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Introduction

Course exceptions are used when an audit needs to be adjusted. This guide will walk through each exception
and how to do them.

Important notes

Use the comment/memo field to include the exception being performed.

Always run a new audit to see exceptions you’veapplied.

When typingin an audit note, do notuse ‘&’.

Exceptions should not be applied to What-If’s unless it is the Science General audit.

Exceptions are applied only to the degree program wherethe exceptions are added.

If a course is not going where it should, contact the UM Achieve team for assistance. Do not use an
exception to moveiit.

Do not use exceptions to move around courses. The audit is dynamic and will adjust on it’s own until all
sections are completed in green.

Accessing Exceptions

All exceptions are accessed by clicking on the ‘Exception Mode” button within an audit. /

Audit Results Course History Applied Exceptions
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Overview of Each Exception
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Name Use(s): lcon(s) | Code
Course Substitution | One course replacesanother specific course with equal credit hours / CS
A ‘Select From’ list is required.
Force Requirement Completesa ‘check’ requirement that would be finished (course in excess) EE
Complete Completesa requirement that does not require credit hours (eg. Military
Residency, CPR,)
Sub-requirement Adjust required hours for spanned courses over contributing to a requirement RM
modification
Exception
Insert Course Adds a course as an extra optionto a Select From list of non-required courses IEI RM
Insert Course + Used to substitute courses that do not match credit hours +| | RM+
Remove Course + (=] RD+
Sub-requirement (& RM
modification
Force Course (only | Adding duplicate transfer courses (eg two 201890 PSYC 1200 courses) Co

designated users can
use with RO help)

Adding arejected course, or a course on a ‘Not From’ list to a requirement
Adding a course to a completed sub-requirement

Do not use the following:
Orange Force Course (unless by
designated user)
Orange Force Sub-Requirement
Complete
Black Edit Requirement
Red Add course to Not From
Red Remove course to Not From

100

Exceptions processed in the Registrar’s Office

Submit an exception formto um.achieve@umanitoba.ca for the following exceptions:

1. Allowing two mutually exclusive courses to maintain credit for program entrance
Example: Studentreceived permission to take the mutually exclusive course BIOL 1000 and maintain credit

for BIOL 1020.

Note: ARecords Advisor will make a correction in Banner. Credit will always be stripped from one of the
courses in UM Achieve.

2. Duplicate Transfer Courses in the Same Term

Example: Student hastwo transfer credits for PSYC 1200(3) in Fall 2015 and would like to use onein a

requirement.
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3. Adjusting Required Hours to graduate with less credit

Example: A3 credit course that is equivalent to a 4 credit hour course leaving the student 1 credit short
from graduation.

4. Making Exceptions to ‘Grouped Lists’
Grouped lists are courses that students may select from but are categorized into different groups.

Grouped Lists are denoted:

3) Within requirements listed above, students must

complete couwrses from at least 2 religious traditions:
Buddhism, Christiznity, Hinduism, |slam and Judaism

Advisar no
NEEDS: 6.0 HOURS 2 COURSES

Example: AMajor in Religion requires a student to complete courses from at least two religious traditions.
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Course Substitution (CS): Replace one course with another (equal credit hours) Page5

If the credit hours are not equal, please see page 7
Example Scenario: Advisor needs GEOL 1340 to be recognized as GEOL 2250 in the audit.

Open All Sections Close All Sections

Stepl: |y Exception Mode, click on the icon

AT LEAST ONE REQUIREMENT HAS NOT BEEN SATISFIED

> 5
For What If Audits: Transfer credit regulations are
Step 2: | Click on ‘Course Substitution’ Description * Exception Code
Force Course Cc9
Course Substitution Cs
Step 3: | Fillin allfields, then click Add Course Substitution

Courses must betyped properly orit will not process.
‘C’“ZA‘“‘*"E Bregsam 03C-023 The inputis case sensitive and may require spaces.
ode

1.Typeinthe coursetaken by the student. Follow the rules below:

2. Enter the termfor the coursethatwas Course Taken by Student /
(eg 017*210, PSYC1200,
;agggobg the student (ex 2018100r ENG'2030 FA™1020.*  GEOL1340 1 Legacy Courses must look like: ###([space]#it
) required) Example: 052091

3. Enter the coursebeingreplaced. You
can usegeneric subjects like MATH** **

Year/Term

4. Short message to display in the audit (eg 201590, 200500) 201810 2 Current Courses must look like:  AAAA1234
) ) Example: PSYC1200
5.Thisis required and willnot display in v —
the audit ?e;o;;'tizdo,cpsvcrzao, AAA([space]1234
FIN*2200, FA**3440, * GEOL2250 3 Example: SOC1200
indicates spaces
] AA[2spaces]1234
UM Achieve program code, Authorized by, reduired) example: N [IOFZJO ]
and Date will auto-fill. Message Displayed on :

Audit

(eo Legacy Course” o GEOL 1430 subs GEOL 2250 4
Approved Substitution') Follow the comment standards found at the end of this

Memo document
(eg Pe’n’_ﬂ'ﬁf‘d to use Approved by Department 5
017120 in lieu of Head
PSYC1200) 4
Authorized By .
(eg A. Moore) umnetid
Date
(mm/dd/yyyy) 04/23/2021
Step 4: When you run anew audit, it Wi|| display W 18 ENG 2040 3.0 IP Enqi_neerinq Commumca_tion: Strategies, Practice and Design
W18 GEOL 1340 3.0 IP The Dynamic Earth

the course as matched as GEOL1340 subs GEOL2250

>>MATCHED AS: GEOL2250
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Force Requirement Complete (EE)
Use this requirement only for the following:
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e Tocompletea ‘check’ requirement that would normally be complete but course(s) are in excess Check Requirements are denoted with an italicized title
Example: A Faculty of Science student has completed the Major, Minor, and Options courses, but 3 creditsfor the Mathematics checkare in Excess

Courses.

e Tocompletea requirement that does not require credit hours or is non-academic (eg: Kinesiology’s CPR exit requirement)

WARNING If this exception is used on a requirement that needs credit hours, the student will be lead to believe they are eligible to graduate with less credit hours

than required.

Example: Kinesiology has approved a student’s Standard First Aid Certification(CPR) Exit Requirement and would like to check off the requirement in the audit.

Step 1: | In Exception Mode, find the requirement
to forcecomplete and click

Using will not work properly

Faculty of Kinesiology and Recreation Management Exit ¥
Requirement
1) Current Basic Rescuer and Emergency or Standard First >< D

Aid Certification required

Step 2: | Fillinthe Audit Noteand Memo. Click
“Save & Run Audit”.

Step 3: | The new audit will show a green check for
completion

Requirement Force Complete Exception
Requirement

Faculty of Kinesiology and Recreation Managemant Exit
Requirement
1. Veerify & Save

This Exception will force the current Requirement to Cormpletion.

Restrict to this Degree Program.

Audit Note
Req/Sub-req complete

|Masimum characters: 27)

Memo
CPR/ First Aid received on May 2018

(Maximum characters: 255)

Authorized by Date

(Mesximum characiers 30)
Save & Add Exception Cancel

> Faculty of Kinesiology and Recreation Management Exit
Requirement
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Force Requirement Complete (EE) for Check Requirements Page?7
Use this requirement only for the following:
e Tocompletea ‘check’ requirement that would normally be complete but course(s) are in excess Check Requirements are denoted with an italicized title
Example: A Faculty of Arts student has completed the Major, Minor, and Options courses, but 3 credits for the Mathematicscheckare in Excess Courses.
e Tocompletea requirement that does not require credit hours or is non-academic (eg: 5 subject fields in Arts or Environment)

WARNING If this exception is used on a requirement that needs credit hours, the student will be lead to believe they are eligible to graduate with less credit hours
than required.

Example: Student hascompleted MATH 1010 and is located in Excess Courses.

Step 1: | In Exception Mode, find the requirement

~ Mathematics Requirement ¥
to force Comp|eteal’1d C”Ck 1) Complete a minimum of 3 cr from any course with the |:|
Mathematics (M) Attribute
MEEDS: 3.0 HOURS
SELECT FROM: [ =]

FA 1020 GEOG 3810 MATH 1% MATH 2= MATH 3% MATH 4= MUSC 3230
PHYS 1020 PHYS 1030 PSYC 2260 SOC 2200 STAT 17== STAT 2% STAT 3=

STAT 4™
Step 2: | Fillinthe Audit Noteand Memo. Click ST R Cerms B
“Save & Run Audit”. T S,
Complete 2 minimum of 3 cr from any course with the
Mathematics (M) Attribute
Verify & Save
This Exception will force the current Subreguirement to Completion.
Restrict to this Degree Program.
Audit Note
MATH 1010

(Masimum enaracters: 27)
Memo

MATH 1010 is in excess.

(asimnum cnaracters: 255]

Authorized by Date
Cancel
Step 3: | The new auditwill show a green check for Mathematics Requirement
completion EARNED: 3.0 HOURS

1) Complete a minimum of 3 cr from any course with the
Mathematics (M) Attribute

3.0 HOURS ADDED

MATH 1010 0.0
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Edit Sub-Requirement (RM): Applying credit hours from a spanned course to another requirement

Use when the 3 credit hours of a spanned course needs to be added toanother requirement.

Example: An Engineering advisor would like 3 credit hours of ENGL 1200 to contribute tothe Complimentary Studies Elective 2

Page8

Step 1: | In Exception Mode, find the sub-
requirementor requirement you will

reduce hoursfromandclick
The studentwould require 3 credits lessin
this sub-requirement.

2) Complementary Studies Elective 2

NEEDS: 3.0 HOURS

-> NOT FROM:
ARTS 1110 ARTS 1111 ENGL 0930 ENGL 0940
SELECT FROM:

ABIZ **** ANTH **** ARA **** ARTS **** ASIA **** CDN **** CATH ****

CLAS **** ECON ****|ENGL **** [FILM **** FRAN **** FREN **** GRMN ****

Step 2: | Inthe Required Hours section, lessen the

credithoursbyusing' ~ then click next

Do notusethe other two sections

Subrequirement Modification Exception
Subrequirement

Complementary Studies Elective 2

1. Subrequirement Madification 2. Verify & Save
uired Course Count Required Credit Hours
Original 5 Original a
Value: Value: '
Adju: 2 - + Adjust by: - -3 +
ired GPA
Original
Value: g
AdjustBy: - 0.0 ¥

Cancel

Step 3: | Fillinthe Audit Noteand Memo.

Click “Save & Run Audit” to see the
exception take place.

Restrict to this Degree Program. [/ Restrict to this Requirement.

Audit Note
3 or ENGL1200 apply

(Maximum characters: 27)

Memo

3 gr ENGL1200 was used in W Req and the rest are used in this
subreq

(Maximum characters: 255)

Authorized by Date

(Maximum characters: 30)

Back Save & Add Exception Cancel

Step4: | The newaudit will nolonger require 3
credithours wherethesecond halfof the
spanned courseis applicable. Instead, the
audit note will display.

2) Complementary Studies Elective 2

[ NOTE: RM - 3 cr ENGL1200 appy |
->NOTFROM:  ARTS 1110 ARTS 1111 ENGL 0930 ENGL 0840
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Insert Course (RM): Adding a course to ‘Select From’ list Page9
Adds a course to choose from in a list in addition tothe coursesalreadylisted. You can also add a course a student has not yet registered for.

Note: A“Select From” list must be showing. If a requirement is complete but a student plans to drop a course, you must add the exception after the student drops
the course.

Step 1: | In Exception Mode, expand the requirement > B Degree Core & Major: Biosystems Engineering 4
you wantto adjust, ») | x| Biosystems Engineering Electives 5
Step 2: . |T| . E1 3) Complementary Studies Elective 2 and 3 [_]
Click thel—' beside the Select From . 50 HOURS
- NOT FROM:

i
0

ARTS 1110 ARTS 1111

SELECT FROM: | + ] —_ |
ABIZ "™ ANTH *™* ARA *** ARTS **** ASIA **** CDN **** CATH ****
CLAS ™" ECON """ ENGL *™** FILM ""** FRAN "~ FREN ** GRMN "**
Step 3: | Scrollto find the completed course (B) or type Add Gourse Exception
the subject code and course number (A) then i —
Complementary Studies Elective 2 and 3
C||thheu |Audit Note
: 1. Add Course 2. Verify & Save Add ENVR1000
(Maximum characters: 27)
. Find the course you want fo use: Course Adding :
If you makean error, click the toremove Dept Couse  p :::ETUH Cieme
the course. u 3 G.Hj,tEHWS, E Additional course added, approved by Advisor
Environmental Science
1 - Gonce pl-.‘- ‘
. Next L . OR Select a student course: . Maximum characters: 255)
Click and fillin the Audit Note and B A R
M emo. T -.-;-\r‘n.'- : u Authorized by Date
Engineering Design
BIOE2110 B (Maximum characters: 30)
(3 Credit Hours) A+ n
. Save & Add Exception Transport
runanew audit 201610
SOIL4060 v
(3 Credit Hours) A [ L—
m Cancel

Step4: | Inthe new audit

1  3) Complementary Studies Elective 2 and 3

A. If thecoursewasin historyorlP, it NOTE: RM - Add ENVR1000
will automatically comeinto the 1 Mo A SETAKEN
req u I rement A. W18 ENVR 1000 30 IP Environmental Science 1 - Concepts
NEEDS: 3.0 HOURS
B. Wheninsertingacoursea student >NOTFROM:  ARTS 1110 ARTS 1111
has notyet registered for, the new SELECTFROM:  ABIZ*" ANTH ™" ARA *'™* ARTS """ ASIA*™™* CDN """ CATH "™

course number will belisted in T
GPE **** GRK **** HEB **** HIST **** ICEL ™*** [TLN **** JUD ****

“Select From” list. LABR **** LATN **** LING **** NATV **** PHIL **** POL **** POLS ****
PSYC **** RLGN **** RUSN *** SLAV **** SOC **** SPAN "*** THTR ***
UKRN **** UCHS **** WOMN **** YDSH **** ACT **** ACC **** HRIR ****
GMGT ™ LEAD " MKT *** MIS ** INTB ™ MSGI = ENTR ****

IDM ™ SCM ™ OPM ""|ENVR 2000 | B,
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Substituting courses whose credit hours are not equal

Page 10

WARNING: Ifa different exception is used it will result in a student graduating without fulfilling all degree requirements.
Example: A student needstwo courses, STAT 1000(3) & 2000(3) toreplace a required STAT 2220(3) course.

Step1l: | DoanlInsertCou rsem exception forthe F:drrecoumr:uwammuse' Coe i
ep ourse
courses (see page 3) £ LR o
OR Select a student course. PS‘TI‘ATEH_DO
(3 Credit Hours) A+ - Add Date
oo 8 pae o
201110
GMGT2080
(3 Credit n
(3 Credit Hours) C n
m Cancel
Step 2: | Ifinthenew audit, theold courseisstill in Remove Course Exception
the Select From list, do a Remove Course SCECTETT
A . . Biosystems Engineering Degree Core
(=] exception. If not, skip this step.
1. Remove Course 2 Verify & Save
Toremoveacoursefroma list: Select course(s) you want fo Course Removing -
) remove:
. . - BIOE3590 X
a) InException Mode, Click ™ HOE3500 g A
beside Select From. sioeszéo [
b) Scrollto find thecourseand click CIESE |
n ' m GICZEL x |
then click ]
c) Filloutthenote and memo and watrzizo [ 5
save cvisoso [
: . . Subrequirement Madification Exception
Step 3 Editthe sub-requirement to add the 9 P E1 1) Blosystems Enginesring Degree Core

credithoursthe student still requires (See
page2). Typically, thisis 3 credit hours.

In this example, after adding the STAT
1000 & 2000, the audit indicates the
student needs to take 34 credits. The
actual amount of credits needed based on
the exception for this studens needs to be
changed to 37 credits.

Subrequirement

Biosystems Engineering Degree Core

1. Subrequirement Modification

2. Verify & Save

Réguired Course Count Required Credit Hours
Original 5 Qriginal 81
Value: Value:
Adj R - 0 Adjust by: - 3 +
ired GPA
Original 5
Value:
Adjusf.by? - 0. +
N [54 Cancel

NOTE: RM - STAT1000+2000=STAT2220
NOTE: RD - Del STAT2220
NOTE: RM - STAT1000+2000=STAT2220
47.0 HOURS ADDED 14 COURSES TAKEN

F 14 STAT 1000 30 B+ Basic Statistical Analysis 1

W15 CHEM 1310 30 C University 1 Chemistry: An Introduction o Physical Chemistry
W16 STAT 2000 30 A Basic Statistical Analysis 2

F 18 BIOE 2110 30 B Transport Phenomena

F 18 BIOE 2900 40 A Biosystems Engineering Design 1

F16 MATH 2132 30 A Engineering Mathematical Analysis 2

F 18 MBIO 1220 30 A Essentials of Microbiclogy

W 17 BIOE 2480 30 B+ Impact of Engineering on the Environment
W17 CIVL 2800 40 A Solid Mechanics 1
W17 ENG 2022 30 A Engineering CAD Technology for Biosystems
W17 MATH 2130 30 B+ Engineering Mathematical Analysis
W18 BIOE 3270 40 IP Instrumentation and Measurement for Biosystems
W 18 BIOE 3320 40 IP Engineering Properties of Biological Materials
W18 MECH 3482 40 P Kinematics and Dynamics
SELECT FROM: CIVL 2790 OR MECH 2262 BIOE 2580 BIOE 3400 BIOE 3580 BIOE 3900 BIOE 4240

BIOE 4900 BIOE 4950 MATH 2120 CIVL 4050
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Force Course (with duplicate topics courses) Page 1l
Example: Astudent hastwo ENGL 4630 courses. ENGL 4630 Indigenous Literature and Energy Humanities should be used in the Canadian Literature sub-
requirement ratherthan ENGL at the 4000 level sub-requirement.

Step 1:

Force Course Exception

Step 1: Do aForce Course exception

Subrequirement

Complete 6 o Canadian Litersture

Step 2: Choosethecorrecttopics title by clicking

1_Force Course 2. Verify & Save
onthe button besidethe course Fomartichesne 4 | Couse Forng:
m [ 7) Complete § o Canadian Literaturs [:] EN""EM
. 3.0 HOURS ADDED
and clickon the button. :
W22 ENGL 20X 30 Lpip TRANSFER 2000 LVL 0210
L ENGL2160
Athabasca University

[0 Credit Heurs)

>¥MATCHED AS: ~MJH-0045 P

NEEDS: 30 HOURS

— m Cancel
SELECT FROM: [+]=]

ENGL 2270 ENGL 3270
Step 3: [ Typeinthe EXACT topics title in the AUDIT Force Course Exception
NOTE field until the character limitruns
out (Ex: Indigenous Literatureand Energy
Humanities was shortened to Indigenous
Literatureand E dueto character limit)

Subrequirement

Complete 6 o Canadian Litersture

1. Force Course 2. Verify & Save

Course Forcing :

Step 4: | Enter reason for exception in the memo

field.
Restrict to this Degree Program.
Audit Note
Step 5: . :
Indigenous Literature and E
Cllck On Button (Mizirmum chasacters: 27}
Memo

Permitted to hald ENGL 4630 Indigenous
Litersture and Energy Humanities as a Canadian
Literature course]

(Mexirmum characters: 255)
T} Completz G cr Canadizn Literature
Authorized by Date
6.0 HOURS ADDED

frm e W22 ENGLZOX 10 PP TRANSFER 2000 LVL

Athabasca University

Save & Add Exception - ST

Back || Cancel F21 ENGL4630 0P Indigenous Litersture and Energy Humanities

>¥MATCHED AS: ~MJH-0046
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