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WHAT IS A COURSE MASK AND WHY IS IT 
SO IMPORTANT? 

 
In DARSWeb 3.5, the formatting for any courses entered in an exception must be 
precise or the exception won’t work properly.  The Course Mask is the template of 
format for each course entered. 
 
Ohio State’s Course Mask is:   A*******?999.xx 
 
A*******  The first 8 characters are OSU’s official eight-character Department 

Abbreviation.  For example, the department abbreviation for 
courses offered by the Department of Political Science is “POLIT 
SC”.  If there are fewer than eight characters in a department 
abbreviation, then there must be enough spaces entered to total 
eight characters. 

 
? The 9th character is a course prefix.  For OSU courses or OSU 

equivalent transfer courses, this will be a space.  The valid values 
for this position are:  G (for General credit), S (for Special credit) 
and T (for Technical credit).  Note:  Any other prefix, such as “H” 
for honors, “E” for embedded honors, etc. are not valid. 

 
999 The first three digits of the course number. 
 
. Optional decimal for course number extensions (e.g., English 

367.04). 
 
xx Optional decimal course extension (see above example). 

 2



DARSWeb 3.5 Exceptions Manual 

Insert Course.   
 
Definition:  This exception will add or insert a course (typically one the 
student has taken) into the list of acceptable courses for a specific sub-
requirement. 
 
Example:   A transfer student received “special” credit for a microbiology 
course – MICRBIOL G000.09  4  KA.   
 
This course was approved to meet the “Molecular” sub-requirement of the 
Biology major requirement. 
 
Before the Exception: 
 

 
 
 
Entering the Exception:   
 
Only two fields are required for entering this exception – the pseudo course and 
the course. 
 
Other, optional fields may be used to change the required number of hours, 
change the required number of courses and/or to add condition codes1. 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then 
select “Insert Course” from the list. 
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Step 2.  Enter the pseudo course for the sub-requirement…. 
 

 
 
 
… and then Save/Add: 
 

 
 
 
Step 3.  Select the exception just saved … 
 

 
 
 
… and Click “Add Course”: 
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Step 4.  Enter the course (department and number) into the 
Course field, then click “ADD”. 
 

 
 
 
Step 5.  Click “Save Course List”… 
 

 
 
 
… and Click Save/Edit: 
 

 
 
 
After the Exception: 
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Delete Course 
 
Definition:  This exception will delete a course (typically one the student has 
taken) from the list of acceptable courses for a specific sub-requirement.  It is 
typically used to affect the “flow” of courses in a degree audit. 
 
Example:   A Jewish Studies major has credit for Hebrew 241, which normally 
fulfills the Cultures and Ideas sub-requirement of the Arts and Humanities 
General Education Curriculum category.  For this student, Hebrew 241 has been 
approved for use in the electives sub-requirement of the major. 
 
Before the Exception: 
 

 
 

 
 

 
Entering the Exception: 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then 
select “Delete Course” from the list. 
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Step 2.  Enter the pseudo course for the sub-requirement. 
 

 
 
… and then Save/Add: 
 

 
 
Step 3.  Click on the exception just saved: 
 

  
… and Click “Add Course”: 
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Step 4.  Enter the course (dept and number) into the Course 
field, then click “ADD”. 
  

 
 
 
Step 5.  Click “Save Course List” button … 
 

 

 and then Save/Edit:
 
…  
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After the Exception: 
 

 
 Note:  Hebrew 241 has 

been replaced with 
History 330.01, which 
allowed the course to 
fall into major electives. 
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Exchange Course 

Definition:
 

  This exception allows you to exchange or “swap” a student’s 
course for an acceptable course.  This exception is similar to “Course 
Substitution,” but the student’s course retains its own identity. 
 
Example:   A student has succ
13 in place of the Physics 131, 132 and 133.  “Exchange Course” 

“swapping” of Physics 111 for 131, Physics 112 for 132 and Physic
 
Before the Exception:  

essfully petitioned to use Physics 111, 112 and 
1 will allow for the  

s 113 for 133. 

 
 

 
 

Entering the Exception: 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then 
select “Exchange Course” from the list. 
 

 
 
 

Step 2.  Enter the pseudo course for the sub-requirement being 
modified … 
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And then click on Save/Add: 

 

 

 
 
 
Step 3.  Select the exception just saved … 
 

 
 

… and Click “Add Course”: 
 

 
 
 
 

its replacement (department and Step 4.  Enter the course and 
number) into the Course and RCourse fields, then click “ADD”.   
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Step 5.  Click “Save Course List” and then “SaveEdit.” 

 
 

 
 

 
After the Exception:
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Course Substitution  
 
Definition:  A student’s course can be substituted for a specific course in a list 
of acceptable courses.  With this exception, the student’s course “assumes the 
identity” of the substituted course. 
 
NOTE:  It is advisable to try an “Insert Course” exception before attempting a 
“Course Substitution” exception. 
 
Example:   A stud edit for the following transfer 
course: 
 WI03 ENGLISH S000.01 5.0 KB    WOMEN IN LITERATURE 
        CSCC: ENGL276 
This course was approved the meet the GEC Second Writing Requirement and 
was substituted for English 367.04. 
 
 
Before the Exception:  

ent receives “special” cr

 
 

 
 

Entering the Exception: 

Step 1.  Select “Add Exception” from the Exceptions menu, then 
 

select “Course Substitution” from the list. 
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Step 2.  Enter the Course  and Replacement Course for the sub-
requirement being modified … 
 

 
 

... And then click on Save/Add: 
 

 
 

 
S 
 

After the Exception: 
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Modify Codes  
 
Definition:  This exception allows you to append or remove condition codes 
associated with a course.  A condition code is a one-character code that identifies 
certain attributes of a course.  For example, a condition code of “C” is assigned to 
all courses with grades of “C-“ or better. ARS to ensure that only 

 
 
Example:

 This allows D
courses with grades of C- or better can be counted on certain majors. 

    
 
A student received a grade of “PA” in Math 130.  Grades of “PA” are not normally 

s.    The student successfully petitioned 
al Analysis 

ub-requirement 
 
 
Before the Exce

allowed to count toward GEC requiremen
o allow the Math 130 to count toward the Mathematical and Logic

t
t
s

ption:   
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Entering the Exception: 

 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then
select “Modify Codes” from the list. 
 

 
 
 

Step 2.  Enter the Student’s Course, Term and Condition Code … 
 

 
 

... And then click on Save/Add: 
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After the Exception: 
 

 

Table 1.  

CONDITION  

 
List of Commonly Used Condition Codes 

CODE DEFINITION

W  Assigned to courses with grades of "A-" or better 
B Assigned to courses with grades of "B" or better 
C Assigned to courses with grades of "C-" or better 
J Assigned to courses with grades of "C" or better 
K Assigned to courses with a grade of "K" 
N Assigned to courses with a failing grade (E, NP, U) 
P Assigned to courses with a final grade of PA or NP 
Q Assigned to "EM" credit 
S Assigned to any course with a final grade of S or U 
T Assigned to any course with a refix (technical courses) "T" p
L Assigned to in-progress courses 
I Courses with this condition code are ignored by the audit 

D 
Assigned to duplicate courses which are not repeatable (as noted in the 

a course will prevent it from being Course Catalog); appending a "D" to 
considered a "duplicate" 

#  will be ignored from consideration as Any course with this condition code
a cross-listed course 
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Waive Pseudo
 
Definition:  This exception is typically used when a student has achieved 
some level of competency that is not course-specific (e.g., through life experience, 
proficiency testing, etc.). 
 
This exception is similar to “Waive Course,” “Waive Requirement” and 
“Requirement Complete” exceptions. 
 
 
Example:   The Sports & Leisure Study major in the College of Education 

 102 or provide Red Cross First Aid 

e student  Pseudo” exception 
 complete 

fore the

requires students to complete EDU PAES
Certification. 
 
If th
will

brings in appropriate documentation, a “Waive
this sub-requirement. 

 
 
Be  Exception:   
 

 

ntering t

 
 

E he Exception: 
 

ep 1.  Sel  St ect “Add Exception” from the Exceptions menu, then
select “Waive Pseudo” from the list. 
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Step 2.  Enter the pseudo course for the sub-requirement being 
waived: 
 

 
 

... And then click on Save/Add: 
 

 
 

 
 

After the Exception:
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Requirement Complete  
 
Definition:  This exception is used when an entire sub-requirement is to be 
fulfilled.   
 
The “Requirement Complete” exception is virtually the same as “Waive 
Requirement”. 
 
Example:   A student in the School of Architecture has successfully petitioned 
to waive his University Survey requirement because he has two years of transfer 
credit. 

Before the Exce

 
 

ption:   
 

 
 
 

Entering the Exception: 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then 
select “Requirement Complete” from the list. 
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Step 2.  Enter the pseudo course for the sub-requirement being 
forced to completion: 
 

 
 
 

... And then click on Save/Add: 
 

 
 

 
 
 

After the Exception: 
 

 

Note:  In this exception, a comment 
ayed in was added; this will be displ

the audit.  

 21



DARSWeb 3.5 Exceptions Manual 

Requirement Modification  
 
Definition:  This exception can modify many values at the requirement and 
sub-requirement levels. 
 
It is a useful exception when entering a large amount of information, such as a 
contract for a major or honors program. 
 
Example: The Personalized Study Program in Arts and Sciences has a major 
component that is entirely contractual. 
 
The courses that comprise the major must be entered as an exception. 
 
 
Before the Exception: 

 

Entering the Exception:  

 

 
 

 
 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then 
select “R om the list.equirement Modification” fr  
 

 

 22



DARSWeb 3.5 Exceptions Manual 

 
 
Step 2.  Enter the pseudo course for the sub-requirement…. 

 

 

 
 
… and then Save/Add: 
 

 
 
 
 
Step 3.  Select the exception just saved … 
 

 and Click “Add Course”:
 
…  
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Step 4.  Enter the course (department and number) into the 
Course field, then click “ADD”. 
 

 

 
tep 5.  Add Additional Courses and Click “Save Course List”…

 

S  

 
 
 

 

… and Click Save/Edit: 
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After the Exception:After the Exception:

DARSWeb 3.5 Exceptions Manual 
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Waive Course 
 
Definition:  This exception is used to waive a specific course for a student. 
 
This exception is similar to “Waive Pseudo,” “Waive Requirement” and 
“Requireme
 
Example:

nt Complete” exceptions. 

   A student transferred Math 132 from another institution and is 
nrolled in  the Fisher College of Business.  The business curriculum requires 
ath 130 and 131 in addition to Math 132.    A petition to waive the lower level 

 
roficiency. 

 
 
 
Before the Exception:  

e
M
math courses has been approved, since the student has achieved a higher level of
p

 
 

 
 
 

Entering the Exception: 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then 
select “Waive Course” from the list. 
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Step 2.  Enter the Course being waived: 
 

 
 
 

… And then click on Save/Add: 
 

 
 

 
 
 

After the Exception: 
 
Note:  Math 131 was also waived. 
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Waive Hours 
 
 
Definition:  This exception is used to waive a number of hours in a specific 
sub-requirement for a student. 
 
 
Example:   The College of Food Agricultural and Environmental Sciences 
requires 19 hours over four sub-requirements (four courses) in the Arts & 
Humanities requirement. 
 
A transfer student has been approved to complete the requirement with 18 hours 
and four courses. 
 
 
 
Before the Exception:   
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Entering the Exception: 

n 
 
Step 1.  Select “Add Exception” from the Exceptions menu, the
select “Waive Hours” from the list. 

 
 

 

 
 
 

tep 2.  Enter the S pseudo course and the hours being waived 
for the sub-requirement: 
 

 
 
 

 
... And then click on Save/Add: 
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After the Exception: 
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Waive Requirement 

efinition:
 
D    This exception is used when an entire sub-requirement is to be 

he “Waive Requirement” exception is similar to the “Requirement Complete” 
nd “Waive Pseudo” exceptions. 

waived.   
 
T
a
 
 
 

xample:E    Students in the School of Allied Medicine have the option to drop a 

ne of most common GEC categories that is chosen is the history sequence of two 
ourses.  One course of that sequence can be waived or dropped.   

 
Before the Exception:  

GEC requirement (in certain categories) because of the rigorous nature of their 
curricula. 
 
O
c
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Entering the Exception: 
 
Step 1.  Select “Waive Exception” from the Exceptions menu, 
then select “Waive Requirement” from the list. 

 
 

 
 

Step 2.  Enter the Psuedo Course of the requirement hat is 
being waived: 
 

 
 
 

... And then click on Save/Add: 
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After the Exception: 
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Use Course  
 
Definition:  This exception will force a student’s course into  a certain 
equiremer nt.  

 
NOTE:  It is advisable to try an “Insert Course” exception before attempting a 
Use Course” exception. “

 
 
Example:   Geography 597.01 could be used in either the major or in the 
Contemporary World requirement. Geography 597.01 matches the major first 
since it is processed before the Contemporary World requirement. 

 
It was necessary to move Geography 597.01 into the “Contemporary World” 
category. 

 
Another course (Geography 511) was available to be used in the major. 
 
 
 
Before the Exception:   
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Entering the Exception: 
 
Step 1.  Select “Add Exception” from the Exceptions menu, then 
select “Use Course” from the list. 
 

 

 
 
 
Step 2.  Enter the Course  and pseudo course for the sub-
requirement being modified … 
 

 
 

... And then click on Save/Add: 
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After the Exception: 
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 Catalog Year 
 
Definition:  This exception is used to change a student’s catalog year. 
Catalog Year is the quarter/year in which the student began following the 
urriculum under which they will be certified to graduate.  Depending on the 

ies 
ered their college, or when they entered their major. 

xample:

c
academic unit, it may be defined as the term/year the student began their stud
at OSU, or when they ent
 
E   The student’s current catalog year is Autumn 2002.  The 

shes curriculum is changing effective Autumn 2003, and the academic advisor wi
to show the student how the courses will fit into the new curriculum.   
 
Before the Exception: 
 

 
 

 
 
 
Entering the Exception: 
 
Step 1.  Select “Add Exception” from the Exceptions menu, 
THEN SELECT “Catalog Year” from the list. 
 

 
 
Step 2.  Enter the College and Catalog Year and Click SaveAdd:

 
NOTE:  Catalog 
Year is displayed 
in the format 
YYYYQ, where 
Q=quarter:  
1=Winter, 
2=Spring, 
3=Summer, 
4=Autumn
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fter the Exception:
 
A  
 

 
 
Special Notes: 
 
PLEASE NOTE: If the change in catalog year is a permanent one, then the 
change should be made on the RSAP screen: 
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Alternate Catalog Year 2 

Definition:
 

  This exception is rare and is used to change a portion of the 
student’s curriculum to differ from the Catalog Year. 
 
The most common use of this exception is for Student Athletes, whose “Clock 
Year”sets NCAA and Big 10 academic requirements and has no relationship to the 
student’s Catalog Year of their academic program. 
 
 
Example:  The College of Food, Agricultural and Environmental Sciences 
requires all students to complete a minor. 
 
A student majoring in Agribusiness with a catalog year of Autumn 2003 declares 
Agricultural Education as her minor in Autumn 2005. 
 
The Agricultural Education minor changed in 2004, and the student wants to 
pursue the new minor, which is different from the catalog year of her degree 
program.   
 
 
 
Before the Exception: 
 

 
 
 
 
 
 
 

NOTE:  23 hours 
required
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Entering the Exception: 

, 
 
Step 1.  Select “Add Exception” from the Exceptions menu
THEN SELECT “Alternate Catalog Year 2” from the list. 
 

 

tep 2.  Enter the College and Alternate Catalog Year:
 
S  
 

 
 

fter the Exception:A  
 

 
NOTE:  Catalog 

in the f at 

Q=quarter:  
1=Win
2=Spri
3=Sum
4=Autu
require

Year is displayed 
orm

YYYYQ, where 

ter, 
ng, 
mer, 
mn 
ments have 
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1 Condition codes are one-character codes that identify certain attributes of a course.  For example, all 
transfer courses with grades of “K”, “KD” and “KM” have a “K” condition code associated.  See the 
Modify Codes Exception for more information. 
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