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BASIC INFORMATION

® University Requirements
X UK Core

" Ans & Creativity

" Humanities
Social Sciences
Natural, Physical, Mathematica...
Composition & Communication |
Composition & Communication |1
Quantitative Foundations
Statistical Inferential Reason...
Community, Culture & Citizensh...
Global Dynamics
«" Foreign Language
® Graduation

These areas will stay with the Registrar's Office. Exceptions on the
UK Core, UK Foreign Language, and the Graduation requirements
area - including the 67 Hour Limit, the Residence requirement,
and the UK Cumulative Hours & GPA - will be handled by the
Degree Audit team.

v
v
v
v
v
v
v
x

¥ College Requirements
® College of Arts & Sciences
® BA in College of Arts & Scienc..
#" Foreign Language

Advisors will now be able to enter exceptions on these areas
through GPS degree audits in the myUK portal.

NOTE: DRC substitutions on the A&S Foreign Language ¥ Major Requirements
requirement and any exceptions on Major GPAs will need to be % Spanish
entered by the Degree Audit team. Advisors can request these + Pre-Major: Spanish

exceptions via the exception requests e-mail at +" Major: Spanish
team-gps@Isv.uky.edu ® Option: Spanish (General)

® Minor Requirements
*® Minor Art History
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BASIC INFORMATION

Each requirement in the College, Pre-Major, Major, and Minor areas will now be equipped with a button that will allow

advisors to enter any necessary exceptions into a student’s audit:

@ Major: Spanish
& Spanish Core EXCEFTIONS
Thiz requirement has been met—show det: /

& Spanish Outside Major Dept EXCEFTIONS

Thi= requirement has been met—show

@ Spanish GCCR EXCEPTIONS

Thi= requirement has been met—show

Any time you enter an exception on a student’'s degree audit and click “Save” or “Done”, you will be taken to the top of the
page to refresh the audit. Exceptions or changes will not apply until the audit has been refreshed.

Exceptions or substitutions have been applied since this audit was last refreshed. Changes
may not apply until this audit has been refreshed — schedu Iml for refresh in 29 minutes

After the audit has refreshed, always check to make sure that your exception worked. If it did not, see common issues under

Exceptions troubleshooting [page 19).
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BASIC INFORMATION

Exceptions will be indicated on the audit by an asterisk {"‘E ) next to a requirement. To view all exceptions that have been

entered for a student, click the Exceptions button on any requirement and select “View all exceptions”.

& A&S 120 Hours * EXCEPTIONS

his requirement has been

A&S 120 Hours

Force Requirement to Completion
@ A&S 90 Hours

his requirement has bee

+/- Number of Required Hours
Apply or Exclude a Course

® A&S 39 Hours at the | Al exceptions

his requirement has been 18w all exceptions  fe—

The pop-up window will display all exceptions that have been entered on this student’'s degree audit. You can click View next
to any of the exceptions to be taken to the exception on the audit.

All Exceptions
Requirement Exceptions granted
ALS 120 Hours Earmid Crodit Hours - Vanable: 108.00
Philosophy GCCR Numbser of Courses: 2.00
Addibion: PS 230
Addition: PSY 314

Art History Minor-Art History Co.. MNumbser of Courses: 1.00

Anthropology Minor-Preminos Number of Courses: 2.00
Cowr... Addibion SPA 400

ALS Matural Sclences (BA) Addition: BIO 103
ALS Lab or Field Work Exclusion: PSY 215
Psychology From Major Dept Addition: PSY 395
Philosophy Pre-Major Addition: PEY 215

Art History Minor-Non Western Co...  Addition: HIS 109
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BASIC INFORMATION

If someone else has requested or authorized the exception you are entering, use the “"Approved By" field in the exceptions
pop-up window to record this person’s AD ID. Simply begin typing the person’s name and then select the correct name from
the list of search results. Your AD ID and the date the exception is entered will automatically be captured by the system.

Course substitutions

Substitution type Substitution Exception Details
Mo subsituticns fownd

Make & e substibulion (Al Galds visible (o studenls * resguired fiekis

Apply Or Exclude Use A Course From * Choose A Course *

Substitute In Place OF Excaplion Details

Approved By ‘:‘/ Approved On
# Uncheck to ignore “doulde dipping™

s PO
| | 02018 - restrictions

i | Pleass arter 3 oF mans cRErBCSSns

.
=

You can enter any desired notes in the Exception Details field. These notes will display on the audit and will be visible to

students.
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HOW TO: WAIVE A COURSE

Step 1: Click the Exceptions button and select “+/- Number of Required Courses” or “+/- Number of Required Hours".

@ Art History Minor-Art History Courses EXCEPTION

Art Higtory Minor-Art Hist...

Force Requirement to Completion

+/- Number of Hequired Courses ‘—
Apply or Exclude a Course

All exceptions

® A&S Natural Sciences (BA)

This reguirement has not

EXCEPTIONS
A& S Natural Sciences (BA)
® 6.00 or more credithou  Force Requirement to Completion
+/- Number of Required Hours 4‘—
Apply or Exclude a Course
All exceptions

Wiew all ex
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HOW TO: WAIVE A COURSE

Step 2: Inthe “Mumber of Required Courses now required” box, enter the number of required courses reduced by the number
of courses you want to waive. For example: to waive 1 course, simply reduce the required course count by 1. In the Exception
Details field, enter information about the course that has been waived. Click Save.

Create An Exception for Number of Required Courses

Affected by this exception:
X Completion of 11 of the specified cour
Number of Required Courses now required:

10

Approved By Approved On

11/6/2018

ol

Exception Details

Waived - MAT 414

If the requirement is looking for a certain number of hours instead of courses, you will perform the same exception by
reducing the number of required hours by the amount that would normally be fulfilled by the waived course. For instance: to
waive a course worth 3 credit hours, simply reduce the required hours on the requirement by 3. In the Exception Details field,

indicate which course was waived. Click Save.
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HOW TO: WAIVE A COURSE

After the audit is refreshed, the desired course has now been waived and the requirement is now looking for only 1 further
course.

® Art History Minor-Art History Courses * EXCEPTIONS

This requirement has not been met

X Completion of 1 of the specified courses is required—you completed 0

Exception Applied

= The number of the specified courses required is now: 1.00 instead of
2.00
Exception requested on 8152018 by KLAPZ222
Approved by klap222 on 8152018
SEPHE b

Last modified an 8152018 by KLAPZ22

Mote: Waived: A-H 101
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HOW TO: ALLOW A COURSE TO APPLY
TO A REQUIREMENT

Step 1: Click the Exceptions button and select "Apply or Exclude a Course®.
GCCR

Psychology GCCR

Forc irement b

—

dropdown menu, select “Allow this course to apply”. Then select from either currently
urrent/Previous Academic Work” under the “Use A Course From”

Step 2: Under the “Apply or Exclude”
registered or previously completed courses by choosing *
dropdown menu. To enter a course that the student has planned or has not yet taken, select “Search For A Course”,

Irse substitutions

Substton tyjpe Sulbatitution Exception Details Approved

Make & new

Apply Or Exclude = Use A Course From = Choose A Course *

Currer/Prévious Ac

Approved By
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HOW TO: ALLOW A COURSE TO APPLY
TO A REQUIREMENT

Step 3: If you've selected “Current/Previous Academic Work”, you can then select a course from the student’s academic work
from the next dropdown menu. Each course has information about when it was taken, the grade received, and the number of

credits it is worth. You can also search for a course from the student’s record by typing the course abbreviation into the search
field.

Course subsitutions

Suibmtinumion by pa Sabmtinion Exception Details

Make a new substibution (A fields visible (0 students:

Apply OF Excluce * Use A Coamses From * Choose A Coarses *
AR PSSR 10 BO0  x Curat/ Prravana. Ao

Saulratine |n Place OF Excoption Details vy 4
| PEy 250, 2014 Fall Sereater, Grade: A, Credty 4000

| BEY 450, 2014 Siwing Semester. Gede B, Credts: 3.000

If you've selected “Search For A Course”, you can begin typing in the course you'd like to add and select it from the search
results.

Course substitutions

Saila LN e Exception Details
Mo substitutions found

Wake & new substitution (Al fiekis visble 10 stucents

Apply Or Exclude * Use A Course From * Choose A Course

Allgw this Gourse ta spply x| * Sewch For A Coume  w | =| |

Sulbes Stute 10 Place Of Excaption Details
Eax 817
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HOW TO: ALLOW A COURSE TO APPLY
TO A REQUIREMENT

Step 4: Add any desired note and then click Add Substitution. You can add any further courses by repeating this process, or

click Done. After a refresh, the course is now applying to the requirement.
= Pasycthology GGCGR ™
rvi s Bwa itk deials

Exception Applied

The following iterms may now apply towanrds this reguirement:

= PEY 4550

Applicables academic work

-

w FEY 404 Ciriags At Basha
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HOW TO: SUBSTITUTE ONE COURSE IN
PLACE OF ANOTHER

Step 1: Click the Exceptions button and select "Apply or Exclude a Course”.
# Anthropology GCCR

NS Requarement as ot D

Anthropology GCCR
X Compleion of 1 ormarel  Force Reguirement to Completion
+/- Mumber of Reguired Courses

Apply or Exclude a Course e

Applicable academic wa  All exceptions

Complete ANT 582
“iew all exceptions

Mo applicable academicy

Step 2: Under the “Apply or Exclude” dropdown menu, select “Allow this course to apply”. Then select either

“Current/Previous Academic Work"” or “Search For A Course” under the “Use A Course From” dropdown menu. Select or enter

the course you would like to allow to substitute.

Course substitutions

Sk L Oy Dy o SubatititEon Excaption Datails

Make a new substibution eicin wemibile to shudents
Apply Or Exclude Use A Course From * Choose A Course *
Aliow 1his Sourss bo soply W | ¥ CurrertiP ranvious. Ac u = PSY 583 2014 Fal Semester, Grade: B, Cr

Substinme In Place OF Exception Details
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HOW TO: SUBSTITUTE ONE COURSE IN
PLACE OF ANOTHER

Step 3: In the “Substitute In Place Of" box, enter the course you are substituting for. Add any desired notes, then click Add
Substitution. If you are finished, click Done.

Course substitutions

Subsintion type Exception Details

Mo substiuticns iound

Make & new substibution (A0 feelds visible to students * mequined Taeids

Apply Or Exclude © Use A Course From © Choose A Courss *

Alow this coune ta maply M | = Cunnert Pravious Ac - PSY 553, 3014 Fall Semester, Grade; B, Cr
Substitute In Place Of Exception Details
AMNT S82

Approved By
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HOW TO: SUBSTITUTE ONE COURSE IN
PLACE OF ANOTHER

After the audit has been refreshed, the selected course is now applying in place of a required course.
= Anthropology GCCR - EXCEPTIONE
& reguirgmant has t—hede details

" Completion of 1 ormone of the specilied ooursss is requined—you compheied 1

Exception Applied

The following iterms may now apply towards this requirement:

= PSY 552 in place of ANT 582

eguesed on 1182018 by KLAPZ22

Complete ANT S82.

Applicable academic work
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HOW TO: SUBSTITUTE 2 COURSES
IN PLACE OF 1 COURSE

As in the previous exception, you will be selecting a course to substitute for another course. In this case, however, you will

need to enter two separate course substitutions followed by an exception to increase the number of hours or courses
required.

Step 1: Click the Exceptions button and select “Appl

v or Exclude a Course”.
Seminar

Biology [BA) 2nd Tier Semi...

Apply or Exclug
All exceptions

“iew all e

Applicable academic woin

Lkl Poncile

15
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HOW TO: SUBSTITUTE 2 COURSES
IN PLACE OF 1 COURSE

Step 2: Select the courses you would like to substitute for the reguired course. You will need to do this twice to substitute 2
courses for 1 course. Add the first substitution as in the previous How To, and click Add Substitution. Repeat the process for

the second course and then click Done.

Course substitutions

Sulbatitution by Subatitution Details Approved

Allow this course to apply ABT 101 Intreduction To 11872018 12:00:00 m
Biotec... et
In place of BIO 425

Make a new substitution (Al fiekds visible to stuedents * reguired fislds

Apply Or Exclude * Use & Course From * Choose A Courss *
Alow thic couse 1o sDplY = | ® Current P resious A ® w |
Substinute In Place Of Exception Details

BIO 425

Approved By
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HOW TO: SUBSTITUTE 2 COURSES
IN PLACE OF 1 COURSE

Step 3: Next you will need to increase the number of required courses or hours in order to account for the extra course you

have applied toward the requirement. To do this, click the Exceptions button and select “+/- Number of Required Courses”.
® Biology (BA) 2nd Tier Seminar * EXCERTIONS

ThisrEaurementnasnaiis  gigiogy (BA) 2nd Tier Semi...

¥ Compleion of1 ormore{  Force Requirement to Completion

+/- Number of Required Courses h

Exceptions .-"-'Np Apply or Exclude a Course v

All exceptions
The following tems | .
“iew all exceptions

« ENG 280 in clateor B0 350

Step 4: In this case, you will need to increase the number of required courses by 1 to account for the extra course. Since this
requirement is looking for 1 course, enter 2 in the “Number of Required Courses now required” box. Click Save.

Create An Exceptlon for Mumber of Required Courses

Affected by this exception:

W Completion of 1.of mare 5T1he spesihed Sourses is regquired—ysu
Humber of Required Courses now required:

Approved By Approved On

11582018

Exception Details
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HOW TO: SUBSTITUTE 2 COURSES
IN PLACE OF 1 COURSE

After a refresh, the two courses are now correctly applying in place of one course.

= Biclogy (Ba) 2Znd Tier Seminar * EXCERTIONE

+—hide deiails

»* Completion of 2 or mone of the specified cowrses is requined

Exception Applied
= The number of the specified courses required is now: 2,00 instead
sn 1182018 by KLAFIZZ

22018 by KLAPZIZ

Exceptions Applied

The following items may now apply towarnds this requirement:

s EMNG 280 in place of BIO 425

fion reguesied on 1182018 by KLAPZXX2

Last modifed on 1182018 by KLAPZZ2

Complete ane of the fTallowing Seminars

= Momome than one from this group:

BICy 425 BID 400

Applicable academic work

DecHion
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HOW TO: SUBSTITUTE 1 COURSE
IN PLACE OF 2 COURSES

As in the previous exceptions, you will be selecting a course to substitute for another course. In this case, however, you will
need to enter a course substitution followed by an exception to reduce the number of hours or courses required.

Step 1: Click the Exceptions button and select “Apply or Exclude a Course”.

+i- Mumb
Apply or Exclude a Course
All exceptions
plicns
Applicable academic wont

Lkl Poncile

19
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HOW TO: SUBSTITUTE 1 COURSE
IN PLACE OF 2 COURSES

Step 2: Select the course you would like to substitute for the required courses. Click Add Substitution and then click Done.

Course substitutions

SubstGon typs Exception Details

hake a new substituticn visibls bo students)

Apply Or Exclude Use A Course From ® Choose A Cowrse *

Alchw this COUNEe 10 BEElY M Current Prevous A - - S 200 2012 Fall Semester, Grade: . Cr

Substitute In Place Of Exception Details wa
EMS 200, AN Fall Semester, Cmde: B, Credits: 1000

B

= -

Step 3: Next you will need to decrease the number of required courses or hours in order to account for the substitution of one
course in place of two courses. To do this, click the Exceptions button and select “+/- Number of Required Courses”.
(® Biology (BA) 15t Tier Core » EXCEPTIONI

THSTEQUIETENIAZISE2  piology (BA) 1t Tier Core
¥ Completion of2ormore. Force Requirement to Completion

+/- Mumber of Required Courses h

Exception ‘&'pp Apply or Exclude a Course v

The following items

All exceptions
“iew all exceptions
« FMS 200
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HOW TO: SUBSTITUTE 1 COURSE
IN PLACE OF 2 COURSES

Step 4: In this case, you will need to decrease the number of required courses by 1 to account for substitution. Since this
requirement is looking for 2 courses, enter 1 in the “Number of Required Courses now required” box. Add a note to indicate
that one course has been substituted in place of two reguired courses. Click Save.

Create An Exception for Number of Required Courses

Affected by this exception:

¥ Completion of 2 or mone of the specified cowrses is re
Number of Reguired Courses mow reguired:

1

Approved By Approved On

11872018

Exception Details

Sub EMS 200 for BIO 303 & BIO 304
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HOW TO: SUBSTITUTE 1 COURSE
IN PLACE OF 2 COURSES

After the audit is refreshed, one course is now correctly applying in place of two courses.

(=) Biclogy (BA) 1st Tier Core » EXCEFTIONS

s requirement has been met—hide details

»" Completion of 1 ormore of the specified courses is required—you completed 1.

Exception Applied

= The number of the specified courses required is now: 1.00 instead
of 2.00

Expephion

on 11682018

Last medified on 1182018

Exception Details: Sub EN3Z 200 for BIO 302 & BIO 204

Exception Applied

The following items may now apply towards this requirement:

ENS 200

1182018 by KLAP222

Complete the following two courses.

» BIO303 - Introduction To
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HOW TO: EXCLUDE/REJECT A COURSE

Step 1: Click the Exceptions button and select “Apply or Exclude a Course”.
= AES Lab or Field Work EXCEPTIONS

AES Lab or Field Work

«" Completion of 1 ormon  Force Requirement to Completion
+/- Number of Required Courses
Apply or Exclude a Coursa
All exceptions
View all exceptions

rreshnbnee | s

Step 2: Under the “Apply or Exclude” dropdown menu, select “Exclude this course” and then select which course you would
like to reject/exclude from either the students previous academic work or a course the student has not yet taken. Choosing a
course from previous work will exclude only that specific occurrence of the course while entering a course via course

abbreviation will exclude all instances of that course. Enter any desired note and then click Add Substitution. Enter any
further exclusions before clicking Done.

Course substitutions

S 1 GO Ty e SUbATITON Exception Details

MakS B New SUDSHDEION (20 Nekds waille 10 8l

Apply Or Exclude * Use A Cowsrse From * Choose A Course

Endlita this SOWSS v CURTENL P PR DL D hd PEY 100, 2012 Fall Semastar, Grade &, Cr

Subatinite In Place O Exceplion Datails
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HOW TO: EXCLUDE/REJECT A COURSE

After the audit is refreshed, the excluded course will no longer be allowed to apply toward this requirement.
= A&S Lab or Field Work ® EXCEFTIONS
T t L P details

you completed 1

Exception Applied

The following items no lenger apply towands this requirement;

= PS¥Y 100

Sk equesied on 11820

82018 by KLAFZZZ

Last modified on 1182018 by KLAPXX2

Show 10 more item s

Applicable academic work

R 2 Decticn
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HOW TO: APPLY A DUPLICATED CREDIT
COURSE TO A REQUIREMENT

In order to allow duplicated credit courses to apply towards a requirement, you will also have to add the occurrence of the
course which holds credit. This is because only the credit-bearing occurrence can actually count toward a requirement —the
duplicated occurrence counts for nothing and only serves as a visual indicator that a student has met a program’s GPA

reguirement.

Step 1: Click the Exceptions button and select "Apply or Exclude a Course”.
) AEC Pre-Major Reguirements-Opticn B

AEC Pre-Major Requirements. ..
¥ 18.00 ormore credithod  Force Reguirement to Completion
¥ An addional combinatig -+~ Number of Required Hours
Apply or Exclude a Course *—_
All exceptions )

w all ex

Lkl Poncile

A
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HOW TO: APPLY A DUPLICATED CREDIT
COURSE TO A REQUIREMENT

Step 2: Under the “Apply or Exclude” dropdown menu, select “Allow this course to apply”. Then select the duplicated
occurrence of the course from the student’s “Current/Previous Academic Work”. Click “Add Substitution”. Then repeat this
process for the credit-bearing occurrence of the course. Add any desired notes and click “Done”.

Course substitutions

Suibetituti on Details Approved

1182018 12:00:00 I:m

AR

Subamnmion Ty pe
KA 123 Elem Cale & s
Applic

Ao this courss 1o Bpply

Mokes a new substitution (A0 fields visible to studenis)

Apply Or Exclude * Use A Course From * Choose & Course *
Al 1his SOUrS® 10 Bpply Curent/Previous Ao... x | ¥ |
ma 12

Substitute In Place OF Excepton Datalls
MA 173, 2018 Sprng Semester. Grade: D, Credis: 4,000

KA 133 X017 Spong Semester. Srade: ©. Credas: 3000
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HOW TO: APPLY A DUPLICATED CREDIT
COURSE TO A REQUIREMENT

Step 3: After a refresh, both occurrences of the course are now applying to this requirement. The credit-bearing occurrence is
calculating in the major GPA and counting toward the courses/hours for the requirement, and the duplicated occurrenceis a
visual reminder that the student has achieved the desired grade in the course.

& AEC Pre-Major Reguirements-Option B *®

» 190 o more credn haurt Gre reguEsd—peU ooorgied

b

Exceptions Applied

The following items may now apphy towands this requirsment:
= MA 123
SuErST I M S o
Sadd o 018

Lt mee=diferd O SEDTE vy

Excaption Details: Allsw duplcaned oredt

= MA 123

it
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HOW TO: ALLOW A COURSE WITH AN
UNACCEPTABLE GRADE TO APPLY

On requirements that require the student to achieve a certain grade in a course, you may notice that courses with grades
below this acceptable level will appear to apply. However, the courses are only applying for GPA purposes and are not
counting toward the requirement itself. For example, in the requirement below, ACC 202 with a grade of D is applying to the

requirement but is not factoring into the course count.

28
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HOW TO: ALLOW A COURSE WITH AN
UNACCEPTABLE GRADE TO APPLY

Step 1: To force this course to count toward the requirement, click the Exceptions button and select “Apply or Exclude a

Course”,
(® MAT Professional Support Reguired EXCEFTIONS

Thisr2quiemeninasnails  yir professional Support R...
X Completion of Jofthe sp Fome Requirement to Completion
- ) +i- Number of Required Courses
Complete the following

Apply or Exclude a Course h

: e All exceptions

View all exceptions
MET 300 - Marks

Step 2: Under the Apply or Exclude dropdown menu, select “Allow this course to apply” and then select the course from the

student’s “Current/Previous Academic Work”. Add any desired notes, then click “Add Substitution” and then “Done”.

Course substitutions

Substinstion type Exception Details
No substitutions found
Make a new substitution (40 fizlds visible to students|
Apply OF Exghsds ° Wae A Cotaras From * Choose A Course °
Al this cours o apply = | * Curers Previous Ac Ml ACT 202, 2016 Fal Semester, Grade: D, Cr W
Substitate In Place Cf Excaption Details
Ao A0 20T wi O Qe

Approved By Approved On

1148
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HOW TO: ALLOW A COURSE WITH AN
UNACCEPTABLE GRADE TO APPLY

Step 3: After a refresh, the course is now counting toward the requirement.
= MAT Professicnal Support Required * EXCEPTIONE

R p— a5 been metl—hide details

& Completon of 3 or more of the specified course

Exception Applied

The following iterms may now apply towards this requirement:

= ACC 202

Sulbst

Compilete the following list of courses with a grade of “C" or better;

55 Managemeant
2ting Manage

siributicn Mg
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HOW TO: ALLOW A COURSE TO SATISFY
MULTIPLE REQUIREMENTS

Many programs have behind the scenes “double dipping” restrictions that prevent courses from applying to multiple
requirements. You may sometimes want to allow a course to satisfy multiple requirements, in which case you will need to
follow the steps below. In this example, we would like a course that is already satisfying the A&S Social Sciences requirement

to also count toward the Neuroscience Minor Electives.

Step 1: Click the Exceptions button and select “Apply or Exclude a Course”.

&= MNe ] EXCEPTIONE
Neuroscience Minor - Elec
Force Requirement to Completion
+- Nurmber of Required Hours

wours from the - r
e 1o this requir Apply or Exclude a Course ‘H

) ) All exceptions
Courzes (Mon-Research) ) _
View all exceplions

ARIE 84FF  Elocmebicleo

Lkl Poncile

31
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HOW TO: ALLOW A COURSE TO SATISFY
MULTIPLE REQUIREMENTS

audit to ignore the encoded double dipping restriction. This box is checked by default to ensure that substitutions do not allow

courses to double dip when that is not the intention.

Course substitutions

Substitution type Substitution Exception Details
Mo subsitutions found

Maka a nevw subsbitution (AN felds visible (o shedents) " required Thaids

Use¢ A Course From * Choose A Course *

Apply Or Exclude *
PEY 440 - Fall 2013 - A - 4.00

Allerw this course o apply = |= CurrerdPrevous Ac

Substitute In Place O Exceplion Details

Approved On

K " dipping”

1202015 Uncheck to ianore "doubic Gpping
rasinictions

== -
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HOW TO: ALLOW A COURSE TO SATISFY
MULTIPLE REQUIREMENTS

Step 3: After the audit is refreshed, the desired course is now applying to both requirements.

(£ 445 Social Sciences (B3) exceFnoas & Newresgience Minar - Electives *

o 300 oF enore crect b

Complete 3 hours from the following Exceplion Applied
Thie ollowdng ilens may now apply iowards ths: requinsmeni

« PEY 440

SuBSIRIIaN SMHMEHRS O

Compisie 12 hours from the follosang. Mose thad up bo 6 hours: of reseanch courses
mary contrkmde §o this requinement

More INemE Courses (Hon-Research)

g ong from thes grop AMNA 4108 - Mo
ENG 318 LIN 815 e Funce
than one from this group
ENG 518, LIM 518
tuan one from this group

4 331
From this group
@ than one from this group
JPN 234
than one from this group
JPH 551
Excluding courses from this group

« VWS 301 PEY 455

Applicable academic work

o PEY 440
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HOW TO: WAIVE THE HOURS REMAINING
IN A REQUIREMENT

Step 1: Click the Exceptions button and select “+/- Number of Required Hours”.

EXCEPTIONG

@ Anthropology Electives

eqpuarement has not g

¥ 21.00 or more credit hod

Complete 21 hours of |
level at least 15 hours
according to specific inl

20VISOTs

Anthropology Electives

Force Reguirement to Completion

+- Mumber of Required Hours h
Apply or Exclude a Course

All exceptions

“iew all exceptions

Step 2: Under “Number of Required Hours now required”, enter the desired number of hours neaded to complete the
requirement. In this case, you will enter 15 hours as indicated by the number of hours this student has already completed.

Enter any desired notes, then click Save.

Affected by this exception:

15

Approved By

Exception Details

Satisfied w/ 15 hrs

Create An Exception for Number of Required Hours

21040 or more oredit howrs ane nesguined

Humber of Required Hours now required:

Approved On

you compleded 15.040 credit howrs.

11672018




’Ei;{z University of
Kentucky

HOW TO: WAIVE THE HOURS REMAINING
IN A REQUIREMENT

After refresh, this requirement is now showing complete with the number of credit hours you have entered.
= Anthropology Electives ® EXCEFTION1

S regLiIneme a5 been met—hikde deails

»" 153,00 ormore credit hours ane reguingd—you completed 15,00 credit howrs

Exception Applied
» The number of credit hours required is now: 15.00 instead of 21.00

Exception reguesied on 1182018 by KLAPZX
Last modified on 1182018 by KLAFZX2

Exception Details: Satished v 15 hrs

Compilete 21 hours of Anthropology elective. No more than 3 hours at the 100
level; at least 15 hours at the 300+ level. The student chooses electives
according to specific interests within anthropology and in consultation with
advisors.

Applicable academic work

m ) I

np Latin Am Culiu
W ANT 333 DD crary Human War

o ANT 353 1 Special Topics In Fhys

m I
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HOW TO: WAIVE A REQUIREMENT
COMPLETELY

Step 1: Click the Exceptions button, and then select “Force Requirement to Completion”.

@ Span General: Additional Crs EXCEPTIONS

This reguirement has not by

® 412.00 or more credit ha

Complete an additional
Linguistics

= SPA 312 - Civilizatiy
= SPa 314 - Civilizatif

Span General: Additional C...

Force Requirement to Completion -‘—
+/- Number of Required Hours

Apply or Exclude a Course

All exceptions

YWiew all exceptions

= S5PA 315 - Introduction TorHIEpame L
s S5PA 30 -1it ] ife & Thaht Sn&in

Step 2: From the drop-down menu, select “Complete” to mark the requirement as satisfied/no longer needed.

=
Owvernde audit result

Mark this requirement as
Sealect a value

Select a value
0 e
Incomplete

Mote

This exception will override all other exceptions and substitutions for this requirement!




’Ei;{z University of
Kentucky

HOW TO: WAIVE A REQUIREMENT
COMPLETELY

Step 3: Enter any desired notes about the exception and then click Save. After the audit is refreshed, this requirement will now
show as complete:

= Span General: Additional Crs EXCEPTIONS
This requirement has | =i—hide details
X 1200 or more credit ho

Exception Applied

= This requirement has been completed by exception
Orverride requested on 871572018 by KLAP2Z22

Approved by Kap222 on 8/15/2015

Last modified on 8/152018 by KLAP222

MOTE: This type of exception should only be used for requirements where no coursework is applying (ex. waiving a required

minor) or where all applicable coursework has already been completed. Once a requirement is forced to completion, it will not
turn back to incomplete if the student happens to drop or fail a currently registered course.
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HOW TO: DELETE A PREVIOUSLY
ENTERED EXCEPTION

Step 1: Click the Exceptions button and select the type of exception you wish to delete. The green checkmark to the right
indicates that an exception of that type has been entered.

S MNatural Sciences (BA) * EXCEPTIONS

- A&S Natural Sciences (BA)
" 3.00 or more credit hou  Force Requirement to Completion
+i- Number of Required Hours

. | r Exclude a Course
Exception Appli

= The number (

Step 2: For this type of exception, simply click Remove This Exception.

Exception for Number of Required Hours

Affected by this exception:

«" 300 of more credi |

Number of Required Hours now required:

Approved By Approved On

38
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HOW TO: DELETE A PREVIOUSLY
ENTERED EXCEPTION

For exceptions under the “Apply or Exclude a Course" area, select the exception you wish to delete and click Remove.

Course substitutions

Substiution type Substitution Approved
Allew this eourse 1o apgly CLA 210 The A OF Greece & 110872018 12:00:00 m
Ro.. AN

visible to shudents " required hekds

Make & new substituton (A1 fieids

Apply Or Exclude * Use A Course From* Chocse A Course ™

Substtute In Place Of Exception Details

After refresh, you will see that these exceptions have been deleted.
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TROUBLESHOOTING

Why didn’t the course | entered apply to the requirement?

Check to see if the course is applying to another area. Many programs have behind the scenes “double dipping” restrictions
that prevent courses from applying to multiple requirements. You may need to exclude the course from another area to allow
it to apply where you'd like. Or, if you'd like the course to apply to both areas, you'll need to ensure that you've unchecked the
double dip restriction box when adding the course to the requirement(s).

The requirement area went complete/turned green before all courses were completed?

Have you entered an exception to allow 2 courses in place of 17 If so, make sure you have altered the number of courses or
hours required by this area to reflect the new number the area will need to correctly go complete or else the requirement may
show as complete before it should.

The requirement should be complete but it is still red?

Have you incorrectly entered an exception to waive a course? If you used the “exclude a course” function instead of reducing

the total numbers of courses or hours required, the requirement will not go complete correctly.

Have you entered an exception to substitute 1 course in place of 2 courses? If so, make sure you have altered the number of
courses or hours required by this area to reflect the new number the area will need to correctly go complete or else the
requirement may never show as complete.

| waived a course in one reguirement, but the exception did not apply to the same course in another requirement?

In order to waive a course from multiple areas of the audit, you will need to repeat your exception in all desired areas. The
requirement areas are not linked in any way, so multiple exceptions may be needed. For example: Waiving the same course
from a Major Core area and the GCCR area OR Substituting a course for the same course in the Major Core and the GCCR

areas.




	Basic information
	Waive a Course
	Allow a Course to Apply to a Requirement
	Substitute One Course in Place of Another
	Substitute 2 Courses in Place of 1 Course
	Substitute 1 Course in Place of 2 Courses
	Exclude/Reject a Course
	Apply a Duplicated Credit Course to a Requirement
	Allow a Course with an Unacceptable Grade to Apply
	Allow a Course to Satisfy Multiple Requirements
	Waive the Hours Remaining in a Requirement
	Waive a Requirement Completely
	Delete a Previously Entered Exception
	Troubleshooting



