
Degree Audit Exceptions Manual 
 

1 
 

 

Degree Audit Exceptions Manual 
Table of Contents 
 
Course Mask …………………………………………………………………………………………………… 2 
 
Pseudo Names ………………………………………………………………………………………………… 3 
 
Set an Alternate Catalog Year for Minor (A2) ……………………………………..……………………….. 4 
 
Set an Alternate Catalog Year for the 2nd Major (A3) ……………………………………………………… 6 
 
Set an Alternate Catalog Year for the Major (A5) …………...…………………………………………….. 8 
 
Course Substitution (CS) ………………………………………………………………………………………10 
 
Delete Course (DC) ……………………………………………………………………………………………12 
 
Insert Course (IC) ……………………………………………………………………………………………...16 
 
Modify Codes (MC) …………………………………………………………………………………………….19 
 
Waive Pseudo (PW) …………………………………………………………………………………………...21 
 
Requirement Complete (RC) ………………………………………………………………..………………..23 
 
Requirement Modification (RM) ……………………………………………………………………………....25 
 
Use Course (UC) ……………………………………………………………………………………………….27 
 
Waive Course (WC) ……………………………………………………………………………………………29 
 
Waive Hours (WH) ……………………………………………………………………………………………..31 
 
Waive Requirement (WR) ……………………………………………………………………………………..33 
 
Exchange Course (XC) ………………………………………………………………………………………..35 
 
Foreign Language Exceptions ………………………………………………………………………………..38  



Degree Audit Exceptions Manual 
 

2 
 

Course Mask 
 
What is a course mask and why is it so important? 
The course mask is the template of format for each course entered. It is made up of the department 
abbreviation and the course number. The course mask consists of a total of 15 characters, digits, and spaces. 
In degree audit, the formatting for any courses entered in an exception must be precise, or the exception won’t 
work properly.  
 
Format for the OSU Course Mask 
1st-7th positions: The first seven positions are OSU’s official seven-character Department Abbreviation. For 
example, the department abbreviation for courses offered by the Department of Political Science is “POLITSC.” 
If there are fewer than seven characters in a department abbreviation, then there must be enough spaces 
entered to total seven positions. 
 
8th position: The eighth position is a space. 
 
9th-15th positions: The last seven positions are the course number. The ninth position is where the 4 digit 
number begins for OSU courses or OSU equivalent transfer courses. For transfer courses that came in with an 
S (special credit) or T (technical credit) character, that character will appear in the 9th space. 
 
  Department         Course Number 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 
D D D D D D D SPACE N N N N N N N 
C O M M SPACE SPACE SPACE SPACE 1 1 0 0 SPACE SPACE SPACE 

E N G L I S H SPACE 2 3 6 7 . 0 4 
B I O L O G Y SPACE S 0 0 0 . 0 2 

 
Courses with 3 digit course numbers 
Please Note: Due to the quarter-to-semester conversion that took place at the end of Spring 2012, there may 
be a few remaining courses with 3 digit numbers on transition student audits. These will require an extra space 
in the 9th position, instead of beginning the course number. The course number will then begin in the 10th 
position. 
 
  Department          Course Number 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 
D D D D D D D SPACE SPACE N N N N N N 
H I S T O R Y SPACE SPACE 1 2 1 SPACE SPACE SPACE 

H C S SPACE SPACE SPACE SPACE SPACE SPACE 4 0 1 . 0 1 
 
Exception Note for 3 digit course numbers: Course substitution, Use Course, and Modify Codes type 
exceptions all utilize the original value of the course. This means that if a student took it as a quarter course, 
regardless of whether it has a “processed as” 4 digit value, the 3 digit course number will need to be used to 
make any of these three types of exceptions. All other exceptions will utilize the 4 digit value, whenever there is 
one. Please speak with your degree audit coordinator for additional information, if needed.  
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Pseudo Names 
 
What is a Pseudo? 
The pseudo name is the way the audit differentiates between different areas of the audit. Each requirement 
and sub-requirement has its own pseudo, which needs to be used when working with certain exceptions, such 
as the Insert Course or the Delete Course. 
 
How to Find a Pseudo 
To find the pseudo name, special versions of the audit can be run. The option to do so appears on the Request 
an Audit page, toward the bottom, under “Options.” There is a dropdown menu for “List All,” which provides 
options L-Full Listing and M-Include Pseudo. After selecting this, the audit can be run as usual. The resulting 
audit will provide you with the pseudo names. 
 
Examples of Pseudos 
Screenshot of an audit run using M-Include Pseudo. Requirement and sub-requirement level pseudos are 
indicated in red.  

 
 
Screenshot of an audit run using L-Full Listing. Requirement and sub-requirement level pseudos are indicated 
in red. 

  

PSNAME: - Indicator for the 
pseudo for a requirement 
 
$: - Indicator for the pseudo 
for a sub-requirement 
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Set an Alternate Catalog Year for Minor (A2) 
 
Definition  
This exception is used to change a student’s catalog year for the minor (where applicable – varies by college of 
the primary major). Catalog Year is the term/year in which the student began following the curriculum under 
which they will be certified to graduate. The default minor will automatically follow the catalog year of the 
primary major.  
 
Please note that this exception will change the catalog year for all minors on a student’s record. 
 
Example 
The student’s catalog year is Autumn 2017. The student added a Statistics minor in Autumn 2019, so the 
academic advisor for Statistics wishes to place the student on the newer version of the curriculum. 
 
Before the Exception 

 
 
Entering the Exception 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 
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Step 2. Select “Set an Alternate Catalog Year for Minor” from list of Exception Types. 

 
 
Step 3. Enter the Alternate Catalog Year and click Save: 

 
 
After the Exception: 

 
  

Note: Catalog Year is 
displayed in the format 
YYYYT, where Y = the four 
digit year, and T = term. 

Term Options: 
2 = Spring 
3 = Summer 
4 = Autumn 
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Set an Alternate Catalog Year for the 2nd Major (A3) 
 
Definition  
This exception is used to change a student’s catalog year for the second major. Catalog Year is the term/year 
in which the student began following the curriculum under which they will be certified to graduate. The default 
second major will automatically follow the catalog year of the primary major.  
 
Please note that this exception will change the catalog year for all 2nd majors on a student’s record. 
 
Example 
The student’s current catalog year is Autumn 2017. The student added an Entomology second major in 
Autumn 2018, so the academic advisor for Entomology wishes to place the student on the Autumn 2018 
version of the second major curriculum, which is different than what is automatically brought in under the 
Autumn 2017 catalog year. 
 
Before the Exception 

 
 
Entering the Exception 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 
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Step 2. Select “Set an Alternate Catalog Year for 2nd Major” from list of Exception Types. 

 
 
Step 3. Enter the Alternate Catalog Year and click Save: 

 
 
After the Exception: 

 
  

Note: Catalog Year is 
displayed in the format 
YYYYT, where Y = the four 
digit year, and T = term. 

Term Options: 
2 = Spring 
3 = Summer 
4 = Autumn 
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Set an Alternate Catalog Year for the Major (A5) 
 
Definition 
This exception is used to change a student’s catalog year for the major (where applicable – varies by college 
and program). Catalog Year is the term/year in which the student began following the curriculum under which 
they will be certified to graduate.  
 
Example 
A student enrolled in the History major in Autumn 2018, but the major curriculum changed in Autumn 2019. 
The advisor determines that the student should be placed on the new curriculum.  
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 
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Step 2. Select “Set an Alternate Catalog Year for the Major” from list of Exception Types. 

 
 
Step 3. Enter the Alternate Catalog Year and click Save: 

 
 
After the Exception: 

 
  

Note: Catalog Year is 
displayed in the format 
YYYYT, where Y = the four 
digit year, and T = term. 

Term Options: 
2 = Spring 
3 = Summer 
4 = Autumn 
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Course Substitution (CS) 
 
Definition 
A student’s course can be substituted for a specific course in a list of acceptable courses. With this exception, 
the student’s course assumes the identity of the course being substituted. 
 
It is advisable to try an “Insert Course” exception before attempting a “Course Substitution” exception. 
 
Example 
A student receives general credit for a transfer course, PSYCH S000.02.This course was approved to meet the 
GE Social Science: Individuals and Groups sub-requirement and was substituted for PSYCH 1100. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Course Substitution” from list of Exception Types. 
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Step 3. Enter the Course and Substituted Course for the sub-requirement being modified…. 

 
 
… and then select “Save:” 

 
 
After the Exception: 
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Delete Course (DC) 
 
Definition 
This exception will delete a course (typically one the student has taken) from the list of acceptable courses for 
a specific sub-requirement. It is typically used to affect the flow of courses in a degree audit. 
 
Example 
A New Media and Communication Technology major also has a minor in Professional Writing. He would like to 
use COMM 2511 for the minor and take a different course to fulfill the Visual Communication Design section of 
his major. However, COMM 2511 is matching into the major, so it will need to be removed from the section to 
allow it to match into the minor. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Delete Course” from list of Exception Types. 
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Step 3. Enter the pseudo course for the sub-requirement…. 

 
 
… and then select “Add Course” at the bottom:  

 
 
Step 4. Enter the course (using the course mask) into the Course field, and then click “Add to List.” 
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Step 5. Click “Return.” 

 
 
Step 6. Click “Save.” 

 
 



Degree Audit Exceptions Manual 
 

15 
 

After the Exception: 

 
 
  

Note: COMM 2511 has been 
removed from the Visual 
Design Requirement in the 
major, which allowed the 
course to flow into the minor. 
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Insert Course (IC) 
 
Definition 
This exception will add or insert a course (typically one the student has taken) into the list of acceptable 
courses for a specific sub-requirement. 
 
Example 
A transfer student received special credit for a psychology course – PSYCH S000.02. The advisor has 
approved the course to be used as an Individuals and Groups Social Science course. 
 
Before the Exception: 

 
 
Entering the Exception: 
  
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
Step 2. Select “Insert Course” from list of Exception Types. 
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Step 3. Enter the pseudo course for the sub-requirement…. 

 
 
… and then select “Add Course” at the bottom: 

 
 
Step 4. Enter the course (using the course mask) into the Course field, and then click “Add to List.” 
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Step 5. Click “Return.” 

 
 
Step 6. Click “Save.” 

 
 
After the Exception: 
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Modify Codes (MC) 
 
Definition  
This exception allows you to append condition codes associated with a course. A condition code is a one-
character code that identifies certain attributes of a course. For example, a condition code of “D” is assigned to 
duplicate courses that are not repeatable. Please contact your degree audit coordinator if you feel you need to 
modify a code to discuss the best way to handle it. 
 
Example 
A student is taking PLNTPTH 5150 for a second time. The student has been approved to use both instances of 
the course to count toward the major. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
Step 2. Select “Modify Codes” from list of Exception Types. 
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Step 3. Enter the Course, Term, and Condition Code…. 

 
 
Step 4. Click “Save.” 

 
 
After the Exception: 

 
 
Table 1. List of Commonly Used Condition Codes 
CONDITION CODE DEFINITION 
B Assigned to courses with grades of “B” or better. 
W Assigned to courses with grades of “C+” or better. 
J Assigned to courses with grades of “C” or better. 
C Assigned to courses with grades of “C-” or better. 
N Assigned to courses with a failing grade (E, NP, U) 
P Assigned to courses with a final grade of PA or NP 
S Assigned to any course with a final grade of S or U 
T Assigned to any course with a “T” prefix (technical courses) 
D Assigned to duplicate courses which are not repeatable (as noted in 

the Course Catalog); appending a “D” to a course will prevent it from 
being considered a “duplicate.” 

  

Term is only needed for a Modify 
Codes exception when multiple 
instances of the course exist on the 
audit. Term is displayed in the format 
YYYYT, where Y = the four digit year, 
and T = term. 
 
Term Options: 
2 = Spring 
3 = Summer 
4 = Autumn 
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Waive Pseudo (PW) 
 
Definition  
This exception is typically used when a student has achieved some level of competency that is not course-
specific (e.g., through life experience, proficiency testing, etc.), or when completing an advisor sign-off sub-
requirement. 
 
This exception is similar to “Waive Course,” “Waive Requirement,” and “Requirement Complete” exceptions. 
 
Example 
The Mathematics major in the College of Arts and Sciences requires students to see an advisor to obtain final 
approval of the major. In order for the major to go complete on the audit, the advisor must complete a waive 
pseudo exception on the final sub-requirement in the major. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Waive Pseudo” from list of Exception Types. 
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Step 3. Enter the pseudo course for the sub-requirement being waived: 

 
 
… and then select “Save” toward the bottom of the page: 

 
 
After the Exception: 
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Requirement Complete (RC) 
 
Definition 
This exception is used when an entire sub-requirement or requirement is to be fulfilled.  
 
The “Requirement Complete” exception is virtually the same as “Waive Requirement.” 
 
Example 
A student is majoring in Special Education, which has a pre-requisite of ENGLISH 1110.0X. The student has 
transfer credit for ENGLISH 2367.01. The advisor has determined that the student does not need to take 
ENGLISH 1110 because a higher level course was already completed. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Requirement Complete” from list of Exception Types. 
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Step 3. Enter the pseudo course for the sub-requirement being forced to completion: 

 
 
… and then select “Save” toward the bottom of the page: 
 

 
 
After the Exception: 
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Requirement Modification (RM) 
 
Definition 
This exception can modify many values at the requirement and sub-requirement levels. It is particularly useful 
if course count or hours for a requirement or sub-requirement needs to be adjusted. 
 
Example 
A student has transfer credit that came in from a quarter school as 2.67 hours. The course content meets the 
elective requirement for the City and Regional Planning major, but because it only transferred in as 2.67 credit 
hours, the student is going to be short of meeting the minimum. Consequently, the electives sub-requirement 
still needs 3.33 hours to go complete. The advisor feels that the spirit of the requirement will be met after the 
student completes one more 3 credit hour course, so the extra .33 hours can be removed.  
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Requirement Modification” from list of Exception Types. 
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Step 3. Enter the pseudo course for the sub-requirement and the hours to adjust. 

 
 
Step 4. Click “Save.” 

 
 
After the Exception: 

 
  

Three options exist for adjusting 
hours/count: 
 
*Required Sub-reqs (req level) or 
Courses (sub-req) will adjust the 
course count on a sub-requirement. 
 
*Required Hours is for any hours 
adjustment. 
 
*Required Count (req level) adjusts 
course count on a requirement. 
 
Use “-” to subtract hours/count. To 
add hours or count, simply enter the 
number. 
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Use Course (UC) 
 
Definition 
This exception will force a student’s course into a certain requirement. 
 
It is advisable to try an “Insert Course” exception before attempting a “Use Course” exception, which should be 
used as a last resort. This exception can lead to side effects to other areas on the audit. 
 
Example 
A student is majoring in Agricultural Systems Management, which requires some supporting courses. The 
student took HCS 2200, which is allowed to a count as a supporting course, but is not matching to the sub-
requirement.  
 
Before the Exception: 

 
 
Entering the Exception 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Use Course” from list of Exception Types. 
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Step 3. Enter the course and pseudo course of the requirement that is being waived: 

 
 
… and then select “Save” toward the bottom: 

 
 
After the Exception:  
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Waive Course (WC) 
 
Definition 
This exception is used to waive a specific course for a student.  
 
This exception is similar to “Waive Course,” “Waive Requirement,” and “Requirement Complete” exceptions. 
 
Example 
A student is majoring in Communication Analysis and Practice and minoring in Sociology. The Sociology 
advisor is waiving the SOCIOL 3487 requirement on the minor because the student has credit for COMM 3160 
and has met the spirit of the requirement. A course will not appear in both the major and the minor 
requirements. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 
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Step 2. Select “Waive Course” from list of Exception Types. 

 
 
Step 3. Enter the course being waived: 

 
 
… and then select “Save” toward the bottom: 

 
 
 
After the Exception: 
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Waive Hours (WH) 
 
Definition 
This exception is used to waive a number of hours in a specific sub-requirement for a student. 
 
Example 
A student took an extra hour in the major core and has been approved to have one hour waived from the major 
additional required courses section. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 
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Step 2. Select “Waive Hours” from list of Exception Types. 

 
 
Step 3. Enter the pseudo course and the hours being waived for the sub-requirement: 

 
 
… and then select “Save” toward the bottom: 

 
 
 
After the Exception: 
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Waive Requirement (WR) 
 
Definition 
This exception is used when an entire sub-requirement is to be waived.  
 
This exception is similar to “Waive Course,” “Waive Requirement,” and “Requirement Complete” exceptions. 
 
Example  
A student has transfer credit for ENGLISH 2367.02. The college is waiving the first writing requirement. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Waive Requirement” from list of Exception Types. 
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Step 3. Enter the pseudo course of the requirement that is being waived: 

 
 
… and then select click “Save.” 

 
 
After the Exception: 
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Exchange Course (XC) 
 
Definition 
This exception allows you to exchange or “swap” a student’s course for an acceptable course. This exception 
is similar to “Course Substitution,” but the student’s course retains its own identity. 
 
Example 
A student was approved to use PSYCH S000.02 in place of PSYCH 1100 in the Social Science GE. 
 
Before the Exception: 

 
 
Entering the Exception: 
 
Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button. 

 
 
 
Step 2. Select “Exchange Course” from list of Exception Types. 
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Step 3. Enter the pseudo course for the sub-requirement being modified…. 

 
 
… and then select “Add Course” toward the bottom: 

 
 
 
Step 4. Enter the course (using the course mask) into the Course and Replacement Course fields, and 
then click “Add to List.” 
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Step 5. Click “Return.” 

 
 
Step 6. Click “Save.” 

 
 
After the Exception: 
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Foreign Language Requirement Exceptions 
 
Requirement Structure 
The Foreign Language requirement is designed to pick up all applicable foreign language courses until it hits 
the top language course (1103 or equivalent), which will then complete the requirement. If the only applicable 
foreign language course is the top course, then this requirement will be considered complete. 
 
Making exceptions to the requirement 
To make an exception to this requirement, please refer to the following: 

• The pseudo is LANGPROFICIENCY 
• The sub-requirement that will be adjusted is encoded to look for 1 course and 3 hours 

 
Complete with ONE course: 

1. Use an Insert Course exception with pseudo LANGPROFICIENCY. (See p. 16 for step-by-step 
instructions for an Insert Course exception). 

2. If the course being entered is less than 3 hours, you will need to modify your hours in the Required 
hours field. 

 
 
 
 
 
Example of completing the requirement with one course: 
Completing the sub-requirement with a course that is only 
2 hours requires adjusting the hours by -1 to make the 
requirement go complete. 
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Complete with more than one course: 
1. Use an Insert Course exception with pseudo LANGPROFICIENCY (see p. 16 for step-by-step 

instructions for an Insert Course exception). 
2. Increase course count from 1. 

 

 
Example of completing the requirement with more than one course: This sub-requirement is now looking for a total of 4 
courses – the one that it was already looking for, plus three additional courses added by this exception. 
 
Complete with NO courses: 

1. Use a Requirement Complete exception with pseudo LANGPROFICIENCY (see p. 23 for step-
by-step instructions for a Requirement Complete exception). 

2. Text should be entered in the “Displayed As” field that will appear as text on the audit; e.g., 
“Native speaker of Chinese.” 

 

 
Example of completing the requirement with no courses: Text entered in the “Displayed As” field will appear on the audit. 
 

This number will be however many 
courses you want minus ONE since 
it is already requiring one course. 
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	After the Exception:

	Exchange Course (XC)
	Before the Exception:
	Entering the Exception:
	Step 1. Select “Exceptions” from the menu bar, then select the “Add Exception” button.
	Step 2. Select “Exchange Course” from list of Exception Types.
	Step 3. Enter the pseudo course for the sub-requirement being modified….
	… and then select “Add Course” toward the bottom:
	Step 4. Enter the course (using the course mask) into the Course and Replacement Course fields, and then click “Add to List.”
	Step 5. Click “Return.”
	Step 6. Click “Save.”

	After the Exception:

	Foreign Language Requirement Exceptions
	Complete with ONE course:
	Example of completing the requirement with one course: Completing the sub-requirement with a course that is only 2 hours requires adjusting the hours by -1 to make the requirement go complete.
	Complete with more than one course:
	Complete with NO courses:


