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Overview

A subplan is an Emphasis, Track, Concentration, Option, or other specialization within a major. Subplans appear on the student transcript. Not all majors use subplans.
Subplan coursework requirements are created in Coursedog using the Program Requirements Builder Card. The Specialization Details card displays all active and inactive subplans associated with a Program in PeopleSoft Campus Solutions. This guide provides instructions for entering data on the Specialization Details card.

How to determine if a subplan is active or inactive
1. On the Programs page, select the program you wish to review.
2. Scroll to the Program Specialization card.
3. Click the down arrow to expand the specializations/subplan details.
[image: Screenshot from Coursedog of the Specializations card with 3 specializations listed.]
4. Look for Status field. Field will display “Active” or “Inactive”.
[image: Screenshot from Coursedog of the Specializations card with a fields for one specialization.]


Deactivating an active subplan
1. On the Programs page, select the program you wish to update a subplan on.
2. Select Propose Changes.
3. Select the Program Edit form and then click Submit.
4. Enter the Effective Start Term on the Academic Plan Details card for this change to the program.
5. Select Yes to the question Is a Transition Plan Required for this Change? and complete the following box with details about the transition plan.
[image: Screenshot of Coursedog form asking whether a transition plan is required for a change. Blue YES and gray NO buttons appear beside instructions listing change types, followed by a required multiline field for describing transition plan.
]
6. Complete all required fields on the Rationale and Impact card. [image: Screenshot of the “Rationale and Impact” card in Coursedog. Form shows “Other” selected, clarification field containing “Deactivating subplan SMBATHAAM,” required fields for change details, rationale, and broader departmental impact, plus correspondence upload option.
]
7. [image: Form screenshot for selecting proposal approval eligibility and approval type, headed “Approval Type.” Required first dropdown asks whether proposal qualifies for Expedited Review, with “No” selected; second required dropdown shows “Standard”.]On the Approval Type card, select No to the question Is the Proposal eligible for Expedited Review? The approval type will be set to Standard.

8. Scroll to the Program Requirements card (Option: Click Requirements under Contents menu).
[image: Screenshot of a “Contents” navigation menu for an academic plan. Blue links list Academic Plan Details, Rationale and Impact, Change Microcredential Credit, Approval Type, Kansas Board of Regents, and Requirements, with “Requirements” highlighted by a red outline.
]
9. Locate any requirements that relate to the subplan that will be deactivated. These requirements are usually found in the Subplan section of the Requirements card.


10. Click Delete Requirement.

[image: Screenshot of Coursedog Program Edit card for Actuarial Mathematics Requirements, showing a 21-credit-hour completion requirement. A blue-linked course list specifies four 3-credit courses totaling 12 credit hours, with requirement type, visibility toggle, plan code, and Edit control.]
[image: Screenshot with continuation of Program Edit card showing location of Delete Requirement at the bottom of the listed course requirements.]
11. If the program is a bachelor’s degree major, scroll to the Degree maps card. Open the subplan’s degree map. Click Delete Map.
[image: Screenshot of Degree Maps card for Engineering Technology–Mechanical Engineering Technology (BS) academic degree map. Map Details section shows degree map name field, with outlined Delete Map and Duplicate Map buttons plus blue New Map button.

]
12. Scroll to the Program Specializations card (Option: Click Specializations under Contents menu).
[image: Screenshot of a Coursedog Contents menu listing academic plan, program, curriculum, and assessment sections. Blue navigation links appear vertically, with “Specializations” highlighted by a red rectangular outline.]
13. Expand the subplan (specialization) you want to discontinue.
[image: Screenshot of Coursedog specialization for Actuarial Mathematics. Red dropdown control is highlighted with a red box.]


14. Update Status field to Inactive.
[image: Screenshot of a specialization settings page for BMATHBSAM – Actuarial Mathematics. The status field has been set to Inactive.]
15. Enter Effective Start Date.
[image: Screenshot of specialization settings for “BMATHBSAM - Actuarial Mathematics.” Status is Inactive, Effective Start Date has been set to Aug 1, 2026.]
16. Once you’ve entered all your updates, click Submit Proposal.
Notes:
· ONLY use the [image: Delete Specialization button from Specializations section is shown.] IF you accidentally add a subplan. 
· If you would like to deactivate (discontinue) an existing subplan, DO NOT use the Delete Specialization button. Instead, follow the instructions in the section: Deactivating an active subplan.
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