Degree Audit Coding Style Sheet

General Points

» The organization of audits and the naming of Requirement Groups and Requirements should

always reflect the administrative policy set by the state of Indiana, Indiana University and the
School concerned.

» Choose a single voice and use it throughout the audit.

0 Example: Do not mix “You should take”, “The student should take”, “Students should
take”, “Students should complete”, etc.

0 Select one method and stay with it
» Don’t use text that makes the Display Select redundant.
0 Example: Do not use “COMPLETE TCM 320”in fields that display in the audit in
combination with checking the “Display Select Line” option on the Line Item Parameters

page
0 The following redundancy occurs:
COMPLETE TCHM 320

< Entered by the coder
Units (required/actual/needed): 3.00/0.00/3.00
The following course (=)

Bequirement Mot Satisfied -
ENG-W 231, TCHM 320

may be used to satisfy thi=s regquirement:

Automatically results by checking the "Display Select

Line" option. Redundant with previuos statement

» When referring to a new course, use the course catalog numbering.
0 Example: Use ENG-W 131

O Do NOT Use: ENG W131, ENG W-131 or English W-131
Only use special characters (*, #, @, etc.) to emphasize text within text/disclaimer areas.

0 Do NOT use special characters as separators for Requirements or Requirement Groups
etc.
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Requirement Groups

> 8.0 Long Description and 9.0 Report Description should be an appropriate brief descriptive title
such as “COMMUNICATION REQUIREMENTS” followed by a space then (RG and the requirement
group number)
0 Text should be in all uppercase.
0 Ifin 8.0 you need additional text, continue it in the Long Description in mixed case.
> 9.0 Report Long Description should be descriptive text in mixed case.

9.0 Example

Requirement Group | Barameters Detail Detail Parameters | Plans Required | Plans Appended

Find [ View Al 4 g£1 []

+
Requirement Group: 015171 =]
*Effective Date: 01/01/2000 [ *Status: *In Development |N—

*Requirement Usage *Report Seq: 1

Academic Structure
*Academic Institution: IUINA ¥ IUPLUI

Academic Career: UGRD 2 Undergraduate 9.0 Example:
Academic Program: ucoLt & University Coll Undergraduate *Report Description

Academic Plan: ASCHEASPR QU Chemisty AS “Report Long Description
Academic Sub-Plan: Q

Description Fields

*Search Description: |Communications grt Search Description: |Communicat

*Long Description: COMMUNICATION REQUIREMENTS (RG 15171) &
*Report Description |Corv1rv1UNICATION REQUIREMENTS (RG 15171)

*Report Long Description: | Student must complete the following 3 communication requirements. ¥

Using Report Long Description in Course Catalog

[J enable Catalog Print [[] override Report Long Description

Pre-Condition: | None v|
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8.0 Example

f Requirement Group ' Parameters *  Detail ' Detail Parameters | Plans Required | Plans Appended |

Co
Requirement Group: 015672 py El
*Effective Date: 01/01/2000 |k *Status: *In Development:

*Description: |Communications | *Reporting Seq:
*Short Description: comm *|sage:
Long Description: COMMUNICATION REQUIREMENTS (RG 15672) Student must

complete the following 3 communication requirements.

*Academic Institution: UINA_~ » IUPUI

Academic Career: ﬂ Undergraduate

Academic Program: ﬂ University Coll Undergraduate

Academic Plan: ﬂ Chemistry AS

Academic Sub-Plan: l:lﬂ 8.0 Example:

*Long Description

Pre-Condition: | MNone v |

Catalog Description

> In 9.0 Report Long Description you can place the standard disclaimers.
0 See below

Requirement Group Parameters Detail Detail Parameters Plans Required Plans Appended
Find | View Al [4] 1 051 [¥]

+
Requirement Group: 015138 El
*Effective Date: 01/01/1901 [ *Status: *In Developmenth—
*Requirement Usage *Report Seq:|

Academic Structure
*Academic Institution: ILINA hd IUPUI

Academic Career: UGRD & Undergraduate Proper use of special
Academic Program: TECHT & Technology Undergraduate characters.. with text
Academic Plan: Q disclaimers
Academic Sub-Plan: Q
Description Fields
*Search Description: |LWH Tech1 Cautions/Disclaimers *Short Seardh Description: |LWH Tech1
T T wrrerrrssererereers ATTENTION! PLEASE NOTEI eremreressaferses Fé
*Report Description [rrmmssmssmsseress ATTENTION! PLEASE NOTE! rmmmsmsmssstmmssnsaes I

IS INTENDED SOLELY FOR GUIDANCE IN MEETING DEGREE REQUIREMENTS.

*Report Long Description: | TH!S DOCUMENT IS FOR ADVISING PURPOSES ONLY. ITIS NOT AN OFFICIAL TRANSCRIPT AND QF

ALTHOUGH EFFORTS HhE BEEMN MADE TO ENSURE THE ACCURACY OF THIS REFORT, THE »
Using Report Long Description in Course Catalog

[l Enable Catalog Print

9.0 Text disclaimer should
Pre-Condition: | MNone V| *Report Long Description
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Requirements

> 8.0 Long Description and 9.0 Report Description should be an appropriate brief descriptive title
such as “ENGLISH COMPOSITION COURSES” followed by a space then (RG and the requirement

group number)
0 Text should be in all uppercase.
0 Ifin 8.0 you need additional text, continue it in the Long Description in mixed case.

> 9.0 Report Long Description should be descriptive text in mixed case.

9.0 Example

Find | View All E 10f1 E

+
Academic Requirement: 000016916 =
*Effective Date: 01/01/2000 [5 *Status:
*Requirement Usage: ADY QL Academic Advisement
Academic Structure
*Academic Institution: UiNA - 3 =0
Academic Career: UGRD O Undergraduate ?.I] Examples: o
*Report Description
Academic Program: ucoLt | SUVEEINECHIINGEENETEEN “Report Long Description
Academic Plan: ASCHEASPR Q Chemistry AS
Academic Sub-Plan: Q
Description Fields
*Search Description: |Eng|ish Composition *Short §earch Description: |[Eng Comp
*Long Description: EMGLISH COMPOSITION COURSES (RQ 16916) / @
I
*Report Description: EMGLISH COMPOSITION COURSES (RQ 169186) ¥
*Report Long Description: |Student must complete the courses indicated below @
Pre-Condition: Mone M
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8.0 Example

Reguirement ' Parameters | Lineltem " Line ltemn Parameters | Line ltem Detail |

+
Academic Requirement: 0000717364 Copy EI

*Effective Date: 01/01/2000 B +status:

*Description: |Eng|ish Composition |

*Short Description: ENG Camp *Usage:

*Long Description: EMGLIZH COMPOSITION COURSES (RQ 17364) Student must
complete the courses indicated below

*Academic Institution: IUINA | IUPUI

Academic Career: UGRD (4 Undergraduate

Academic Program:; ucoLt (R University Coll Undergraduate

8.0 Example:
Academic Plan: ASCHEASPR | Q) Chemistry A5 P
Academic Sub-Plan: |:|ﬂ

Pre-Condition: | Mone 3 |

*Long Description

> Display Select Line should not be turned on for requirements that have course lists with wild cards.

Academic Requirement: 000015916 English Composition

Effective Date: 01/01/2000 Status: Active

Line ltem Parameters

Line Nbr: 0010 —
Minimum GPA: [ ]
Minimum Units: [ a00 Maximum Uniits Allowed: [
Minimum Courses: l— Maximum Courses Allowed: l—
Min Grade Points/Unit. |

Resolution Methodology

*Course Ranking Scheme: | Chronalogical v| [ override Standard Set Logic

*Credit Include Mode: All Stats v [1Enable Splitting [] count Attempts
Display Control

Print Control: | Print on audit reports v| | [Joisplay Select Line  w, |

*Reporting: |Always Report v | \

Display if Satisfied

Should NOT be checked if the Line ltem

[lera [Junits []Course Count Detail tab uses "Wild Card” course lists
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> The Line Item Description field does not display in 8.0 audits, but under certain circumstances it will
display in 9.0 where it is called the Search Description.
0 This field should contain a reasonable description of the Requirement line.
0 In 8.0 some coders currently use this field to themselves as the coder

Requirement | Parameters Line tem Line ltern Parameters Line ltern Detail

Academic Requirement: 000015916 English Composition
Effective Date: 01/01/2000 Status: Active
Find | view Al Y 1.0p1 (M
(=]
Should be appropriate and
) - descriptive
*Line Type: | Course Requirement v|
Description Fields
*Search Description: |Eng|ish Composition " | *Short Search Description: E—
*Long Description: English Compaosition @
*Report Description: English Composition
*Report Long Description: |English Compaosition @
Pre_Condition: | Mone i |

> 9.0 Report Search Description field on the Line Item Detail page should be left blank because the
results are unpredictable.

Requirement | Parameters Line [tem Line Item Parameters Line tem Detail

Fndview Al [ 1o [
Academic Requirement: 000016916 English Composition

Effective Date: 01/01/2000 Status: Active

Line Nbr: 0010 English Composition

Report Search Description

Lime Item Detail

*Line Detail Sequence: 1 *Line Detail Type: CLST O Course List

Course List: 000013844 QL English W131 At this time leave this field BLANK. Once
qu the field becomes more perdictable, this

Condition Operator: recommendation may change.

Condition Data: &
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Course Lists

> When an existing 8.0 Course List containing a “wildcard” reference is converted to a 9.0 Course
List, the default conversion value in the report description will sometimes be confusing (e.g. all
CLAS-C 40000-level courses). These should be manually corrected to appropriate descriptions.
0 This field is on the Course List Detail page, but only displays when the “Wildcard

Indicator”

checkbox is selected (checked.)

FOLS-Y 309
FOLS-Y 309
*Course Sequence: 10 WildCard Indicator Display Wildcard Courses [=]
Academic Institution: luBLA | Q Bloomington
Academic Group: Q
Subject: POLSY A poiitical Science
Catalog Nbr: g @, Report Description: all POLS-Y 310000-level cours
F
*Course Sequence: "
Course 1D: 039021

This field defaults to the after-conversion description
displayed. It should refer to all POL_Y 310 - 319 courses.

Always check this Course List field for appropriate
contents if the course list has been converted from 8.0
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Student Exceptions

> When creating student exceptions (course directives etc.), AA recommends that in the long
description that you include the exception type/ number (CD = Course Directive, RC =
Requirement Change, etc.), followed by appropriate identifying text using upper/lower case.
O Itis also desirable to include information about what office/person granted the

exception.
Authorize Student Exceptions
Find | View Al First 4] 1 of 1 [+ Last
Advisement Override: 000040997 User ID: Larry Hill FE
*Effective Date: 10/01/2007 [ *Status:
Sfescrmpio |Accept CSCIHN 201 for CIT 106 Short Description: |CSCI-N201
Long Description: CD: 40997 — Accept CSCI-N 201 for CIT 106 — Okayed by CIT advisor Dave Fernandez @
*Academic Institution: IUPLI
*Academic Career: WO\ Undergraduate
Academic Program: WO\ University Coll Undergraduate Create Exception
Academic Plan: ASCHEASFR Q Chemistry AS
Academic Sub-Plan: Q
*Selection Code: | Student v |
*Selection Data: ’WO\ Elvira Winkersham
*Operation Code: | Course Directive L4 |
How it displays on the audit
Course directed to this line
Term Course Description Units Grade Code
Fall 2004 CSCI-N 201 PROGRAMMING CCONCEPTS 3.00 B EN
CD: 40987 -—— Accept CS5CI-N 201 for CIT 106 ——- Qkayed by CIT advisor
Dave Fernandez
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Disclaimers/Text

The coding of general disclaimers/text should be placed in Requirement Groups.

The Report Description should contain an attention grabbing message.

The text of the disclaimer should be placed in the Report Long Description using mixed case and

be appropriately formatted

» General Disclaimers/text should appear at the top of each audit.

O A university/campus wide disclaimer is being developed which will appear first in all
audits.

O Any disclaimers/text developed by individual schools should follow this disclaimer and
should not contradict it.

Y V VYV

Requirement Group Barameters Detail Detail Parameters Plans Required Plans Appended

Find | View Al 1 10r1 [}
+
Requirement Group: 015138 El
*Effective Date: 01/011301 Eﬂ *Status: *In [}evelopmenth_
*Requirement Usage *Report Seq:|
Academic Structure
*Academic Institution: IUINA w IUPUI
Academic Career: UGRD Undergraduate
Academic Program: TECH1 O Technology Undergraduate
Academic Plan: liQ Attention Grabber
Academic Sub-Plan: Q
Description Fields
*Search Description: WH Tech1 Cautions/Disclaimers *Short Search Descriptipn: |LVWH Tech1
SLOW DeﬁCl'ipﬁOl"i: EERXRREERR AR, A‘ITENT'ON' PLEASE NOTEl LT T e e e e @
¥
aRemrt DeﬁCl'ipﬁOI"i |xxxxxxxxxxxxxxxxtxxgxgx A‘lTENTIONl PLEASE NOTE' e T EE s
“Report Long Description: | THIS DOCUMENT IS FOR ADVISING PURPOSES ONLY. IT IS NOT AN OFFICIAL TRANSCRIPT AND 4
IS INTEMDED SOLELY FOR GUIDAMCE IN MEETING DEGREE REQUIREMENTS.
ALTHOUGH EFFORTS HAVE BEEN MADE TO ENSURE THE ACCURACY OF THIS REFORT, THE
Using Report Long Description in Course Catalog
[ Enable Catalog Print [ override Report Long De m—
Pre-Condition: | Mane v| Disclaimer Text
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