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REVISION HISTORY 

Version Date Name Description 

1 2.15.16 Bracken final 

2 2.14.24 Emily Degree Works 5.1.2 Upgrade 

    

    

INTRODUCTION AND PURPOSE 

Course plans are available to provide students’ guidance towards completion of their degree requirements in a term-based 

structure.  This procedure document is intended to illustrate the view available in Degree Works Course Plans and their uses.  

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES  

1. All degree-seeking undergraduate students must have a four-year course plan assigned upon the start of the fall quarter. 

IMPACTED DEPARTMENTS, UNITS, PROGRAMS, AND CENTERS  

1. Registrar’s Office 

2. Academic Departments 

3. College Offices 

BEFORE YOU BEGIN 

If this is the first time you are reviewing this procedure, open Degree Works (https://degreeworkstest.ucr.edu//) to follow along. 

FORMS 

The degree audit is in Degree Works. There are no Banner forms in Degree Works.  

PROCEDURES 

ACCESS THE COURSE PLAN 

1. The Plan List loads when the Plans tab is selected. The Plan List will display all assigned plans to the student and give the 
option to create a new plan.  

a. Please refer to the document on How to Create a New Plan for further instructions on creating a new plan. 
2. Select the plan from the Plan List you would like to view. 
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NAVIGATE AN ASSIGNED COURSE PLAN 

Please see policies and procedures on How to Modify an Assigned Course Plan to make modifications and/or make this new plan 

active/locked. 

1. The header displays the title of the plan, degree, level, active status, and locked status. 
a. An Active indicator indicates the plan is current and in use.  

i. A student may modify and save a plan that is “active.”   
ii. Note: there can only be one active plan. 

b. Once a plan is approved by an advisor, it can be placed into Locked status.  
i. A Locked flag prevents the student from making changes to the plan and ensures the plan shows in the 

student’s Term Plan and Registration areas of self-service. 
c. Only an Active and Locked plan in Degree Works will show in Banner self-service. 

2. Below the plan header you can see Who and When last modified the plan. 

  

3. Planned courses and terms are shown in the academic year order (Fall, Spring, Summer, and Winter). The courses and other 
requirements for each term are displayed, along with some associated details of the requirement. 
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4. Use the top arrows on the left-hand side to maneuver across terms on the page. The term view can be expanded by 

selecting the  icon. 

 
  

5. The Still Needed list of courses is hidden in the requirement sidebar. Click on the arrow above the Requirements section to 
see the requirements still needed for the student’s current declared degree/major. For information on using the Still 
Needed list, see procedures on How to Modify an Assigned Course Plan. 

  
6. Notes are available to add in plan, term blocks, and individual requirements. A white note icon indicates the note is 

empty. A blue note icon indicates there is an active note. 
a. NOTE: Notes are not visible when printing the plan. 

7. If a requirement has been marked as “critical” an icon will appear next to the requirement.  
a. The critical indicator is used to identify critical requirements for completing the major in a particular term for an 

on-time graduation. 
b. The critical indicator box can be placed on all requirements, except Placeholders. All users, except student users, 

have access to check and uncheck this critical indicator box. 
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PRINT THE PLAN 

1. To print the plan, click on the printer icon located on the top right-hand corner of the Plan. 
 

 
 

2. A new window will open with a pdf version of the plan. Click on the printer icon on the top right corner of the pdf to print 
the Plan. 
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FINAL QUIZ 

1. Students’ Self-service will display the plan from Degree Works that is: 

a. Active 

b. Locked 

c. Active and Locked 

d. None of the above 

Answer: C 

2. A student can remove the critical indicator from a course plan.  
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a. FALSE.  Only an advisor can remove a critical indicator from a course plan. 

3. The Critical Indicator is used to identify courses required in a particular term for an on-time graduation. 

a. TRUE 
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