will display next to the extra course in the Notes section of the 
Degree Audit. If the Related Courses parameter is set to “Not 
Displayed,” the extra course is not displayed even though the Extra 
Course Handling parameter is set to “Display.” 
 
If the field is set to Semi-apply, extra courses will be included in the 
credit count and GPA calculations but will not be used in the 
requirement. The course will be available for use in other requirements.  
 
If the field is set to Apply Fully,  there will not be a distinction between 
extra and non-extra courses. Both courses will be applied to the 
requirement, included in the credit count, and calculated in the GPA. The 
extra course will not be available for use towards any other requirement. 
 
**Set the Extra Course Handling field to Ignore on the AEDF screen 
(see Figure 188). 

 

 
Figure 189 

 
�  Use Low Grades:  The field defines whether or not the system includes 

courses that failed a minimum grade criterion in the calculation of local 
GPAs (see Figure 190). Low grades will always be counted in the overall 
GPA, but this parameter defines whether they will be used in calculating 
a requirement or subrequirement (local) GPA. 

 
If the field is set to Yes or left blank, all grades will be included in local 
GPA calculations.  
 
If the field is set to No, only those grades that exceed the minimum grade 
criterion will be calculated in local GPAs. 
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**Set the Use Low Grades field to No on the AEDF screen (see Figure 
188). 
 

 
Figure 190 

 
�  Wait Until Complete to Merge:  The field defines how the system will 

handle local (requirement and subrequirement) credit and GPA 
calculations when a specification has multiple groups and the student can 
choose among them (see Figure 190). 
 
If the field is set Yes, the system will wait until it is clear which of the 
options are “extra” and which are not. By waiting, GPAs and credit are 
not counted thus avoiding the possibility of extra coursework being 
included in local credit and GPAs. 

 
If the field is set to No, local GPAs and credit are included in the 
calculations. In this case, calculations include information on both 
courses even though one course will eventually be considered an extra 
course for that requirement.  
 
Regardless of how the flag is set, the results will be the same when the 
requirement is complete, as long as the Extra Course Handling parameter 
is set to Ignore. 
 
**Set the Wait Until Complete to Merge field to No on the AEDF 
screen (see Figure 188). 
 

These three defaults may be overridden at the requirement or 
subrequirement level. Click on the detail button next to the Additional 
Evaluation Parameters field on the REQU screen (see Figure 191) or the 
SRSP screen (see Figure 192) to override the defaults. The next screen will 
be the AEVP screen (see Figure 193). 



Degree Audit Systems 
Central Texas College 

 

Degree Audit Page 131 of 146 Issued 11-2-05 
Revised 01-31-08 

 
Figure 191 

 

 
Figure 192 

 

 
Figure 193 

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

Click on the 
detail button to 
go to the AEVP 
screen. 
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C. EVAL and BEVL Defaults :  The defaults define the values that appear on 
the EVAL  and BEVL  screens when a Degree Audit is ordered. The defaults 
may be overridden on the EVAL  and BEVL  screens any time a Degree 
Audit is ordered. 

 
�  Include:  The field determines where a course will be displayed on the 

Degree Audit (see Figure 194). 
 

If the field is set to Completed work only, only completed work will 
display in the requirement. In-Progress and pre-registered courses will 
display in the Other Courses section on the Degree Audit.  

 
If the field is set to In-Progress work included, completed courses and 
in progress courses will display in the requirement. Pre-registered courses 
will display in the Other Courses section on the Degree Audit rather than 
part of the requirement.  

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

 
If Date is selected, a date must be entered in the Cutoff Date field. 
Populating the Cutoff Date field is helpful when doing a graduation 
check.  
  
**Set the Include field to All  on the AEDF screen (see Figure 188). 
 

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

 
**Set the Report Format field to Single-column Report on the AEDF 
screen (see Figure 188). 

 

 
Figure 195 

 
�  Related Courses Policy:  The field determines how related courses will 

be displayed on the Degree Audit (see Figure 196). Related courses are 
courses that may have met the requirement but were not used because 
they failed a minimum grade requirement, were replaced by a repeat 
policy, violated a rule, or have been used elsewhere in the Degree Audit. 

 
If the field is set to Together, the related course will be displayed with 
the requirement, but in lower case and with codes indicating why it is not 
applied. 

 
If the field is set to Footnote, the related course will be noted in the 
requirement and displayed at the bottom of the Degree Audit as a 
footnote. 

 
If the field is set to Not Displayed, the related course is ignored. The 
course will be displayed on the Degree Audit in the Other Courses 
section. 
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**Set the Related Courses Policy field to Not Displayed on the AEDF 
screen (see Figure 188). 
 

 
Figure 196 

 
�  Ignored Statuses:  The field determines which credit statuses will display 

on the Degree Audit (see Figures 197, 198 and 199). Credit statuses are 
found in the ST Val Code table – STUDENT.ACAD.CRED.STATUSES. 
Select the following credit statuses on the AEDF 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 the Alert prompt appears, click on Update. 
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Process:  DACP – DA Custom Paragraphs 
 
Use the DACP screen to add custom blocks of text to the Degree Audit. Custom 
paragraphs may be delivered at the top of the Degree Audit following the header or 
at the bottom of the Degree Audit before the footnotes.  

 
A. In the ST module, enter DACP (DA Custom Paragraphs) in the Quick 

Access box, and click on Go. 
 

B. On the DACP screen, the Custom Block Rules field requires a rule that will 
define the population that receives the message. Click on the detail button 
next to a blank line in the first section of the screen, to create a custom 
paragraph at the top of the Degree Audit or click on the detail button next to 
a blank line in the second section of the screen, to create a custom paragraph 
at the bottom of the Degree Audit (see Figure 200).  The next screen will be 
the RLDE screen. 

 

 
Figure 200 

 
C. Type the name of the rule in the Rules LookUp prompt (see Figure 201) and 

click on OK. Begin each rule name with DA followed by a period. 
 

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

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

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

Click on the detail 
button to go to the 
RLDE screen. 
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Figure 201 

 
D. When the Alert  prompt appears, select Add (see Figure 202). 

 

 
Figure 202 

 
E. On the RLDE screen, type the description in the Description field and type 

in the Primary File View field (see Figure 203).  
 
F. Leave the Office Code, Comments, Subroutine Name, and Rule Failure 

Message fields blank. 

Select 
Add 
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Figure 203 

 
G. Select the Checking Connector (see Figure 204). 

 

 
Figure 204 

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

 
I. Select the Relation (see Figure 206). 
 

 
Figure 206 

 
J. Type in the Right-hand Expression field (see Figure 207). 
 
K. Skip to Step O unless creating a custom paragraph for specific programs. 
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Figure 207 

 
L. Complete the second block to ensure that the custom paragraph will display 

on the Degree Audit for applicants (see Figure 208). If the paragraph is 
applicable to multiple programs, create additional rules using ORWITH as 
the Checking Connector. 

 

 
Figure 208 

 
M. The RLDT (Rules Definition) screen will appear when selecting the 

Relation field on the RLDE screen.  
 

Rule created 
for prospective 
students. 

Multiple 
programs. 
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N. On the RLDT  screen, type in the Using field on the Left-hand Expression, 
APP.APPLICATIONS (see Figure 209). Click on Save, and when the Alert  
prompt appears, click on Update. The next screen will be the RLDE screen. 

 

 
Figure 209 

 
O. On the RLDE screen, click on Save, and when the Alert  prompt appears, 

click on Update. The next screen will be the DACP screen. 
 
P. On the DACP screen (see Figure 210), click on the detail button next to the 

corresponding line in the Beginning of Report Paragraph field or End of 
Report Paragraph field if the Custom Block Rules was created in the 
second section of the screen. The next screen will be the DPAR screen.  

 

 
Figure 210 

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

Type in 
the Using 
field. 
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Q. In the Paragraph LookUp prompt, enter the name of the paragraph and 
click on OK (see Figure 211). Begin each paragraph name with DA 
followed by a period. 

 

 
Figure 211 

 
R. When the Alert  prompt appears, select Add (see Figure 212). 

 

 
Figure 212 

 
S. Type a description in the Description field and type in the Merge File field 

(see Figure 213). 
 
T. Leave the Office field blank. 
 

Select 
Add 
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U. Type the paragraph in the Paragraph Text field (see Figure 213). When 
completed, insert a row of dashes ==== to create a visual break between 
paragraphs on the Degree Audit. 

 

 
Figure 213 

 
V. Click on Save, and when the Alert  prompt appears, click on Update. The 

next screen will be the DACP screen (see Figure 214). 
 

 
Figure 214 

 
W. On the DACP screen click on Save, and when the Alert  prompt appears 

click on Update. 
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Process:  DASY – Degree Audit Synonym 
  
Degree Audit uses 15 keywords that are defined by Colleague and cannot be 
modified. They include the following: TAKE, COURSE, HOUR, FROM, 
DEPARTMENT, SUBJECT, LEVEL, RULE, EXCEPT, MAXIMUM, 
MINIMUM, GRADE, PER, GPA, AND IGNORE. Synonyms for any of the 
keywords may be defined on DASY (Degree Audit Synonyms) screen (see Figure 
215).  
 
Synonyms can be added to DASY but they must be equated to one of the system-
defined keywords. To add a synonym, select a blank line and type the synonym in 
the synonym column and then type the keyword in the keyword column. 
 

 
Figure 215 
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Appendix 1:  General Information 
 
When creating the CORE Curriculum, Major requirements, or General Education 
requirements for the AA and AS degree programs, use courses only, not subjects or 
departments in the Specification. 
 
Use courses listed in the CORE Curriculum and the Special Electives for the 
Humanities/Fine Arts, Social/Behavioral Science, and Computer Science selections 
for the AAS and General Studies degree programs. 
 
Review the Texas Common Course Numbering System (TCCNS) at 
http://ccn.tccns.org for updates to major courses in the AA Interdisciplinary 
Studies program prior to creating a new major requirement. 
 
Update the credit statuses on the AEDF screen as new credit statuses are added or 
deleted on the ST Val Code table STUDENT.ACAD.CRED.STATUSES. 
 
Update custom paragraphs at DACP when new major codes for the Mental Health 
Services, Nursing, and Emergency Medical Technology departments have been 
added to Colleague. 
 
A grade of C is listed on the APRS screen, in the Minimum Grade field for 
programs that require a minimum grade of C in all coursework. 
 
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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NUA6 
NUL6 
NUP6 
 
Unique Requirements as of October 2005: 
AATM.S.AAS.XX Applied Technology Speech/English Option – catalogs 00, 02, 
05 
CORE.AA/AS.XX Core Requirements – Catalogs 99, 00, 02, 04, 05 
CRIJ.O.AAS.97 Criminal Justice Specialization Options – 97 catalog  
ENGL.L.AA.97 English Foreign Language Requirement – 97 catalog 
FLAN.L.AA.97 Foreign Language Major Req. Second Language – 97 catalog 
GENED.AA.XX General Education Req. for AA degree programs – catalogs 99, 
00, 02, 04, 05 
GENED.AS.XX General Education Req. for AS degree programs – catalogs 99, 
00, 02, 04, 05 
GSTU.S.AGS.97 General Studies Speech/English Option – All catalogs 
LANG.G.AA.97 Language Req. for AA degree programs – 97 catalog  
LAWE.O.AAS.97 Law Enforcement Options – 97 catalog  
TRAN.S.AAS.97 Transportation Speech/English Option – 97 catalog  
 


