
Create an Academic Plan

Overview
This quick reference guide offers an overview for students on how to 
create an academic plan. Keep in mind that this is a foundational plan, 
and it’s essential to refer to your Academic Progress Report to ensure you 
meet all degree requirements. You can update your plan at any time.

Note: An academic plan can only be created if you have not applied for 
program completion.

Process: Create an Academic Plan

1. From the home screen, click on Student on the left sidebar menu and 
then Academics. The Academics dashboard provides links and 
information about your academic record.

3. Click on the button Create My Academic Plan

4. A prompt will appear with your major populated in the Program of 
Study field. Leave the Academic Plan Template field blank. Click OK.

2. Under the Academic Advising Section, click View My Academic Plan.

5. You can start creating your plan for the upcoming Academic Year.
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Process: Building an Academic Plan

6. The left side lists the following information:

a. Student information

7. Across the top lists the different Academic Years. Click on the year you 
would like to work on.

b. A name for your academic plan (Note: You can have more 
than one academic plan)

c. Programs of Study

8. Click on the + symbol under the term you are working on. These will 
add rows for your course plan.

d. A list of your remaining academic requirements

9. You can drag a requirement from the left to a row under a term. Then 
click into the Course field to select the course.
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10. Alternatively, you can leave the Academic Requirement field blank 
and enter just a Course.

11. When done, click OK at the bottom to save changes.

Process: Viewing Your Academic Plan

12. Once you have completed a term the Units and Status will update on 
your Academic Plan.
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