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Signing on to DegreeWorks and Searching for Students 
 

 To access Degree Works, you will sign into Academica using your Access ID and password.  
 

 Click on Faculty Instructional Resources (in Academica).  Then click on Degree Works Advising. 
 

 
 Degree Works will launch in a new tab. 

 
  

This is the Degree Works Home Screen. 
 

 
 

Note: 

Degree Works is running off of live Banner Data.  When grades post, or registration activity occurs, it will 

appear immediately in Degree Works. 
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Easiest way to find a student! 

 

You can type either the AccessID or the BannerID in the StudentID box, then press enter. 

  
It will search for the student and display both IDs in the appropriate box. 

 

Searching for Students: 

This is a limited search, and should not be used as a substitute for reporting through STARS.  

 Options for searching 

o Type 9 digit Banner ID in Student ID field then hit Enter 

o Click the magnifying glass to conduct a search 

 There are many parameters available to search, including First Name, Last Name, 

Degree, Major, Minor, Concentration.  It’s suggested (at the UG level) to limit your 

selections as much as possible, perhaps choosing freshman, sophomore, Junior, Senior. 

Click the SEARCH button when all the parameters are entered. 

o You may use the wildcard symbol (“@”) when typing in the student ID number or last/first 

name fields. This will return any results that begin with those letters or numbers. 
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Sample search:  

 Sophomore 

 Seeking BS in Business Administration 

 Major in Accounting 

 Note: This search does not validate against curriculum rules, which means you could conduct a search 

for Bachelor of Science in Criminal Justice with a major in Accounting, or Elementary Education.  No 

students would be returned. 

 

 
 

 An error message may appear indicating that more than 200 students were found, and to limit your 

search.  Select the Check All button at lower right, then click OK.  All students will now appear in the 

drop down, and you can cycle through using arrows on either side of the word “Name” or selecting 

individual students in the drop down. 

  

 

 

 

 To revise your search, you may need to click on the items listed in the “Repeatable Search Criteria” box 

and hit the “Remove” button.  

 You may use the wildcard symbol (“@”) when typing in the student ID number or last/first name fields. 

This will return any results that begin with those letters or numbers. 
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Degree Works Components Within the Degree Audit Worksheet 

OBJECTIVE: To go through the components that make up a Degree Works degree audit. 

 Headers 

 Formats of the different worksheets 

 Blocks that make up the worksheets 

 

AUDIT HEADER: 

 

 

Student ID Displays the student Banner ID number. 

Name The student’s full name will display here. 

Degree The student’s current degree program will display here. 

Major The student’s current major will display here.  If the student has a second major, only the 
primary (first) major will display. 

Classification The student level will be displayed here (freshman, sophomore, etc.) 

Last Audit Displays the last date the audit was refreshed.  Audits are refreshed any time an activity 
occurs, like registration, grading, etc. 

 

 

 

WORKSHEET BAR: 

 

Format:  Student View This drop down box lists the different types of audits that are available.  The 
student view is the typical type of audit; all available options will be 
displayed further in this training material. 

View If you want to view a differnet type of audit, select the option from the drop 
down and then click the “View” button. 

Save as PDF Will allow you to save the document as a PDF file while retaining the 
formatting. 

Process New Refreshes the data after a programming change is made. 
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FORMAT: Student View 

Provides general information about the student’s completed and remaining degree requirements, grouped 

into logical blocks. 
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STUDENT VIEW:  Dual Major  

Dual Majors are different than Dual Degrees. Dual Majors refer specifically to students with a second major. 

These students will not receive two diplomas or two separate degrees. Both majors will fall under the primary 

degree type. 

1. Dual majors fall under the same degree. The majors will display within a single audit in the order they 

appear in the Majors field on the student’s demographic/academic summary area. Only the primary 

major will appear in the Major section of the audit header. 

 

  
 

2. Specifically required University GenEd will be listed under each major block in the audit. Students who 

are double majoring will be required to complete the specifically required GenEd for both majors. 

 

3. If there is a Concentration associated with both Majors, they will display following both Majors in the 

order they appear in the Concentrations field in your demographic/academic summary area. 
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STUDENT VIEW: Academic / Demographic Summary 

 

Student Displays the student’s full name.  

ID Displays the student Banner ID number. 

Classification Displays the student’s classification (freshman, sophomore, etc.). 

Advisor Displays the student’s advisor(s). This will provide the student with the ability to email 
their advisor(s) directly. See direct email section below. 

College Displays the student’s college. 

Overall GPA Displays the student’s cumulative GPA. This is their official WSU GPA. 

Level Displays if the student is Undergraduate or Graduate level. 

Catalog Term Display’s the student’s catalog term. 

Degree Displays the student’s current degree. If the student is pursuing more than one degree, 
only the degree for the audit you are currently viewing will be displayed. 

Major(s) Displays the student’s current major(s) with the primary being listed first. 

Minor(s) Displays the student’s current minor(s) (if applicable). 

Concentration(s) Displays the student’s current concentration(s) (if applicable). 
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STUDENT VIEW: Legend 

 

Complete: This symbol will appear beside all requirements within the audit that have been completed. The 

row will be highlighted in yellow and will display the course(s) that fulfilled the requirement along with the 

grade and term the course was taken. 

Not Complete: This symbol will appear beside all requirements within the audit that have not been 

completed. The row will be highlighted in red and will indicate the course(s) that will complete the 

requirement.  

Complete Except for Classes In-Progress: This symbol “~” will appear for requirements where students are 

currently registered for the class(es) needed to fulfill the requirement. The row will be highlighted in blue and 

will display the course that will fulfill the requirement once completed, along with the grade “INPR” and the 

term that they are registered for the course.  

Nearly Complete – See Advisor: This symbol “≈” will appear when requirements are almost complete, 

however there’s a component that may not be met.  For example, if it’s the last course of a set of four, but the 

minimum GPA for the four classes is a 2.00, and the student currently has a 1.97 within the three graded 

courses, the requirement may not complete if the student only receives a C in the fourth course. 

(T)Transfer Class: This symbol will appear beside all requirements that have been satisfied by a course 

transferred by another institution, along with the grade and term the course was taken. 

@: Degree Works Wild Card. The “@” symbol represents all classes when used as a prefix, and can also be 

used to represent all course numbers when it follows the course alpha. When the “@” symbol precedes a 

range of numbers, any course within that number range will fulfill the requirement (@ 3000:5999).  
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STUDENT VIEW: Blocks 

Using the Wayne State University Bulletin as a guide, the blocks within the Student View audit present all 

applicable requirements for a degree, General Education, School/College, declared area(s)/majors(s), minor(s) 

and/or concentration(s).  In the block header, the Catalog Term is displayed.  This view will also give you 

information on what courses will meet unfulfilled requirements.  Click on the “See…” link to jump to that area 

of the Student view audit. 

 Degree Block:  Lists all of the blocks that are required to complete a degree.  The GPA that displays in 

the header bar of the Degree Block does not include any course that will not count toward the required 

120+ hours for graduation (remedial, above the limit, transfer, etc.).  

 

 General Education Group Blocks: List all of the general education group requirements for a degree. 

Note: students should select courses for these blocks in conjunction with additional School/College 

requirements and in consultation with their advisor and Bulletin to avoid unnecessary courses. 
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 School/College Block: This block includes courses that are specifically required for certain 

Schools/Colleges/Degrees and will appear in the body of the audit underneath the General Education 

Group Requirements block. They will be named for the specific School/College (ex. Liberal Arts and 

Sciences). 

 

 

 

 Foreign Language Proficiency: This block includes courses that are specifically required for certain 

Schools/Colleges/Degrees and will appear in the body of the audit underneath the School/College 

block.  

 

 

 

 

 Major(s): Lists courses required to complete the major(s).  You may see additional blocks such as Core 

Requirements, Admission Requirements, Co-Requirements, Professional Education Requirements, 

Concentration Requirements, etc. that are required in addition to these courses.  
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 Concentration(s): Lists courses required to complete the Concentration within a specific major(s).   

 

 

 

 Minor: Lists all courses required to complete a minor (if applicable). 

 

 

STUDENT VIEW: Optional Blocks 

These blocks will not always appear within the audit. They will only display if the student has 

courses/requirements which meet the parameters for each individual block. For example, if the student is not 

enrolled, the audit will not display the In-Progress block.  

Common Optional Blocks:  

 In-Progress: The courses that the student is currently registered for are listed here in addition to 

displaying where they fit throughout the audit.
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 Electives: These are courses that count towards the total required number of hours, but do not fill a 

specific degree requirement.  

 

 

 Not Counted: These are courses that either exceed the number of allowed repeats, exceed the amount 

of credits eligible for degree credit, or that are considered developmental, and therefore, will not 

count as hours towards graduation.  

 

 

 Insufficient: These courses include any incomplete courses, any courses from which the student has 

withdrawn, any audited course, any course that did not meet a specific grade requirement, or any 

course the student has failed. 
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FORMAT:  Registration Checklist  

This view is currently only available to advisors.  The Registration Checklist format shows only the unfulfilled 

requirements on the student’s audit. It does not provide any of the detailed explanations of requirements that 

may be found in the student view. It also does not check hour or GPA requirements.   
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FORMAT:  Graduation Checklist  

This view is currently only available to advisors.  The Graduation Checklist format shows both the filled and 

unfulfilled requirements on the student’s audit. However, it does not provide any of the course requirements, 

grades received, term course was taken, etc., that may be found in the student view.  
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Degree Works What If and Look Ahead Audits 

Using these tools students and advisers alike will be able to see how a student’s credits will fit into a degree 

plan for majors other than what they are currently enrolled in. 

 

OBJECTIVES:  

 To learn about the 2 other Audit types  

 To learn the procedures for Running What If and Look Ahead Audits 

 To learn how to remove Exceptions 

 

AUDIT TYPES GLOSSARY: 

 What If Audit:  The student’s currently completed and in progress courses used in a different major. 

 Look Ahead Audit:  Allows the student to input classes they are considering taking and see how they 

will fit into their current major. 

 

 

PERFORMING WHAT IF AUDIT: 

 
1. Start by making sure you are on the Worksheets Tab for the student 

 
2. Under the tab you will see What If and Look Ahead 

 
3. Click on the Audit that you want to see 
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4. Use the drop down menus to select the College, Degree, Major, Concentration, Minor that you are 

interested in investigating as appropriate, 
a. Check or uncheck the Include in-progress classes  
b. Check or uncheck the Include preregistered classes boxes 

 

 
 

5. You can also select additional areas of study (2nd major) 
 

 
 

6. You can also add in courses that you plan to take, or are considering taking 
 

 
 

7. Click on Process What-If button near the top of the page 
 

8. You will then see the degree audit for the student with the selected criteria – you can view, and save 
this document as a PDF for reference 
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PERFORMING LOOK AHEAD AUDIT: 
 

1. From under the Worksheets tab, click on Look Ahead 
 

2. Enter the course Subject and Number, then click Add Course button 
 

3. You can enter multiple classes and the full list will appear on the right side of the screen 
 

 

 
 

4. When all classes have been added click on Process New button to run the audit 
 

5. You will then see the degree audit for the student with the classes added in as In Progress (wavy Blue 
line) – you can view and save this document as a PDF for reference 
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Degree Works:  Saving an audit as a PDF 

 

 While on the student’s worksheet click on the Save as PDF button 

 

 
 

 This will pop up another screen with the student’s degree audit in PDF form 

 Use your computer’s settings to then save this document to your desktop, or place of your choosing as 

a PDF.  You may need to “Download” the PDF first, then open it in a different viewer, and then save it 

from there.  Each computer/ browser has different settings. 
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Degree Works Exceptions 

Degree Works gives advisers and others in your department access to make exceptions to students’ degree 

audits. 

Please be aware that this does not change any policy or procedure that is already in place, you would still 

need to get the appropriate approval for changes.  It only allows you to make the changes yourself rather than 

contacting degreeaudit@wayne.edu. 

All notes need to continue to be made in STARS. 

All exceptions will be monitored by the Office of the Registrar to ensure curricular integrity and accuracy and 
to note any patterns of making exceptions.  When patterns are found the Degree Audit office will contact the 
department to see if an adjustment needs to be made to the program template. 
 
Exceptions will remain for a student with terms of absence, but will disappear if the student changes his/her 
program. 
 

OBJECTIVES:  

 To learn about the 4 Exception types  

 To learn the procedures for using Exceptions in Degree Works 

 To learn how to remove Exceptions 

 

EXCEPTION TYPES GLOSSARY: 

FORCE COMPLETE – What we currently refer to as a Waiver.  The student no longer needs to do anything to 

complete this requirement. 

SUBSTITUTE – When a previously (or in progress) course that is not specifically on the student’s audit is being 

used to complete a requirement.  Used as a 1 for 1 substitution. 

ALSO ALLOW – When you want to add in another possible option of a course outside of range.  For example, if 

the requirement is 10 credits in BIO 2000:6999, and you want to allow BIO 1XXX to count within this 

requirement. 

APPLY HERE –  This is used when a course should be applied to a specific course rule, despite all else.  (It may 

not meet the minimum grade, or the minimum credit threshold, etc.  This is a POWERFUL exception, and will 

lock a class to a requirement always, despite it possible fitting better somewhere else. 

  

mailto:degreeaudit@wayne.edu
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PERFORMING EXCEPTIONS: 
 

9. To perform an exception for a student you will need to click on the “Exceptions” tab located at the top 
of the audit. 
 

 
 

10. Use the drop down menu to select the type of Exception you want to perform.  
 

  
 

11. Then click the LOAD button to display the Exception input fields.  
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12. FORCE COMPLETE: The Waiver 

a. Leave the description blank – it will be system generated

 
 

b. Click on the radio button of the item you want to Force Complete 

 
 

c. Click on Add Exception button 
d. You will get a message box pop up that says “The description field was left blank…” Click OK 
e. You will get a message box pop up that says “Your exception has been added to the database 

successfully.”  Click OK.  You can Run New Audit to see the Exception in place 
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13. SUBSTITUTE: Allow previously completed or in progress course. 
 

 
 

a. Enter Subject and Number of the course that you want to replace, then  
b. Enter Subject and Number of the substituted course  
c. Do not use the fields in the “With” line 

 
d. Click the radio button of the rule you want to adjust 

 
 

e. Leave the description blank – it will be system generated 
 

f. Click on Add Exception button 
 

g. You will get a message box pop up that says “The description field was left blank…” Click OK 
 

h. You will get a message box pop up that says “Your exception has been added to the database 
successfully.”  Click OK.  You can Run New Audit to see the Exception in place 
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14. ALSO ALLOW: Allow for individual course to be used when out of range of requirement. 
a. Enter the Subject and Number of the course you want to allow

 
b. Do not use the “With” line 

 
c. Click on the radio button of the item you want to add the course to 

 
d. Click on Add Exception button 

 
e. You will get a message box pop up that says “The description field was left blank…” Click OK 

 
f. You will get a message box pop up that says “Your exception has been added to the database 

successfully.”  Click OK.  You can Run New Audit to see the Exception in place
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15. APPLY HERE: Force a course to apply for a rule, despite all else.  (It may not meet the minimum grade 
for the major, or for the degree, etc.)  This should be used minimally, as it forces the class on a rule 
where it may not be the best fit within the audit.   

In the below example, the required minimum grade is C, but the student has a C- in his THR 
1010 class. 
 

a. Enter the Subject and Number of the course you want to allow 

 
b. Do not use the “With” line 
c. Click on the radio button of the item you want to force the course on. 

 
d. Click on Add Exception button 

 
e. You will get a message box pop up that says “The description field was left blank…” Click OK 

 
f. You will get a message box pop up that says “Your exception has been added to the database 

successfully.”  Click OK.  You can Run New Audit to see the exception in place.

 
 

 

16. REMOVING EXCEPTIONS: 
a. Click on the Exceptions tab 
b. Click on the radio button of the Exception you want to remove 

 

 
All Exceptions are also listed at the very bottom of the page, and you can select from there 

 

c. Click the Remove Exception Button at the top of the page 
d. You will get a message that says “Your exception has been removed from the database 

successfully.”  Click OK. You can Run New Audit to see the Exception has been removed 
 


