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Accessing DegreeWorks

Go to A&M-Commerce home page and
login to “myLEO”

Select the Faculty Resources Tab

Select Grad School DegreeWorks

7 N
WELCOME APPS3 STUDENT RESOURCES FACULTY RESOURCES

STAFF RESOURCES

STUDENT INFORMATION SYSTEM (S15) RESOURCES FOR FACU

Personal Information

» Addresses and Phone Numbers - View - Update
Email Addresses - View - Update

Emergency Contacts - View - Update

Marital Status - Update

Ethnicity and Race - View - Update

Faculty Information

* Faculty Detail Schedule

» Faculty Week at a Glance

» Faculty Detail Class List

» Faculty Summary Class List
Student Information

» Faculty Midterm Grades

» Faculty Final Grades

» Faculty Registrat
* Faculty Active Assignments

e Syllabus Info

s Courseleaf




Accessing DegreeWorks

4. Enter the Student ID (CWID) for the
student on which you are working

5. Hit ENTER

Worksheets

FAQ
W4 Name  » M | pegree ‘Map,
: v 5

Plans

Notes

For students, DegreeWorks:

For advisors, DegreeWorks:

Provides real-time advice and counsel

Speeds time to graduation
Provides intuitive web access to self-service
capabil

es
Streamlines the graduation process
Allows direct access to multiple related services
and advice through hyperlinks to catalog
information, class schedules, transcripts, help
desk services, and FAQs

Supports real-time delivery of academic advice
h intuitive web interfaces
zes errors through consistent degree

Supports more timely degree certification
Reduces paperwork and manual program check
sheets |
Supports and monitors unique program changes

Change Password Log Out
Level Classification | Last Audit Last Refresh C
®




Basic Worksheet Features

@ DegreeWorks

4 ARM-COMMERCE ﬂm\n

| FAQ | Log Out
Find StudentID M 4 Name P M Degree Major Level Classification | Last Audit Last Refresh @ .
QEJ 36871215 ITest, Banner2 B |Z| IMS IZ| He e Spo Studies |G |Master Stude | |Today Today at 3:19 pm
Notes Petitions

Format: Inchide in-progress classes
Worksheets > I Student View |Z| View Save as PDF Process New . red e Class Summary
Inclhude preregiste classss

‘ (not frozen)

Save Save this audit with this new description and freeze status

Student View AD78EPXV as of 09/13/2018 at 15:19

. Institutional GPA 0.00
Advisor
. . Transfer Hours 9
College Education & Human Services
TAMUC Earned Hours 0
WeIriaaw Found Degree MS-Master of Science
- B ——— S - Enrollment Allowed for 1 term (M
ajor ea ine Spo Studies mission ision Full Admission (MBA-BA)
Concentration HKSS Physical Education Ped (HKSS) . . .
Academic Standing Good Standing
Minor
Test, Banner2 B Classification Master Student
36871215 TAMUC Awarded Degrees

Registration Holds Mo

Legend

Complete []Not Complete [E In-progress R Registered Class * Course Contains Prerequisites @ Any Course Number [E See Advisor
B Degree in Master of Science Catalog Year: 2018-2019 Credits Applied: 0

1. Worksheet: Shows the information for the student.

2. Process New: Acts as a Page Refresh, if you make any changes that may affect DegreeWorks and want to
see them reflected on the degree evaluation, select Process New (i.e. Entering a Note)

3. Refresh Button: @ Use this button to import new information from Banner into DegreeWorks. Re-
member, once you “refresh” you will need to “Process New” to view an updated audit.



Basic Worksheet Features

DegreeWorks
AsM-COMMERCE IR
| FAQ | Log Out
Find StudentID I o Name b M Degree Major Level Classification | Last Audit Last Refresh @ —y
Q@J |368?1215 I‘I’est Banner2 B |Z| |MS |Z| |Health Kine Spo Studies |G |Master Stude | |Today Today at 3:19 pm

Worksheets
Inchide in-progress classes
Worksheets ) | Student View View Save as PDF Process New Class Summary
Inchde preregistered dasses

‘ (not frozen)
Save Save this audit with this new description and freeze status

Student View AD78EPXV as of 09/13/2018 at 15:19

. Institutional GPA 0.00
Advisor
. . Transfer Hours ]
College: Education & Human Services
TAMUC Earned Hours 0O
Ho tieage Foud Degree MS-Master of Science
Tt e —— (e Enroliment Allowed for 1 term (M
ajor ea ine Spo Studies mission ision Full Adriesion (MBA-BA)
Concentration HKSS Physical Education Ped (HKSS) . . )
Academic Standing Good Standing
Minor
Test, Banner2 B Classification Master Student
36871215 TAMUC Awarded Degrees

Registration Holds Mo

Legend

Complete O not Complete = In-progress R Registered Class  * Course Contains Prerequisites @ Any Course Number E see Advisor

B Degree in Master of Science Catalog Year: 2018-2019 Credits Applied: 0

1. Notes: Leave permanent notes for the students concerning progress, questions, or concerns.

2. Petitions: Enter requests that will need to be approved by The Graduate School (substitutions, time ex-
tensions, catalog term updates, requests for thesis option, track/emphasis options)

3. Save as PDF: Convert an audit to a PDF for easy saving, sharing, and printing.

4. What If: See how a student’s coursework may apply under a different catalog or program.



Legend

E‘ Complete [] Mot Complete =l In-progress R Registered Class |

|* Course Contains Prerequisites @ Any Course Number See Advisor |

Unofficial Transcript

The Class Summary feature acts as an Unofficial Transcript

FAQ Change Password Log Out
Find StudentID 1M A Name FH Degree Major Level Classification | Last Audit Last Refresh
Cl,?_l 36871215 Floyd, Pink v MBA ¥ | |Business Administration |G Master Stude | |Today Today at 8:29 am @
Worksheets Plans Notes Petitions
Format: #| Includz in-progress classzs
Worksheets ¥ [ dent view v View Save as PDF Process New

+| Includz preregi

In Progress & Pre-Registered Courses

In Progress & Pre-Registered courses can be Included or Excluded in an audit by selecting or unselecting the
check box next to each option.

(Process New must be selected after a change is made)

FAQ Change Password Log Out
Find StudentID M A Name b M Degree Major Level Classification | Last Audit Last Refresh @
CEJ 36871215 Floyd, Pink v MBA ¥ | [Business Administration |G Master Stude | |Today Today at 8:29 am
Worksheets Plans Notes Petitions
Format: #| Includz in-progress classss
Worksheets 3 [y dent view v View SaveasPDF ~ ProcessNewl) e Class Summary
MCIUOE prel istel Classes




Finding a Student

:‘@ DegreeWnrks

Adib-COMMERCE m

1. Click on the Find icon in the upper left FAQ
tudentID 14 A Name (3 1 Degree M
corner. 6871215 | Test, Banner2 B =] |ms =] [n
Worksheets Notes Petitions
Format:
Worksheets IStudent View I~ e |

2. Enter first name, last name, or CWID number.
3. Click on Search
4. Any found students will populate at the bottom of the screen.

5. Click OK once the appropriate student has been found.

—

‘ Find Students EXCt mm
N—

Degree

* All Degree Codes
>

Level
All Level Codes

Classification
All Classification Codes

Catalog Year
* All Catalog Year values

(@ Clear

Students Found: 1

ID Name 4

Major

*AII Major Codes
Minor

¥ | All Minor Codes
College

¥ | |All College Codes

Concentration
v All Concentration Codes

Chesen Repeatable Search Criteria

Major

#| 36871215 Floyd, Pink MBA MED Business Administration Educational Admin (EDAD) G G

tudent Attribute

¥ | | Mo Atribute selected v

Remove

Level Classification

Master Student Master Student

Check All Uncheck All




Finding all Students in a Program

1. Click on the Find icon in the upper left

cor

ner.

@ DegreeWorks

Adcb-COMME GRAD

8

FAQ
dentID 14 4 Name b M Degree

|
871215 | Test, Banner2 B | |ms =] |

Worksheets Notes Petitions
Format:
Worksheets ) IStudent View 2 oo

‘ Find Students EZis0 |ﬁr5t Name Last Name

Degree Major Student Attribute
* |AII Degree Codes V| |AII Major Codes v |No Attribute selected hd
* Level

|Graduate V| |AI| Minor Codes V|

Classification College

|All Classification Codes v| |All College Codes v| Note: use Remove to delete Major,
* Catalog Year Concentration Minor, College or Concentration

[2015-2016 v| |All Concentration Codes v

Chosen Repeatable Search Criteria
MAJOR: Business Administration
Remove
Clear
Students Found: 200 ~
ID Name & Degree Major Level Classification

E D# Last Name, First Name MBA Business Administration G Master Student

E D # Last Name, First Name MBA Business Administration G Master Student

E D# Last Name, First Name MBA Business Administration G Master Student

E D# Last Name, First Name MBA Business Administration G Master Student

Iﬁ ID# Last Name, First Name MBA Business Administration G Master Student

Iﬁ D # Last Name, First Name MBA Business Administration G Master Student

Iﬁ D # Last Name, First Name MBA Business Administration G Master Student

Iﬁ D # Last Name, First Name MBA Business Administration G Master Student W

ancel @AII Uncheck All

N

Select criteria (Level, Catalog Year, Major)

Click on Search (note: DW will only display first 200 students. You may need to narrow your search fields)

Any found students will populate at the bottom of the screen.

You have the option to check all, uncheck all, or check only the students in which you want to view.

Click OK once the appropriate student has been found.



Entering a Petition

Master’s/Specialist

1. Select the ‘Petitions’ Tab
2. Select ‘Add Petition’
3. Type: What you are requesting
Examples :
SUB Course XXX for Course YYY

Course XXX is approved for use over
6 years old (list all courses requiring
approval)

Update this student’s catalog year to
Fall 2018 (201880)

4. Select ‘Submit Petition’

FAQ Change Password

Fid Studentid M4 Name M M pagree  Major Lovel Classificati
Q] 36971215 Floyd, Pink TooMgA v ‘BusinessAdnmistration F‘MasterStu

Worksheets | | Plans Nutes

aad petiton )>

fiption and click the Submit Pel

[suomit Peion

Entering a Petition

Doctoral

FAQ |
Find StudentID N o Name b M | Degree Major

@&l 35971215 [Floyg, pink ] [ms [e] rheatee

Worksheets | | Plans | | Notes

l6

Enter a description and dlick the Submit Petition button

Level Cl

M
1. Select the ‘Petitions’ Tab

2. Select ‘Add Petition’

3. Type: “DOC “+ What you are requesting
Examples :

DOC sub Course XXX for Course

Dﬂcfubm 697 Multicultural Educ/ Administrat for EDAD 656

Submit Petition

YYY

DOC Update this student’s
catalog year to Fall 2018 (201880)

4, Select ‘Submit Petition’
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Entering a Note

1. Select the ‘Notes’ Tab
2. Select ‘Add Note’
3. Enter the information you want to enter

4. Select ‘Save Note’

FAQ | Change Password | Log Out
Find StudentID M A Name P H Degree Major Level Classification | Last Audit Lad
=l 36871215 |Floyd, Pink v|  [mBA  v||Business Administration |G |Master Stude | [Today o

Worksheets Plar @' atitions
'<Add Note > > Add New Note

Enter your note and click the Save Note button

' Not available to student

Loy L

o Lo —
Cl e T TTO T T OTIT Tt

—
<Nutes are visible to everybody, including students,|
T ———

‘ Save Note ’Clear

11



Saving As a PDF

1. From the ‘Worksheets’ Tab

2. Select ‘Save as PDF’

FAQ Change Password Log }
Find StudentID I A Name L4 Degree Major Level Classification | Last Audit
=| |36871215 Floyd, Pink Y MBA ¥ | |Business Administration |G Master Stude | |Today
Worksheets >Pla|15 Notes Petitions
Format: | Includz in-progress classss
Worksheets > Student View v View < Save as PDF >Prucess New
# | Include preregistered classes

12



Processing a What-If Audit

For Master’s/Specialist Degrees

1. Under the ‘Worksheets’ Tab, Select the ‘What If’ Option
2. Select the Student Level, Degree, Catalog Year, and Major (or Concentration if Thesis Option is desired)
3. Confirm major in ‘Chosen Areas of Study’

4. Select ‘Process What-If’

| FAQ | Change Password | Log Out
Find StudentID 14 4 Name [ Degree Major Level Classification | Last Audit Last Refresh @
=| (36871215 Floyd, Pink v MBA v |Bu5i|1955 Administration |G |Master Stude |T{>da\,f |Tc>day at 9:52 am
Worksheets lans Notes Petitions
Format: |#| Inchodz in-progress classss
i ¥ | Process What-If Jave as PDF
Student View |#| Inclodz preregistered classes
Level | Graduate v
What If Degree | MBA-Master of Business Admin v

Catalog Year | 2014-2015 v

Choose Your Different Areas of Study

Select an item to add it to your Chasen Area of Study Chosen Areas of study

Major | Pick a Major - MAJOR : Business Administraticn -
Minor | Pick a Minor v
College | Pick a College v
Concentration | Pick a Concentration A i

Remove
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