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Creating a Manual Course List

1 Navigate to https://wesleyan.stellic.com and go to the student's profile. Scroll to
the appropriate audit. In this example, we are using the FGSS major audit.
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2 Some audits will have a requirement that can only be satisfied by a course list
determined by the student/advisor. For example, the Electives with Concentration
Requirement, which requires four courses.

3 Click on the button that says "1 constraint." That will expand the requirement to
further show how that requirement can be satisfied.
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4 You will see that this one states : "Take at least 4 courses from a course set
manually defined by the institution."

5 In order to select the courses, we will need to click on the three dots to the right of
the requirement name.
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6 In the dropdown, select "Request Exception."

7 Open the exception type dropdown.
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8 Select the "Substitution" option.

9 In the Course search field, type in either the title or subject/catalog number (with
no space) you would like to use for the substitution. Click on the correct course in
the results.

Note: the search field will yield results from courses, transfer credit, study abroad
credit, and exam credit that has been officially posted to the student's academic
record.
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10 Continue adding courses until you are done.

11 Enter the justification for the substitution.
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12 Click "Submit" to complete and start the workflow approval process.

13 Once the exception is approved, you will see the approved substitutions on the
audit.


