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When reviewing the list of exceptions, the one pertaining to the Graduation Writing Requirement is the Y2 
exception.  (See Figure 3) 

Figure 3. 

 

 

 

3. Clicking on the Y2 exception will open this link displaying the exception form to be completed by 
the advisor. (See Figure 4) 
 
Figure 4. 
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4. This exception was designed to show only those fields needed for this exception to work properly.  
Using the Term field drop down menu, select a term that occurred prior to Fall 2004.  Typically, “Fall 2003 
(or before)” is the popular choice to guarantee success of exception.  Use the Memo field to add a note.  
Anything populating the Memo field will not display on the audit.  In the Authorized By field, enter the 
two digit college code (ie, AS, BE, CI, etc…) and finish by entering the current date in the Date field. 
(See Figure 5) 
 
Figure 5. 

 
 
 
 
 
 
5. Once the fields have been completed, click the “SaveAdd” button and proceed to produce a new 
audit verifying the exception is successful.  If successful, the Graduation Writing Requirement should no 
longer appear on the audit. 
 
 
 
 
 
6. If any problems arise, please, contact your APEX College Contact or Team APEX. 


