Records: Initiating Academic Requirement Overrides

Overview

This quick reference guide will walk through how to initiate academic
requirement overrides in a student’s academic progress report in
Workday.

Academic Requirements Override

There are six types of Academic Requirement Overrides. Overrides are to
be first initiated by the Department Chair, and then approved by the
Records Manager in the Office of the Registrar. Once the overrides are
successfully approved, the Department Chair will receive a notification
and the student will be able to refresh their Academic Progress Report to
see the update(s).
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Assign Course to Requirement: Allows a course that is In Progress or
Completed to be applied towards a specific requirement.

Adjust Course Count: Adjusts the number of courses needed to fulfill
an academic requirement.

Adjust Units: Adjusts the number of units needed to fulfill an
academic requirement.

Waive Requirements: Allows an entire academic requirement to be
waived. Can be applied to waive a course requirement, non-course
type requirement, milestone, internship, etc. Note: If a requirement is
waived, the student does not receive units for this requirement.



Records: Initiating Academic Requirement Overrides

Assign Course to Requirement Process:

NOTE: Before starting your tasks in Workday Student, follow the set up
procedures outlined in the Getting Started guide found under Workday
Training and Support here.

Process: Add Note

1. Navigate to the Student Profile using the instructions here.

2. Choose Academics on the left-hand menu of the Profile Menu.

Summary

Academics

3. Choose the Academic Progress tab at the top. Here you will find
the student’s Academic Progress and Academic Requirements.

s

Overview Current Classes Academic Progress Academic History

4. Choose the related actions (gold box with three dots) for the
requirement which needs the override, then go to Academic
Requirements under the column Actions and choose Create
Override.
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Core: CAS:RTC 2

Core: CAS:RTC 3

Not Satisfied

In Progress

Minimum 1 Course(s)

TESP 159 - Ethi
Peace (In Progr

Core: CAS: Ethics

Core: CAS: Civic Engage

Core: CAS: Diversity

Actions

Academic Requirement...

Favorite

Academic Requirement for St

Create Override
Academic Requirement  Core: CAS: Ethic
Eligibility Rule Meaning  University Core |

Core: CAS: 2nd |
Core: CAS: 2nd |
Core: CAS: Arts
Core: CAS: Arts

Sharing Restrictions

6. From the options of Override Type choose Assign Course to

Requirement.


https://www.scu.edu/technology/workdaystudent/
https://www.scu.edu/technology/workdaystudent/training/training-guides-for-faculty/
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Override Academic Requirement for Student

Student -

Academic Requirement * Core: CAS: Ethics

Override Type Kearch

Add Course

Adjust Course Count

Adjust Units

Assign Course to Requirement l

Substitute Course

Waive Requirement

7. In Course Registrations to Apply, select the class that will be assigned
to the requirement.

*Always have the ignore grade checkbox unchecked.
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st I

Academic Record Psychology Department : Undergraduate (BS) (Active)

Academic Requirement  Core: CAS: Ethics
Eligibility Rule Meaning  University Core Explorations: College of Arts and Sciences: Ethics

Override Type ‘Assign Course to Requirement

Assign Course to Requirement

i
=]
s

“Course Registrations to Apply “Units Assigned lgnore Grade

Fomat v (B I U A v

i
@

Comments

P,

*If it is a COVID P/NP exception from the following terms: Spring 2020,
Winter 2021, Spring 2021, and Fall 2021, please email registrar@scu.edu.

8. Enter any comments and click submit.

Ex: Comments: course per Prof Chair Bronco
N

Format B I U A v

]
@

Comments

TESP 159 per Chair Bronco

enter your comment

Cancel

9. Once submitted, it will be re-routed to the record analysts for approval.
This will be your confirmation notification.


mailto:registrar@scu.edu

Override Academic Requirement for Student

I Up Next: Student Records Manager IApprovaI by Student
Records Manager | Due Date 03/05/2023

View Details

Edit Academic Requirement Override for Student

Up Next Do Another

Student Records Manager Edit Academic Requirement Override for Student

Approval by Student Records Manager Override Academic Requirement for Student

Due Date 03/09/2023

If you click on the academic requirement, you will see the override status
is “pending approval”

¥ Overrides
I
1item & =i o E[E])
Course Registrations to Apply -
Ignore
Override Type Override Status Course Regstration Academic Period Units  Used Grade  Grade Override Comments
‘Assign Course to Requirement Pending Assign Course toRequirement | [N N EEEEENNNNNNNN o/ 2021 Quarter 5 3 A No
pproval

10. Once the Student Records Manager (Record Analyst) approves, you
will receive a notification and you can reload the student profile to check
that the Override has been assigned.
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Viewing: Al SortBy: Newest

FromL

Core: LSB: Science Technology and Society Add

‘Academic Requirement Overrde Event - Successfully
Completed
T TnGte(s) 290

Communication Major: COMM 12 Substitute Course
Override 03/07/2023
equirement Override Event - Successfully

39 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023

Academic Requirement Override Event - Rescinded

47 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023
equirement Override Event - Successfully

Completed
50 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023
equirement Override Event - Successfully

54 minute(s) ago

Core: CAS: RTC 3 Not Satisfied

Core: CAS: Civic Engagement | Satisfied

In Progress

Core: LSB: Science Technology and Society Add Course Override 03/07/2023

2 minute(s) ago

The reques for  waiver/substtuton that you nitated for - has been approved. Please eview te students academic progressrepot for furthercetis

Details  Core: LSB: Science Technology and Society Add Course Override 03/07/2023

Minimum 1 Course(s)

TESP 159 - Ethics of Warand | Winter 2023 Quarter 5
Peace (In Progress)

POLI 1 - Introduction to U.S. Fall 2020 Quarter 4 A
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Adjust Course Count Process:

1. Department Chairs begin by searching for a student’s name to access
their student profile. In the main Search Bar, type Student: followed by
the student’s name.

2. In the search results, click the appropriate name to access the student
Profile.

Q student: bronco ®
Workday
a >
S Bucky Bronco >
Student
Senior

3. Click Academics on the left-hand menu of the Profile Menu.

EE Summary

= | Academics

4. Click the Academic Progress tab at the top. Here you will find the
student’s Academic Progress and Academic Requirements.
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s

Overview Current Classes Academic Progress Academic History

5. Click on the related actions for the requirement which needs the
override, then go to Academic Requirements under the column Actions
and choose Create Override.

Requirement Status Remaining Registrations Used
Design Thinking Pathway (UARSC and UBUSN students)  In Progress Minimum 8 Unit(s) MGMT 6 - Business Ethics
Actions

------ isRaguizgment for Student

Academic Requirement... >

v Real Estate Minor Requirements o N
avorite Real Estate Minor: Four courses from following list: FNCE 1

. Integration IDs >
Requirements Effective  09/09/2019  La Eligibility Rule Meaning ~ Student has completed any 4 of the following course(s): EC
Transactions, FNCE 128 - Real Estate Finance, FNCE 129 - f
Grading Scheme), A- (SCU Standard Grading Scheme), A+_¢
4items (SCU Standard Grading Scheme), C (SCU Standard Grading
Scheme), D (SCU Standard Grading Scheme), D- (SCU Stanc
Requirement
Satisfied With 2 items
Real Estate Minor: Minor GPA
Registration

Real Estate Minor: FNCE 118 FNCE 143 - Entrepreneurial Finance

Real Estate Minor: Four courses from following list

FNCE 129 - Real Estate Development (In Progress)
127,128,129, 143, ECON 156 and ENVS 128
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6. From the options of Override Type choose Adjust Course Count.

Override Academic Requirement for Student

Student * —

Academic Requirement * Real Estate Minor: Four courses from following list: FNCE 127, 128, 129, 143, ECON 156 and ENVS 128

Override Type * | Pearch =

Add Course

Adjust Course Count

Adjust Units
Assign Course to Requirement
Substitute Course

Waive Requirement

7. In New Number of Courses enter the number of courses.

Override Academic Requirement for Student i

Student ]

Academic Record Communication Department : Undergraduate (BA) (Active)

Academic Requirement  Real Estate Minor: Four courses from following list: FNCE 127, 128, 129, 143, ECON 156 and ENVS 128

Eligibility Rule Meaning  Student has completed any 4 of the following course(s): ECON 156 - Real Estate Economics, ENVS 128 - Su
in the selection list A (SCU Standard Grading Scheme), A- (SCU Standard Grading Scheme), A+_SCU (SCU St
Scheme), C+ (SCU Standard Grading Scheme), CR (SCU Standard Grading Scheme), D (SCU Standard Gradir

Override Type Adjust Course Count

> Satisfied With

Current Number of Courses 4

New Number of Courses  * | 3
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8. Enter any comments and click submit

s

Format v B I U A v

i
&

Comments

Adjust course count from 4 to 3 courses per
Chair Bronco

enter your comment

Cancel

9. Once submitted, it will get re-routed to the record analysts for approval.
This will be your confirmation notification.

Override Academic Requirement for Student

| Up Next: Student Records Manager |Approva| by Student
Records Manager | Due Date 03/05/2023

View Details
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Override Academic Requirement for Student

Real Estate Minor: Four courses from following list: FNCE 127, 128, 129, 143, ECON 156 and ENVS 128 Adjust Course Count Override 03/07/2023 &5

Up Next Do Another

Student Records Manager Edit Academic Requirement Override for Student

Approval by Student Records Manager
Due Date 03/09/2023

> Details and Process

Override Academic Requirement for Student

If you click on the academic requirement, you will see the override status

is “Pending Adjust Course Count Approval”

¥ Overrides

1 item

Override Type Override Status

Adjust Course Count Pending Adjust Course Count Approval

Current Number of
Courses

New Number of Courses

10. Once the record analyst approves, you will receive a notification and
you can reload the student profile to check that the Override has been

assigned.
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Viewing: Al SortBy: Newest

From v

Core: LSB: Science Technology and Society Add
03402120

Aca
Com

Requirement Override Event - Successfuly

T TnGte(s) 290

Communication Major: COMM 12 Substitute Course
Override 03/07/2023
Requirement Overrde Event -

stully

39 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023
equiremen Override Evert - R

Acade
47 minute(s) ago

cinded

Communication Major: COMM 1 Substitute Course
Override 03/07/2023
Requirement Overrde Event -

stully

50 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023

Requirement Override Event -

54 minute(s) ago

Real Estate Minor: FNCE 118

Core: LSB: Science Technology and Society Add Course Override 03/07/2023

2 minute(s) ago

The reques for  waiver/substtuton that you nitated for - has been approved. Please eview te students academic progressrepot for furthercetis

Details  Core: LSB: Science Technology and Society Add Course Override 03/07/2023

Satisfied

Real Estate Minor: Four courses from following list: FNCE  In Progress Minimum 2 Course(s)
127,128, 129, 143, ECON 156 and ENVS 128 (Override

Assigned)
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Adjust Units Process:

1. Department Chairs can begin by searching for a student’s name to
access their student profile. In the main Search Bar, type Student:
followed by the student’s name

Q  student: bronco ®
Workday
2 >
*" Bucky Bronco >
) Student
Senior

2. In the search results, click the appropriate name to access the student
Profile.

3. Click Academics on the left-hand menu of the Profile Menu.

Summary

Academics

4. Click the Academic Progress tab at the top. Here you will find the
student’s Academic Progress and Academic Requirements.
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s

Overview Current Classes Academic Progress Academic History

5. Click on the related actions for the requirement which needs the
override, then go to Academic Requirements under the column Actions
and choose Create Override.

*Note: This can be only applied to requirements that require unit counts.

Actions

il equi t for Student
fof Academic Requirement... Create Override
Plan Academic Progre
Eevorite 'Academic Requirement  University Requirement: Must complete a minimum 60 {
Integration IDs. >
Eligibility Rule Meaning ~ Student has completed 60 Quarter Units from Undergra
v Finance Depari
Satisfied With 9 items
Cumulative GPA  0.000
Registration Regis
Unused Registrations MGMT 160 - Management of Organizations

v Finance Major R BUSN 179 - Effective Communication in Business

Requirements Effective MKTG 181 - Principles of Marketing

FNCE 121 - Financial Management
Requirements Not Assig

OMIS 108 - Operations Management
88 items
RSOC 113 - Buddhism in America
Requirement
FNCE 124 - Investments
University Requirement: Mt
Cumulative GPA

SOCI 148 - Stakeholder Diversity Issues in Contemporary
University Requirement: M A EH D
Upper Division Units
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6. From the options of Override Type choose Adjust Units. Override Academic Requirement for Student i

Student ]
Academic Record Finance Department : Undergraduate (BSC) (Active)
Academic Requirement  University Requirement: Must complete a minimum 60 Upper Division Units

Ovefrl r Student Eligibility Rule Meaning  Student has completed 60 Quarter Units from Undergraduate Upper Division courses
Qverride Academic Requirement for Student

Override Type Adjust Units

Student +

Academic Requirement * University Requirement: Must complete a minimum 60 Upper Division Units

> Satisfied With

Override Type Bearch : Current Units 60

Add Course New Units % | 59 ‘

Is N
Adjust Course Count

Adjust Units

, _ 8. Enter any comments and click submit
Assign Course to Requirement

Substitute Course

Waive Requirement

> Satisfied With

7. In New Units enter the units to be adjusted.
Current Units 60

New Units  *| 59

Normal B I U A v

]
e

Comments

Adjust units to 59 units per Chair Bronco

9. Once submitted, it will get re-routed to the record analysts for approval.
This will be your confirmation notification.
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X

Override Academic Requirement for Student

I Up Next: Student Records Manager IApprovaI by Student
Records Manager | Due Date 03/05/2023

1«
View Details

Edit Academic Requirement Override for Student

University Requirement: Must complete a minimum 60 Upper Division Units Adjust Units Override 03/07/2023 &2

Up Next Do Another

Student Records Manager Edit Academic Requirement Override for Student

Approval by Student Records Manager Override Academic Requirement for Student

Due Date 03/09/2023

If you click on the academic requirement, you will see the override status
is “Pending Adjust Units Approval”

— Adjust Units Pending Adjust Units Approval 6 59 Adjust units to 59 units per Chair

rones
2

10. Once the record analyst approves, you will receive a notification and
you can reload the student profile to check that the Override has been
assigned.
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Notifications

Core: LSB: Science Technology and Society Add Course Override 03/07/2023

Viewing: Al SortBy: Newest

From Last 30 Days
2 minute(s) ago

Core: Ls: Science Technology and Society Add The request or a waiver/substituton that you iated m-m been approved. Please review the students scademic progressrepot for furtnercetis
0310720

‘Academic Requirement Overrde Event - Successfully
Completed Details  Core: LSB: Science Technology and Society Add Course Override 03/07/2023
T TnGte(s) 290

Communication Major: COMM 12 Substitute Course
23

rement Override Event - Successfully
39 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023

Academic Requirement Override Event - Rescinded

47 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023
equirement Override Event - Successfully

50 minute(s) ago

Communication Major: COMM 1 Substitute Course

54 minute(s) ago

Requirement Status Remaining Registrations Used Academic Period

University Requirement: Must Satisfied
hag! "B minimum 2.000
Cumulative GPA ---

University Requirement: Must In Progress MGMT 160 - Management of Spring 2021 Quarter
complete a minimum 60 Upper Organizations

Division Units (Override

Assigned)
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Waive Requirements Process:

1. Department chairs will begin by searching for a student’s name to
access their student profile. In the main Search Bar, type Student:
followed by the student’s name

2. In the search results, click the appropriate name to access the student
Profile.

Q  student: bronco ®

Workday

a >

Bucky Bronco >
Student
Senior

3. Click Academics on the left-hand menu of the Profile Menu.

Summary

Academics

4. Click the Academic Progress tab at the top. Here you will find the
student’s Academic Progress and Academic Requirements.
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s

Overview Current Classes Academic Progress Academic History

v Economics Department/Undergraduate (Sustainable Dev

5. Click on the related actions for the requirement which needs the
override, then go to Academic Requirements under the column Actions
and choose Create Override.

Ermviironmental Studics Major: Satisted ENVS 18
Natural Science - ONE COURSE Resounc
FROM EMNVS BD, 745, 148, 151,

1583, 160, 161, 1465, 185, BI»

151, 153, OR ENGR B0

Environmental Studies M alar: .
FNVE 101 Actions . .
Academic Requirems

Frivironmental Sludies Major Academnic Requirerment.. Create Owerrlde
ENVS 198
Fawarile ¥ ~ )
Academic Requirement  Em
Envirenmental Studies Major Inteqration 108 '

attend 10 EMVS colloguia

Eliglbllity Rule Meanlng — Stu

6. From the options of Override Type, choose Waive Requirement.

*Note that this override type will waive the entire requirement. If the
requirements require more than one course and you want to waive some
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units, do ADJUST UNITS. If you want to waive some courses, do ADJUST
COURSE COUNT.

|, Override Academic Requirement for Student

Academic Requirement * Environmental Studies Major attend 10 ENVS colloquia

Rearch

Override Type
Add Course
Adjust Course Count
Adjust Units
Assign Course to Requirement

Substitute Course

Waive Requirement

7. Enter the reason for override in comments section and click Submit

(1) Normal Course Waiver: Waive per Chair Bronco

Santa Clara University Proprietary and Confidential 3/31/26

(3

Student

Academic Requirement  Environmental Studies Major: ENVS 198

Qverride Reason x Other

)Normal ~ B I g A

]
@

Comments

Waive ENVS 198 per Chair Bronco

(2) Milestone / Non-course Waiver: Completed the requirement per
Chair Bronco

Override Academic Requirement for Student

Student I

Academic Requirement  Environmental Studies Major attend 10 ENVS colloquia
Override Reason % Other =
Comments Nomal ~ [ B I U A v|EIlSD

Completed the requirement per Prof Chair Bronco

8. Once submitted, it will get re-routed to the record analysts for approval.
This will be your confirmation notification.



Records: Initiating Academic Requirement Overrides

X
eq
Override Academic Requirement for Student
I Up Next: Student Records Manager IApprovaI by Student
1 Records Manager | Due Date 03/05/2023

View Details

If you click View Details:

Override Academic Requirement for Student  Mathematics Major: One course from MATH 103 or 111 Waive Requirement Override 0

Up Next Do Another

Student Records Manager Edit Academic Requirement Override for Student

Approval by Student Records Manager Override Academic Requirement for Student

Due Date 03/05/2023

> Details and Process

If you click on the academic requirement, you will see the override status
is “pending approval”
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View Academic Requirement for Student

Student

Academic Requirement  Mathematics Major: One course from MATH 103 or 111

Eligibility Rule Meaning  Student has completed any of the following course(s): MATH 103 - Advanced Linear Algebra, MATH 111 - Absi
Scheme), A+_SCU (SCU Standard Grading Scheme), B (SCU Standard Grading Scheme), B- (SCU Standard Grac
Scheme), C+ (SCU Standard Grading Scheme), CR (SCU Standard Grading Scheme), D (SCU Standard Grading !

Sharing Restrictions Mathematics Major: Four upper division MATH or CSCI Electives
Mathematics Major: One course from MATH 101, 113, 122, 125, 141,144, 146, 155,166, 174, 176 OR 177
Mathematics Major: One course from MATH MATH 102, 105 or 153

Status Not Satisfied

Remaining Minimum 1 Course(s)

¥ Overrides

1 item

Override Type Override Status

Waive Requirement Pending Waive Approval

10. Once the record analyst approves, you will receive a notification and
you can reload the student profile to check that the Override has been
assigned.

®



Records: Initiating Academic Requirement Overrides

Notifica

Viewing: All SortBy: Newest » Core: LSB: Science Technology and Society Add Course Override 03/07/2023

From Last 3

s

2 minute(s) ago

Core; LSB: Science Technology and Society Add The reques for  waiver/substtuton that you st for - nas been approved. Pleaserevew ne students academic progress report for furthr dtais
0310720

‘Academic Requirement Override Event - Successfulh
Completed Details ~ Core: LSB: Science Technology and Society Add Course Override 03/07/2023
T minUte(s) 200

Communication Major: COMM 12 Substitute Course
Override 03/07/2023
Requirement Override Event - Successfully

39 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023

Academic Requirement Override Event -
47 minute(s) ago

ed

Communication Major: COMM 1 Substitute Course
Override 03/07/2023
Requirement Override Event - Successfully

50 minute(s) ago

Communication Major: COMM 1 Substitute Course
Override 03/07/2023
Requirement Override Event - Succes:

54 minute(s) ago

Environmental Studies Major: Not Satisfied Minimum 1 Course(s)
ENVS 198

Environmental Studies Major Waived
attend 10 ENVS colloguia
(Override Assigned)

1dm s w
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