
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DEGREE WORKS 

UNK’s Degree Audit 
Student Tutorial 

June, 2015 

Office of the Registrar 

University of Nebraska 



Access to Degree Works is through your MyBLUE Portal 

1. To access Degree Works you must first log in to your MyBLUE Student portal.  Go to 

the following URL: 

https://myblue.nebraska.edu/psp/myblue/NBK/ENTP/h/?tab=NBK_NVT_GUESTTAB  

or you can click on the MyBLUE link found on the UNK homepage (www.unk.edu). 

 

2. Log in to your MyBLUE Account. 

 
 

3. Your MyBLUE log in will allow you to access your degree audit, by clicking on the Degree 

Audit tab. See the following screen shot for the location of the Degree Audit tab. 

 

https://myblue.nebraska.edu/psp/myblue/NBK/ENTP/h/?tab=NBK_NVT_GUESTTAB
http://www.unk.edu/


 

Worksheet Audit Tab 

4. After you click on the Degree Audit tab it will bring you to the Worksheet tab which 

is your Degree Audit. There are three tabs for students to use in DegreeWorks the 

Worksheet tab, the Planner tab and the GPA calc tab. 

 

5.  You can use the Worksheet tab to see your Degree, Major, Minor, Catalog Year, 

Overall GPA, as well as the classes that you have completed and the classes you have 

remaining.  See the following: 

 

 

  



6. The Worksheet tab in DegreeWorks is broken up into different areas that the 

student has to complete such as:  Degree requirements (Bachelor of Science or 

Bachelor of Art); General Studies; Major requirements, Minor or Emphasis 

requirements. 

 

Degree Requirements Example 

Tip: When counting upper division credit the degree audit is currently only counting credits taken at 

UNK and does not include upper division transfer credit.  Junior/Senior level courses transferred 

from four-year colleges/universities may be applied to the upper division requirement and must be 

manually considered for this requirement.   Lower level transfer courses equated to UNK upper level 

courses do NOT count toward this requirement. 

 

General Studies Example 

 

 

 

 

 

As requirements 

are met they will 

drop off the audit 

or be checked with 

a green check mark 

This student has completed the Requirement for Math and Oral Communications but has 

yet to complete the Academic Writing and Research requirement, Democracy in 

Perspective requirement and the Portal course 

This is where you 

will find the total 

number of credits 

applied towards 

the general 

studies 

requirement 



7. When looking at the Audit it is important to look at both the right and left columns 

because it may say that you can take additional hours but they are not required so 

the area may never be checked off as complete or an area may say still needed, even 

though the requirement has been met.  See example below:  

 

 

 

 

8. Also the Audit will not re-use a class twice in the same area so make sure that you 

manually check the requirement with your advisor. See example below 

 

 

 

 

9. At the end of the audit is where you will find any additional courses that you have 

taken that may not fall into a requirement on the audit, along with your in-progress 

classes and notes that your advisor or the registrar’s office may have put on your  

audit. See below: 

 

 

This student has completed the requirement for aesthetics by taking ART 100 but can take 

additional hours to total a max of 6 hrs in this area, the right side of the audit says still 

needed but also states that there are 0 classes required.  

This student is registered for BIOL 103 which is a class with a lab so it meets the Lab Component requirement 

but the Natural Science Lab component will only be marked as completed if the student would complete an 

additional class with a lab, since BIOL 103 is being used to meet the Department of Biology 



“Registration Checklist” View 

10. DegreeWorks has a “Registration Checklist” view which shows a listing of all courses 

that are still needed to be taken. It is found on the Worksheet tab under Format. 

Choose “Registration Checklist” from the drop down menu and click “View” (see 

below) 

 

 
 

Creating “What If” Degree Audits 

11. “What If” audits allow you to pull up your degree audit based upon different 

program and/or catalog year in order to see what the requirements would be. If you 

want to run a “What If” audit, click on the “What-If” under the Worksheet tab.  

12. Then use the drop down menus under catalog year, major, minor, and 

concentration/emphasis to create your “What If” scenario. 

 

 
 

 



13. You will see a primary major and a 2nd major listing in the drop down menu. For 

example, choose “Advertising BA” if this is the student’s primary major. To add 

advertising as a 2nd major to a different primary major, choose “Advertising BA 2nd 

major” from the drop down menu.  

 

14. If you want to change a part of your scenario, just click on that part of the program in 

the “chosen Areas of Study” box, and click on the “remove” button.  

 

15. Under “Choose Your Future Classes”, you have the option of plugging in some 

planned classes into the “What If” audit to see how these classes would be used. Just 

type in the Subject and course number into the appropriate boxes and click “Add 

Course”. You may add courses that you are considering.  

 

16. Once the “What If” scenario is created, click on the “Process What-If” button. 

 

17. To exit the “What If” degree audit, click the back button.  

 
 

 

 

 

 



“Look Ahead” Audit 

 

 

18.  The “Look Ahead” feature on the Worksheet tab allows you to see an audit showing 

courses which are planned for future terms. First create the list of planned courses 

by entering each course in the Subject and Numbers fields, click on “add course” to 

the list then click “Process New” button. Degree Works will show where the Planned 

courses would fit within the audit (see next two screen shots) 

19.  

 
 

 

 

 

 

“

 

 

“

Audit is using 

the planned 

classes where 

they would fit 

into the audit. 



”Class History” List 

 

20. Degree Works has a “Class History” list which is a chronological list of all courses 

taken by term. It is found on the Worksheet tab, to the right of the “View” button 

(see below.)  

 
 

 

“Planner Tab” 

21. The Student Education Planner is a tool in DegreeWorks that advisors can use to 

create academic plans for students. To see a plan that your advisor may have put in 

DegreeWorks for you, click on the Planner tab. Not all students will have a plan, 

there will only be something there if your advisor has created a plan for you. 

  

22.  The Planner tab allows multiple plans to be created, such as a plan for the major and 

the minor. So if you meet with different advisors for your major and/or minor, you 

are able to see the plan created by each advisor.   

 

 



(Example of no plan created) 

(Example of a plan created by your advisor) 

19. There are three different views of plans in the “Planner tab”; the Notes mode (see 

above), the Calendar Mode, and the Planned vs. Taken Mode (see below) 

 

“Calendar Mode” 

 
 

 

 

 

The Calendar Mode 

allows the student 

to see multiple term 

plans in one place 

that the advisor 

created for them. 



 

“Planned vs. Taken Mode” 

 

 

 

“GPA Calc Tab” 

 

23.  Use the “GPA Calc” tab  and the Graduation calculator to calculate a desired GPA for 

the remaing courses that are left to take, by plugging in your current GPA, credits 

remaining, credits required, and what your desired GPA is. 

 

 

 

 

 

 

The Planned vs. Taken 

Mode allows the student  

to see what the advisor 

planned for them to take 

and compare it to what 

they registered/completed 

in a single term 

NOTE: When entering the number of 

credits remaining and the number of 

credits needed make sure to use your 

exact numbers from the Worksheet 

tab to calculate your desired GPA. 

 



24. DegreeWorks will give you a GPA that you need to receive in your remaining classes 

in order to achieve your desired cumulative GPA.  

 

 
25. Use the Term Calculator to calculate what your cumulative GPA will be including the 

current term grades that you input into the calculator.  (see next two screen shots) 

 

 

 

NOTE: When entering your current 

GPA and credits earned make sure 

you use your exact numbers from the 

Worksheet tab to calculate your 

cumulative GPA.  

 



 

Printing the Audit 

26. To Print the audit, click on “print” in the gray bar located at the top of the audit (see 

screen shot below). 

 

 
 


