t MINNESOTA STATE Student Guide

Create a Plan From a Degree Audit

STAY ON YOUR PATH AND GRADUATE ON TIME

Create a personalized term by term plan of the courses that will complete your
program requirements and help you stay on track to graduation.

Plan directly from your degree audit. Plans can also be built from multiple program audits,
allowing you to add minors, concentrated studies, etc.

This guide will show you on how to create a plan from a degree audit. Connect
with an academic advisor at your campus for help with picking a major or minor,
class schedules, internships, and more.

Steps to Log In: How to Log into Minnesota State Student Planner

Minnesota State Student Planner is the web-based student planning system
that includes Audits, Plans, and Schedules and can be accessed through your
eServices account on any device connected to the internet.

MINMESOTA STATE

Student Planner

Select the Plans tab

MINNESOTA STATE

Student Planner
Audits ~ m Schedules

Minnesota State is an affirmative action, equal opportunity employer and educator.


https://www.minnstate.edu/askus/Advising.html
https://minnstate.edu/admissions/docs/StudentGuide_LoggingIntoStudentPlanner.pdf
https://www.minnstate.edu/askus/eServices.html

On the Manage Plans page you will see one Program and Catalog year listed.

The Program and Catalog year listed is the program/major that has the Rank of 1 on your
student record. To change your major, contact your registrar/student records office.

Manage Sample Student’s Plans @

Program: Psychology: Option A, BA
Catalog: Fall 2017

My Plans Create 3 New Plan

Preferred Edit Plan Action Updated User PDF
* Bus Adm Candidate Jun 3, 2020 [ POOF |
kg Cassandra Bio Chem 2 - 4/8/20 Apr 8, 2020 ch

If your Degree Program is Undecided in your student record, the Program listed will be ‘No
Declared Program’ and the Catalog year will be the current term. To change your major, contact
your registrar/student records office.

Program: No Declared Program
Catalog: Summer 2022

Create a New Plan

My Plans

Preferred Edit Plan Action Updated User PDF
w A& Official Plan [ select... v| Apr6, 2022 PDE
o7 Alternate Plan for Al [ select... v Apr6, 2022 [PoF
My Plans

The My Plans table includes all the plans that have been created for that student. In My Plans
you can mark a plan as Preferred, select a plan to Edit, and select from additional options under
the Action dropdown menu.

Preferred

Only one plan can be marked as Preferred. The filled star icon indicates which plan is the
Preferred plan. The Preferred plan is the plan that can be Locked/Approved and is also the plan
used for the data in Reports.

Edit Plan

To open the plan you want to edit, select the plan name or Edit Plan under Action.
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My Plans Create a Mew Plan

Preferred Edit Plan / Action
* Ad Official Plan I Select... . I

Select...
Edit Plan

Y:f Alternate Plan for A&

. . . Rename
@ Indicates a plan without associated roadmap

Copy

Action

Select the Action you want to perform for that plan, from the dropdown list of choices:
e Edit Plan - opens the plan so you can edit
e Rename
e Copy
e Delete - this choice is not available for the Preferred plan

My Plans Create a New Plan

Preferred Edit Plan Action

* A Official Plan | Select.. v l /
‘E:? Select...

Alternate Plan for AA
Edit Plan

. . . Rename
O Indicates a plan without associated roadmap

Copy

My Plans Create a New Plan

Preferred Edit Plan Action
* AA Official Plan [Select..  v|
'f} Alternate Plan for A4 I Select... v I

Select...

O Indicates a plan without associated readmap Edit Plan
Rename
Copy
| Delete I/e the free A

NOTE: Students start with no plans listed under My Plans. Once plans have been created, all

plans can be deleted except one, which will be your Preferred plan. You cannot delete your
Preferred plan.
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Naming Your Plan

Since many different plans can be created, it can be helpful to include specific information in
the plan name. Ask if your college or university has a naming convention or recommendation.

Create a New Plan for a Declared Program/Major

Select the Create a New Plan link tab.
1. Enter Plan Information: Plan Name, Term and Year in which the Plan should start, and
Years to Graduation.
2. Select Add Plan.

Manage Student J Sample's Plans @

Program: Athictic Training, 85
Catalog: Fall 2017

Enter Plan Information Here:

/—' Program: Athletic Training, BS effective: Fall 2017

Select 5 different program

—
Plan Name:
Term: Summer ~
—
Year: 2022
Years To Graduation: 4 v
—

Add Plan | 4=

Create a New Plan for a Different Program/Major

Select the Create a New Plan link tab.
1. Select the Select a different program link under your Program. It will open the Request
an Audit for Plan page.
2. Select a Program and Catalog Year from the dropdown menus.
3. Enter Plan Information: Plan Name, Term and Year in which the Plan should start, and
Years to Graduation.
4. Select Next.

Request an Audit for Plan
Manage Student J Sample's Plans @

Select a Different Program:

Program: Athiztic Training, 85
Catalog: Fall 2017

Choosing a degree program here will not change your declared degree program.

Program:  Applicd Big Data Analytics, AAS

Enter Plan Information Here: Catalog Year: Fall 2022
Program: Athletic Training, BS effective: Fall 2017
P Sclectadifferent program
Plan Name:
Enter Plan Information
Plan Name:
Big Data 2-year Plan
Term: Summer 9 ’
Term:
- Fall v
Year: 2022
Year:
“r 2022
Years To Graduation: 4
Years To Graduation:
2 v

Add Plan

<+—

m cenee
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Plan Builder

Step 1: Select a course to view more details about that course.

Step 2: Drag the course into the appropriate Term on your Plan.
Step 3:
are fulfilled as needed.

Schedules ‘Comments

Use the ‘check’ Plan button to check your Plan against the audit to ensure requirements

o -

Plan Builder

Step 1: Step 2:

Drag course into appropriate Term

Step 3:
Use the "check” Plan button to
check your Plan against the audit to
ensure requirements are fulfilled as
needed.

Click or tap a course to view more

details about that course. on your Plan.

Audit: BA PSYA

Audit Side

Plan: My Plan
B PDF

Program: BA PSYA
Effective: Fall 2017

Plan Side .c.

HBE® v - +

Graduation Goal GPA: 0.000
Projected Cumulative GPA: 3.200

> GOAL 10: PEOPLE AND THE ENVIRONMENT (3 SH) i v Spring 2021 0 Credits o
>3 40 S_H _FROM GOALS 1-10 . Add Course | Add Message

A Minimum of 40 SH Is Required From Goals 1-10.
> 1 PHYSICAL DEVELOPMENT AND WELLNESS (2 SH) » Summer 2021 0 Credits o

Ways to Add Courses to a Plan

1.
Course.

Audit: BA PSYA Plan: My Plan

Course Catalog Details % || B POF ‘ & ‘ = @

Program: BA PSYA Course details for PSY 350.

Graduation Goal GPA:

Effective: Fall 2017

Course” button below.

To add this course to your plan, select the term and press the "Add

Expand All / Collapse All

Expand lapse A
F19 Psv32s sffselect Term Spring 2021
= 4 Appied Domai (3 5 Spring 2021 v‘ Add Course
D 53 3 Add Course | Add Message
PSY 350 (3 credits)
<] 5) Integration Domsin 2 5H)
rouRs BIOL206 (3 C;
a — Summer 2021
20 psve s Fall 2021
NEZDS: [r— Fall |Spring|Summer|Fall |Spring|Summer|Fall |Spring|Summer|Fall |Sprit
2020|2021 2021 |2021|2022 |2022 [2022[2023 |2023 |2023|202¢ "
> NOT FROM: Spring 2022
Fsr 85,210 leJe] e 22 222 212>
v Summer 2022

SELECT FROM:
psy

Audit: BA PSYA

Brogram: BA PSYA

Effective:
Expand All/

[ x| 5) Integration Domain (3 SH)
-
. 00 o ——
MEEDS: 300 HOURS o - Add Course | Add Message
: -
-
l :a m
] B
20 psyaz0 30 Z P Abnomal Peychology
NEzDs: 600 HOURS
-» NOT FROM:
PSY 185,210
SELECT FROM:

Psy

Updated: 08/17/2022

Plan: My Plan

B POF \E\ =8

Graduation Goal GPA:
Projectzd Cumulative GPA: 3200

Expand All / Collapse All

e < iz
EER . o
-

Student Guide_Create a Plan From a Degree Audit v4.5.4.3

Select course to open Course Catalog Details from degree audit, Select Term, Select Add

3 Credits

® v = +

0.000

Projected Cumulative GPA: 3,200

3 Credits [ @

Planned GPA: 0.000

Select and drag the course from the degree audit and drop it on the term.

0 Credits o]
0 Credits of
0 Credits o
0 Credits of
3 Credits

® v -+

0,000

3 Credits (£ T

Planned GPA: 0.000

0 Credits ju]
0 Credits @
0 Credits o
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3. Select the Add Course button under any term. Enter course department and number.

Audit: BA PSYA

Add Course

Department
Abbreviation:
Actiinvasion Games Uit

NEEDS: 1.00 HOUR Course
-> NOT FROM: Number:
SELECT FROM:

Plan: My Plan

B PDF | & BE® v -+

Graduation Goal GPA: 0,000

rojected Cumulative GPA: 3,200
Expand Al / Collapse All

~ Spring 2021

I Add Course I‘.E\d Message

1
1

o

RTTR144, 246 THAD125,151(F 17 OR AFTER), 153(F 17 OR AFTER), 155(F
THAD157(F 17 OR AFTER) 253(F 17 OR AFTER) 255(F 17 OR AFTER), 257(F 17 OR AFTER)

BIOL206 (3 Credits)

> Summer 2021

> Fall 2021

Courses can also be moved from one term to a different term.
Continue adding courses until you are done creating the plan.

Check the Plan

3 Credits

3 Credits [ @

Planned GPA: 0.000

0 Credits

0 Credits

Select the checkmark icon at the top of the plan to check planned courses against the audit.

Plan: My Plan

~

6 Credits

B roF & = EH ® v = +
Check plan against degree audit to make sure requirements are being fulfilled |
Graduation Goa SanE

Check against the degree audit to make sure requirements are being fulfilled

completing more than one program requirement.

When a plan is checked, it validates against the audit.
It's a good idea to check often to make sure courses are applying where you intended.
The audit is rerun to reflect how planned courses apply to your program.
Make sure you are satisfying program requirements and where planned courses may be

Planned courses will display as PL in purple on the Audit Side:

Plan Builder

Audit: AA TPHI

Program: History Transfer Pathway, AA
Effective: Spring 2021

PLANNED: 14.00 CREDITS
B History Core Courses
A total of four HIST courses are required, at least one of
which must be HIST 1100 or HIST 1110.
-8 1) Toke ither HIST 1100 0r HST 1110,
0 coursEs TaceN
pLaNNED: 1 CouRsE TaEN
F21 ST 0 8 Amercan History rom 1665: &
| = 8 2} Take 3 additional HIST courses.
1 CouRsE TAKEN
pLaNNED: 2 courses Taken
F18 HISTIO00 04 World Ht o 1500
21 HisTion 0w Word e 15
et i S

Plan: My Plan 14 Credits
or [0 =B ® v =+
Graduation Goal GPA: 0.000
Projected Cumulative GPA: 3.287
bl > Spring 2021 11 Credits [ @
> Fall 2021 3credits | @
> Spring 2022 0 Credits o
> Summer 2022 0 Credits o
> Fall 2022 0 Credits @
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View an Audit that includes all courses from the plan:

This opens an audit in a new tab and allows you to continue planning while viewing an audit.

Plan: ACC

Bkr ¢ =8 ® v - +[ala

| View an Audit that includes all courses from the plan. |

n

. &

Editing a Plan

On the term line, select the Edit Term button on the right side to open the edit functions.

Plan: AA Official Plan
B POF | & =B ® v - +

Graduation Goal GPA: 0000
Projected Cumulative GPA: 0.000
Expend Al / Collapse All

~ Fall 2022

Add Course | Add Message | B

ENGL1021 (4 Credits)

ECAD1025 (3 Credits)
How to Make

rast Anything

ASL 1011 (4 Credits)
America

16 Credits

16 Credits || @

Planned GPA: 0.000

Removing Courses From Your Plan Term
1. Check the box to the right of the course(s) that you want to delete.
2. Select All to delete all courses in the term.
3. Select Delete. You will be prompted to confirm the deletion.
4. Select Submit to save your changes.

Plan: AA Official Plan
B POF & =EEH® v - +

Graduation Goal GPA: 0.000

Projected Cumulative GPA: 0.000
Expand Al / Collapse All

~ Fall 2022

ENGL1021
Compasition |

Updated: 08/17/2022

a

Credits[PL v |
Credits[PL v |
Credits| PL
Credits| PL

Credits | PL

16 Credits

16 Credits

Planned GPA: 0.000 /

v

v

v

v

emL —
All
—

(m]

(m]
(m]
(m]

e
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Course with Variable Credits
e Variable credit courses shows as zero credits on a Plan.
e Edit Term to enter the correct number of credits.
e Select Submit to save your changes.
+~ Spring 2023 0 Credits
Planned GPA: 0.000

All

[0 lcrdns[p V] O

Submit || Cancel

COMM2780

Communicati

Completed Audit Requests

Every time a plan is opened; an audit runs for the plan that is opened. When you go to the
Manage Audits area in the Audits tab, the degree audits that were run in Graduation Planner
will display the planned course icon and contain the word ‘planner’ in the Run By column:

MINNESOTA STATE

Student Planner

4  Notifiations  Students ~  Roadmaps =  Encoding  Reports  Security ~
Student: Audits ~  Plans  Schedules  Courses ~  Comment ts  Exceptions  Transfer Evaluations  Profile ~

Completed Audit Requests

These are the audits that have been run in the past far this student's recard. Hitting the 'Run Audit' button will run a new audit repart, Deleting audits remaves them from this list.

Select All/None
itle Run By aua g Delete
Applied Big Data Ansiytics, AAS plennerd

Applied Big Data Analytics, AAS plannerd

D Insted AuditType  Format

o

40849904
40849807
40849003  AFAS9  Rall2020  o4A1/2022516PM ggm®@ . planner

20849596

40849805

BOEEEE

40849594 NO AUDIT Fall 2020 0471172022 5:15 PM

Legend

- In Progress Course

(- Planned Course

When you open an audit that contains planned courses, the planned courses will display in
purple.

Enter Exception Mode
Audit Results Course History.

Audit Categories
You are here: # Audit

Click on any area of the graph for further detail.

MNTC Courses
Health/PhyEd
5 10 20 25 30 35 40 o0 40

[} 1

- 5 20 20
I .
0.0
GPA
‘ M compiete 10 Progress B untuifiled M Fanned
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Notations on the Plan and Course Catalog Details

If a course displays with a red circle with a minus @ itis an alert there may be an issue with
planning this course. Hovering your cursor over the red circle will give you a reason.

v Spring 2021 3 Credits [ [

Status

1. Course not offered in this Term
Planned GPA: 0.000

p=]

[BlvamT300 3 Credits)

Management

In this example MGMT 300 displays as not offered Spring 2021. This may be because:
e the school has not rolled the schedule for that term yet or
e the course will not be offered Spring 2021

Select the course to open the Course Catalog Details for more information.
Course Catalog Details x

Course details for MGMT 300.

To move this course to a different term on your plan, select the
term and press the "Move Course" button below.

Select Term

o

MGMT 300 (2 credits)

Management Principles

This course examines the concepts and principles of management including historical and
contemporary perspectives of management. The learner will study the four functions of
management: planning, organizing, leading, and controlling, which are the foundation of
management and provide context to how managers plan, make decisions, organize,
motivate, lead and control operations, and the workforce, in a changing environment,

MNTC Goals [

LW Offering Frequenqr |I Fall - &ll Years, Spring - All Years, Summer - All Years
Prer
Corequ|5|te

Course Availability

Summer Spring | Summer Spring | Summer
2020 |2021 (2021 2021 |2022 (2022 2022 |2023 (2023

(%]

Course Not Offered

Course information displaying in the Course Availability grid reflects which courses are on the
rolled course schedule in eServices for the term listed.

If available, using Offering Frequency information can help you know in which term(s) the
course is usually offered. In this example, Offering Frequency tells us that the course is usually
offered Fall — All Years, Spring — All Years, and Summer — All Years.

It was known that the school had not yet rolled the Spring 2021 schedule, so the course was left
on the plan. Every time a Plan is opened, Course Availability is updated and reflected on the
Plan and in the Course Availability grid, so when the schedule has rolled, this will update. View
Courses & Registration in eServices to verify the availability of a course.

Updated: 08/17/2022 Student Guide_Create a Plan From a Degree Audit_v4.5.4.3 9|/Page


https://www.minnstate.edu/askus/eServices.html
https://www.minnstate.edu/askus/eServices.html

Prerequisites and Corequisites

When a Prerequisite or Corequisite is both Enforced and Displayed in curriculum management
it displays in eServices in Course Details under Prerequisites (Courses and Tests).

Prerequisites (Courses and Tests)

This course requires the following prerequisite
BIOL 1041 - Principles of Biology I (Minimum grade: 1.57 GPA Equivalent)

Prerequisites and corequisites in our system are very complex and can include several kinds of
test scores and multiple measures which is great for students. Unfortunately, because of our
complexity, prerequisite and corequisite functionality does not work in the Plans application.

When a Prerequisite or Corequisite is both Enforced and Displayed, a message will display in
Course Catalog Details referring the user to the most accurate source of information which is
eServices: “See Course details in eServices for Prerequisite information”.

Course Catalog Details ®

Course details for BIOL 1042,
To move this course to a different term on your plan, select the
term and press the "Move Course" button below.

Select Term

E
BIOL 1042 (5 credits)

Principles of Biology 1T

This is a lab science course dealing with ecology and a taxonomic survey of the major
groups of organisms. It is a continuation of BIOL 1041. Topics include phylogeny,
morphology, development, and structure-function relationships of viruses, bacteria,
protistans, plants, fungi, and animals, as well as ecology at the population, community,
and ecosystem levels. Laboratory exercises consist of observations and investigations of
ecological interactions as well a5 practical identification of various organisms and
structures. Prerequisite(s): BIOL 1041 with a grade of C or higher.

MNTC Goals | 03 - Natural Science

Course Availability

Fall |Spring [Summer|Fall |Spring |Summer|Fall |Spring|Summer|Fall |Sprin
2021|2022 (2022 2022(2023 (2023 2023 (2024 (2024 2024(2025

olo | 2 |22 2 [2]2] 7 |[?2] 2

Prerequisite information may also be included in the Description. If it is, it can be seen in the
Course Catalog Details in the Minnesota State Student Planner and the Course Details in
eServices.

Course Catalog Details - Description in

Principles of Blolegy 1T K
Minnesota State Student Planner

Course Details - Description in eServices

Description
This is a lab science course dealing with ecology and a taxonomic survey of the major groups of organisms. It i ntinuation of BIOL 1041, Topics include
phylogeny, morphology, development, and structure-function relationships of viruses, bacteria, protistans, pla fungi, and animals, as well as ecology at the
population, community, and ecosystem levels. L of ecological interactions as well as practical
identification of various organisms and structuref. Prerequisite(s): BIOL 1041 with a grade of C or higher.
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Approved Plan and Approved Term(s)

On the Manage Plans page

rragram: N Cecie;. SOMeE schools use the Approval option. Approving/locking can be activated by
Catalog: Fall 2020 .
- staff/faculty/advisors.
retereds ¢ Preferred Plan: The plan that the student will follow to complete their program.
o . Approving/Locking can only be done by staff on the Plan that is marked as
A Preferred.

P

Approved Plan

The notation Plan Approved and additional information displays on the Plan Side of Plan
Builder in the approved plan.

Plan: AA Plan 18 Credits

i
=)
(v ]
s |
-
11

= L'

Graduation Goal GPA:

it Libersl Arz Projected Cumulative GPA:

Program: No Declared Program
Catalog: Fall 2020

My Plans Create 3 New Plan

Preferred Action Updated User PDF
a8 AA Plan Sep 29, 2020 [ PoF
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Approved Term(s)

The notation APPROVED displays next to the approved term on the Plan Side of Plan Builder.
4 Credits

Plan: Biology Plan
B rOF & =B ® v — +

Graduation Goal GPA; 0.000

Projected Cumulgisfe GPA: 3.481

Expand All / Collapse All
[ Fall 2020 apPrROVED 4 Credits
8

If a term or terms have been approved but the plan has not been approved, there is no
indication of an approved term on the Manage Plans page.

Program: No Declared Program
Catalog: Fall 2020

My Plans Create a Mew Plan

Preferred Edit Plan Action Updated User PDF
1 2 year Busipfes Plan 28 Sep 29, 2020 ch
f‘f Arear Business Plan 1 Sep 29, 2020 [ PF ]
* Biolagy Plan Sep 29, 2020 ch

Legend for Icons Used in Plan Builder
Legend . g . . .
9 The blue circle ‘i’ icon is not used in our configuration.

(3 = Course List Students are directed to “See Course details in eServices

= Course with P r Co Requisites| . . T .
T T for Prerequisite and Corequisite information”.
" = Completed Course

*** — |n Progress Course

¥ = Incomplete Planned Course
== = Completed Course, Mo Credit
@ = Alerting possible issue with course

= Complete
Eﬂ = Planned
E = In Progress
F = Unfuffilled
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Plan Side Icon Descriptions

Plan: DEMO Plan BIOL BA
B PDF | & = H B v =

= View an Audit: This audit opens in a new tab and allows you to continue planning while
viewing an audit

ppF View PDF: Displays in-progress plan as PDF.

See Associated Roadmap: When the icon is gray, there are no associated roadmaps.
When the white icon is selected, it turns gray and lists any associated roadmap(s).
& To return, select Associated Roadmaps again.

.— See Completed Courses: Displays plan on left and completed coursework on right.
To return, select See Completed Courses again.

GPA Calculator: Displays plan on left and ability to plan GPA on right.
E To return, select GPA Calculator again.

o Comments: Displays plan on left and allows you to read/make comments on right.
To return, select Comments again.

Check Plan against Degree Audit: Validates plan against audit and checks term

v availability.
__ Remove All Courses: Removes all planned courses.
+ Add Term to Plan: Adds a new term to a plan.
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