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How to Request an Exception:
Substitutions for Requirements with
Multiple Course Options

1 This tutorial will show how to request a substitution for a requirement that can be
satisfied by one or more courses chosen from a group of options (a one from
many substitution). There is another tutorial that will show how to request a
substitution for a requirement that stipulates a specific course or courses must be
taken (a one-to-one substitution).

2 Navigate to https://wesleyan.stellic.com and go to the audit you wish to make a
substitution on. Scroll to the appropriate requirement. In this case, we are looking
to substitute a transfer course to satisfy the Literary Geography>World Literature
requirement.
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3 Click on the three dots next to the requirement name.

4 In the drop-down, click "Request exception."*

*Note that the screen shot here displays the text "Make Exception," as this screen
capture was done from an administrative account.
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5 Click on the "Select an exception type" drop-down.

6 Choose "Substitution."
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7 Search for the course in the course field. You can search by course title or by
subject + catalog number (with no space).

Note: Substitutions can be made using transfer credit, study abroad credit, exam
credit, and/or Wesleyan coursework.
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8 In this case, we are using a transfer course, Novel: Departure and Return. I typed
the word "novel" into the course search field. Click on the course when it appears
to select it.

9 Next, enter the required justification.
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10 I have entered "approved substitution."

11 When done, click "Submit." The substitution will go through a workflow process
for approval.



Made with Scribe - https://scribehow.com 7

12 Once approved, you will see the substituted course on the audit.

13 Click on the red box that states "1 exception" to see more details about the
exception.
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14 You will see in red text that an exception was made to count the transfer course.

15 If you need further information about this exception, click on the details link and
you will see who approved the exception and when. You will also see the text that
was provided for the justification.


