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Access Undergraduate DegreeWorks 

1. Go to the A&M-Commerce home page: 

www.tamuc.edu 

 

2. Click: MyLeo  

 

 

3. Access the myLEO Portal with your A&M-Commerce account. 

 

 

 

 

4. Click: Faculty Resources OR Staff Resources 

  

 

 

http://www.tamuc.edu/


 

DegreeWorks Training Guide 
Balto 5.0 (August 2018)  Page 4 of 15 

5. Click: DegreeWorks  

 

6. Click: Access Undergraduate DegreeWorks 

 

7. You are now able to review the DegreeWorks audit. 
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Basic Worksheet Features 

 

8. Worksheet: Shows the information for the student. 

9. Refresh button: Use this button to refresh information in the 

DegreeWorks application after you have made changes in Banner.  

Remember, once you “refresh”, you will need to Process New to see the 

effect of your Banner changes. 

10. Process New: If you make any changes that may affect DegreeWorks and 

want to see them reflected on the degree evaluation, use this option (i.e. 

substitutions approval). 

11. Student header: Information on the student. Name, CWID & Degree, Etc.  

12. Legend: Tells you the status of requirements with in the audit.  

13. Notes: Leave permanent notes for the students concerning progress, 

questions, or concerns. 

14. Petitions: Any waiver or substitution that needs to be applied to the 

students’ audit. 

15. Save as PDF: convert what you view to a PDF for easy saving, sharing and 

printing 

16. What If: Process a what if analysis under this tab. 

17. Class Summary: Unofficial transcript 
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Finding a Student 

18. Click on the Find icon in the upper left corner.       

 

19. Enter first and last name or CWID (student ID) 

a. You can also narrow your search by the other fields.  

Example: Catalog Year or Major 

20. Click on search 

21. Found students will populate at the bottom 

22. If multiple students found you can Check All or Uncheck All to meet your 

needs.  

23. Click okay once the appropriate student has been found and selected. 
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Leaving Notes 

 

24. Click on the Notes tab on the top menu bar   

25. Select Add Note 

You can either use a predefined Note from the drop down or create your 

own text. 

 

26. Select Save Note – you will then see this message 

 

27. To review the saved notes go back to the worksheet tab and click 

process new. The new note will be at the bottom of the audit. 

 

  

This is a example note. Open text box for what 

you want to type.  

 

**Please notes are Visible to everyone, 

Including Students! 
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Petition Process 

Any waiver or substitution that needs to be applied to the students’ audit. 

28. Click on Petitions tab on the top menu bar . 

 

29. Click Add Petition – in the text box insert the request you are making for 

your petition **Please make sure you are using the correct format   

College Codes: Use  the code for the college in which the student is completing his/her work. 

CA  College of Agricultural Sciences and Natural Resources 

CB College of Business 

ED  College of Education and Human Services 

CH  College of Humanities, Social Sciences and Arts 

CS  College of Science and Engineering 

UC  Core Curriculum 

 <College code>. In the <Section in degree works (i.e. Major support area, Major required area)>, 

allow <Course you are allowing> with <Course required on DegreeWorks>   

(If you need to allow a specific grade or term please indicate that on the petition) 

Sample:       ED. In the Major Support Area, allow ENG 423 for ENG 301 

 

CB  This is an example note. Open text box for what you 

want to type.  

 

**Please make sure you put the College Code 
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30. To see the petition you applied click View Petitions 

 

31. The petition is now in the next step of processing via the Dean’s office 

 

 

 

 

GPA Calculators 

     

32. Graduation Calculator- Tells what you would need to average over the hours you have left to reach 

a specific GPA for graduation. (It will automatically include the current GPA for the student) 

33. Term Calculator- Tells the student how their GPA will change with anticipated grades for the 

semester. 

34. Advice Calculator- Tells the quickest way to achieve a goal GPA. 
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What If  

35. Click on What If on the left menu bar  

 

36. Select information such as level, degree, catalog, major, minor, etc.  

 

37. After the proper information is selected click “Process What-If”, you will 

then be prompted to wait. 

 

38. A New worksheet will display the requirements of the “What If” audit. 

This is not changing the student’s current degree just a view if they 

declared new degree or major. 
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Look Ahead  

 

39. Click on Look Ahead on the left menu bar  

 

40. Add the courses you are planning for the student to take  

 

41. Select Process New  

 

42. The output will show you where the class would fill in the audit if the 

student took the course. 

 

 

 

 



 

DegreeWorks Training Guide 
Balto 5.0 (August 2018)  Page 12 of 15 

 

Frequently Asked Questions (FAQs) 

 

Q:  Who can use DegreeWorks?  

      A:  All currently enrolled undergraduate and graduate students who attend 

A&M-Commerce can use DegreeWorks.   

 

Q:  What is DegreeWorks?    

      A:  DegreeWorks is a web based planning tool to help students and advisors 

monitor student's progress toward degree completion.  However, DegreeWorks, 

is not a substitution for consultation with an professional academic advisor.  It 

will show you in an easy to read format, the courses that you must complete to 

achieve your degree. 

Q:  When should I look at my degree audit?  

     A:  The degree audit should be viewed at least at these times: 

            Prior to meeting with an advisor 

           Prior to registering for courses 

   At the beginning of each new term 

   At the end of each term 

    Prior to applying for graduation 

    After any changes to major, minor, concentration, or plan of study  

Q:  Where can I access degree work?  

      A: DegreeWorks is located in your myLeo account.   

Q: What should I do if my major, minor, or concentration is wrong? 

    A: Please contact you advisor, they will be able to assist you with changing 

this information.   

Q: Transfer work is not showing or is in the incorrect place, who can correct 

this?   

    A: Double check with undergraduate admissions to ensure that they have 

received transcripts with the most up-to-date information.   They are 

responsible for transfer work and will be able to assist you with this problem.  

If they have the current information from the transfer school please contact 

your academic advisor. 
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Q:  My graduation application has been accepted, but DegreeWorks says that I 

haven’t completed all my requirements.  Does this mean that I won’t be able to 

graduate?   

     A:  No, you may still be eligible to graduate.  Identify which areas are unmet 

on DegreeWorks and ensure that you have already completed them.  If you have 

completed the requirements and they still are not met, contact your advisor. All 

completed items will have a green checkmark. 

Q: How is my transcript different from my degree evaluation?  

    A:  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.  This document is not an official document, but a guide to help 

you reach your ultimate goal of graduation. 

Q: How does DegreeWorks decide where to place courses that I’ve completed?  

     A:  We have programmed information into DegreeWorks that helps it to 

determine where to place the courses that you have taken.  If there are any 

courses in the wrong place, or any that are expected to apply in different 

areas, you advisor can help you to correct this problem. 

Q: Can a single course appear in multiple places? 

    A: This depends on the program; we have already set rules that will 

determine this availability.  

Q: What should I do if DegreeWorks placed a course in one section and I want 

to use it in another?  

     A:  DegreeWorks will move the classes to the most appropriate fit as you 

complete them.  So, if it pulls it into the wrong place do not panic.  When you 

take the class you expected to satisfy that requirement, the system will adjust 

them to help you complete your degree the most efficient way possible. 

Q: I earned an Associate’s Degree before I came to A&M-Commerce.  How does 

this appear on my worksheet?  

    A:  Transferred courses are coded in the admissions process and should pull 

directly where applicable.  If this is not the case, be sure that undergraduate 

admissions have the most updated transcript.   

Q: Are there requirements for graduation that DegreeWorks doesn’t check?  

    A:  All requirements for graduation will appear on DegreeWorks.  However, 
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final clearance is still made through your advisor, dean of your college and the 

graduation coordinator. 

Q: Can I make a petition to waive/substitute a course.   

     A: Any petition, waiver, substitution, or other exception to the degree plan is 

referred to as a “petition”.  These must be made directly by the advisor.  After 

the petition is made by the advisor, it must be approved by the dean, and then 

it will show up in your degree evaluation. 

Q: My department gave me permission to take different courses for my major, 

but that’s not shown… Why?   

    A:  Your advisor needs to submit the necessary petition request before your 

degree evaluation will show correctly. 

Q: I’m considering a major change, how can I see what I would still need to 

take?   

     A:  Use the “What If” tab.  If you decide that you really want to change the 

major, you would need to visit the advisor of the major to which you want to 

switch. 

Q: How do I check to see if I’m eligible for a minor?  

    A:  First check the Catalog, it will tell if you can take a minor.  A second 

option would be to contact your advisor.  If a minor is required, the degree 

evaluation will specifically say that a minor is required. 

Q: My major requires me to complete a concentration or emphasis area, but it 

didn’t appear on the audit.  What’s wrong?  

    A: You need to contact your advisor to declare the concentration or 

emphasis. 

Q: What happens when I repeat a course?  

     A: If you repeat a course, only the latest course counts towards your degree 

requirements.  The previously taken course will show to be excluded and it will 

not count for, nor should it pull into the areas in your evaluation.    

Q: How can I see the descriptions for all the courses in my program? 

    A: Most should already be hyperlinked to the catalog; if they are not, you 

need to visit the online catalogs. 
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Q: I’ve seen the @ symbol in several places on my worksheet.  What does this 

mean?  

   A:  This is a wild card in DegreeWorks.  If the @ sign appears with course 

numbers after it (i.e., @ 100:499), it means that you can take a 100-400 level 

course from any subject area.  If it appears after a subject prefix (i.e., THE @), it 

means that you can take any Theatre course.  If it appears with nothing 

following, you can take any course from any area and any level. 

Q: Who should I contact if I still have questions?  

    A:  First, you need to contact your academic advisor.  Beyond that, you may 

send an email to the DegreeWorks Coordinator Marlena.Cameron@tamuc.edu  

Q: I am currently repeating a course, why is in not showing on my evaluation? 

    A: Repeated courses will not replace prior courses until the end of the 

semester. 

 

 

mailto:Marlena.Cameron@tamuc.edu

