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Central Texas College and its Operating Units, Divisions, and Sponsored Activities prohibit discrimination in employment 
practices because of race, color, religion, gender, national origin, age, disability, or veterans’  status.
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Process:  The Degree Audit 
 
The Degree Audit is a comparison of a student’s academic progress to the 
requirements of a program and may be run using three different screens: 
 

·  EVAL = Evaluate Student Program 
·  PSPR  = Proposed Student Program 
·  BEVL = Batch Evaluations 

 
Reading the Degree Audit on screen in the report browser (see Figures 1, 2, and 3): 
 
A menu bar is located at the top of each page of the Degree Audit. Use the left 
arrow keys to move to the first and previous page, and use the right arrow keys to 
move to the next and last page. Use the printer icon on the Menu bar to print the 
Degree Audit to the default printer. The current date will print on the Degree 
Audit. Click on the X icon located on the Menu bar to exit. 
 
The Degree Audit has a standard header. The header displays the name of the 
student, the academic program, catalog year, and the anticipated graduation date. 
Personal messages created on the SACP (Student Academic Program) screen, will 
appear after the standard header. Custom headers, which may be specific to a 
program or group of students, will appear after the standard header or personal 
messages. The Program Status follows the custom headers. It displays 
information about required credits and GPA. The credits for in-progress or pre-
registered courses will display under Anticipated Additional credits. A legend of 
status codes that are used within the body of the Degree Audit include the 
following: 
 

·  W  = Waived Requirement or subrequirement has been waived.  
·  C   = Complete Requirement or subrequirement has been completed. 
·   I   = In Progress Requirement or subrequirement has work in progress. 
·  N  = Not Started Requirement or subrequirement has not been started. 
·  P   = Pending completion of unfinished activity   

Requirement or subrequirement met upon completion of 
work. 

 
The program requirements display in outline format within the body of the Degree 
Audit. Sequential numbers are displayed next to each requirement and letters by 
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each subrequirement. The general education or CORE requirements are listed first 
followed by the major requirements. Open electives, if required, are displayed last. 
Courses taken are listed after each subrequirement with term/semester, grade, and 
semester credit hours. Courses or semester credit hours needed are displayed with a 
line that serves as a visual key. A status code of W, C, I, N, or P to the left of each 
requirement and subrequirement indicates the student’s progress.  
 
A section titled Other  Courses follows the main body of the Degree Audit. Any 
courses that were not used in the program are listed here. A custom footer which 
includes the Advisors’  signature and date is displayed next followed by a legend of 
codes. 
 

 
Figure 1 
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Figure 2 
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Figure 3 
 
 
 
 
 
 
 
 
 
 



Degree Audit  
Central Texas College 

 

Degree Audit 9 of 32 Issued 6-21-05 
  Revised 11-03-05 

Process:  EVAL–Evaluate Student Program 
 
Use this screen to run a Degree Audit for a student who is actively associated to a 
program. 
 

A. In the ST module, enter EVAL (Evaluate Student Program) in the 
Mnemonic box, and click on Go. 

 
B. In the Person LookUp prompt (see Figure 4), enter the social security 

number of the student, the name of the student, or the Colleague ID# of the 
student, and click on OK.  Select the student from the resolution screen. 

 

 
Figure 4 
 

C. If the student is associated with more than one program, the Student 
Programs Resolution screen will appear (see Figure 5). Select a program 
and the next screen will be the EVAL screen.  If the student is associated 
with only one program, the EVAL screen will automatically appear (see 
Figure 6).  
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Figure 5 

 
D. On the EVAL screen, leave the default information (see Figure 6) or modify 

the following information: 
 

 
Figure 6 
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�  Include Code/Cutoff Date:   The field determines where a course will be 
displayed on the Degree Audit (see Figure 7).   

 
Set this field to All and completed courses, in progress courses, and pre-
registered courses will display in the requirement. 
 
Set this field to In-Progress work included and completed courses and 
in-progress courses will display in the requirement. Pre-registered 
courses will display in the Other Courses section on the Degree Audit 
rather than part of the requirement. 
 
Set this field to Completed work only and only completed work will 
display in the requirement. In-progress and pre-registered courses will 
display in the Other Courses section on the Degree Audit. 
 
If Date is selected, a date must be entered in the Cutoff Date field. 
Populating the Cutoff Date field is helpful when doing a graduation 
check. 

 

 
Figure 7 
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�  Format:  The field determines how the Degree Audit will print each time 
a Degree Audit is run (see Figure 8). Select single-column or double-
column. The field may also be left blank; however, the format will need 
to be selected before each Degree Audit can be run. 

 

 
Figure 8 

 
�  Related Courses Policy:  The field determines how related courses will 

be displayed on the Degree Audit (see Figure 9). Related courses are 
courses that may have met the requirement but were not used because 
they failed a minimum grade requirement, were replaced by a repeat 
policy, violated a rule, or have been used elsewhere in the Degree Audit. 

 
Set this field to Together  and the related course will be displayed with 
the requirement, but in lower case and with codes indicating why it is not 
applied. 
 
Set this field to Footnote and the related course will be noted in the 
requirement and displayed at the bottom of the Degree Audit as a 
footnote. 
 
Set this field to Not Displayed and the related course is ignored. The 
course will be displayed on the Degree Audit in the Other  Courses 
section. 
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Figure 9 

 
�  Ignored Statuses:  The field allows the employee to select one or more 

credit statues that he/she does not want to display on the Degree Audit 
(see Figure 10). 

 

 
Figure 10 

 
E. Click on Save, and when the Aler t prompt appears, click on Update.  This 

will run the Degree Audit. 
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Process:  PSPR–Proposed Student Program 
 
Use this screen to run “what if”  scenarios for a student in any program that has a 
Degree Audit built. It is used when a student is “shopping”  for a new program. 
 

A. In the ST module, enter PSPR (Proposed Student Program) in the 
Mnemonic box, and click on Go.   

 
B. In the Person LookUp prompt (see Figure 11), enter the social security 

number of the student, the name of the student, or the Colleague ID# of the 
student, and click on OK.  Select the student from the resolution screen.   

 

 
Figure 11 
 

C. In the Academic Program LookUp prompt (see Figure 12), enter the name 
of the program, and click on OK.  If the academic program is not known, 
perform a lookup by entering an ellipsis (…) and selecting the program from 
the resolution screen. 

 
The naming convention for all programs includes the major code followed 
by a period and the type of program (AA, AS, AAS, AGS, CC, CC1, CC2, 
CC3).  Examples: GSTU.AGS  SOCI.AA  BSMG.CC1 
 
Note: A student will not be associated with a program after running a 
Degree Audit using PSPR. 
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Figure 12 
 

D. On the Catalog Resolution screen, choose a catalog year (see Figure 13).   
 

 
Figure 13 
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E. On the PSPR screen, the proposed student program and catalog year will 
display on the top portion of the screen. Click on the detail button in the 
Evaluate field to go to the EVAL screen. 

 

 
Figure 14 
 

F. Click on Save, and when the Aler t prompt appears, click on Update.  This 
will run the Degree Audit (see Figure 15). 

 

 
Figure 15 

Click on the detail 
button to go to the 
EVAL screen. 
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Process:  BEVL–Batch Evaluation 
 
Use this screen to send a Degree Audit to a student’s email address or to any other 
appropriate email address for a program that is associated with the student. 
 

A. In the ST module, enter BEVL (Batch Evaluation) in the Mnemonic box, 
and click on Go. 

 
B. On the BEVL screen, leave the default information (see Figure 16) or 

modify the following information: 
 

 
Figure 16 
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�  Include:   The field determines where a course will be displayed on the 
Degree Audit (see Figure 17).   

 
Set this field to All and completed courses, in progress courses, and pre-
registered courses will display in the requirement. 
 
Set this field to In-Progress work included and completed courses and 
in-progress courses will display in the requirement. Pre-registered 
courses will display in the Other Courses section on the Degree Audit 
rather than part of the requirement. 
 
Set this field to Completed work only and only completed work will 
display in the requirement. In-progress and pre-registered courses will 
display in the Other Courses section on the Degree Audit. 
 
If Date is selected, a date must be entered in the Cutoff Date field. 
Populating the Date field is helpful when doing a graduation check. 

 

 
Figure 17 
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�  Repor t Format:  The field determines how the Degree Audit will print 
each time a Degree Audit is run (see Figure 18). Select single-column or 
double-column. The field may also be left blank; however, the format 
will need to be selected before each Degree Audit can be run. 

 

 
Figure 18 

 
�  Related Courses Policy:  The field determines how related courses will 

be displayed on the Degree Audit (see Figure 19). Related courses are 
courses that may have met the requirement but were not used because 
they failed a minimum grade requirement, were replaced by a repeat 
policy, violated a rule, or have been used elsewhere in the Degree Audit. 

 
Set this field to Together  and the related course will be displayed with 
the requirement, but in lower case and with codes indicating why it is not 
applied. 
 
Set this field to Footnote and the related course will be noted in the 
requirement and displayed at the bottom of the Degree Audit as a 
footnote. 

 
Set this field to Not Displayed and the related course is ignored. The 
course will be displayed on the Degree Audit in the Other Courses 
section. 
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Figure 19 

 
�  Ignored Statuses:  The field allows the employee to select one or more 

credit statues that he/she does not want to display on the Degree Audit 
(see Figure 20). 

 

 
Figure 20 
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�  Update Graduates file:  Do not make any changes in this field. 
 
�  Saved L ist Name:  Do not make any changes in the field. 

 
�  Additional Selection Cr iter ia:  Do not make any changes in the field. 

 
�  Student Programs:  Enter the name of the student or the student’s 

Colleague number in the first blank line of the Student Programs field, 
and press return. Select the student from the resolution screen. 

 

 
Figure 21 
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C. If the student is associated with more than one program, the Academic 

Programs resolution screen will appear (see Figure 22). Select a program 
and the next screen will be the BEVL screen.  If the student is associated 
with only one program the program will automatically populate in the 
Student Programs field. 

 

 
Figure 22 
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D. If the student is associated with multiple programs, to send more than one 
Degree Audit to the student, type the name of the student or the student’s 
Colleague number in the next blank line under Student Programs and 
return (see Figure 23). Select a program from the Academic Programs 
resolution screen. 

 

 
Figure 23 
 

E. Click on Save, and when the Aler t prompt appears, click on Update.  The 
system will automatically display another screen to continue the process. 
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F. On the screen, change the Output Device to E Electronic Mail Delivery 
(see Figure 24). The next screen is the MMRP (Modify Mail Recipients).  

 

 
Figure 24 
 

G. On the MMRP screen, enter a subject line at the Email Subject field (see 
Figure 25). 

 
H. Enter the appropriate email address in the first blank line of the Email 

Recipients field (see Figure 25). If more than one email address is entered, 
all email recipients will receive a Degree Audit for the student and 
program(s) that were entered on the BEVL screen. 
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Figure 25 
 

I. Click on the Save and Update buttons respectively until the Batch 
Academic Evaluation prompt appears (see Figure 26). 

 
J. In the Batch Academic Evaluation prompt, click on the Finish button (see 

Figure 26).  The Degree Audit(s) will be sent to the email address(s) entered 
on the MMRP. 

 
Note: No error message will display if the Degree Audit is not sent due to an 
incorrect email address. 

 

 
Figure 26 
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Process:  SACP– Student Academic Program, Personalizing a Degree 
Audit 
 
Use this screen to add comments to a student’s Degree Audit. It will allow delivery 
of a message to one student in one program and is not shared among all programs 
associated with that student. 
 

A. In the ST module, enter SACP (Student Academic Program) in the 
Mnemonic box, and click on Go. 

 
B. In the Person LookUp prompt (see Figure 27), enter the social security 

number of the student, the name of the student, or the Colleague ID# of the 
student, and click on OK.  Select the student from the resolution screen. 

 

 
Figure 27 
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C. The Student Programs Resolution screen will appear (see Figure 28). 
Select a program and the next screen will be the SACP screen. 

 

 
Figure 28 
 

D. Click on the detail button in the Pr inted Comments field (see Figure 29) to 
go to the next screen, and enter the message. 

 

 
Figure 29 

Click here to 
enter a 
message. 



Degree Audit  
Central Texas College 

 

Degree Audit 28 of 32 Issued 6-21-05 
  Revised 11-03-05 

 
E. Enter the message on the Student Program Pr inted Comments screen by 

placing the cursor in the first blank line (see Figure 30). Date stamp the 
message with the current date and time by moving to a blank line and 
entering a # sign, return or select Edit from the top menu bar, and select 
Date/Time/Login Stamp. The employee name will populate automatically. 
Create a line of dashes ====== after the message to create a visual break. 

 

 
Figure 30 
 

F. Click on Save, and when the Aler t prompt appears, click on Update.  An X 
will appear in the Pr inted Comments field on the SACP. The message will 
display on the student’s Degree Audit below the standard header and before 
custom headers. 

 
G. On the SACP screen, click on the detail button in the DA Eval/Cust field 

(see Figure 31) to run a Degree Audit and to review the message.  The next 
screen will be the PGEC (Program Evaluation/Customization) screen. 
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Figure 31 
 

H. On the PGEC screen, click on the detail button in the Evaluate field to go 
to the EVAL screen. 

 

 
Figure 32 
 

I. On the EVAL screen, click on Save, and when the Aler t prompt appears, 
click on Update to run the Degree Audit.  See example on the next page of 
an example of a message on a Degree Audit using SACP. 

 

Click here. 

Click here to go to the 
EVAL screen. 
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Example of a message on a Degree Audit using SACP: 
 
 
12/12/04                     Central Texas College                       Page 1 
                              Academic Evaluation 
                              ------------------- 
Student............: Ms. Jackie R. Kreun (0002950) 
Program............: AS Biology (BIOL.AS) 
Catalog............: 2003 
Ant Completion Date: 04/06 
------------------------------------------------------------------------------- 
An official transcript is needed from Austin Peay State Univ 
prior to applying for graduation. 
December 12 2004  02:08pm  Renee Kreun  
================================================================= 
Residency Status:  TXNR 
Institutions: 
Restrictions:  PDOH 
RSCH 
 
TSI Status 
Math: 
Writing: 
Reading: 
 
 
 

Message 
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Process:  Deleting a Message on SACP– Student Academic Program 
 
Delete a message after it has been saved by returning to the Student Program 
Printed Comments screen on SACP. 
 

A. Follow steps A through D for the SACP to Personalizing a Degree Audit 
process. 

 
B. Highlight each typed line and press the delete button (see Figure 33). The 

message can also be deleted by selecting File on the Menu bar and selecting 
Field Delete for each line of text (see Figure 34). 

 

 
Figure 33 
 

Highlight each 
line and delete. 
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Figure 34 
 

C. When all lines have been deleted, click on Save and Update until you return 
to the UI Home Workspace Window (main menu). 


