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Processing Student Exceptions

If transfer courses are involved, look at the student’s unofficial transcript first to get the transfer equivalencies.  
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In this example, Sociol 110 or Interdis 1TRA would be the courses you would direct, not Soc 110 or Geo 110.
Use ARR Exceptions to view an Academic Requirements Report.
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Enter the student’s SPIRE ID, then click Search.  This will open that ARR.  
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? How to read your Academic Requirements Report

? Entry Term Information

University Graduation Requirements. SEE NOTES BELOW IF REPEATING A COURSE NOW.

Not Satisfied: 1. University Graduation Requirements. SEE NOTES BELOW IF YOU ARE CURRENTLY )
REPEATING A COURSE. (rg46)

D +*No more than 18 units of practica ("98 numbers) count toward the 120 units**

¥ 1. 120 units to graduate. [See repeat warning below.]




You can use the Collapse All or Expand All buttons at the top of the report to change the view, but the normal view is that closed sections on the report have been satisfied and expanded sections have not been satisfied.  

Each dark blue bar is a Requirement Group, a ‘container’ for one or more Requirements.  Requirements, in turn, contain one or more lines.  The Requirement Group number can be found just under the blue bar:
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The Requirement and Line numbers can be found at the end of each line of requirements:
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These numbers are necessary to process an exception.
You will notice a drop down box next to every line of requirements.  Although that indicates that it is possible to enter an exception on that line, it DOES NOT imply that you are authorized to enter an exception there.  Please keep in mind that you are only authorized to enter exceptions for your major or college according to your position.   You are not authorized to enter exceptions for other majors, colleges or University requirements.
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Click in the drop down box to choose an exception type: Course Directive, Requirement Change, Requirement Override, or Requirement Waiver.  
Click the arrow.
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When you open this window, the Advisement Override number at the top is blank and SPIRE automatically populates the effective date for this requirement and enters the requirement and line numbers in the Short Description.  
The Description is brief and includes the course, requirement and line.  The Long Description will appear on the student’s record, so it should describe the action taken, who approved it, the date, and the Advisement Override Number.  Since the AO number has not yet been assigned, you can type (AO and leave the number itself blank until later in the process.
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The student’s information is carried over into the Override Details section.  Click Create Exception to go to the next panel.
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The data is filled in in the first section.

The Directive Type is usually Substitute for Course Directives, but you can change it to Exclude in order to prevent a course from falling into that line.  

The Course Source tells the system where to find the course (Enrollment for courses taken at UMass/Amherst or in the Five Colleges, Test for AP tests, or Transfer for courses taken elsewhere).  After you choose the Course Source, click Enter.
Enter the Subject Area for the course you are directing exactly as it appears on the student’s record.  Click Search.
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SPIRE will bring up a list of all of the courses the student has taken in that department.    Transfer courses look like this:
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Courses the student has taken at UMass or in the Five College system look like this:
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Select the course you want by clicking the check mark next to it.
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Now SPIRE has brought that course into the exception.  If the course is in progress, enter the minimum acceptable grade points/unit in that field.  Otherwise, the exception will satisfy the requirement regardless of what grade the student earns, even an INC, F or W.

Click Apply and then OK.
SPIRE will then bring you back to the first panel.
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Note that the AO number has been assigned.  Type the number in the Long Description, and click this button at the bottom of the panel:
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Go to the requirement where you made the exception:
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Clicking on the hyperlink in the notes column will show you the Long Description.
[image: image19.png]Academic Requirements

Return to Academic Requirements

Note

Description

02

Authorized by S. Smith, 12/15/15. (A070759)

Return to Academic Requirements





Although the majority of the exceptions you enter will be Course Directives, there are other types of exceptions.  
Requirement Waivers  
The process starts the same way as a Course Directive, but at Operation Code, you select Requirement Waiver:
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Enter the Description and Long Description.
Click Create Exception to go to the second panel.
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As you can see, this is MUCH easier than a Course Directive.  Since all three fields have been filled, click Apply, Click OK, and then enter the Advisement Override number on the first panel and click Save and Reprocess ARR.

Requirement Changes  This type of exception is used if you need to change the parameters of a requirement.  For example, a student has taken a 6 credit course that you want to count as two required electives.  Since SPIRE will only ever view it as one course, you have to reduce the number of required electives by one with a Requirement Change.  In another case, a student with transfer credit from a school that uses the quarters rather than semesters may bring in courses with 2.68 credits rather than 3.  Your department requires 9 credits of electives but this student has 8.68 credits.  If the advisor is willing to accept that, you would reduce the number of required credits with a Requirement Change.
You choose Requirement Change in the drop down menu.  Enter the Description and Long Description.

Click Create Exception.  The first three fields at the top will already be filled in.  The existing values will populate automatically:
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Some requirements have entries in all four fields, others may have an entry in only one field.  Change ONLY the field(s) that are necessary.  
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Click Apply, Click OK, and then enter the Advisement Override number on the first panel and click Save and Reprocess ARR.
Requirement Overrides  Although this is an option in the drop down menu, you will never use it.

Limits on Exceptions  The last important thing to remember is that SPIRE will only allow you to enter one exception of each type for a single line of requirements.  Sometimes this creates a problem if you have entered a Course Directive for a line already and then at a later date you need to Direct or Exclude another course on that line.  You cannot enter a new Course Directive for that line.  

Instead, look up the original AO number on the hyperlink.  At the top of the ARR Exceptions report, click View existing exceptions:
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SPIRE will then show you all existing exceptions for that student:
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Click on the AO number you want to change.
SPIRE will bring up the exception in a new window labelled Authorized Student Exceptions.  You cannot make any changes to the first panel, but you can click Create Exception to go to the second panel.  Click the Plus button to add another course:
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A second Course Sequence will be added and you can search for the course as you normally would.
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After you have selected the course, click Apply and OK.  
Unlike adding a new exception, there is no Save and Reprocess ARR button.  Go back to the other window with the ARR Exceptions label, scroll to the bottom and click Cancel.
That brings you back to the ARR Exceptions search box.  Click Search to reprocess the ARR and check that the exception is working as expected.

