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How to Request an Exception:
Substitutions on a Course-to-Course Basis
This tutorial will show how to request a substitution for a requirement that requires a
specific course, rather than a set of options. This is a one-to-one swap. Transfer credit,
exam credit, study abroad credit, and other Wesleyan courses can be used for this
substitution.

1 Navigate to https://wesleyan.stellic.com and go to the student's audit. In this
case, we are looking at the Planetary Science Minor.
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2 You will see that the only course that can satisfy the Introductory Astronomy
requirement is ASTR155 Introduction to Astrophysics.

3 To begin the substitution process, click on the three dots to the right of the course
title.
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4 Click "Request Exception."

5 Select the "Substitution" option.
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6 Enter in the title or subject/catalog number (with no space) in the Course Search
field.

Note: the course search will draw from transfer courses, study abroad courses,
exam credit, and other Wesleyan courses that have been officially posted to the
student's record.

7 Click on the appropriate listing in the results.



Made with Scribe - https://scribehow.com 5

8 Enter the justification for the substitution and click "Submit." This will send the
request through the approval workflow.

9 Once approved, you will see the substitution on the audit.


