
NAVIGATING THE PCP
HOW TO CREATE YOUR PCP



How to set up the PCP process. 
➔ Login to your MYUCA account

➔ (On a separate tab) 

◆ Google UCA Veteran Services - Click Program Completion Plan

➔ Click the link to VA Program Completion Plan

➔ Enable Editing

Then….

➔ On MyUCA tab

➔ Go to DegreeWorks 

➔ DOUBLE SCREEN IT



HOW YOUR SCREEN SHOULD LOOK 



Fill in the TOP Information FIRST. 



CLASS HISTORY
➔ Open class history 

➔ If there are any transfer courses - 

PUT IN TRANSFER BOX (at 

bottom of PCP.)

➔ Make sure that transfer courses 

COUNT (CR, A, B, C, D). 

➔ NO “W” OR “F” COURSES!!!!



TRANSFER CREDITS 

➔ General Electives do 

NOT count until the 

end of PCP if not 

reaching 120 credit 

hours. 

➔ Ones that count for 

a class at UCA - put 

in transfer box. 



MINOR CREDITS
➔ Put ALL minor courses 

in the minor box. 

➔ This box is located 

above the transfer box 

near the end of the 

PCP.

➔ If no minor, delete this 

box in the PCP. 



LOOK OUT...

➔ DO NOT put the minor courses in the semester that you may plan on taking the 

class or have taken the class. 

➔ It is already COUNTED in the minor box. 

➔ Proceed with the PCP as if you are NOT taking a minor. 



START THE PCP...
➔ You will now proceed with the first semester you STARTED at UCA. 

➔ TIP: Class history will have your first semester and courses listed. 



PROCEED FOR THE NEXT 4 YEARS… 



TIPS...
➔ Be aware of PREREQUISITES 



TIPS...
➔ If you see an Upper Division Core class that is labeled, PLEASE label it next to the 

course name.  

➔ You will only have to label this once for each UD UCA CORE [D,R,I,C,Z]!



UPPER DIVISION CORE [D, I, C, R, Z]
You will have the classes already implemented into your major. YOU DO NOT HAVE 

TO FIND A NEW CLASS! If you do not have one of these in your major, you will then 

look for a new class in that section. 

IGNORE THIS SECTION!!!!!!!

PAY ATTENTION TO THIS SECTION



EXAMPLE...



DELETE ALL UNUSED BOXES ONCE FINISHED...

IT WILL LOOK 

LIKE THIS!!!



NOW...
➔ Start at the top and 

count the credits and 

match it to the total 

credit hours title. 

➔ Once correct or 

corrected, continue…

➔ If you want, you can 

include the actual 

hours that consider 

minor credits as 

shown. 

These must equal each 

other



LOOK AHEAD TOOL 
➔ Once completed 

filling the classes 

out… USE the Look 

Ahead tool. 



LOOK AHEAD TOOL… 
and WHAT IT DOES…

➔ The look ahead tool shows…

◆ What classes you have...

● Selected

● Completed

● Have NOT done

● Does NOT count.



WHAT IT LOOKS LIKE WHEN CLASSES ARE SELECTED IN LOOK AHEAD



WHAT IT LOOKS LIKE WHEN CLASSES ARE COMPLETED… 
➔ They will have a GREEN check mark… 

➔ The BLUE means that it is in progress and not completed...



WHAT IT LOOKS LIKE WHEN CLASSES HAVE NOT BEEN COMPLETED 
OR SELECTED...
➔ Will be labeled as “STILL NEEDED”

➔ Everything that is in blue are the classes you have inputted in the look ahead tool for 

PLANNED terms. 



WHAT IT LOOKS LIKE WHEN CLASSES DO NOT COUNT...



DOUBLE CHECK EVERYTHING!!



NOW...
➔ Once checked and it’s correct…. Navigate to your student email and EMAIL the PCP to 

YOUR CUB ACCOUNT email…

➔ Title in the subject box should be - “PCP - (THE DATE)”

Ex…



PRINT PCP AFTER A WORK STUDY CHECKS IT 
AT THE VETERAN SERVICES OFFICE… 



WHEN YOU WANT TO EDIT, DOWNLOAD FROM 
YOUR EMAIL AND UPDATE AS A WORD 

DOCUMENT... THEN RESEND UPDATED PCP 
WITH NEW DATE



ONCE REVIEWED BY WORK STUDY, SIGN THE 
BACK. 



YOU HAVE NOW COMPLETED YOUR PCP.


