
 
How to “Split” One Course in Degree Works to Satisfy Multiple Requirements 

 
We cannot split an individual course in Degree Works but we do have a workaround.  We will 
substitute the course we want to split for one of the courses and then force complete the other 
requirement.  This is one of the rare times it is okay to use the ‘Force Complete’ exception in Degree 
Works. 
 

1. In this example we want to split CHE 1132 between CHE 1121 and CHE 1131 for our pretend 
student, Kawhi M.V.P. Leonard.  

 
 
 

2. Go in to the Exceptions tab and select ‘Substitute’ from the Exception Type drop down menu 
[1].  Enter in the course information you are replacing (CHE 1131) with the course you will be 
substituting it with (CHE 1132) [2].  Note: It does not matter which course you choose as the 
substitute.   
 
Then, enter in a clear description of the exception you are making [3]. Do not enter in a vague, 
“splitting course” comment.  What course is being split and what courses is it being split 
between?   
 
Click on the radio button next to the requirement where you will be adding the exception 
(General Chemistry II Laboratory) [4]. 
 
Then select the ‘Add Exception’ button [5] 
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3. Next, select Force Complete from the Exception Types menu [6].  Enter in the same description 
you used for the first exception [7].   
 
Click on the radio button for the second requirement that is being covered by the split course 
(General Chemistry I Laboratory) [8]. 
 
Click on the ‘Add Exception’ button [9]. 

 
 

 
 

4. Both requirements are now being satisfied in Degree Works. 
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