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This tutorial will give you step by step instructions for completing your ROAD MAP TO SUCCESS for a community college 
Certificate only.  If your Educational Goal is different, please return to the iGraduate web site and select the proper 
Educational Goal.  You will be taken to a different tutorial. 

An imaginary student, Angela Cuevas, will be our example.  Angela attends Pasadena City College.  Her Educational Goal is to 
obtain a Certificate of Achievement in Child Development. 

Before you begin, you will need to have the following: 

1. A copy of the Ascending Lights: iGraduate “ROAD MAP TO SUCCESS” Academic Planning Tool for Certificate Only.  This 
document exists in Word and Excel formats.  They can be found in the same folder as this tutorial.

2. Your community college Math and English Assessment Scores and Course Placements document/s.

3. Unofficial Transcripts (if you have any) of all of your community college coursework completed and in progress to date.

4. Your Community College’s Catalog for the current school year and a copy of the page(s) that corresponds to the Major that 
you have selected for your certificate. A Community College Catalog can be downloaded from the community college’s web 
site.

5. Your community college’s Schedule of Classes for the current school semester. This can be viewed on the community 
college web site.

Please look at the following examples of items 1-5 above before moving on to Step 1 on page 4 of this tutorial. 
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 Example 1:  Angela’s Academic Planning Tool for Certificate Only  Examples 2 & 3:  Angela’s Assessment Scores and Transcript 

These two examples are for instructional 
purposes only.  Your actual documents will look 
different depending on your community college. 

If you do not have your English and Math placement courses from your community  
college Assessment Tests, placement courses can also be determined by locating 

on your community college Transcript the earliest courses in Math and English that 
you have taken and passed. In Angela’s case, her earliest English course is ENGL 
400 with ENGL 902.  This is also where she placed. 
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 Example 4:  PCC Catalog page corresponding to Angela’s Major:  Example 5:  A page from the PCC Schedule of Classes  
 Child Development Certificate of Achievement  for Angela 

Angela’s Major: Child Development 
Certificate of Achievement 

One of the courses that Angela is taking in spring 
2013. (See the example Transcript on the previous 
page) 
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STEP 1:  Using the example below, complete Page 1 of the ROAD MAP TO SUCCESS Academic Planning Tool:

“Cover Sheet” 
 Note: When filling out this form, we recommend that you use a pencil or a word processing application 

 because you will be updating this plan each semester! 

Item 1. These instructions are for your goal of 
earning a CERTIFICATE ONLY. 

Items 2,3,4: Fill out 

completely.  It is 
important that you and 
your iGraduate mentor 

have access to your 
records at the 
community college so 

that you both can print 
out Transcripts, Class 
Schedules, Assessment 

Scores, and other 
information needed for 
the ROAD MAP TO 
SUCCESS. Item 5. From the 

Community College 
Catalog write down the 

exact title of the certificate 
that you wish to earn.  
Also write down the 

catalog page(s) where this 
information can be found. 

From the copy of Angela’s Community 
College Catalog page. 

Enter your personal 
information 
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STEP 2:  Using the examples in the following pages, begin completing Page 2 of the ROAD MAP TO SUCCESS Academic Planning Tool:

“College Assessment Scores and Non Degree Applicable (NDA) Prerequisite Courses Needed” 

From your Assessment Scores 
or Transcript, enter where you 

placed in Math and English. 
.English.

If you do not have your English and Math Placement Courses, they can also be 
determined by locating on your community college Transcript the earliest courses in 

Math and English that you have taken and passed. In Angela’s case, her earliest 
English course is ENGL 400 with ENG 902.  This is also where she placed. 
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STEP 3:  Continue completing Page 2 of the ROAD MAP TO SUCCESS Academic Planning Tool:

 “College Assessment Scores and Non Degree Applicable (NDA) Prerequisite Courses Needed” 

There are no Math requirements 
listed for this Certificate. 

From your Community College 
Catalog Major page, fill in the Math 
and English courses that you need 
to achieve your Educational Goal. 

English 100 is required for the Child 
Development Major.  It has a 

corequisite of English 901.  See the 
catalog example on the next page. 

A “corequisite” is a course in which the 
student is required to enroll AT THE 

SAME TIME that he or she is enrolled 
in another course. 
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STEP 4:  Continue completing Page 2 of the ROAD MAP TO SUCCESS Academic Planning Tool:

 “College Assessment Scores and Non Degree Applicable (NDA) Prerequisite Courses Needed” 

In order to take English 100, Angela was required to 
take and pass English 400 with corequisite English 

902. Her Transcript indicates that she took and
passed both classes in the fall of 2012. 

English 100 is required for the child development Major.  

It has a corequisite of English 901, Writing Lab. 

Using the course descriptions in your Community College Catalog, or 
in your Schedule of Classes, identify all of the prerequisite Math and 
English courses that you will need to pass before taking the courses 
required for your Major. While also referring to your Transcript (if 
you have one), indicate the number of units and whether they are 
Needed (N), In Progress (IP), or Completed (C). Total up the units. 
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STEP 5:  Using the examples below, begin completing Page 3 of the ROAD MAP TO SUCCESS Academic Planning Tool:

“Master Planning Worksheet” 

From your Community College Catalog Major page, fill in the courses 
that you need to achieve your Educational Goal. You can find the units in 
the course descriptions in the back of your catalog, in your Schedule of 
Classes, or from your community college Transcript. (See next 2 pages) 

These units come from: 
1. Catalog course

descriptions; OR 

2. Courses in the Class 

Schedule 

Note the number of elective choices that Angela has in 
earning her Certificate.  If her preferred classes are closed, 
or if they meet at inconvenient times, she has many other 

options available without delaying her progress! 
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STEP 6:  Using the examples below, continue completing Page 3 of the ROAD MAP TO SUCCESS Academic Planning Tool:

“Master Planning Worksheet” 

Find the units required in the course descriptions in the 
back of your Community College Catalog or in your 

Schedule of Classes.  Be sure that any prerequisite courses 
have been included on your Master Planning Worksheet. 

Here are two examples of units taken from the Child 
Development course descriptions in the PCC Community College 

Catalog.  Note that these two courses have prerequisites 
which are also listed on page 3 of Angela’s Master 
Planning Worksheet. 
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STEP 7:  Using the examples below, continue completing Page 3 of the ROAD MAP TO SUCCESS Academic Planning Tool:        

“Master Planning Worksheet” 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

Using your Transcript, indicate the units for courses that you 
have completed (C) or that are in progress (IP).  If you have 

none, then all units will be in the needed (N) column. 
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STEP 8:  Using the examples below, finish completing Page 3 of the ROAD MAP TO SUCCESS Academic Planning Tool:

“Master Planning Worksheet” 

Return to Page 2 of the ROAD MAP TO SUCCESS Academic 
Planning Tool and transfer the information from items 6 
and 7 to the bottom of the Master Planning Worksheet. 

Under GRAND TOTAL OF UNITS add together the TOTAL 
UNITS in each column from the Major Courses section and 

the OTHER section.  YOUR ACADEMIC PLANNING TOOL 
FOR YOUR CERTIFICATE IS DONE! 
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How to get the most out of your ROAD MAP TO SUCCESS Academic Planning Tool 

OPTIONS, OPTIONS, AND MORE OPTIONS 

A good road map gives you ALL of the options needed to reach 
your destination.  When you combine the required courses that 
you need for your major with the elective options available, you 
can see that you have many choices.  If you find that classes are 
closed, or meet at inconvenient times, use your ROAD MAP TO 
SUCCESS documents to find alternate courses while continuing to 
move forward. 

HOW LONG WILL IT TAKE TO FINISH MY CERTIFICATE? 

The GRAND TOTAL OF UNITS NEEDED (N) AND IN PROGRESS (IP) to 
complete your program can help you to figure out when you will 
complete your studies. 

For example, Angela needs 29.3 units to complete her studies after 
her current semester. If she takes 6 units per semester, she will 
need 5 additional semesters to get her certificate. 

EXPLORE THE ASCENDING LIGHTS iGRADUATE WEB SITE 
 (www.ascendinglightsigraduate.org) 

Our web site contains a wealth of resources that you and your 
mentor can use to assist you with your career and educational 
goals. 
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 Finishing Up 

Congratulations on completing your Personalized ROAD MAP TO SUCCESS!  Take these 5 simple steps to finish up: 

1. Staple together Your ROAD MAP TO SUCCESS Academic Planning Tool, your community college Math and English Assessment Scores and Course
Placements, your Unofficial Transcripts, the copy of the Community College Catalog page(s) that corresponds to your Major, and your Schedule of
Classes.
2. Meet with a community college counselor to convert your ROAD MAP TO SUCCESS into an official college Educational Plan and obtain a date and
time to register for classes.
3. Browse the Schedule of Classes to select courses that fit with your Personalized ROAD MAP TO SUCCESS (Academic Plan).
4. Be prepared to pay your fees immediately, as many college campuses drop students from classes if fees are not paid on time. If you applied for
financial aid, check the Status of Your FAFSA and BOGFW applications.
5. Register for courses online or in person. Obtain a print copy of your Class Schedule.

It is important that you register for classes as soon as your priority registration date and time allow. 

If classes are closed, use your ROAD MAP TO SUCCESS to select other classes that meet the same requirements.  Be sure to check course 
descriptions for needed prerequisites.  Be sure to enroll in something.  Your registration priority will improve with each semester successfully 
completed. 

General steps to “crash” a closed course: 
A. Contact the instructor and ask if they might accept crashers for their course, and what the policy is. Find their contact information on the
school web site by searching the “Directory.” Politeness will work in your favor. Usually, you will be required to attend the first 1-2 lectures and
sign a waiting list.
B. If you do not receive a reply, attend the first day of class anyway. If the instructor does not announce the crashing policy, ask after class is
over.
C. If the instructor wishes to admit you, he or she will give you an “add code.” Log onto the registration system and enter the Section Number
and “add code” to bypass the closed course message. If the instructor does not give you an add code, you will not be able to add the course.




