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Introduction

What is DegreeWorks?

Welcome to DegreeWorks, the online academic advisement and degree audit system for Borough of Manhattan
Community College (BMCC). DegreeWorks provides an accessible, convenient, and organized way for advisors
and students to view students’ academic progress.

In addition, its ease of use and simple layout allow students to efficiently plan out their academic career in
collaboration with academic and faculty advisors.

As you begin to explore DegreeWorks, this guide will assist you with learning how to use the system to plan
future classes, keep track of requirements, and record notes for students regarding their academic records.

Getting Started

Logging In

Using an internet browser (i.e. — Internet Explorer, Mozilla Firefox, Google Chrome) enter the URL for the
logon page degreeworks.cuny.edu.

You must log in with your CUNY Login credentials (CUNYfirst Username@login.cuny.edu and CUNYfirst
Password). Once you have your username and password, you will enter them into the “Username” and
“Password” fields on the CUNY login page.

CUNY Login

Log in with your CUNY Login credentials
If you do not have a CUNYTirst account, see the FAQS.

Username

@login.cuny.edu

Password

New User | Forgot Username | Forgot Password | Manage your Account




If you have difficulty logging into DegreeWorks using the https://degreeworks.cuny.edu URL, you can access
the system using the following steps: Log into your CUNYfirst account through www.cuny.edu, open a new
tab in the same browser, and type the following URL: https://degreeworks.cuny.edu/Dashboard bm.

If you have any additional problems logging in or have questions pertaining to the information provided in
DegreeWorks, email dwhelp@bmcc.cuny.edu.

Creating a New Account

If you have not setup an account, please click on ‘New User .

CUNY Login

Log in with your CUNY Login credentials
If you do not have a CUNYfirst account, see the FAQs.

Username

@login.cuny.edu

Password

\
New User | Forgot Username | Forgot Password | Manage your Account

Enter the requested information in the following fields to activate your CUNY account.




CUNY Login

Activate CUNY Login Account

Enter Personal Information

Provide the information in the fields that
follow to activate your CUNY Login
account.

All fields are reguired.

First Name
Last Name

Date of Birth (MM-DD-YYYY)
[ Display Date of Birth
Last 4 digits of Social Security or CUNY-

assigned ID Number

[l Display last 4 digits

If you are having difficulty creating a new account, please contact the BMCC Helpdesk at
servicedesk@bmec.cuny.edu or call 212-220-8000 and select option 3.




Resetting an Existing Account

If you've forgotten your username or password, please click on “Forgot Username” or “Forgot Password” to
reset it.

CUNY Login

Log in with your CUNY Login credentials
If you do not have a CUNYTfirst account, see the EAQs.

Username

@login.cuny.edu

Password

New User | Forgot Username | Forgot Password | Manage your Account

DegreeWorks — Online Advisement System

Once you have been validated in DegreeWorks, you will be taken to your landing page. Click the
“DegreeWorks” link to access the system.

DegreeWorks FACTS CUNYfirst

Online Advisement System Financial Aid Certification Tracking System

Application Selection

Sign out

Borough of Manhattan CC (SRNADV)

DegreeWorks

| Copyright 2017 | Terms of Use | Security Policy | IT Accessibility | Tech Resources & Help Desks




You will be taken to the DegreeWorks home page.

attec DegreeWorks

Online Advisement System

CUNYfirst Pathways Email Course Schedule Help Print Exception Management Log Out
Find StudentID M ¢ Name L) Degree Major Classification | Last Audit Last Refresh ¥
ad . o

Worksheets Planner Plans Transfer What-If Notes Petitions Exceptions GPA Calc

Welcome to Borough of Manhattan Community College DegreeWorks Sy C i orQ i ? Send an e-mail to:
NOTE
dwhelp@bmcc.cuny.edu or speak to an academic advisor.

Audit The Audit tab allows you to view the existing audit for a student. Faculty and Staff must enter a student ID and hit ENTER on the keyboard before
clicking on Audit tab. If you need any additional help, click the Help button once on the Audit tab.
What-If Use the What-If tab to run a speculative audit for a the requir for a different degree, major, catalog year than the student is
currently on. If you need any additional help, click the Help button once on the What-If tab.
Choosing the Planner tab allows all the cl. listed on a dent's plan to be run against a degree requirements. Based on the results of the audit,
Planner the student and advisor may decide to alter the plan and run a new audit. If you need any additional help, click the Help button once on the Planner

tab. Planner can not be edited by the student.

Notes The Notes tab allows you to view, add, and modify notes on a student's audit. If you need any additional help, click the Help button once on the Notes
screen. Notes is not d see the notes entered by the advisor on the body of the audit.
GPA Calc Use the GPA Calc tab to calculate your GPA based upon different parameters. If you need any additional help, click the Help button once on the GPA
) Calc tab.
Look Ahead The Look Ahead tab allows you to enter a list of courses a student is considering taking in the future and process an audit to show where the courses

might apply on the degree audit. For additional help, click the Help button once on the Notes screen.

Find Use the Find icon to invoke the Find Student page. If you don't know the students' SSN then this will allow you to search for an individual student by
name. For additional help, click the Help button once on the Notes screen.

Locating Students in DegreeWorks

Student ID Number (CUNYfirst ID/EMPLID)

The value referred to in DegreeWorks as the “Student ID” is the CUNYfirst ID or EMPLID number. This is an
8-digit number that is assigned to each student within CUNY. This number is a unique identifier used in
place of a student’s social security number.

DegreeWorks

Online Advisement System

CUNYfirst Pathways Email Course Schedule Help Print Exception Management Log Out
Find StudentID M 4 Name L] Degree Major Classification | Last Audit Last Refresh "
ol v gl

If you have the student’s CUNYfirst ID number, type it into the “Student ID” field and press the ‘Enter’ key.
The student’s academic record will then display.

DegreeWorks

Online Advisement System

| CUNYfirst Pathways Email Course Schedule | Help Print Exception Management Log Out
Find StudentID 14 < Name * i Degree Major _ Classification = Last Audit Last Refresh
(K?J 12345678 _Sludent, BMCC v AA v | |Undeclared Lower Fresh | 102/23/2021 02/27/2021 at 7:37 am

Worksheets Planner Plans Transfer What-If Notes Petitions Exceptions GPA Calc

Format:
Workshests > Student View | View Save as PDF Process New Class History

Find Button

If you do not know the student’s 8-digit CUNYfirst ID, you can use the ‘Find’ button to access any active
student’s record. Clicking the ‘Find’ button will take you to the search screen. Here you can enter a student’s
last name and the first initial of their first name.



R~ >
Degree Major sport

All Degree Codes v All Major Codes v No Sport selected A
Classification Concentration Academic Standing
All Classification Codes - All Concentration Codes - All Academic Standings v
Academic Year Student Attribute
All Academic Year values - No Attribute selected -
Chosen Repeatable Search Criteria
“|
Remove
< Search > Clear

Click the ‘Search’ button to execute the search. All students who meet the search criteria will be displayed in

the bottom window of the ‘Find Students’ search window. Use the scroll bars to navigate in the bottom
window.

Student Search: Enter your criteria and dlick "Search” to find students. =
Student ID Name Degree Major Classification
12345678 Student, BMCC A. AAS Computer Information Systems Lower Fres
87654321 Student, BMCC B. AS Science Upper Sop
56781234 Student, BMCC C. AA Liberal Arts Upper Fres
< »

oK Cancel Check All Uncheck All

Worksheets

A student’s academic record is viewed using the “‘Worksheets’ tab. To access this screen, please select the

student you wish to process. Once you have selected a student, you will be taken to the student’s
“Worksheet”.

CUNYJ’ B8  Bec Borough of Manhattan Community College Start Here.
[ CUNYfirst Pathways Email

Course Schedule

Find StudentID 14 ¢ Name » M Degree Major Classification = Last Audit
@ 12345678 [ student, BMCC ]  [aa [5] |Liberal Arts Lower Fresh | |Today

Worksheets Planner Notes GPA Calc
Format:
Worksheets ) [Sudent view - View Save as PDF Process Hew Class History

Legend

The Legend, which is displayed at the top of the Worksheet, provides a brief description of the symbols used
through the DegreeWorks audit.

Legend
Complete Complete except for classes in-progress TR/CR Transfer Class IP In Progress
[] Not Complete & Nearly complete - see advisor @ Any course number




Student Information Header

In addition to displaying the student’s name and CUNYfirst ID number, the Student Information
Header also includes the number of transfer credits accepted at BMCC, a student’s academic status, student

group affiliation and cumulative GPA.

Student View  AQIE7nHK a5 of 10/25/2017 at 08:04

Preforred Name

Legal Name Student, BMCC Acadomic Status (GST) God Acadomic Standing
0 12345678 Student Group {GROUPSIESL (ST)

Transfer Credits 4300 Cumulative GPA 270

Degree Requirements

The Worksheet displays the graduation and curricular requirements based on the student’s selected major.
You are able to view courses that need to be taken, as well as those courses that have already been completed.
The worksheet is divided into blocks of information. For example, every student’s worksheet with display a
‘Degree in’ block which will detail the graduation requirements and a ‘Major in’ block that will list the
requirements to complete the major. Examples of other blocks that may be displayed on a student’s record are

‘CUNY Skills Assessment’, and ‘Pathways-General Education Requirements’.

Unmet condibiors for this set of requirements;

[] GPARequirement

(] Writing Intensive Requinement

B Skills Assessment

[7] PATHWAYS - General Education Requinements - AR
[ Major Requirements

Biacks included in this block

CUNY Skills Assessment

Patinways-Genensl Education Requirements - AA
Msjorin Libersl Arks

= CUNY Skills Assessment

& Quantway I or Elementary Algebra

CUNY Reading Test Exempted

CUNY Writing Test Exempted

B Pathways-General Education Requirements - AA

[] REQUIRED COMMON CORE
English Composition

[] Mathematical & Quantitstive Reasoning
Life & Physical Scences
[[] FLEXITBLE COMMON CORE
[ U.S. Experiences in Its Diversity
[] Crestive Expression
[ Media Ars or Music
B Fundamentals of Speech
[ Individual and Society
[ Seientific World

[[] World Cultures & Global Tssues

Unmet conditions for this set of requirements:

[] CURRICULUM REQUIREMENTS
[] Intermediste Algebra

[ Health Education Elective

‘ |

Unmet conditions for this set of requintments; 3] cradls s raguined. You curently feve 12, you

{3l n==d 18 more credls

W Major in Liberal Arts

W Associate of Arts
& 2e arm reoured You o ¢ Narve & o 4 17 more cret:




Fallthrough Courses

‘Fallthrough Courses’ are courses that have been taken, but do not meet any requirement toward the student’s
current major.

ACC 122

Fallthrough Courses Credits Applied: 10 Classes Applied: 3
X Est 5 . AL 201

BUS 110
MAR 100

In addition, some remedial courses will also become ‘Fallthrough Courses’ once the student has completed the
remedial requirement by achieving the minimum requirement score on the CUNY skills test(s) and/or receives
a proficiency milestone.

Fallthrough Courses Credits Applied: 0 Classes Appliod: 2
NG 88 INT, WRITIVG 068 FALL 201
ENG 95

Insufficient Grades

Courses that a student does not successfully complete will display in the ‘Insufficient Grades’ section.
Courses that have not been completed will receive the following grades: ‘W’, WU, 'WN’, ‘FIN’, ‘NC’, and ‘F".

Insufficient Grades

TRN 101

RN 102
HED 220

In-progress
The ‘In-progress’ section will include courses that a student is currently taking, courses that a student has
pre-registered for and courses that are pending (i.e. courses with INC grades).

Please note this section is subject to change depending on a student’s decision to add, drop, or withdraw from
a course.

Not Counted

The ‘Not Counted’ section will include courses that do not apply to the degree. There are two main reasons
why courses fall in this area.
1. A student has exceeded the maximum number of transfer credits that can be applied towards the
degree at BMCC. The remaining credits will apply here.
2.The student erroneously registered for two courses in which the credit cannot be granted for both.
For example, students who take both HED 100 and HED 110 will not be able to get credit for both
courses. The system will determine “best fit” and will place the other course in the ‘Not Counted’
section of the audit.



Split Credits

The ‘Split Credits’ section will display STEM courses that are split to fulfill two separate requirements on the
audit. In most instances, three credits will apply to the general education requirements, the remaining credit
will apply towards electives in the audit.

Split credits may be duplicated in the ‘In-progress’ section to show the total number of credits as well as the
way the credits split on the audit. Though the audit will split credits, the course will show as one entry for
the total number of credits on the student’s transcript and in CUNYfirst. For example, in the picture below,
though there are three entries, the student is only earning 4 total credits for the CHE 201 course.

CHE 201

MAT 301
MAT 301
MAT 301
SPE 100

What-If Audit

When meeting with a student who is thinking of changing their major, the ‘What-If’ audit offers a quick and
easy way for students to see how this change affects their path towards graduation. The ‘What-If audit

displays the requirements needed to complete the new major, taking into account courses they have already
completed.

To access the ‘What-If audit, click on the ‘What-If link on the left menu pane.

Choase Your Differmnt Arvas of Study

To preview other academic plans of study, sekect the desirod degree and catalog year, 2long with major (pkan)/ conces
and/ or minor (plen) of interest from the drop down menus. Click on the “Process What 11" button Lo view how your |

Add Coarse




To use the ‘What-If audit, begin by choosing a degree type (i.e. Associates in Arts, Associates in Science,
Associates in Applied Science or Certificate). You must also select an academic year for the degree type. This
will determine which graduation requirements a student must satisfy.

Worksheets Planner Notes GPA Calc
Format:

Student View - Process What-1f Save as PDF
What 1f
> Degree Assodiate in Science -
To preview the new Pathways General Education Requrements as appli
3-2014U

Academic Year 2
1 \ Academic Year
Choose Your Diff
% 2015-2016
el Htdutea 2014-20150
2013-20140

2012-20130 | P
Sel 2011-20120 b of Study Select 3 Academic Year

sired degree and catalog year, along with major (plan)/concentr
nus. Click on the "Process What-If* button to view how your cour

12010-2011U .
bl 5009-20100 Pick an Academic Year

2007-20080

Concentration || 2008-2009U ’ Pick an Academic Year ¥

Chosen Area

Then select a major and an academic year. Please note, the concentration option is only used for majors that
offer a concentration (i.e. Business Management, Early Childhood Education, etc.)

Degroe  Assocste in Scence
201020110
tifurvat Armas of Study

tudy, seboct the desined dogren and Catakg year, aking with major (plan)/ coecwntration (sub plaa)
e drop down menus. Cick 06 the “Process What 1" button to view how yoar courses get appled.

Once you have selected the degree, major, academic years, and concentration, if needed, click the ‘Process
What-If button.

Planner Notes GPA Calc /

Format:

Student View - Process What-If Save as PDF
whott _____________________________________________________________|
Degree Associate in Arts v
Academic Year 2012-2013 x*
Major TP ~| [\?0R : Business Administration

You will be able to distinguish this audit from a student’s current information as ‘What If Audit’ will display
in the right corner of the audit screen.

TRICR Tran
® Awc

CUNY BMCC Production Environment

P 1n Proaress

Acadesbc Status  (GST) Good Acaderme Standng
Student G (GROUSPSIIDBA (51)
Clmmidition GPA 3,650

e 4 noded: 07 WItng ntensie Course & requeed to graduate for al studers entermng BMCC a5 of 56rig 2008, See the Schedue of Clsses
course offerngs.

for vireng e
4 eaded.  Son CUNY Skills Assessment secton
o R nts - AR A ncded Goe Pathways General Tducation Requirements AR wecton
S8 Needed. See Major in Childhood Education secton

10



Look Ahead Audit

The ‘Look Ahead Audit’ can be used to help students visualize how planned courses will be applied in their

current major. To access the ‘Look Ahead Audit’, click on the Took Ahead link on the left menu pane.

Worksheets Planner Notes Petitions Exceptions GPA Calc
Format:
Student View - Process New

Look Ahead ) Subject || Qg

To see an audit SHOWING COURSES FOR WHICH YOU PLAN TO REGISTER IN FUTURE TERMS,
use the form below to enter the Subject code and Number of each anticipated course.
Once you have created your list of courses, click on the Process New butt:

Enter a course and click Add Course Courses you are considering

Number

Add Course

Remove Courve

To use the ‘Look Ahead’ feature, enter the subject code and number of each course the student plans to take
(i.e. PSY 100) and then click the ‘Add Course’ button. You can select several courses to process in this audit.

Enter a course and click Add Course " Courses you are considering
Look Ahead > Subject |[EMC (','\;-Ji -
Number 100
Add Course
_——>

To see an audit SHOWING COURSES FOR WHICH YOU PLAN T0 REGISTER IN FUTURE TERMS,

use the form below to enter the Subject code and Number of each dllll(.lpdlEd course,
Once you lnvo (nﬂled your list nl‘ courses, dld( on the Pmcp« N tton.

If you add a course in error, click on the course in the ‘Courses you are considering’ column to highlight it and
then click the ‘Remove Course’ button.

Worksheets

Look Ahead

Planner Plans Notes Petitions Exceptions GPA Calc
Format:
| Student View Y Process New

>

Look Ahead

To see an audit SHOWING COURSES FOR WHICH YOU PLAN TO REGISTER IN FUTURE TERMS,

use the form below to enter the Subject code and Number of each anticipated course.

Once you have created your list of courses, dlick on the Process New button.

Enter a course and click Add Course Courses you are considering
Find E ag
Subject || el
Number | i
Add Course

Once you have created your list of courses, click the ‘Process New’ button. The selected courses will appear in
the ‘Look Ahead Audit’. Like the ‘What-If Audit’, you will also be able to distinguish this view by the text in

the right corner of the screen.

11



n progress TR/CR Transle
o ' @ Ay cos

Look Ahead ) CUNY BMCC Production Environment

Student View  WAO20154 as of 09(23/2013 o 14:45 >

Student Adkah, Gity tatus  (GST) Good Acadernic Standng

(GROUPSJATB ESL (51)

Transfer Credits Cumulative GPA  2.566

IP In Progress.

n 2114649 St

Courses that were entered on the ‘Look Ahead’ will display on the student’s audit as ‘Planned’. This view is
particularly useful as it will apply future courses to the appropriate area, as well as show which courses will
not count towards the major.

1n-peogress. Crodits Applied: 15 Classes Applicd: 5
) ’

Notes

Using Notes

The ‘Notes’ function allows users to document academic advising and related notes on student records.

Notes made available to the student appear in audit reports in a Notes section at the bottom of the report. To
access the Notes screen, click on the Notes tab. All Notes are stamped with the date and name of the person
who created or modified the Note.

If a student is changing their major and the degree type of the new major differs from their current major, you
must create a note with your advisement plan because the previous plan will not display once the change of

major is processed. For example, use the notes feature to document the advisement when a student is
changing his major from CRJ (A.A) to Business Management (A.A.S.) or from CR]J (A.A.) to Science (A.S.)

Adding Notes

Only the person who created the Note (or DegreeWorks administrators) can modify or delete a Note.
To add anote, click the ‘Add Note’ button. This will bring up the ‘Add Note’ text box. Enter the text of the

note you wish to add and click the “Save Note” button. The creator of the note and the day the note was
written appear to the right of the note. Click the Run New Audit button on the next screen.

12



Worksheets Planner Notes GPA Calc

Add Note )

Enter your note and dlick the Save Note button

Choose a predefined note from the list below
‘Please visit the Registrar’s office to file for graduation. B

Save Note Clear

Modifying Notes

To modify an existing note click the ‘Modify Notes’ button. You can only modify those notes you have created.

To modify a note, click in the text box for the note you wish to modify and enter your changes. Click the
yellow note icon to save your modified note.

Worksheets Planner Plans Notes Petitions Exceptions GPA Calc

Modify Notes D Modify Notes
Note Text

Student is changing major to Liberal Arts.

Deleting Notes

To delete a note, click the ‘Delete Note’ button to bring up the ‘Delete Notes’ window. Delete the note by

clicking on the ‘Notes Icon’ located to the left of the note you wish to delete. Please note, you will only be able
to delete your own note.

Worksheets Planner Plans Notes Petitions Exceptions GPA Calc

Delete Notes
Delete Notes D Note Text

™ Student wants to change major to Criminal Justice.

13
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