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How To Complete a Program of Study in Stellic 

This document aims to help advisors complete a Program of Study plan for a student 
applying to the Degree in Three program. 

Note that only plans made in Stellic following the guidelines in this document will be 
accepted. Any submitted plans made with a different degree planning template, even if 
that format was previously accepted, will be returned. 

New Application Process: 

1. Student starts new Din3 application 
2. Student makes an appointment to meet with their advisor  
3. Advisor meets with student and creates Program of Study in Stellic 
4. Advisor leaves any notes in plan, including the required note that the plan is 

approved for Din3 
5. Advisor downloads plan as a PDF and uploads it to the Campus Connect 

appointment summary 
6. Student downloads plan from appointment summary and uploads it to Din3 

application 
7. Student submits Din3 application 

Stellic Instructions for Advisors: 

How to access “Edit in Planner”  
1. Find and access the student’s profile in Stellic.  

  
 
2. Select the “Plans” tab in the center of the screen.  
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3. Select the “Edit in planner” button.  

  
  
How to add a specific course to a student’s plan  

1. Find the semester you want to plan, then select “Add to…” button for that 
semester.  

  
 

2. To plan for a future semester, select the semester box first to reveal the “Add to…” 
button for that semester.  

  
 

3. Select the “Add Course” button to enter the course number. 
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4. Type in the course number you want to add, then select the course once it appears 
to add it to the plan.  

  
 
How to add a requirement placeholder  

1. Select the “Add to” button for the semester you want to plan.  
 

2. Select the “Requirement” button to begin searching for the requirement.  
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3. Enter the Degree requirement you want to plan, then select it to add it to the plan.  

  
 

4. The student will select the placeholder to view courses that will count for that 
requirement in the Search Courses section on the right of the screen.  
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How to add a short note or comment to the student in the plan 
1. Go to the term in which you want to leave a note 

 
2. Select the “Add to” button  

 
 

3. Select the “Activity” button 
 

4. Name the activity with your brief note and click “save” 

 
*Activity titles can only be up to 100 characters, including spaces. 

 
How to add a longer note or comment to the student 

1. Go to the term in which you want to leave a note 
 

2. Select the “Add to” button  
 

3. Select the “Activity” button 
 

4. Name the activity and click “save” 
 

5. Hover over the activity and click “+ Add Note” 
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*Notes can be up to 300 words or 1000 characters with spaces 

 
 
*Important: How to approve plan for Din3 

1. After the plan represents at least 120 credits overall, go to the last term in the plan 
(the term in which the student will graduate) 
 

2. Select the “Add to” button  
 

3. Select the “Activity” button (any type of activity is fine) 
 

4. Name the activity as follows: 
Din3 Plan Approved by [Your Name] on [today’s date]” 

 
Degree in Three applications will not be accepted without this note. 
 
Please make sure this is the last note on the student’s plan. 
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How to download a plan 
1. Click on the “download plan" button at the top. No settings need to be changed. 

 
2. Click on “Create plan report” and download it to your machine. 

 
3. Upload this PDF to the Campus Connect appointment summary for the student to 

access later. 

 
 
*Final Notes 

1. Make sure the plan represents at least 120 credits overall between “taken” and 
“planned.” Degree in Three applications will not be accepted if the plan includes 
less than 120 hours. 

 
 

2. If a student is planning to pursue multiple majors, and advising for those majors 
occur in different offices, Program of Study review and approval is required from 
each office.   

3. These plans serve as a “proof of concept” only. Students need not be formally 
admitted into their program before a Program of Study is created. This also applies 
to situations where a student cannot yet declare a second major. 

4. Students in the University Honors Program must have their plan reviewed and 
approved by an Honors advisor. 

5. Updated Din3 plans should only be created for significant changes to a student’s 
plan (e.g. changing major, adding a major or minor, shuffling more than a few 
classes around). We don’t need updated plans if a student is merely swapping a 
couple of classes between terms and it’s clear that everything else will stay on 
track. 
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