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ACCESSING DEGREE WORKS

Go to the Texas A&M University-Commerce home page: www.tamuc.edu and click on the blue person icon on the right

side of your screen.

® lexas AGM Unversity-Commer:. X +

o C & tamucedu

Future Students Current Students Alumni

About Admissions Academics Student Life Athletics News Give Q

— aem__ Majorsand Programs (3)

COMMERCE =
% Welcome to Lion Country - Fall 2022 at TAMUC

Welcome to Lion
Country!

Get ready for life-changing opportunities as you @
join the Pride and build your future.

— AGM ——
WELCOME TO LION COUNTRY © COMMERCE

Next, click on “Faculty” and then click on “myLeo”.

=
T

Q

el
X

< Back
Future Students

Current Students FaCUItI

Staff Employee Email
Alumni My Classes (D2L)
Make a Gift Workday
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http://www.tamuc.edu/

Click on “Sign in to myLEQ” to be taken to the Single Sign On (SSO) screen.

& leoportaltamuc.edu

myLEO

A&M-COMMERC]

MYLEO PORTAL HOME

IMPORTANT ANNOUNCEMENT v SIGN IN TO THE MYLEO PORTAL

PAYMENT & DROP DEADLINES

The Spring 2023 payment deadiine is Friday, January 13.
The University will be closed for Martin Luther King, Jr. day on Monday, January 16.
Classes begin on Tuesday, January 17.

Students enrolled in 16 week classes will be dropped for Non-payment on Monday, February 6.

All other terms (3 weeks, 4 weeks, 5 weeks, etc.) have different dates so please watch your emails for notices!
7 week terms are dropped on Monday, January 23.

8 week terms are dropped on Tuesday, January 24

Payment methods are available here: https://inside.tamuc.ed

LeoPay For Parents

If you are a parent or third party that has been granted access to view
bills, make payments or manage a student's account, login to Parent
LeoPay.

#) Parent LeoPay
— |

r/paymentMethods.aspx

SPRING 2023 GRADUATION APPLICATION

IF you are graduating in the SPRING, YOU MUST APPLY FOR GRADUATION

The application is open in MyLeo for all eligible students and WILL CLOSE ON FRIDAY, MARCH 10!
Don't miss the deadline!!! Apply Today!!

O @ cuest

Q

niversity-Commerc. X

& idp.tamucedu,

TEXAS A&M UNIVERSITY

COMMERCE

Next, enter your Username and Password on the SngleSigh On

Single Sign On (SSO) screen. This information will

Username

be the same as what you use to log in to your > Forgot your password?

computer.

Login

Password > Forgot your CWID?
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Once logged in to myLEO through SSO, click on the “Faculty Resources” tab.

& leoportaltamucedu

myLEO

A&M-COMM
&M-COMMERCE User wellskelley: Last accessed on 01/24/2023 3:17PM from IP 10.33.0.146

MYLEO PORTAL HOME  [ENZIIEHTI T V] FACULTY RESOURCES STAFF RESOURCES

IMPORTANT ANNOUNCEMENT - FACULTY EVENTS

PAYMENT & DROP DEADLINES Tuesday, January 24
The Spring 2023 payment deadine is Friday, January 13, %

‘The University wil be closed for Martin Luther King, Jr. day on Monday, January 16
Ciasses begin on Tuesday, January 17

Kelly and Kyle Phelps | Made in America

Join the Unive lery and the Department of Artin w elly and Kyle Pheps

Je in America | January
Students enrolled in 16 week lasses wil be dropped for Non-payment on Monday, February 6

Al other terms (3 weeks, 4 weeks, 5 weeks, etc.) have different dates so please watch your emails for notices!
7 week terms are dropped on Monday, January 23,
8 week terms are dropped on Tuesday, January 24.
Payment methods are avallable here: htp:

SPRING 2023 GRADUATION APPLICATION
IF you are graduatng inthe SPRING, YOU MUSTAPPLY FOR GRADUATION BB Ieopo tal tamwicedy

myLEO

A&M-COMMERCE

MYLEO PORTAL HOME STUDENT RESOURCES FACULTY RESOURCES STAFF R

STUDENT INFORMATION SYSTEM (SIS) RESOURCES FOR FACU...

Personal Information

Addresses and Phone Numbers - View - Update
Email Addresses - View - Updat
Emergency Contacts - View - Update

On the “Faculty Resources” page, select either

“Undergrad DegreeWorks” or “Grad School Sl e
”

Degreeworks . Faculty Information

I@”‘!{“""“. WORKSHEETS  EXCEPTIONS  PLANS  ADMIN

Worksheets

A separate tab will open with the DegreeWorks
Worksheets page where you will enter a student’s
Campus Wide ID number (CWID) and click on the
magnifying glass. You may also click on “Advanced
search” to search for the student by name if you do not
have their CWID.
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BASIC WORKSHEET FEATURES

The Worksheets page, which serves as a dashboard for student information and applications, will open.

WORKSHEETS EXCEPTIONS PLANS ADMIN

1 Qieoima) J=HE
Data refreshed 04/10/2023 2:31 P@ 2 GPA Calculator 0
Student ID Name Degree

= ¥ R BS-Bachelor of Science .___7

Advanced search

4 Level Undergraduate Classification Junior Major Agricultural Sciences Minor Interdisciplinary Studies Program BS in Agricultural Sciences . ‘\ 6

College Agriculture & Natural Resource Advisors Casey Richards Academic Standing Good Standing Institutional Hours 29 Overall Hours 62

Transfer Hours 33 Institutional GPAQE®  Overall GPA@EN)  Transfer GPA@ER) TSI Math College Ready TSI Reading College Ready

TSI Writing College Ready

. ) . = View historic audit
Academic Financial Aid Athletic Eligibility 04/10/2023 at 12:43 AM U/BS v

AR Degree progress
Student View e

asses [ Preregistered classes

PROCESS NEW

Overall GPA

“ ) e

Requirements

Audit date 04/10/2023 12:43 AM
Diagnostics Student data Save audit Delete audit Collapse all~

1. WORKSHEETS- Shows the student’s information and includes the tabs needed to make changes or access
additional student information; sometimes referred to as the audit (shows student’s program progress)

2. REFRESH- Use this button to refresh DegreeWorks information after you have made changes in Banner.
After you click on the refresh button, make sure to select “Process New” to be able to see the effect of the
Banner changes.

3. PROCESS NEW- Click on this button if you make changes that may affect DegreeWorks and want to see

those changes reflected on the degree evaluation (i.e. substitutions approval)

DATA BOX- Shows basic student information

MORE- Click on the three dots to bring up the GPA Calculator, Class History, Petitions, and Notes menu

NOTES- Leave permanent notes for the students concerning progress, questions, or concerns

PETITIONS- Any waiver or substitution that needs to be applied to the student’s audit

SAVE AS PDF- Convert what you view to a PDF for easy saving, sharing, and printing

LN U e

WHAT-IF- Allows the user to evaluate and compare potential alternative scenarios to the selected student’s
degree plan/curriculum
10. CLASS HISTORY- Unofficial Transcript
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VIEWING HISTORIC AUDITS

When you open DW, you should automatically be on the screen that appears if you click on the Academic tab. From

here, you will see the student’s current progress toward their degree. If you want to see a previous version of the

degree audit, go to the box labeled “View historic audit” and click on the drop-down arrow.

Academic What-If

Format

Student View

Financial Aid

Athletic Eligibility

Degree progress

Overall GPA

2% 0.00

Requirements

In-progress classes

PROCESS NEW

—

v

View historic audit

05/02/2023 at 4:31 PM U/BS

/

Preregistered classes

Once you click on the arrow, you will see a list of audits, by date, that were previously completed. Click on the audit you

would like to view. This feature allows you to see the historical data such as how the audit looked before petitions were

made.

05/02/2023 at 4:31 PM U/BS

05/01/2023 at 1:37 PM U/BS
05/01/2023 at 1:32 PM U/BS
05/01/2023 at 1:28 PM U/BS
04/30/2023 at 11:49 PM U/BS
04/23/2023 at 11:51 PM U/BBA
04/20/2023 at 9:38 AM U/BBA
04/16/2023 at 11:51 PM U/BBA
04/16/2023 at 6:22 AM U/BBA
04/13/2023 at 6:03 AM U/BBA
05/02/2022 at 2:37 PM U/BSCIS
05/02/2022 at 12:01 AM U/BSCIS

04/30/2022 at 10:48 AM U/BSCIS

AAIAAIAAAA ~e .47 PAA 1IIDEFTE
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LEAVING NOTES

EXCEPTIONS PLANS ADMIN

Worksheets =
Data refreshed 04/11/2023 1:11 PM & GPA Calculat
Class History
Student ID Name Degree
50051533 X Test, Banner1 A. BBA-Bachelor of Business Admin
Petitions

Advanced search
Level Undergraduate Classification Freshman Major Accounting Program BBA in Accounting College Business Advisors Curt Carlson

Academic Standing Suspension Institutional Hours 0 Overall Hours 0 Institutional GPA 0.000 Overall GPA 0.000 Holds RF, SC

Academic What-If Financial Aid Athletic Eligibility

First, click on the three vertical dots on the left-hand side of the Worksheets screen, and a drop down menu will appear
with “Notes” as the bottom choice.

Click on Notes and the following screen will appear. From here, you can view, edit, and delete notes that are already on

the student’s account, and you can create a new note. To edit or delete a note, click on the three vertical dots on the
right hand side of the note you are needing to change, and a drop down menu will appear. Click on the appropriate
option, and the individual note will be displayed in a new box.

1. VIEW NOTE- allows you to see the individual note as well as
Notes . edit (click on pencil) or delete it (click on trash can)
2. EDIT NOTE- takes you directly to the note where you can

Created on 10/28/2021

make your changes and save or delete the note.

By Green, Kimberly Selena View note

Student was advised to: Transfer in ECO 2302
Edit note

3. DELETE NOTE- opens a new box asking if you want to

eete ot permanently delete the note

Created on 10/23/2021
By Green, Kimberly Selena

Student was advised to consider financial aid consequences before withdrawing from any course. 1

View Note X

Created on 06/16/2020

By Green, Kimberly Selena
6 b Tranerse 1y 500 2302

Transferring in NURS 4441 from PJC
BACK ‘ idit note x
o
Created on 09/24/2019 1
By Nichols, Kristina Renae z #2020
test.
D Net zustadie to smudire
ADD A NEW NOTE
Delete note X
Are you sure you want 10 permensatly delete his note? 3
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ADD NEW NOTE- From the Notes screen, click on “Add A New Note”, and the following screen will open. From there you

can either click the drop down arrow in the Predefined notes box to select a prewritten note or you can type your own

verbiage in the “Add description” box. If you do NOT want the student to see the note, click the “Not available to
student” box before saving.

Add a new note X

PREDEFINED NOTES- offers a selection of notes that are
Predefined notes @ Comm0n|y Used

Add description

SWdENt was aavisea o register Tor the Courses listea on te rlanner.
Student and advisor discussed student's career plans.

Student was advised to apply for graduation by the official deadline.

Student was advised to consider financial aid consequences before withdrawing from any course.
ot available to student

Advisor referred the student to the Financial Aid Office.
m SAVE NOTE

> Student was advised to:

Lifted advising hold for the semester.

Discussed implications of dropping a course.
Signed student's add/drop form.

Referred student to the Registrar's Office.

student's Deg and progress towards degree completion.
Student did not attend scheduled advising appointment.

Discussed academic standing and factors that contributed to current gpa.

Discussed repeat policy.
Advised student to take limited number of hours in upcoming semester.

Discussed student's course schedule for the upcoming semester.

SAVE NOTE- Once you have written the new note, click the Save Note button, and a green box will pop up letting you
know that the note was saved to the audit. The Notes screen will reappear with the new note at the top.

DELETE NOTE- When you delete a note, a green box will confirm this action on the Notes screen, and the deleted note
will no longer be on the list.

VIEW NOTE ON THE AUDIT- After saving the note, click on Process New and the note you just entered will now be at the
bottom of the audit.

Work Not Applicable

Course. e wrace o Term Repeate

Stacvn Gecripton Crested on Cremted by

o #3023 31 GoARQ07CES Befrs MINITAIG rom 37 Curs

—

Sruseet was a9use te: Trzester I £CO 2302 fresery Gree, Gmgeny Sekea
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PETITION PROCESS

A petition is any waiver or substitution that needs to be applied to the student’s audit.
To create a new petition, click on the three vertical dots to see the drop down menu, and then click on Petitions.

@ WORKSHEETS  EXCEPTIONS  PLANS  ADMIN
Worksheets e i
Data refreshed 04/11/2023 111 PM & s jator
50051533 * Test, Banner1 A. BBA-Bachelor of Business Ad @
Notes
Level Undergraducte  Classification Freshiman  Major Accounting  Program BEA in Accounting  College Business  Advisors Curt Carlson
Academic Standing Suspension  Institutional Hours 0 Overall Hours 0 Institutional GPA 0.000  Overall GPA 0.000  Holds. RF, SC
What1f  Fin i Athletic Eliaibili

A new window will pop up and functions in the same manner as the Notes screen. You can view, edit, delete, and create
new petitions. The green confirmation bar will appear to confirm additions and deletions.

Petitions X
@ Petition deleted X

All petitions
Petitions
S S Petition status.

By Green, Kimberly Selens  Status Applied o3 exception View petition All petitions

€S In the major support area allow ENG 353 Lo replace ENG 354
Edit petition

Created on 11/05/2021

Delete petition

Created on 10/28/2021 By Green, Kimberly Selena  Status Applied as exception

€S In the major support area allow ENG 353 to replace ENG 354

By Green, Kimberly Selens  Status Rejected

Force Complete core REJECTION REASON: Not core complete

Created on 10/28/2021
Created on 10/23/2021 : By Green, Kimberly Selena  Status Rejected
By Green, Kimberly Selens  Status Applied as exception Force Complete core REJECTION REASON: Not core complete

ED ENG 1302 for ENG 1301

Created on 10/23/2021

By Green, Kimberly Selena  Status Applied as exception

> ED ENG 1302 for ENG 1301

Created on 06/03/2019

ADD A NEW PETITION

SO p—

When adding a new petition, make sure to use the correct format. Use the code for the college in which the student is

completing their work: <College code> in the <section in DegreeWorks (i.e. Major support area, Major required area)>,
allow <Course you are allowing> with <Course required in DegreeWorks>. If you need to allow a specific grade or term,
please indicate that on the petition. The petition will then need to be approved and applied by the Dean’s office for the
petition to reflect on the audit, so make sure the petition is allowable.

Created on 08/01/2018
By Cameron, Marlena Rose Status Applied as exception

ED in the support area of major allow ENG 123 for HIST 456

Sample petition
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ADMIN

By clicking on the Admin tab, a drop down menu appears and gives the user options for managing exceptions.

DegreeWorks WORKSHEETS EXCEPTIONS PLANS ADMIN

AAM COMMEIRCT  UNDERGRAD
EXCEPTION MANAGEMENT

Advanced sear

TEMPLATE MANAGEMENT

Level Undergl THEME nior Major

College Agriculture & Natural Resource Advisors Cas

EXCEPTION MANAGEMENT- Provides a list of petitions that:

e Are awaiting approval
e Have been approved
e Have been rejected

e Have been applied for

It also allows those with administrative authority to reject or approve petitions, fix petition status, and run exceptions
reports.

DegreeWorks
@M_g WORKSHEETS EXCEPTIONS PLANS ADMIN

Exception Management

Manage Petitions Fix Petition Status Exceptions Report

Awaiting Approval Approved Petitions Rejected Petitions Applied Petitions

Petitions Awaiting Approval

’ REJECT APPROVE

O Name Created by Description Created on 1

Once the advisor has submitted a petition, it auto populates in the list of Petitions Awaiting Approval.

DegreeWorks Training Guide Texas A&M University- Commerce 2023 10




APPROVING PETITIONS

The dean’s office will see the list of pending petitions listed by oldest date to newest. The student’s CWID and name are

listed as well as the name of the person who submitted the petition. From there, the person approving the petition can

either click on the APPROVE button or view the details by clicking the down arrow next to it. Once they click on the

arrow, they will see the petition details and can approve it or reject it and include comments if needed.

Exception Management

Petitions Awaiting Approval

REJECT

O so0s1533 Test, Banner1 A

Glover, Theresa K this is just a test to see where it goes 05/03/2023 A

REJECT APPROVE

0w Hame Crested by oescripton Crested on 1
O sve  chheot Rashia Wachia, Ehzabeth £D: Please sub SOC 138 to replace HHPH 472... 0312272022
O 5023286 Ramirer, Omar Bernhardt, Vipa £D: sub HHPS 317 with HHPS 318, Use HHPH.. 08/11/2022
O 0265050  Enriquez. Brenda Rodrigues, Robert Please 33 the followina courses completedL.. 10/12/2022

If approved, the petition will move to the Approved Petitions screen where it will then need to be applied. If rejected, it

will move to the Rejected Petitions screen. On this screen, you can select the time frame of rejected petitions you would

like to see. On the Approved Petitions screen, click on the down arrow to see the petition details and the current degree

audit. This is where the petitions get applied. Locate the area of the degree plan that needs the change and click on the

Il+” Sign,

Awaiting Approval Approved Petitions

Degree in Bachelor of Science

Credits required: 120  Credits applied: 0  Catalog year: 2021-2022

Reierted Petitinng

Last week

=+ Global exception - applies to all requirements

hours. Hours indicated are including your currently enrolled courses

Unmet conditions for this set of requirements: Overall Hours: 120 semester hours are required. You currently have 0, you still need 120 more semester
Last 30 days

Last 6 months

Block Qualifiers

+ 120 Semester Hours

Last year
+ MINRES 30 Semester Hours

Show all + MaxCredits 30 in @ @ (With DWCREDITTYPE = AP )
+ MaxClasses 0 in CAS 111, CBT 111, CED 111

CHECK-ELECTIVE-CREDITS-ALLOWED

Block qualifiers: 120 Semester Hours
MINRES 30 Semester Hours

MaxCredits 30 in @ @ (With DWCREDITTYPE = AP )

MaxClasses 0 in CAS 111, CBT 111, CED 111
CHECK-ELECTIVE-CREDITS-ALLOWED

+ (O TAMUC GPA Requirement is not
met; contact your advisor.

L () Overall GPA Reauirement is not

25% Rule: A minimum of 30 semester hours must be taken in residence. You currently have 0, you still need
30 more semester hours.

DegreeWorks Training Guide Texas A&M University- Commerce 2023
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After you click on the “+” sign, a pop-up will appear that allows you to “Add Exception”. From here, you will click on the
Exception Type down arrow to get a list of types of exceptions. Click on the appropriate exception which will bring up a
list of exception types. Depending on what type is selected another pop-up box may appear.

Add Exception X Add Exception X

Exception for: Overall GPA Requirement is not met; contact your advisor. Exception for: Overall GPA Requirement s not met; contact your advisor.

Exception type v ‘ Also Allow

Apply Here
‘ Description * ‘
Force Complete

‘ Details ‘ Remove Course and/or Change the Limit
Petition by Glover, Theresa K: this is just a test to see
where it goes

‘ Substitute

itto see

CANCEL ADD EXCEPTION CANCEL ADD EXCEPTION

If this happens, you will need to fill in the required information and then click on ADD EXCEPTION.

Example of “Apply Here” exception type Example of “Also Allow” exception type

Add Exception x Add Exception X
Exception for: Us-College Reacing & Wriing

Exception for: US College Reading & Wiiting
Apply Here v

Also Allow i
Aol ENG 1301 oov. | Bhe prov
Qualifier v Operat v lus veise Operst an
with 2 2
with OW Transf.. equal to b4 0000|
TesT| Description *
ion by Glover, Theresa K: this s just a test Lo see o
where it goes Petition by Glover, Theresa K: this is just a lest to see
where It goes

‘ CANCEL ‘ ADD EXCEPTION

CANCEL ADD EXCEPTION

Example of “Force Complete” exception type Example of Remove Course and/or Change the Limit

Add Exception X
Add Exception X

Exception for: Us-College Reading & Writing
Exception for: Us-College Reading & Writing

Remove Course and/.

Exception ype
Force Complete h . e

Remove ENG 1301
Description *

change | 3 e v

Petition by Glover, Theresa K: this is just a test to see

pro—
where it goes

test

Petition by Glover, Theresa K: this is just a test to see
where it goes

[ CANCEL ADD EXCEPTION

CANCEL ‘ ADD EXCEPTION

DegreeWorks Training Guide Texas A&M University- Commerce 2023 12



Example of “Force Complete” exception type

Add Exception X

Exception for: US-College Reading & Writing

Substitute v

After you click on ADD EXCEPTION, the applied petition will
show on the DW audit. Then, scroll all the way to the bottom

and click on UPDATE PETITION AND CLOSE.

O (010) COMMUNICATIONS
Cnonge | Subject* Number *
g O Us-College Reading & Writing  till needed: 3 Credits in ENG 1301 with transfer = 0000
qa* Number *
To Subje umber Exception by:  Glover, Theresa On: 05/04/2023 Apply Here:  test ®
K
it Qualifier v Operator v Valut -
wih = Pt Gl ¥ O Us-Written still needed: 3 Credits in ENG 1302
Argument/Research
Description *
O  (020) MATHEMATICS
Petition by Glover, Theresa K: this is just a test to see
where it goes
A
C applie
e |
ETI 100 (R)
Work Not Applicable &
Credits applied: 0  Classes applied: 3

ETI 100 (R), ETI 100 (R), PSY 302

UPDATE PETITION AND CLOSE

The applied petition will automatically be moved to the APPLIED PETITIONS page.

[J 50051533

Test, Banner1 A.

Glover, Theresa K

this is just a test to see where it goes

05/03/2023

There is also a FIX PETITION STATUS screen where you can view and change the status of a petition. You have the option
to select the date range of petitions to view or enter a student’s CWID to view a specific petition.

List View

EXception Management

Manage Petition x Petition Status|  Fxceptions Repor

Fix Petition Status

1o 30 day v Enter student 1D

. | TR
- S, e

50204954 Turner, Katonna Yeager, Tonya A Please use MATH 1342 for (090) .. cafos2023 Ao

50262813 Le Nguyen, An Duy Stotts, Honnah Taryn CORE - Please use SPC 1315 PIC ... 04/05/2023 Tosed < v

Specific Student View

Exception Management

Manage Petitions  Fix Petition Status  Exceptions Report

Fix Petition Status

Last 30 days v 50051533
CANCEL
©® Name Created by Description Created on *
50051533 Test Banner! A Glover, Theresa K this is just a test 10 see where it ... 05/03/202: Applied

DegreeWorks Training Guide Texas A&M University- Commerce 2023
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From here, you can change the petition status by clicking on the box that shows the current status. A drop-down menu

will appear that allows you to select what change needs to be made. Click on the change you want to make, and the new

status will show. You can choose to SAVE CHANGES or CANCEL.

£xcepuon mManagement

Manage Petitions  Fix Petition Status  Exceptions Report

Fix Petition Status

Last 30 days bd 50051533
el
Awaiting
© Name Created by Description Created on *
Approved
50051533 Test, Banner] A. Glover, Theresa K this Is lust 3 test to see where It ... 05/03/2023 m v
Relected

Fix Petition Status

Last 30 days v 50051533

© Name Created by Description Created on 5
50051533 Test, Banner1 A. Glover, Theresa K this Is ust a test to see where it ... 05/03/2023 < Rejected > v v

The petition will then move to the appropriate screen (Awaiting Approval, Approved, Rejected, or Applied). Do not try to

change a “rejected” status to “applied” status. It will need to be changed to “approved” and then the changes need to

be applied.

To see the changes reflected in real-time, click on the refresh button of the Worksheets page.

WORKSHEETS EXCEPTIONS PLANS ADMIN

Worksheets

Data refreshed 05/04/2023 10:40 Al

Student ID

50051533 B

Core Curriculum-21-22 Catalog [ ot

edits required: 42  Credits applied: 0 Catalog year: 20

Unmet conditions for this set of requirements:

O (010) COMMUNICATIG

O uscgyffc reading & writing still needed: 3 Credits in ENG 1301 with wransfer = 0000
Excoption by:  Glower, K on: 05/04 Apply Here
O uswritten Argur Still needed: 3 Credts In ENG 13028

O 020) MATHEMATICS

An exception can also be made by clinking on the EXCEPTIONS tab at the top of the Worksheets page.

I@?fs,:'_"'-'"_ . wmzmv..ns aouam

Worksheets

Data refreshed 05/04/2023 10-40 AM

50051533 * Test, Banner1 A.
Advanced search

Level Undergraduate  Classification freshman  Major Applied Economics  Program BS in Appl
College Business  Advisors Curt Carison  Academic Standing Suspension  Institutional Hours

Overall GPA 0000  Holds C, RF, SC

Academic  Whatlf  Financial Aid  Athletic Eligibility

A new audit that allows for making changes (as
indicated by the plus signs) will pop up.

———preeaee

Daca refreshed 061042022 1040 M2

50051533 * Test, Banner1 A BS-Bachelor of Science
Advanced search

Level Undrgreduste  Classification Freshmon  Major Apolicd Economics  Program B in Appiicd Economics  Concentration ealthcare Track
College Business  Advisors Curt Corison  Academic Standing Suspension  Institutional Hours 0 Overall Hours 0 Institutional GPA 0.000

Overall GPA 0000 Wolds C., RF, SC

Degree in Bachelor of Science

lobal exception - applies to all requirements
conditions for this set of requirements:

Qualifiers
120 Semester Hours

required. You currently have 0, you stil need 120 more semester hours. Hours
ty envolled courses
cer hours must be taken in residence. You currently have 0, you stil need 30 more

DegreeWorks Training Guide Texas A&M University- Commerce 2023 14



This screen works almost the same as entering a petition as far as the pop-up boxes; however, the exception will apply
and reflect immediately and will not need to go through the approval process. Click on the “+” sign where the exception
needs to be applied, and the “Add Exception” box will appear. Enter the required information and click on “ADD
EXCEPTION” to see the changes reflect on the Exceptions worksheet. Below is an example of one type of exception:

Add Exception

Exception for: Overall GPA Requirement is not met; contact your advisor.

Exception type

Force Complete e

Description *

test

>

Details

CANCEL ‘ ADD EXCEPTION .

+ © Overall GPA Requirement is not met;
contact your advisor.
+ (O Graduation Application Not Yet

Ak 4

Exception by:

Still needed:

Glover, Theresa  On: 05/04/2023

K

Force Complete: test W

You must apply for graduation online through the MyLeo home page in the first two weeks

PRy 2V SORPEPIP PSS ST N L SRS (SR SIS Ao

The exception has also reflected on the main Worksheets page audit.

Credits required: 120  Credits applied: 0

Unmet conditions for this set of requirements:

@ TAMUC GPA Requirement is not met;
contact your advisor.

Overall GPA Requirement is not met;
contact your advisor.

Catalog year: 2021-2022

GPA: 0.00

Overall Hours: 120 semester hours are required. You currently have 0, you still need 120 more semester hours. Hours
indicated are including your currently enrolled courses

25% Rule: A minimum of 30 semester hours must be taken in residence. You currently have 0, you still need 30 more
semester hours.

Exception by: Glover, Theresa K On: 05/04/2023 Force Complete:  test

Exception by: Glover, Theresa K On: 05/04/2023 Force Complete: test
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EXCEPTIONS REPORT

Under the ADMIN tab, in the Exceptions Management screen, an option for “Exceptions Reports” is available.

WORKSHEETS EXCEPTIONS PLANS ADMIN

Exception Management

Manage Petitions Fix Petition Status

Exceptions Report

Awaiting Approval Approved Petitions Rejected Petitions Applied Petitions

When you click on Exceptions Report, you can choose the filters you need for the report you would like to run. Fill in the
information and click on RUN EXCEPTIONS REPORT.

Exceptions Report

Enter your search criteria

Show exceptions from 7 Show exception type - Status filter -
Last 30 days Show all Show all statuses

. Exceptions on student ID .
Exceptions created by ID 50051533 Exceptions on requirement ID

38 RUN EXCEPTIONS REPORT

@® Show exception details (O Show requirement block counts
Created on T Created by Requirements Type/Value Label tag Student ID Type Status Description
05/04/2023 Glover, Theresa K RA002155 DEGREE / BS GPA3 50051533 FC OK test v
05/04/2023 Glover, Theresa K RA002155 DEGREE / BS GPA.6 50051533 FC OK test v
05/04/2023 Glover, Theresa K RA002170 OTHER / CORECURR COMS5 50051533 AH OK test v
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GPA CALCULATOR

Click on the three vertical dots for the drop down menu and select GPA Calculator.

@Ueorevioris Wl vowswerrs  ocermions  puws  Aowi
Worksheets —
Data refreshed 04/11/2023 111 M & GPA Cakulator

Class History
Secent I ome degee
50051533 e Test, Banner1 A. BBA-Bachelor of Business Admin
Petitions
Advanced search
Notes
Level Undergraduate  Classification Freshman  Major Accounting  Program BEA in Accounting  College Business  Advisors Curt Carkson
Academic Standing Suspension  Institutional Hours 0  Overall Hours 0  Institutional GPA 0.000  Overall GPA 0.000  Holds RF, SC
Academic  Whatlf  Financial Aid  Athletic Eliaibility

A new window will appear with GPA Calculators for different scenarios. Enter the requested information and click on
CALCULATE to see the results. In the results screen, you can click on RECALCULATE to change your information for a

different outcome.

Graduation Calculator- allows you to determine the average
GPA you need to maintain for the remaining terms (hours)

‘@‘@ to achieve your GPA goal

Enter your desired GPA at graduation to calculate the average GPA you need to maintain in your
remaining terms to achieve that goal.

GPA Calculator X

GPA Calculator x

3PA Calculator x

Cumens GPA®
0.00

Credas remaining*

120

Credts required *

120

RecaLcuLATE

Desired GPA *

(== )

CALCULATE

Term Calculator- allows you to calculate your GPA at the
end of the current term if you obtain the grades you expect to

earn in your in-progress classes
Advice Calculator- allows you to see what grades you

p— . would need to obtain to achieve your desired GPA at
. s i PA Calwhl»ov » x graduation
= T mmmm—

cALCULATE
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WHAT IF

Click on the What-If tab to generate an analysis of what would happen if you made changes to your current program.
For example, if this student wanted to change his major from Accounting to Business Analytics, what would happen?
Click on the PROCESS button to see the results.

@ Prareetiorks WORKSHEETS ucwnmm

Academic What-If Financial Aid Athletic Eligibility

What-If Analysis ~
O use current curriculum In-progress classes Preregistered classes

Program

’s"s’kfé;mm of Business Admin

2021-2022

Areas of study

v Mino % Concentri »
usiness Analytics inor ncentration

Additional areas of study v

Future classes

Subject Number

Results of the What-If analysis for the example scenario (student view) are shown below.

The entire degree plan audit can be seen from this screen by scrolling. You can also change the view from Student View
to the Registration Checklist view or the Registrar Report view as well as collapse or expand the different audit sections.
A What-If analysis does not change the student’s degree plan.

WEESS R s e, fes

0 . Degree progress What-If Analysis
e am
w o8

Degree in Bachelor of Business Administration

Unmet condtons for £33 st of recurements:

ek quars

Degree in Bachelor of Business Administration

Core Curriculum-21-22 Catalog

Business Core |
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CLASS HISTORY

Class History is a summary of the classes a student has taken and includes the course name and number as well as the
grade and credits received. To access it, click on the three vertical dots and a drop-down menu will appear. Then, select
CLASS HISTORY, and you will see a pop-up window containing the summary of classes. Note: The Class History is not an

official transcript.

@"‘9“‘.‘”"""‘ WORKSHEETS ~ EXCEPTIONS ~ PLANS  ADMIN

Worksheets

Data refreshed 04/19/2023 8:31 AM &

Student ID Name

50051533 % Test, Banner1 A.

Advanced search

Level Undergraduate Classification Freshman Major Accounting Program BBA in Accounting

Academic ing Suspensi ituti Hours 0 Overall Hours 0 Institutional GPA 0.000

Academic What-If Financial Aid Athletic Eligibility

8 =

GPA Calculator

Degree

BBA-Bachelor of Business Admin
Petitions

Notes

College Business Advisors Curt Carlson

Overall GPA 0.000 Holds C, RF, SC

View historic audit

04/16/2023 at 11:51 PM U/BBA

v

Class History

Spring 2020

Course Title Grade
PSY 302 Psychological Statistics W
Spring 2022

Course Title Grade
ETI 100 Essentials of Online Lrng A
Summer I 2022

Course Title Grade
ETI 100 Essentials of Online Lrng B
Summer II 2022

Course Title Grade

ETI 100 Essentials of Online Lrng A

Credits

0

Credits

0

Credits

0

Credits

0
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FAQs

1. Who can use DegreeWorks (DW)?
All currently enrolled undergraduate and graduate students who attend A&M-Commerce
2. What is DegreeWorks?

DW is a web-based planning tool to help students and advisors monitor student progress toward degree
completion; however, DW is not a substitution for consultation with a professional academic advisor. It
will show the user, in an easy-to-read format, the courses that must be completed to achieve the desired
degree.

3. When should | look at my degree audit?
The degree audit should be viewed including, but not limited to, the following times:
Prior to meeting with an advisor
Prior to registering for courses
At the beginning AND end of each term
Prior to applying for graduation
After any changes to major, minor, concentration, or plan of study are made
4. Where can | access DegreeWorks?
DW is located in your myLeo account.
5. What should | do if my major, minor, or concentration is incorrect?
Please contact your advisor, they will be able to assist you with changing this information.
6. Who can correct my DegreeWorks if my transfer work is not showing or is showing in the wrong place?

Double check with undergraduate admissions to ensure they have received your transcripts with the
most up-to-date information. They are responsible for transfer work and will be able to assist you with
this issue. If they have the most current and correct transfer information, but there is still an issue,
contact your advisor.

7. If my graduation application has been accepted but DegreeWorks says that | haven’t completed all of my
requirements, will | be able to graduate?
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Depending on the issue, you may still be able to graduate. Identify the areas that show “Incomplete”
(*notification will be in red) in DegreeWorks. If you have already completed the requirements, but the
course credit is not displayed, contact your advisor. *Completed work will have a green notification.

8. How is my transcript different from my degree evaluation?

The transcript is an official document which displays only courses from completed terms. The degree
evaluation includes courses that are required for your degree, courses you are currently enrolled in, and
courses which you have already taken. The degree evaluation is not an official document but rather a
guide to help you reach your ultimate goal of graduation.

9. How does DegreeWorks decide where to place courses that | have completed?

DW is pre-programmed with information that directs it where to place the courses you have taken. If
there are courses in the wrong place or any that are expected to apply to different areas, contact your
advisor to help you correct this issue. A single course may appear in multiple places depending on the
program.

10. What if DegreeWorks places a course in one section, and | want it in another?

DW is designed to help you complete your degree program in the most efficient way possible, so it will
automatically move courses to the appropriate place as they are completed. If a course pulls into the
wrong place, the system will adjust when you take the class that is expected to meet the course
requirements. If you feel there is an error, contact your advisor.

11. | earned an Associate’s Degree before | came to A&M-Commerce. How does this appear on my
worksheet?

Transferred courses are coded in the admissions process and should pull directly where applicable.
Please make sure the admissions office has your most current transcript information.

12. Are there requirements for graduation that DegreeWorks doesn’t check?

All requirements for graduation will appear in DW; however, final clearance is still made through your
advisor, dean of your college, and the graduation coordinator.

13. Can | make a petition to waive/substitute a course?

Any petition, waiver, substitution, or other exception to the degree plan (all considered to be a
“petition”), will be made directly by the advisor. After the petition is made, it must be approved by the
dean, and it will then be reflected on your degree evaluation.

14. What should | do if my department gave me permission to take different courses for my major, but the
courses are not showing in DegreeWorks?
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Speak with your advisor as they will need to submit the appropriate petition request(s) before your
degree evaluation will reflect the permitted changes.

15. How do | see what courses | still need to take if I’'m considering changing my major?

You can click on the What-If tab and enter the requested information to run an analysis to see how your
degree plan will change. If you decide you want to make the change, you would need to contact the
advisor that corresponds to the new major.

16. How do | check to see if I'm eligible for a minor?

First, the online catalog should be able to tell you. A second option would be to speak with your advisor.
If a minor is required for your major, your graduation evaluation will specifically say that a minor is
required.

17. Why doesn’t DegreeWorks show that | need to complete a required concentration or emphasis area for
my major?

If a concentration or emphasis is required for your major and is not showing in DW, contact your advisor
to make sure they have “declared” it for you in the system.

18. What happens when | repeat a course?

Only the latest course counts toward your degree requirements. The previously taken course will show
to be excluded and will not be counted, but it should appear at the bottom of your degree evaluation
under “Work Not Applicable”. The current repeated course will not replace the prior course until the end
of the semester.

19. How can | see the descriptions for all my courses in my degree program?
Most courses should be hyperlinked to the catalog. If they aren’t, please visit the online catalog.
20. What does the @ symbol mean? I've seen it in several places on my worksheet.

The @ symbol is a “wild card” in DW. If you see the @ symbol with numbers after it (ex. @ 100:499), it
means you can take a 100-400 level course from any subject area. If you see it after a subject prefix (ex.
THE @), it means you can take any Theatre course. If it appears with nothing after it, you can take any
course from any area and any level.

21. Who should | contact if | still have questions?

Your advisor is typically your first point of contact for questions. Beyond that, you can email the
graduation office at graduation@tamuc.edu.
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