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Degree Works – Getting Started
What is Degree Works?
Degree Works is a web-based degree audit tool designed to help students and advisors
monitor progress toward graduation. Advisors should use this tool to help keep their
students on track to graduate on time, making sure the courses their students take are
appropriate and count towards their degree.
How does Degree Works work?
Degree Works looks at the requirements for a program of study as well as the coursework
completed to create an easy-to-read degree audit. The requirements for programs of study
as determined by the ATU catalog are outlined in the audit blocks. Any classes students
have taken or are currently registered for are used to fill the block requirements.
Completed classes are indicated by a checkmark while in-progress courses are indicated by
a blue box with a wavy line inside. Any requirements still remaining will have an open red
box beside them. Degree Works can also be used to help students and advisors outline a
plan for classes students should take in the future.
How do I know if a student has a Degree Works audit?
If the student is in a catalog year of 2014-2015 or later, you will be able to view their audit
in Degree Works. If they have a catalog prior to 2014-2015, they will not have a pre-existing
audit in Degree Works. You will be able to use the What-If function to evaluate the
student’s requirements in another catalog term.
How do I know which classes students need to take?
The audit is set up to display the requirements for each program of study in separate
blocks. Each block will list the requirements needed to complete that block.
What if I think there is an error in a student’s audit?
If you think you have come across an error within a student’s Degree Works audit, please
email degreeworks@atu.edu with complete details of the error and what you believe is the
correction, or screen shot the error within the audit and explain.

Important Note: DegreeWorks is designed to aid and facilitate academic advising, but is not intended to
replace face-to-face advising sessions. DegreeWorks is neither an official academic transcript nor an 3official
notification of completion of degree requirements.

To View the Audit:
1. Login to OneTech. There are three different ways to login to Degree Works:
a. Through the faculty services tab in SSB

b. Through the Self-Service Banner tree
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c. Through the Faculty/Advisor Tab in the “Academic Links” box

***You will need to grant permission to Degree Works to open a new tab. In order to
allow the pop-ups, you will need to do as follows based on which browser you use:
 Internet Explorer should open a small box at the bottom stating that “Internet
Explorer blocked a pop-up from ssbprod.atu.edu. Click “Options for this site” and
select “Always allow”. This will now let Degree Works open in a new tab.
 Chrome should have a yellow box with a red “X” in the far right of the address bar.
Click it and select “Always allow pop-ups from ssbprod.atu.edu” and “Done”. Click
refresh and Degree Works will open in a new tab.
 In Firefox, click the three lines in the top right corner. Click “Options” which will open
a new tab of preferences. Click “Content” on the left menu. Next to “Pop-ups” click
the “Exceptions” button. A box will open and type https://ssbprod.atu.edu into the
address bar and click “Allow” and then “Save Changes”. Exit out of the tab and
open Degree Works.
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2. This will take you to the Degree Works landing page. From here you will

3. You can now search for an individual student’s audit, or you can batch search for all
audits within certain criteria (such as major, minor, or college)
4. To search for a student by T#, enter the T# in the “Student ID” box and hit Enter. The
student’s audit will display.
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5. You can also search for a batch listing of students, or by name if the T# is not known.
{NOTE: The @ wildcard can be used if the entire criteria is not known.} Any of the
drop-down options can be selected to narrow your search. Once you’ve chosen the
criteria, click “Search”.

6. All students with that match the criteria you have entered will populate at the bottom.
You can “Uncheck All” to only select one or a few students, or you may “Check All” to
look through all students with the selected criteria. Once you have made your
selection, click “Ok”. (If you get an error message about pulling up more than 500
students, just click “Ok”).
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7. If you select all, you may use the arrows next to the name block to look through
all selected.

8. If the student you have selected has 2 majors, you will only be able to view 1
audit at a time. To toggle to the other major, you will click the “Degree Program”
drop-down and click the 2nd major
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The Audit
9. The landing bar will give you general information about the student you are
viewing. This information can be very beneficial when advising.

10. Next, you will see a progress bar

11. The first block will include generic information, general education requirements,
and the catalog year
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12. The second block will include the major requirements, including the major GPA

13. The third block will include the major support courses

14. Next is the general electives and upper division course blocks

15. Finally, is a course breakdown at the bottom of courses not used, courses that
are insufficient, courses that aren’t counted, and courses that are in progress
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What it All Means

 NOT USED courses are those that could not be applied into the audit.
This, as an advisor, is a great place to ensure you have registered the
student correctly, and to spot potential course substitutions and/or
equivalents.
 INSUFFICIENT courses are those that did not have sufficient grades (F, W,
NC, etc.).
 IN-PROGRESS courses are classes the student is currently enrolled in.
You’ll want to double check all in-progress courses are plugging into the
student’s audit.
 NOT COUNTED courses are pre-college level courses that are not counted
in the earned hours or GPA (if they are transfer).
16. The last bit of information is the key to the audit

 All courses that are in yellow with a green check mark next to the title are
complete
 All courses that are in peach with no check mark are still outstanding
requirements

 All courses that are in blue with a squiggle in the check box are “in
progress”

 Anywhere you see the “@” sign is a wild card, for example, if you see 9
hours in ENGL 2@ or 3@ or 4@, that would mean the student needs 9
hours in any English 2000-4000 course. If the requirement says 36 hours
in @ @, that would mean the student needs 36 hours in any prefix and
any course number.
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What You Can Do With the Audit
17. You have the ability to print, email, or save a student’s audit as a PDF.

18. You will click the “Save as PDF” button once you are in the student’s audit. A
new window will open. From here, you can save, print, or email the file as
needed.
PLEASE FOLLOW BEST PRACTICES AND BE AWARE OF FERPA REGULATIONS.
GPA, T#’S, AND GRADES ARE CONFIDENTIAL INFORMATION. ENSURE YOU ARE
EMAILING TO ONLY THE STUDENT USING THEIR @ATU.EDU EMAIL ADDRESS.
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Exceptions
19. If a requirement has an exception put on, it will be notated below the course.

 In order to request a substitution, complete a substitution/waiver form
that is located on the Registrar’s Office website.
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The What-If Audit
20. If you want to see what requirements a student would have left for a major or
minor that is different from their declared major(s) and/or minor(s), the What If
audit is used for that. You find this tool on the left side toolbar on Degree Works.

21. First, you will select which catalog year you wish to query. Keep in mind Degree
Works only goes back to the 2014-2015 catalog.

22. Once you have chosen the catalog term, you will then choose a major and/or
minor. (NOTE: You may choose 1 major and 1 minor at a time. If you choose to
query multiple majors, you must do them separately.)
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23. The chosen major and or minor will populate in the “Chosen Areas of Study” box
on the right side

24. You will the click “Process What-If” to view the audit. If you would rather have a
PDF to print and/or email, click “Save as PDF”.

25. If the student wishes to change their major(s) and/or minor(s), please send them
to the Registrar’s Office to complete a Change of Major form.
26. If you would like to access a previous what-if audit, click “What If History” on the
left side.
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27. You are able to look at the what if’s in history by using the “Historic Report” drop
down.
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Issues with Degree Works

If you find any issues with Degree Works, please contact the Registrar’s Office at
(479) 968-0272 or email us at degreeworks@atu.edu (include the student’s T#
and a screen shot if possible) so that we may investigate any issues
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