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Accessing DegreeWorks 

 

 

1. Go to A&M-Commerce home page and 

login to “myLEO” 

2. Select the Faculty Resources Tab 

3. Select Grad School DegreeWorks 
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Accessing DegreeWorks 

4. Enter the Student ID (CWID) for the 

student on which you are working  

5. Hit ENTER 
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Basic Worksheet Features 

1. Academic Audit: Shows the information for the student.   

2. Process New: Acts as a Page Refresh, if you make any changes that may affect DegreeWorks and want 

to see them reflected on the degree evaluation, select Process New (i.e. Entering a Note) 

3. Refresh Button:             Use this button to import new information from Banner into DegreeWorks.  Re-

member, once you “refresh” you will need to “Process New” to view an updated audit.  
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Basic Worksheet Features 

1. Notes: Leave permanent notes for the students concerning progress, questions, or concerns.   

2. Petitions:  Enter requests that will need to be approved by The Graduate School (substitutions, time 

extensions, catalog term updates, requests for thesis option, track/emphasis options)  

3. Print Feature: Convert an audit to a PDF for easy saving, sharing, and printing. 

4. What If:  See how a student’s coursework may apply under a different catalog or program. 
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Legend 

Unofficial Transcript 

In Progress & Pre-Registered Courses 

The Class History feature acts as an Unofficial Transcript 

In Progress & Pre-Registered courses can be Included or Excluded in an audit by selecting or unselecting the 

check box next to each option. 

(Process New must be selected after a change is made) 
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Finding a Student 

1. Click on Advanced search in the upper 

left corner. 

2. Enter first name, last name, or CWID number. 

3. Click on Search 

4. Any found students will populate  

5. Click Select once the appropriate student has been found. 
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Finding all Students in a Program 

1. Click on Advanced search in the upper 

left corner. 

2. Select criteria (Degree, Level, Catalog Year, Major)  

3. Click on Search (note: DW will only display first 200 students.  You may need to narrow your search fields)  

4. Any found students will populate at the bottom of the screen. 

5. You have the option to check all, uncheck all, or check only the students in which you want to view.  

6. Click Select once the appropriate student(s) have been found. 

Note: Select the drop-down and uncheck 

any Major, Minor, College or Concentra-

tions that you do not want  selected 

ID # 

ID # 

ID # 

ID # 

Last Name, First Name 

Last Name, First Name 

Last Name, First Name 

Last Name, First Name 
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Entering a Petition  

Master’s/Specialist 

 

1. Select the three vertical dots in the upper right hand 

corner 

2. Select  ‘Petitions’ 

3. Select ‘Add a new petition’ 

4. Type:  What you are requesting 

 Examples : 

 SUB Course XXX for Course YYY 

 Course XXX is approved for use 

over  6 years old (list all courses 

requiring approval) 

 Update this student’s catalog 

year to Fall 2021 

4.  Select ‘Save petition’ 

 

Entering a Petition  

Doctoral 

 

1. Select the three vertical dots in the upper right 

hand corner 

2. Select ‘Petitions’  

3. Select ‘Add a new petition’ 

4. Type:  “ DOC “ +  What you are requesting 

 Examples :  

 DOC sub Course XXX for Course 

YYY  

 DOC Update this student’s       

catalog year to Fall 2021 

4.  Select ‘Save petition’ 
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Entering a Note 

 

1. Select the three vertical dots in the upper right hand corner 

2. Select ‘Notes’  

3. Select ‘Add a new note’ 

4. Enter the information you want 

to enter 

5. Select ‘Save note’ 
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Printing an Audit/Saving As a PDF  

 

1. **Only use Google Chrome to print/save as a PDF 

2. From the Worksheets page 

3. Select the printer icon 

4. Select your printer or Save as a PDF in the Destination field 
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Processing a What-If Audit 

For Master’s/Specialist Degrees 

1. On the Worksheets page, Select the ‘What If’ Option 

2. Select the Student Level, Degree, Catalog Year, and Major (or Concentration if Thesis Option is desired) 

3. Select ‘Process’ 

 


