How to Access Degree Works

1. Go to my.utsa.edu and click on DegreeWorks.
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¥ Activate Email Account (Office 365) » Webmail
» ASAP » OneDrive for Business
¥ Academic Calendars & Registration/Final Exam ¥ UTSA sharePoint
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» Faculty center 2022 State Employee
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Duo Two-Factor Authentication will be required September 19 - 26
starting monday, August 15th. Leam More » UTShare/PeopleSoft

» Bluebook (Course Evaluatians and Syllabi) > Interim workilow solutions

oon Goue almans ez One week only!
» ecounePasspivase ser ]
b Clas hedules

| ) naywemv‘r ‘ » DigitalMeasures

» Academic Calendar

» Email Account

Reminder: UTSA is only sending emails to the
UTSA email address and it s recommended
that students check It daly.

b BANNER

» University Technology Salutions for Faculty and

Sualf (UTS)
» FERPA Release Users (ASAP Access) » RowdyLink
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a. You will need your MyUTSA ID and Passphrase to log in.
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b. Once you log in, your DegreeWorks will automatically populate.


https://my.utsa.edu/

2. There are 2 ways to access your DegreeWorks through your ASAP.

a. The Modern View and the Classic View.
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Classic View

» Academic Calendars & Registration/Final Exam
Schedules

» Bluebook (Course Evaluations and Syllabi)

» Canvas
UTSA's Learning Management System

» Class Schedules

b. Click on the Modern View.
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¥ Faculty Success
» Interim Workflow Solutions
» MarCom Studio

» OneDrive for Business

i. You will need your MyUTSA ID and Passphrase to log in.
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c. Once you log in find the My DegreeWorks Progress tile.

i. Ensure that the degree listed is your current degree. If not, then click on the down arrow and
choose the correct degree.

ii. Click on View Audit. Your DegreeWorks will automatically populate.

Degree
Master of Education

d. Click on the Classic View.
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f. Click on Student Records
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Student Services

You are in classic view ( Go to modern view

*New* Registration Experience
Add or drop classes; Display your class schedule. Browse schedule of classes.

*New* Student Profile

Consolidates a student's personal information and academic progress into a quick, easy to read snapshot, and also includes other relevant data including transcripts and schedules.
Admissions

Check the status of your application for admission; Review existing applications, their status, and the status of supporting requirements; Accept Gateway Program Offer.

Advisor Contact Information

Display Advisor Contact Information

Registration

Check your registration status; Add or drop classes; Withdraw; Display your class schedule.

View your

play your grades and transcripts; Review charges and payments; View Test scores; Apply for Graduation; Verify Enroliment; Order an Official Transcript; Access Degree Works
Graduate School
Request a Change of Catalog; Request an Application Deferral; Display Student Conditions; Confirm Intent to Enroll.
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Finandial Aid

Apply for Financial Aid; Review the status of your financial aid applications; Check status of document requirements; Review loans.
If you are wanting to Accept/Decline Awards, follow this Financial Aid link, then click on My Award Informa

and then dlick on Accept Award Offer by Aid vear. Follow instructions on the paae.

g. Click on DegreeWorks.
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View Unefficial Transcript

Order Official Transcript
This will take you to the Official Transcript ordering page where you can request printed or electranic transcripts.

Account Summary by Term
Final Grades

Midterm Grades

Grade Detail

View Holds

DegreeWorks

Student Planning, [Vhat if, GPA Calculator and Degree Audits.

Accept Credit By Exam
Allows students to receive credit for their Credit By Exam tests. Credit will not be automatically entered on the transcript.

Display Test Scores
Display TEXES Test Scores

Graduation
Apply for graduation

National Student Clearinahouse

h. Your DegreeWorks plan will automatically populate.



Here is a blank template of what DegreeWorks looks like.

The University of Texas at San Antonio

The University of Texas at San Antonio

Degree progress

Student name Last, First
Student ID @01234587
0% 0%
Degree Doctor of Philosaphy
Audit date 1116/2022 5:09 AM S —

Level Doctoral-Graduate  Classification Docioral Major YOUR MAJOR Minor (no minor) Program YOUR PROGRAM College YOUR PROGRAM
COLLEGE Catalog (Your catalog term)  Holds (Academic halds will appear here)

Degree in Doctor of Philosophy

Credits required: 48 (Your Program hours will be listed)

Unmet diti for this set of i 48 hours are required. You currently have 0. you still need 48 more hours.

***Please note that Dagrae\Works has not been validated for graduate degrees. Please contact your advisor f you have any questions about your degree

) Your GPA is below 2.0 - please see an advisor

) Major Requirements Still needed: Eee Major in YOUR MAJOR section

Major in Your Major

Credits required: 48 Credits applied: 0 GPA: 0.00

Unmet diti for this set of i 48 howrs are required. You currently have 0. you still need 48 more hours.

All courses must be completed with a grade of 'B' or better.

) Your Major Requirements will be listed here

) Course Title Still needed 1 Class in Course number (ie. COU 6003)

O MILESTONES

O Schedule and Successiully Complete Required  Still needed:
Qualifying Exams, Submit Completion of
Qulifying Exam Form

) Form Your Dissertation Committee. Submit Still needed:
Appointment of Doctoral Dissertation Committee
Form

) Prepare and Successfully Defend Your Still needed:

Dissertation Proposal, Submit Dissertation
Proposal Approval Form

O Apply for Advancement to Candidacy, Submit  Still needed:
Application for Candidacy for the Doctoral Degree
Form

Successfully Complete Your Defense of Your  Still needed
Dissertation, Submit Certification of Completion of

Dissertation Requirements for a Doctoral Deges

Form

0 Complets Final Subrmission of Documentation to Still needed:
the Graduate School

Legend
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Here are instructions on how to print a PDF.
1. Click on the Print Icon on the top right corner of your DegreeWorks

Deg reeWOrkS WORKSHEETS ~ EXCEPTIONS ~ PLANS  LINKS ®—

Worksheet e ag :

Data refreshed 01/31/2023 1:55 AM &

Student 1D « Select Student Degree
v Doctor of Philosophy

Advanced search
Level Doctoral-Graduate  Classification Doctoral  Major (N  Program D  colcyc CENGCTNRE——

Student Catalog Fall 2022 Academic Standing Academic Good Standing

View historic audit
v

Academic What-If Athletic Eligibility 01/17/2023 at 5:46 AM 03/PH D

Format Degree progress
e In-progress classes Preregistered classes | PROCESS

Student View UTSA GPA
30% 38% 3.66

Requirements  Credits

Audit date 01/17/2023 5:46 AM
Diagnostics Save audit Delete audit Collapse all A

Degree in Doctor of Philosophy

Credits required: 48

2. The Choose Dimensions box will open. Preferred PDF Dimensions: Letter — Portrait (8.5in X 11in).

a. Click Open PDF.

Choose dimensions

Select dimensions for PDF

PDF dimensions o
® |ctter - Portrait (8.5 x 11 in) ~

CANCEL OPEN PDF

3. Adobe Acrobat PDF will open.
a. (As astudent you have access to the Adobe suite. If you need assistance with adding this to your

computer contact Tech Café https://www.utsa.edu/techsolutions/techcafe/).
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4. Once in Adobe Acrobat PDF, click on the Print icon.
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Student name [ Y
Student ID o

Degree Doctor of Philosophy
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> Level Doctoral-Gracuate  Classification Doctoral - Major (Il Minor (no minor)  Program (= <°''<- | R
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Degree in Doctor of Philosophy

Credits required: 48

5. Make sure Printer states: Adobe PDF then Click Print.
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Pages to Print
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Audit date 0117 Size Paster Multiple Booklet
OFit Q Actual size
@ Shrink oversized pages O Custom Scale: 100 %
[Jchoose paper saurce by PDF page size

3 Level Doctoral-Graduate Class E— 4
Orientation:
S C-to'00 Fol 2022 | @avo  Oormt  Olandscope -

Comments & Forms
Document and Markups ~ Summarize Comments O

Degree in Doctor : : )

Page 1 0f 2
Credits required: 48 Page Setup... - Cancel
Unmet conditions for this set of requirements: 48 hours are required. You currently have 18, you still need 30 more hours.

***Please note that DegreeWorks has not been validated for graduate degrees. Please contact your advisor if you have any questions about your degree
progress.***



a. Save PDF File As box will open. Choose your file name, location, and Click Save.
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Student name
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e Wy Received Files o
Documents
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Microsoft Teams
Outlook Files o
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& Fictures
Audit date Shared with Ever
= This PC
B30 Objects
B Desktop
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Save a5 type: POF files (".PDF} ~
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Degree in Doc .

Credits required: 48

Unmet conditions for this set of requirements: 48 hours are required. You currently have 18, you still need 30 more hours.

***Please note that DegreeWorks has not been validated for graduate degrees. Please contact your advisor if you have any questions about your degree
progress.***

b. You will use this PDF to upload into your IDP.



