Student APEX: Planned Course Feature

ADDING PLANNED COURSES

There are two ways to add planned courses to a student's audit.

1. Adding planned course via the “Planned Course” menu.

e Click on "Planned Courses" from the top menu. (See Figure 1.)
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e Then click on "Add Planned Course". (See Figure 2.)

Figure 2.
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o Next, fill in the year and term that the student will plan to take the course. Fill in the course prefix
and number. Remember that 3 character prefixes need 1 space between the prefix and number,
and 2 character prefixes need 2 spaces. Enter the number of credits for the course. All other
fields are optional. When finished click on "SaveAdd" button. (See Figure 3.)

Figure 3.
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2. Adding planned course via the audit’s “Course Cart”.

e The second way to add a planned course is inside the audit itself. After running an audit, go to
the course cart and add the course in the Course to add: field. Remember that 3 character
prefixes need 1 space between the prefix and number, and 2 character prefixes need 2 spaces.

(See Figure 4.) This adds the course only to the course cart. Click on the Go button. All other
fields are optional.

Figure 4.
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e You can also add a course to the course cart from the course description page.
Click on the link to a course in a requirement. (See Figure 5.)

Figure 5.

- 2) Complete three of the folfowing courses:
NEEDS: 3 COURSES

SELECT FROM: MGT 309,341,390,422,423,430,441,445,491,
MGT 492

This takes you to the course description from the current UK bulletin. Click Add. (See Figure 6.)
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Figure 6.
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Gatton College of Business and Economics

MGT Management

MGT 301 BUSINESS MANAGEMENT. 3]
r of planning. organizing and contmolling; an interdisciplinary approach; achal decision-making cases. Prereq: STA 191, ECO
"Ol 202 amd ACC 202, or consent of instructor.

MGT 309 INTRODUCTION TO INTERNATIONAL BUSINESS. 3]
The course focuses on the management of intemational businesses, investizating the effects of differences in national reguirements,
and cultuml expectations on management. Lechares by a variety of faculty and guest speakers will discuss the global economy, address

a varety of topics.
MGT 320 SURVEY OF PERSONNEL AND INDUSTRIAL RELATIONS. 3]
Surveyofthe field of persornel and mdusirial relations. InTeductonef the wopics of mampowerplanming, selection, placement, maining, ﬂ

Now that the course has been added to the course cart we need to make it a planned course.
Check the box next to the course, and below in the drop down menu where it says "Add to cart"
select "Make courses Planned"” (See Figure 7.). Then click Go. The courses that you selected
have disappeared and are now planned courses. Close the audit window to run a new audit with
the planned courses.

Figure 7.
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RUNNING AN AUDIT INCLUDING PLANNED COURSES

1. Click on the “Audits” tab from the top menu. (See Figure 8.)

Figure 8.
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2. Inthe drop menu under “Audits” click on “Request New Audit”. (See Figure 9.)
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3. Toinclude all of the planned courses in the audit you now must check the box that reads, "Include
Planned Courses". Then click on "Submit a New Audit". (See Figure 10.)

Figure 10.
# Run Default Programs Listed:
School Degree Program Title Catalog Year
128079 Cl-BA: Communication 200910
Include Planned Courses:
Exclude IP Courses: r
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Major: [Please Selecta Major =
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Degree Options (if applicable): |Please Select: =l
Catalog Year: | 3 Sprng Ll
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Additional Run Options:

Run Type: | =l
List All: | =
Submita New Audit |
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4.  The audit is currently processing the student’s classes and putting them into the correct
requirements. This page might refresh several times before the finished audit appears on the screen.
(Approximately 10 to 60 seconds)

5.  The audit now appears in the list of completed audits and is ready to view. Note that this list will
keep the last ten audits that have been run on any one student with the most current audit on top. Click
on “Open Audit” to view the audit for this student. (See Figure 11.)

Figure 11.
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APEX Audits Completed for Student Number: jwwebs1
The "Open Audit" Button Opens the Detailed Audit in a New Window
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Open Audit | BE-BBA: Management 200610 2009-02-23 11:34:45 | Select for Deletion

Delete | Select/Desslect Al |
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HOW TO VIEW and/or DELETE PLANNED COURSES

1. To view a planned course go to the "View Planned Courses" option under the Planned Courses
Menu. (See Figure 12.)

Figure 12.
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2. To delete the planned course go to the rightmost column, check the courses that you would like to
delete, then click on Delete Courses. (See Figure 13.)

Figure 13.
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Course Year Course Number Course Sequence Credit Grade Title Delete Courses |
201210 MGT 309 001 300000 A ™ Select for Deletion
Delete Courses |
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