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Purpose: This document provides information on how to properly use the “Also Allow” and
“Apply Here” exception types in DegreeWorks.

General Overview


Exceptions should not be performed until a course is in-progress or has already been
completed



Access to the “Exceptions” tab has only been given to key users in each department



Once added, exceptions can only be removed be the Office of the Registrar



All exceptions will be monitored by the Office of the Registrar on a regular basis to
ensure curricular integrity and accuracy



Exceptions will remain for a student with terms of absence, but will disappear if the
student changes his/her program

Performing Exceptions

1) To perform an exception for a student you will need to click on the “Exceptions” tab
located at the top of the audit.

2) You will now be at the main exceptions screen where you will be able to select the
type of exception you would like to perform and the specific requirement you are
applying the exception to.
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3) At the top of this screen will be a drop-down box that will allow you to select the type
of exception you would like to perform.

Overview of Exception Types


Also Allow – Also Allow is used when a course rule needs to allow more choices.
Typically, you will decide to let the student use a non-standard course to satisfy a
requirement. Therefore, Also Allow exceptions are typically made after the student
has already taken the course or the course is currently in-progress. Even though a
course has been added to a requirement by an Also Allow exception, that course IS
NOT locked to that requirement. DegreeWorks will still run its “best fit” process to
determine the best requirement for the course to apply to.
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Apply Here – This exception is used when a course should be applied to a specific
course rule. Typically, you will decide to allow the student to use a non-standard
course to satisfy a requirement. This exception WILL lock a class to a requirement,
meaning that class will always remain in that requirement even if the “best fit”
process finds a better match within another requirement.

4) Once you have selected the type of exception you would like to perform, click the
“Load” button to display the exception input fields.

5) Enter the Subject and Course Number for the course you would like to apply. The next line
contains multiple drop-down boxes that provide a way to fine tune the course being applied,
but these should never be used.

6) All exceptions will have the option of entering a description. This allows the Office of
the Registrar to enter special notes for unique exceptions they may perform. When
performing the Also Allow or Apply Here exception, please leave this field blank and a
default description will show on the audit. The default description should be adequate
for almost all exceptions, but if you feel further explanation is needed, use the Notes
tool to add a note that contains this explanation.

7) Once you have selected the exception type and entered all of the required parameters
for that exception, you will need to select the appropriate requirement where you
would like to apply the exception. This can easily be done by clicking the radio button
that is to the left of every requirement.
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8) After selecting the requirement, click the “Add Exception” button to complete the
process and add the exception to the audit. You should receive a message stating that
the exception has been added successfully.

9) Now that the exception has been added you will need to click the “Run New Audit”
button to generate a new audit that contains the newly added exception.
10) If you now click on the “Worksheets” tab, you will notice that the exception now
displays on the worksheet and will be visible to the student. Displayed under the
requirement where the exception was applied will be the name of the person who
created the exception, the date it was created, the type of exception that was
performed and the default description. You will also notice there is now a new section
at the bottom of the audit labeled “Exceptions” which will house a list of all the
exceptions that were performed for this student.
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