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Overview

Degree Works displays an unofficial audit of the student’s progress towards the default or selected
degree program in progress. This includes the Graduate Non-Course Requirements block which displays
the status of:

e Masters comprehensive examination, thesis committee and thesis defense and final documents
e Doctoral qualifying and comprehensive examination, dissertation committee and dissertation
oral defense and final documents

Degree Program Advising Overview

Graduate advising is required for all graduate degree programs. A graduate student will seek advising
as follows:

e Co-terminal student in the first semester of graduate co-terminal enroliment
e Traditional masters student at 9 earned or enrolled credits
e Doctoral student at 18 earned or enrolled credits

Important Facts

e Specialization (concentration) and/or thesis/project options must be declared and approved
before the Graduate Degree Works audit will reflect the correct program rules. These options
must be submitted by the student and approved by the academic adviser for consideration and
subsequent approval by the academic unit and Graduate Academic Affairs.

e Course substitutions must be approved prior to a student’s registration for any course that
does not explicitly meet the degree requirements as shown in the Graduate Degree Works
Worksheet. Course(s) that do not directly conform to the published program rules in the
Bulletin, must be approved as a course substitution(s) in order to apply to the student’s degree.
This requires the filing of a course substitution request to be submitted by the student
through eForms. If not approved, these courses will appear in Degree Works under
Fallthrough and may be denied for use by the academic adviser.

o Degree Works displays an unofficial audit of the student’s progress. This includes the Graduate
Non-Course Requirements block which displays the status of:

a. Masters comprehensive examination, thesis committee and thesis defense and final
documents

b. Doctoral qualifying and comprehensive examination, dissertation committee and
dissertation oral defense and final documents

eForms is used to obtain approval for the following:

e Change of adviser

e Change of degree or major (restrictions apply)

e Transfer credit

e Co-Terminal shared and non-shared credit

e Course substitution and exception

e Declare or change concentration (specialization)
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e Declare or change project option
e Declare or change thesis option

eForms requests as noted above are approved by the decision-maker through the “eForms” tab that
appears at the top of the Degree Works window.

a. Adviser, academic department, and Graduate Academic Affairs approval is required before a
request becomes official or before it may supersede an existing approved request
b. eForms approval status is tracked from the eForms tab until the final decision is made by
Graduate Academic Affairs. Statuses are:
i "Approved”, “Rejected” or “Pending”
ii. “Not Submitted” indicates the student has only saved the request and never submitted
it for approval. This can be changed by returning to the eForm request and submitting it
for approval.

Both Frequently Asked Questions (FAQ) and Help tabs are available in Degree Works.
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MylIIT Portal Login
Degree Works is accessed through the main IIT portal. http://myiit.edu

We suggest using Internet Explorer 10, Mozilla Firefox or Google Chrome as your browser.

1.

Faculty can access Degree Works from the Teaching or Academics tab in the portal. In the right
column, under the Graduate Academic Affairs channel, click on Graduate Degree Works for

Faculty.

Note: Be sure to use the Graduate Academic Affairs channel as there is also an Undergraduate
Academic Affairs channel just above it. These are different instances of Degree Works.
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Courses Stalus Report EI7% Advisor Dashboard [17%| Banner Facully Self Service i)
= Banner Self Service
Choose Term and Subject Error Report S
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red problem whie tyin to complete rendesirg
Fal 2015 Eror typms Chormel imed out (cvde 4
Choose a Subject *][Go B e
Course Evaluation EEE)|
e T rade Summary
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University wide course evalUston resuls from previous terma ean b found in the Academic AMairs Stident/Faculty Syatem
T T0DAY hannel. Advisee Grade Summary
FACULTY & STAFF NEWS
There are o avaiiable course evalustions you need to complete far the selected term - = - - r—
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Office of the Registrar

O”ice c, r!e REGISTRAR

22 Undergraduate Faculty

& Dot

here

Graduate Academic Affairs R
s o Graduate Faculty
DegreeWorks
dickhere

For Undergraduate Students - Please use the Undergraduate Academic Affairs
Fhannel Ahmie

Degree Works should now launch without having to login again. You should not be prompted to
login again unless it times out. A time out will occur if the webpage is not active for more than 15

minutes.
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eForms Approval Process

1. Click on the eForms link at the top of the Degree Works window to navigate to eForms and see
requests pending your approval.

ILLINOIS INSTITUTE OF TECHNOLOGY GRADUATE DEGREE WORKS

Banner Self-Service eForms
| Find | ] I4___1. L b bl e
@&l | a20004001 [ Abhyankar, Shrirang Gar=| |l pHD [ [[|Electrical Engineg

_ Plans Notes GPA Calc

Worksheets 3

g GD 06/22/2015

Inchude in-progress .

Student View |T| Incude prevegistared dasses

Legend F
|/ complete || complete except for classes in-progress
[_| Not Complete =/ Nearly complete - sea advisor

Student View  AAD0GCE as of 0

2. When you enter eForms, you will be prompted to select your User Type. Depending on your role in
your department, you may have multiple roles in eForms:

Academic Adviser — View/Approve only students you advise

Department Approver — View/Approve any student in your department

Power Approver — View/Approve any student within a designated academic unit
Power Viewer — View any student within a designated academic unit

Student Proxy — Allows you to edit a student’s submission or enter one on their behalf

®m oo oo

EFORMS FOR DEGREE W

Instructions:
Based upon your privileges in eForms you may select from the following role(s).

Primary major/co-terminal adviser from Banner makes a decis after the student submission

Select User Type epartment Approver |+

Submit
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3. After selecting your role, a list of form types with the number of pending requests will be displayed.
Select a form and click submit to view a list of submissions for a particular form.

NSTITUTE © CHM tADUATE EFORMS

WELCOME BEKYARDOVA. TANYA
[LOGGED IN AS, DEFARTMENT APPROVER

FROXY AS USER,
(FPROXY ROLE AS ACADEMIC ADVISER )

To review pending eForms in your gueue select the appropriate option below:
2 Change of Adviser (Form G410) Requests [0)
:i L:rlun'g: of L'IL'QIL"’_‘ l‘.'u_f;r andior Declare Concentrabon |'IL'|}{."I[ or Thess Requests (1)
' Masters or Doctoral Transfer Credi and Cowrse SubstRution and Exc Eption F!quIEE'..:\. -:D:l
o Co-Terminal kMasters Shared Credit and Cowrse Substifution and =:=’EE"|'.!1IITII'| HquIF‘:SG ia)
! Revigw Degree Works Plan of Study (Form G401/406) Submissions (00

' Review All eFommsg bmissions

BICE -
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4. Alist of submissions needing a decision is shown. Click the Approve/Reject option to see the details
of the specific request and make a decision.

s O - @G B Change Msjor Approval ®

Change of Degree, Major, and/or Declare Concentration, Project or Thesis Option (Program options only)

Bl are the pending requests inyodr guels
Search

cwiD £9: ATZ3436TS Last Namw &g: Smith First Name e John
From MR-DO-YYYY

submitted

date

Student ID Student Name Stwdent Current  Student New Academic Submitted Date Action
Program Program Adviser
AZDI1FT Shalim, FNU MS-BICL-2 MS-EB-2 iang. Jiahng DE2WAN S Approve/Ropect
110350
Page: 1
TotalRecards: 1
2205 Orfiee of Graduale Acadamic Allairs
IIT Tower, Suite TO7-1, 10 W 35th Street, Chicago, IL 60616 W
Toll Tel. 312.567.3024 | Fax; 312.567.7140 | Email. questions401@in.edu
0% -
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5. Review the details of the request and either Approve or Reject the request. eForms decisions may
require a review of the Degree Works audit prior to approval.

6. Rejections require a comment. Click Save to save the current decision and comments for future
processing. Click Save and Submit to initiate the additional required approvals.

This request is pending your decision.

Student Basic Infermation

Approval Status:

| Comments

©« . B hitpsSmytestl S5 it edu efomechang O+ @ G | B Change Mejor AppeoveRe...

Change of Degree, Major, and/or Declare Concentration, Project or Thesis Option (Program options only) ~

Do A20319771 Name:
Department: Biology Academic Adviser:
Change of Majer/Degree/Concentration/Program Details
Degree Major Concentration
Current Master of Science Biology Nong
New Masier of Sclence Modecular Bchm and Blophysics Nane

Submitted by student. Request is In aca0emic AdvISers quess

Remarks/Comments

I wish Lo change my major

Ehabni, FNU

Hiang, Jialing

Activities
Name Date
Type
shalini, 05/2%/2015 11:03:50
Enil Student ot
Action: ) Approve @ Reject
Approver Comments (") : [

/

SAvE

Save and Submit

Thesis
Mong MS-BICL-2

Masiers Thesis MS-MB8-2

10k -

7. You will be returned to the list of pending requests. A confirmation of your decision will be displayed

at the top of the page.

You have successiully approved the change of major request for Sindham, Vivek (A20333097). The student will be notified of your decision via email

Change of Degree, Major, and/or Declare Concentration, Project or Thesis Option (Program options only)

Below are the pending request(s) in your queue.

search

WD eg- A12345678

From submitted |F‘.|l‘.1-33-\"fYY

date

Student ID Student Name
A20325184 Idrovo, Santiago Javier
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Last Name

Department

Student Current Program

MS-ARC1

|Eg Smith

| —Select— |z|

Student New Program Academic Adviser

MAR-ALAZ Mimica, Vedran

Page: 1

TotalRecords: 1
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Viewing a Students Legacy Plan

Students may have a legacy Plan of Study but this is no longer a graduate requirement. Follow the
instructions below to view the plan.

1. Navigate to Graduate Degree Works from the Teaching Tab in the MylIT portal.

2. Toview a student’s legacy Plan of Study, enter the Student ID that you wish to view or locate the
student from the drop-down list of student names.

3. The degree audit for that student will be displayed. Click on the Plans tab.

ILLINOIS INSTITUTE OF TECHNOLOGY GRADUATE DEGH

Banner Self-Service eForms
(7] Studentid EIEl  Mam- DAL | Degree Major

notes

Format:
20 stucent view

4. The Compact View of the last legacy approved Plan will be displayed if one exists. Click on View Plan
List button at the upper-right corner of the page to see the list of plans.

Worksheets -J Notes || GPA Cale
Student Planner for- Andreey, Konstanin View: Compact L m

PHD-BIOL Aciive Yes o)

ag

Worksheets

Degree: Doctor of Philosophy Status: APPROVED

Level: Graduate Doctoral Tracking Status: - - -

2011

--- BIOL 691 10 --- BIOL691 10
- BIOL 544 30 --- PHYS 539 30
--  BIOL515 30

2012

~-- Fall 2011, Total Credits: 7. --- Spring 2012, Total Credits: 7.0
= 10

£
- PHYSS597 30 --- BIOL595

- BIOL5%S 10 - BIOL426 30
- BIOLSE2 30 - BIOL504 30

v

Last updated by: Duncker, Sue on 11-Feb-2013 m m
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Degree Works Navigation

1.

When Degree Works first launches, a list of your advisees will be populated and a Degree Audit for
the first student in the list will be displayed.

To change the audit that is displayed to a different student, click on the down arrow next to the
student’s name on the top of the screen to view the list of available students, and then click on the
desired student.

ILLINOIS INSTITUTE OF TECHNOLOGY  GRADUATE DEGREE WORKS

Select Students

Back to Self-Service - eForms

FAQ

Find 1Kl I D I . Cla I it
GE| fazo280296 | A i t Ali :MA E Health Physics GR Graduate No il 06/18/2012
- P Almuradi, Ali H

An, Rui
Worksheets 3, g, Niquita Print/View PDF

Indhude in-progress ¢

Incde preregistered c:

Aryal, Shankar
Asalzadeh, Shokoufeh
Beaver, Nathaniel M
Benedetti, Alberto

Berkley, Jonathan

Biasin, Alberto El classes in

Billings, Douglas Eugene |=| Nearly complete - see advisor

Bowerman, Samuel L 5

Bruns, Michas! Master Environment

Burrill, Daniel James
Burrington, Andrew D
Burta, John Joseph
Cessar,, Raber‘.tJamEs a planning and advising guide, not an official audit. Select the Help tab at the top of this screen for additional information. Please report suspected errors tc
Checchin, Mattia iser” for academic advice on completing the required graduate plan of study or interpreting this audit report.

Cheshire, Jorie bd at the top of this screen to request transfer credit, shared co-terminal credit, course substitutions, change of adviser, change of degree or major (within y:
(Chia, Han-yu _ ~iter's project or master’s thesis options.

FEEEEEE THIS IS NOT AN OFFICIAL AUDIT. THIS IS A TOOL TO BE USED FOR ACADEMIC PLANNING, ****

3. There are main four tabs used for student information in Degree Works

a. Worksheets — This is the student’s Degree Audit. What If audits can also be performed to
see an audit for a proposed change of Degree or Major.

b. View Plans — This is the student’s legacy Plan (aka Program of Study), which is no longer a
graduate requirement.

c. Notes—This is where an adviser must include notes about the advising session that he has
conducted with the advisee. The notes can be hidden from the student’s view or made
visible for the student to view. The default is hidden from student view.

d. GPA Calc —The calculator can be used to determine a desired GPA.

4. There are useful links at the top of the page just above the student information

a. Back to Self-Service — Links to Banner Self-Service

b. eForms — Links to student submitted forms for approval such as: Course Substitutions,
Change of Degree/Major, Plan of Study approval, etc. See next section on eForms
Navigation.

FAQ — Information on how to complete a process

Help — Information on how to perform a task

Print — Print an Audit or Plan

Logout

-~ o o o
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Appendix A: Common Access Issues

I get prompted with a Login Window repeatedly when I click on the Degree Works or eForms
link (see Browser Cache Issue below)

Browser Cache Issue - Internet browser is not displaying most current data

Reason: Your internet browser's cache stores certain information (snapshots) of webpages you
visit on your computer or mobile device so that they'll load more quickly upon future visits.
Occasionally, however, your cache can prevent you from seeing updated content, or cause
functional problems when stored content conflicts with live content.

Solution: You can fix many browser problems simply by clearing your cache. Below you will find
instructions to clear the cache from a variety of browsers

Internet Explorer: vi1
1. Click the Tools menu.
Then select Internet Options.
On the General tab in the Browsing History area, click Delete.
Select all of the checkboxes.
Then click Delete.
Click the Content tab.
In the Certificates area, click Clear SSL State.
Then click OK.

PNV~ WN

Mozilla Firefox: v52
1. Click the Tools menu.
2. Select Clear Recent History.
Note: On a MAC computer, the option will be Clear Private Data.
3. Then select all of the checkboxes in the Details area.
4, Then click Clear Now.

Safari: 5.1.7
1. Click the Safari menu.
2. Then select Reset Safari.

3. Select, “Remove all website data”. (Data here refers to the browsing history, forms,
temporary files etc.)
4. Then click Reset.

Chrome: v67
1. Once your browser is open, in the upper right corner select the Customize and Control
Google Chrome options menu. Move down the menu to Tools and then over to “Clear
Browsing data...”

2. A Clear browsing data pop-up window will appear.

3. Uncheck all other options to avoid deleting browser history, cookies and other things you
may wish to retain. Change "Obliterate the following items from" to "the beginning of
time".

4. Click the Clear browsing data button. (your done...)
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Cannot display webpage message in Internet Explorer (IE) or

@ Internet Explorer cannot display the webpage

What you can try:

® 1t appears you are connected to the Internet, but you mig

Connection has timed out message in Firefox

1 The connection has timed out
.
The server at degreeworks-gd.iit.edu is taking too long to respond.
= The site could be temporarly unavaiable or ton busy. Try agan i a few moments

® If you are unable to bad any pages, check your Computer’s network connection.

= If your computer or network & protected by a frewal or proxy, make sure that Frefox
s permitted to access the Web.

Try Again

Reason: Either you do not have an Internet connection or you are attempting to connect to
Degree Works from off campus.

Solution: Make sure you have an Internet connection by connecting to another site such as
Yahoo or Google. If you do not have an Internet connection, check your home router or contact
your ISP.

If you are attempting to connect to Degree Works from a computer off campus, you need to
have a VPN connection setup and connected to lIT. For assistance with VPN issues, please
contact OTS support. You can submit a request to OTS through the mylIT portal. If you have an
Internet connection and VPN is working but are still receiving this error, please contact Don
Weaver, dweaver2@iit.edu for additional assistance.

Internet Explorer (IE) displays the following message after 1 enter my login

61 There is a problem with this website's security certificate.

Reason: This site does not have a certificate installed since it is a development site.

Solution: Click on the “Continue to this website” link to complete your login to Degree Works.

| !..ﬁ' Continue to this website (not recommended]. |

Internet Explorer (IE) displays the following error after I click the Continue to this website (not
recommended) link.

IRISLink CGI Error:

The browser did not send HTTP_REFERER.

Reason: This error normally occurs one time and one time only after receiving the certificate
error.

Solution: Close the window and login again.
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There are blank areas of the window and/or some items are overlapping

Reason: Issues with items not being displayed properly or blank areas of the window usually
indicate an unsupported Internet browser.

Solution: Make sure you are using one of the suggested browsers listed below. If you are not
and do not have a compatible browser installed on your computer, a common solution is you
can install Firefox. This generally works well for Windows or Mac. Firefox can be downloaded at
http://www.mozilla.org/en-US/firefox/new/

Suggested Browsers

Internet Explorer 9 (IE9) for Windows

Mozilla Firefox 21 for Windows or Mac

Safari 6.0.3 for iPad or Mac (Need to accept Certificate)
Iceweasel for Linux (Debian's version of FireFox)

Browsers with Known Issues

e Internet Explorer 10 (IE 10)
e Konqueror
e Epiphany

If you are experiencing other issues, please contact Surendar Mani at smani5@iit.edu.
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