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INTRODUCTION 
Plans allows creation of a long-term plan for degree completion and verifies that 
courses used will fulfill degree requirements. If a student changes their major 
and/or concentration, their plan will be deleted and a new plan will need to be 
created.  

TIPS & NEED TO KNOW INFORMATION 
• Student cannot make changes to their plan, only review plans built by their 

advisor. 
• Make sure the Active and Locked boxes are checked before saving a 

student’s plan. 
o Active Plan: Activates plan for student to review. 
o Lock Plan: Edits can only be done by the advisor. 

 
• Terms should be added to the plan as the student matriculates. Do not 

create multiple plans unless the student changes degree or major. 
• You can add unlimited terms and unlimited requirements. 
• A minimum grade can be entered for each requirement.  
• Requirements can be marked as Critical to be tracked for the student 

INSTRUCTIONS 
1. Select Plans for the top header menu. 

 
2. The Plan List will display a list of all plans available for the student. 
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3. If a student does not have any plans listed, create a new plan.  If a student 
has a plan listed for their current major or degree, you will need to edit the 
plan. 
 

CREATE A NEW PLAN 
1. Click New Plan in the Plan List to create a new plan. 

 
2. Select the term to start the plan. Click the drop-down arrow to select the term 

and click submit. 

 
3. If a student has more than one degree, a drop-down menu will allow you to 

select the appropriate degree for the plan. 

 
4. Add a description for the plan, then select Submit. A new plan will be created 

and is ready for editing. 
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5. Click the “+” button under the term to begin adding courses. 

 
6. Outstanding requirements can be added by utilizing Still Needed tab (opens 

by default) or the Course tab.   
a. Still Needed: Provides a clickable list of all outstanding requirements. 

 
b. Courses: Provides a clickable list of all courses offered at AU 

alphabetically by subject code. 
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7. In addition to the Still Needed and Course listing, you can search to add the 

course(s) and check the box to select.  
8. Once the course(s) are selected click Add to Plan. The course(s) will be 

updated on the term listing in the Plans view. 

 
9. Once the plan is complete, it will need to be activated for the student to view. 

To activate the plan, click the pencil icon at the top right of the plan and click 
the “Active” checkbox and click Save. 
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10. The plan is now available for student review. 
 
EDIT PLAN 
1. Click the description of the plan you would like to edit.  

 
2. If a new term is needed, select Add Term. Click the drop-down arrow to select 

the term and click Add. 
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3. Click the “+” button under the term to begin adding courses.  

 
4. Outstanding requirements can be added by utilizing Still Needed tab (opens 

by default) or the Course tab.   
a. Still Needed: Provides a clickable list of all outstanding requirements. 
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b. Courses: Provides a clickable list of all courses offered at AU 

alphabetically by subject code. 

 
5. In addition to the Still Needed and Course listing, you can search to add the 

course(s) and check the box to select.  
6. Once the course(s) are selected click Add to Plan. The course(s) will be 

updated on the term listing in the Plans view. 

 
7. Once the plan is complete, it will need to be activated for the student to view. 

To activate the plan, click the pencil icon at the top right of the plan and click 
the “Active” checkbox and click Save. 
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8. The plan is now available for student review. 
 
EDITING COURSES WITHIN A PLAN 
1. Courses already listed within a plan can be edited by selecting the ellipse on 

the course that requires updating. 



JAGTRAX:  ADVISOR/FACULTY INSTRUCTIONS FOR PLANS 
 
 

 

Pag e  1 0  o f  1 3  
O f f i c e  o f  t h e  R e g i s t r a r  

 

 
 

More Information 
Clicking More Information, provides a look at the course information. 

 
Edit Requirement 
Clicking Edit this Requirement, allows you to update the required course and 
minimum grade. 
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Delete Requirement 
Clicking Delete this Requirement allows you to remove the requirement from 
the planned semester. 

 
Reassign Requirement 
Clicking Reassign the Requirement allows you to move the course from one 
planned semester to another active semester. 

 
 

AUDIT 
Selecting Audit from the Plans menu will open a new window that allows you to 
view the planned courses within the degree audit window. 
1. Select Audit from the Plans menu. 
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2. The Planner Audit will display the degree requirements for the current 
curriculum, including completed courses, in-progress course, and planned 
courses as assigned in the plan list. 

 

 
 
WHAT-IF 
Selecting What-If  from the Plans menu will open a new window that allows you 
to view the planned courses within the degree audit window and complete a 
What-If scenario. 
1. Select What-If from the Plans menu. 
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2. The Planner What-If will display the degree requirements for the selected 
curriculum, including completed courses, in-progress course, and planned 
courses as assigned in the plan list. 

 

 

 

CONTACT 
If you have any additional questions, please contact our office at 
jagtrax.augusta.edu.   
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