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COURSE SUBSTITUTION: STUDENT 12/20/2021 

1. Log into IROAR > Dashboard > Student Self-Service 

2. Request Substitution for an Academic Requirement 
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3. You may choose to either “Enter a Request for a Course Substitution” or 
“Check the Status of a Course Substitution Request” 
First, let’s Enter a Request. 

4. Your current program(s) will populate. Please select the one from which the 
substitution should apply and hit Continue. 



   

  
 
 

             
      

    
             

  
   

 
 
 
 
 
 
 

     
   

    
  

   
  

 
 

 
 
 

 
 
 
 

             
          
            

 
   

 

COURSE SUBSTITUTION: STUDENT 12/20/2021 

5. You will, then, be asked to which requirement will the substitution be 
applied, then write a justification for request. 

• Maximum 500 characters 
• Click the box that you “have read and understood the Substitution Policy” 

(hyperlink below) 
• Hit Continue 

6. Select up to TWO 
courses for which 
are the basis for 
the substitution. 
Scroll to the 
bottom and hit 
Continue. 

7. You will, then, select for which course the student should receive credit for. 
• Must enter Subject AND Course Number (Example: ENGL 1030) 
• You may also describe the academic requirement with a maximum of 

100 characters 
• Hit Continue 



   

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

               
         

    

 
 

COURSE SUBSTITUTION: STUDENT 12/20/2021 

8. You will get a confirmation of the substitution request with a notice of “Are 
you sure you want to submit this substitution request” 
If so, hit Submit. 
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9. A notice will appear “The Substitution Request for an Academic 
Requirement has been submitted!” 
• The student’s records will be updated after all approvals have been 

completed. 
• The student will receive an email after the request has been approved 

or denied 
• Print or save the notice for your records. 
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To check on the status of a course substitution request: 

1. Click Return to 
Menu > Check 
the status of a 
course 
substitution 
request 

2. You will see an update on if the substitution has been approved, denied, or 
pending. 

3. If you hit “Details”, you’ll be able to see your course substitution request 
that was submitted. 
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