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DegreeWorks Plans Tab 
 

 
The Student Educational Planner (SEP) is a Planning tool that students and advisors can use to create 
academic Plans based on a student's future academic goals. 

As a student or an advisor, you can use the Plans tab to create academic Plans. 

Access Plans 
 

To access the Plans for a student, first search for and select the student in the DegreeWorks interface 
and then select the Plans Tab. 

 
 

 
If Plans already exist for the student, they will display under the Plan List card. 

 

 
 
 

Users can either edit an existing Plan or create a new Plan. Best practice is to only edit Plans you 
have created, but all advisors can edit any Plan and students can edit any Plan on their record that 
is not locked. 



2 

UGA Office of the Registrar Version 5.1.2 April 15, 2025 

 

 

Note: Plans auto-save after any change is made. There is no way to undo changes that have been saved. 

Note: If this error message displays when selecting a Plan, it cannot be edited. The saved Plan program 
does not match the student’s record. 

 
 

 
Editing a Plan 
Click on a Plan to begin editing. 

 

 

 
The Plan Description is the description entered by the person who created the Plan. 

 

The Program and Level for which this Plan is meant are displayed next. 
 

Note: Program of Study Status (Graduate Only) is only used by Graduate and Professional programs.  
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Active indicates whether the Plan is currently being used for an active major. Locked indicates whether 
the Plan can be modified by the student or if it has been locked by an advisor. 

 

To edit information in the top card, users can click on the pencil icon next to the description. 
 

The requirements for each term are displayed along with the total credits specified for all the 
requirements on the term. 

 

The terms card can be expanded by clicking on the icon in the right upper corner of the Plan term card. 
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See Term Requirements section for information about populating and editing requirements. 

Notes 
 

Notes are used to provide additional information or tips to users when modifying or creating a Plan. 
Notes can be added to the Plan, to terms on the Plan, and to requirements in a term. Advisors can also 
mark notes “Internal Use Only” so that they will only be visible to other advisors. 

 
Add a Note 

 
Complete the following steps to add a note: 

 
1. Click the Notes icon on the Plan, term, or requirement for which you want to add the note. The 

Notes page pop-up will display. 
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2. Click Add a New Note. A text editor will display. 
 

 

 
3. Type or copy and paste the content for the note in the editor. 

 
4. Advisors have the option to mark notes as internal use only by selecting the Not available to 

student checkbox. These notes will still be available to other advisors. 

 
5. Click Save Note. 

 
Multiple notes can be saved to a requirement. 

 
Edit a Note 

 
Complete the following steps to edit a note: 

1. Click the Note icon. If a requirement already has a note, it will be highlighted in blue. 
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2. Click the ellipsis beside the note and choose Edit note from the dropdown. 

 

 
 
 

3. Edit and format the note as required. 

4. Advisors have the option to mark the edited note as internal use only by selecting the Not 
available to student checkbox. These notes will still be available to other advisors. 

 

 
5. Click Save Note. 

Delete a Note 
Complete the following steps to delete a note: 

 
1. Click the note icon. If a requirement already has a note, it will be highlighted in blue. 

2. Click on the ellipsis beside the note and choose Delete Note from the dropdown. 
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3. Click Delete at the upper right corner of the page. A message is displayed, prompting you to 
confirm the action. 

 
4. Click Delete Note. 

 
Create a Plan 
You can create a Plan based on a template or you can create one using a blank Plan. 

• For a blank Plan, you will need to select and add the terms individually. 

• A Plan based on a template will have the terms and requirements pre-defined. Templates are now 
created in PARC. If you are interested in a Template for your majors or department, you can 
make changes to existing Plans during the annual Bulletin update cycle through the PARC system. 
Once the Bulletin goes live, no additional changes will be permitted to the programs. For 
additional information, please contact Curriculum Systems 
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(bulletin@uga.edu). A program of study will help in the development of the Template. 
Templates will be added as available to the template menu. 

Create a Plan using a Blank Plan 
Complete the following steps to create a Plan: 

1. Click New Plan on the Plans List card. The Create Plan box is displayed. 
 

 

 

 
2. Click Blank Plan. The new blank Plan will display. 

 

 
3. Select a Starting Term from the dropdown. Click Submit. 

 

 

 
4. Enter a Description for the Plan. 

Note: Program of Study Status (Graduate Only) dropdown is only used by Graduate and 
Professional programs.  

mailto:bulletin@uga.edu
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5. If this is an active major, select the Active check box. 

 
 

6. The Locked check box can be used to prevent students from making modification to the Plan. 
After being locked, advisors can still modify the Plan. 
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7. Click Save. This will take you to the card where you can begin adding courses and editing the 

Plan. 

 
8. To add terms to the Plan, click the Add Term button. Select an additional term from the 

dropdown and click Add. 
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There are several ways to add requirements. See Term Requirements section for information about 
populating requirements. 

Create a Plan Based on a Template 
 

Complete the following steps to create a Plan: 
 

1. Click New Plan on the Plans List card. The Create Plan box will display. 
 

 

 
2. Click Select Template. A pop-up will display. 
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3. Select Starting Term from the dropdown. 
 

 
4. Choose a template. Users have the option of searching using the Search Templates field or 

by clicking through the results pages. Plans are also sortable by all columns. 
Note: Some of the program names in the Description column have abbreviated titles due to 
character restrictions. When using the search field, typing the full title may yield fewer results. 
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After selecting a template, users can edit the Plan. This may include changing the description, marking 
the Plan as Active and/or Locked, and deleting or reassigning courses. 

 
See the Term Requirements section for information about populating requirements. 

Term Requirements 
 

The following requirement types can be added to a term: 
• Course 
• Choice 
• Placeholder 

Add a Course Requirement to a Term 
 

Complete one of the following methods to add a Course requirement to a term: 
 

Method 1: Use the plus sign under the term. 
 

1. This will pull up Still Needed courses. Click the checkboxes beside courses to select them. 
Multiple courses can be chosen before selecting Add to Plan. 
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2. Alternatively, users can click on the Courses tab. Search for a course using the dropdown, search 
bar, or by searching the results pages at the bottom. Click the checkboxes beside courses to 
select them. Multiple courses can be chosen before selecting Add to Plan. 

 

Method 2: Drop and drag from the side bar. 

1. Expand the sidebar. This will pull up Still Needed courses. 
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2. Click on one of the requirement options. 

 
3. Drag and drop one of the course options into one of the terms. 
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Method 3: Drag and drop Course option from the Requirements sidebar. 

 
1. Click the left arrow in the Still Needed sidebar. 

2. Drag and drop the Course option into a Term. This will open a pop-up. 
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3. Type a course number and prefix into the search bar. This will display options matching what 
was typed. A course must be chosen from the suggested options before saving. An error 
message will pop up if Save is selected before one of the suggested options is chosen. 
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4. Once a course is chosen, the credit hours will auto-populate and will appear grayed out. If a 
course has variable credit, it will default to the highest possible credit value. Instead of being 
gray like a standard course, the Credits field will be white and editable. If the variable credit 
requirement needs to be lowered, the user can manually change the number. 

 

 

 
5. If applicable, select a grade from the Minimum Grade drop-down list. This is optional. 

 

 
 
 

6. If this is a critical requirement for the term, select the Critical check box. 
Note: Critical should not be overused. This is primarily for “show stopping” prerequisite 
courses. In the current term, critical marks will be green for on-track or red for off-track. The 
Plan is considered off-track if two or more terms are off-track. The student must have an active 
and locked Plan for tracking to apply. 
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Nightly jobs will update tracking for the current term only. 
 

7. To add a note to the requirement, click the Notes icon. 

 
 

8. To see additional information for the course, click the ellipsis beside the individual course or for 
the term. 
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More Information displays course information that includes the course name, title, minimum 
credits, and sections for the course in real time. 

 
 

 
Add a Choice Requirement to a Term 

 
The Choice requirement type can be used to add several courses or a range of courses as a single group 
requirement. 
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A Choice can be equivalent course options, a course wildcard (ENGL @), course wildcard with attribute 
(@@ with GE2A), lecture and lab combinations, or a range of courses (ENGL 1101:1103). Users can also 
add multiple rows of options. If the Plan contains multiple options, you can select one of the options as 
the requirement. 

Examples of commonly used options: 
 
• Equivalent courses: ENGL 1101, 1101E, 1101S. 

• Single course and a range of courses: ENGL 1101 and ENGL 1102:1103. This implies that ENGL 1101 
and ENGL 1102, ENGL 1102E, and ENGL 1103 are a part of the requirement option. 

 
• All courses of a particular type using a wildcard: ENGL @. This implies that any of the courses 

containing “ENGL” (ENGL 1101, 1102, etc.) are included as part of the requirement option. 

 
• All courses of a particular type using a wildcard: ENGL 3@ or ENGL 4@ or ENGL 5@. This second 

example implies that any upper division ENGL course is included as part of the requirement option. 
 

• Wildcard requirement with attribute: @ @ with GE2A. This implies that any course containing a Core 
Area II Lecture attribute is a requirement option. 
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• A variety of courses: ENGL 1101, MATH 1113 or POLS 1101. 

 
• Lecture and Lab combinations: BIOL 1103 and 1103L OR PBIO 1210 and 1210L. 

 
Complete the following steps to add a Choice requirement to a term: 

 
1. Expand the sidebar. This will pull up Still Needed courses. 

 

 
 
2. Click the left arrow in the sidebar. 

 
 

3. Drag and drop the Choice option into a Term. This will open a pop-up. 
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4. Type a Choice option into the search field. A dropdown will appear and display options matching 
what was typed. Choose one of the suggested options before saving. An error message will pop 
up if Save is selected before one of the suggested options is chosen. 
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After selecting a Choice option, users can add other options using the Add button. This will add an 
additional search field and an “OR” to the requirement after the Choices have been saved. 

 

 

Users can also add paired options using the Add a paired course or lab button. This will add an 
additional search field and an “AND” to the requirement after the Choices have been saved. 
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Users can use a combination of the Add button and Add a paired course or lab to create a requirement 
for multiple paired courses. 
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5. If applicable, users can also use attributes as a part of the Choice requirement. A course 

attribute is a designation that helps categorize a course for a specific purpose. For example, a 
course attribute may indicate whether a course fulfills particular program or graduation 
requirements or highlights specific course characteristics such as format or the inclusion of 
special components (e.g., lab, writing-intensive). Course attributes also assist both students and 
advisors with identifying courses that meet certain academic requirements. 

 

After typing the prefix and course number, choose an attribute from the dropdown. 
 

 
 

After saving the requirement, the code will appear in the Plan. Best practice is to add a note. 
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The benefit of using attributes is that they pull all courses meeting this criterion into the More 
Information course link. 
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When students register for classes in Athena, they will see the corresponding attribute listed on 
applicable courses. 

 

 
 

6. Specify the minimum Credits for the requirement. This field does not auto-populate for Choice. 
 

 
7. If applicable, select the grade requirement from the Minimum Grade drop-down list. This is 

optional. 
 

 
8. If this is a critical requirement for the term, select the Critical check box. 

Note: Critical markings should not be overused. This is primarily for “show stopping” 
prerequisite courses. In the current term, critical marks will be green for on-track or red for off- 
track. The Plan is considered off-track if two or more terms are off-track. The student must 
have an active and locked Plan for tracking to apply. 
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9. To add a note to the requirement, click the Notes icon. 
 

 
 

10. Once a specific course is selected for the individual student, select the radio button next to 
the course and Save. 
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Add a Placeholder to a Term 

 
The Placeholder requirement type can be used to add requirements that cannot be categorized under 
the other available requirement types. 

 
Complete the following steps to add a Placeholder requirement to a term: 

 
1. Expand the sidebar. This will pull up the Still Needed courses. 

 

 
2. Click the left arrow in the sidebar. 
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3. Drag and drop the Placeholder option into a Term. This will open a pop-up. 
 

 

 
 

4. Select “Comment” from the type of requirement from the Placeholder Requirement drop-down 
list. 
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5. Click inside the box under Value and enter the corresponding text for the requirement. This is 
best used for requirements such as applying to graduate, applying to enter the major, reminders 
of Legislative requirements, etc. 

 

 
6. The value field has a character limit. To add a note to the requirement, click the Notes icon. 

 

 
Reassign Requirements Between Terms 

 
Drag and drop requirements to reassign them between existing terms on a Plan. Click on the 
requirement you want to reassign. Drag and drop it into a different term. This method is helpful when 
moving courses to an adjacent term. 

 
Requirements can also be reassigned using the Reassign this requirement option. This method is helpful 
when moving courses across several terms. 

1. Click the ellipsis beside the individual course. 

 
2. Choose Reassign this requirement from the dropdown. 
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3. Select a term and click Reassign. 
 

 
Reassign All Term Requirements 

 
You can reassign all the requirements from one term to another new term. Complete the following steps 
to reassign requirements: 

 
1. Click the ellipsis beside the term and choose Reassign this term from the dropdown. This will 

open a pop-up window. 
 



34 

UGA Office of the Registrar Version 5.1.2 April 15, 2025 

 

 

 

 

 
2. Select the term to which you want the requirements reassigned from the drop-down and click 

Reassign. 
 
 

 
The new term is created and requirements are moved to the new term. The old term is removed. 

Note: You cannot reassign all requirements from a term to an already existing term. 

 
Delete a Requirement from a Term 

 
Complete the following steps to delete a requirement from a term: 

 
1. Click the ellipsis beside the individual courses or for the term. Choose Delete this requirement 

from the dropdown. 
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2. Delete this requirement removes the course from the term. 

 

 
Delete a term 

 
1. Click the ellipsis beside the term and choose Delete this term from the dropdown. This will open 

a pop-up window. 
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2. Click Delete Term. This will remove the term from the Plan. 
 

Additional Features 

Planner Audit 
The Audit option displays a copy of the student’s audit. 

 

 
Future Planned courses as well as completed, in-progress, and transfer classes will display in this Planner 
audit. The courses that have not been taken yet but are required for completing the specified degree are 
listed as Still Needed. 

 

 
 

Future Planned courses will display PLAN in the Grade column. 
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You cannot make any modifications to the Plan in this view. 

 
 

What-If 
This option allows users to see how Planned courses would fall in the audit if the student chose a 
different program. 
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Delete Plan 
This option permanently deletes the Plan. 

 

 
Save as copy 
This option saves a new copy of the same Plan. This is useful if users want to preserve the original copy 
and edit a new copy. After clicking Save as Copy, a duplicate Plan will appear in the Plan List. The new 
copy will be inactive and unlocked. Best practice is to change the description before updating. 
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