Using the Online Degree Audit
Adjustment Routing System

to submit degree audit
adjustment requests



Bringing up the Form
(for advisers)

About | Logout A Home
Iﬂruwse Advising Services7 bl Enter keyword W G
- Student ID ID Type Student Name

Mame Browse Admsn

TCE Browse
Display + Degree Audit has been added to Advising Services!

Class Schedule For help with finding your way around ISU Degree Audit, click the link below:

Uegree Audi ISU Degree Audit Guide

DegresAuditAd] Please read ISU's Confidential Information Policies.

TSt Select a specific student by entering S5M/University ID, then choose one of the options from the upper left menu.

Grade Report Enter part of the student name, then choose Name Browse to limit the search.

Student Info Choose Mame Browse to go directly to a list of all students.

Internal Transcript Choose Advisee List or Advisees /w Midterms to go directly to those lists.

Academic Interventn

Graduation Status

University 1D | =

Advizee List
Advisees w/Midterms
Admissions
Admission Info
Admission Motice
Transfer Credit Eval

Advising Services?



Form Overview

* Pre-populated with student info

e Choose the correct degree program

* Request changes to option, catalog
year, grad date, and adviser

EWIEE EHMES

* Request course subs, adds, waivers,

_-I---- and duals

l'SI.ICDIﬂI FOUNDATION REMENT CMANGES

. * Request changes to the ISUComm
T e T e Foundation Requirement

i — e Request special changes (last 32
credit waiver, Lib 160, IP, US Div)

* Add notes and/or special instructions
e Attach files
e Don’t forget to click submit

ATTACHMENTS




Choose the Correct Major

If you don’t choose the correct major, the form
will be routed to the wrong department:

Dagree Frogram Information
Expected Degree Grad
Selact Degree Ctlg Minors Ctlg Graduation Degree Honor App
Progiram Program Year Options Year Term JMajor Ind Ind
& A BIOLA B 2013 Spring 2016 D M
AAECLE 2013 Spring 2016 M M

Also, if you need to make changes to more than
one major, you will need to submit more than
one form



Program Changes

Here’s where you can request changes to a
student’s option, their catalog year, their
graduation date, and/or their adviser

| PROGRAM CHANGES |
[Action |[pescription |[rejected|[Processed|
|add/Change Opt ions | | | ‘

‘P.ddr’Change Catalog H H H ‘

Add/Change Expected
Graduation Date

Change Adviser - CALS and
HS colleges only

Just enter the request(s) on the appropriate
line(s)




Course Changes

If you have more than 3 changes you’d like to
make....

COURSE CHANGES

Requirement/Course ub-requirement

|Actio ICredit Term Taken Title Number Notes/Comments Rejected |Processed
Add = & ]
Add [~ I I
C:Eﬁ ET\\ = ]

Add more course cha
COURSE CHANGES

|Action ul ICradit Term Taken iﬂ_:rliremeni:fﬁnurse H:I:n_;-:‘: e Notes/Comments Rejected|Processed
Add [~ I I
Add [~ = =
Add = & ]
Add [~ I I
Add [~ I I
Add [~ = =
Add = & ]




ISub:

Examples: Sub, Add, Dual

Action Course Credit |Term Taken R_equirementfﬂnurse Sub-requirement Motes/Comments
Title Number
| Substitute ~ | math 1116 | | | math 104 | I
T T T T T T T
Add:
[ ]
1
Action Course Credit |Term Taken R_equirementfﬂnurse Sub-requirement Motes/Comments
Title Number
| Add - | chem 1t02 | | ‘ math & phys sci | 1 | replace chem 163 & L
P | | | | | |
Dual:
[ ]
Action Course Credit |Term Taken R_equirem ER EELECURESL Motes/Comments
Title Number
- | agron 114

| Dual

| agsci & econ

4

|and in minor




Examples: Waivers

Waive Course:

Action Course Credit |Term Taken R_eqmrementfﬂnurse Sub-requirement Motes/Comments
Title Number

‘ Waive Course - | biol 212L | | | biol & life sci | 3 | waive 1crin area, too

E— [ [ [ [ [ [

[ ] [ )
Waive Credits:
[ ]

Action Course Credit |Term Taken R_eqmrementfﬂnurse Sub-requirement Motes/Comments
Title Number

‘ Waive Credit - | | 3 | | phys sciences | ‘ waive 3 crs in area

Waive Course and Credits:

Requirement/Course

Credit
redt Title

Course Term Taken ‘

‘Action

Sub-requirement
Number

Motes/Comments

| Waive C&C - | Chem 163L | 1 ‘ | phys sciences
I I

1




ISUComm Foundation Requirement

Changes to the ISUComm Foundation
Requirement *must* be made in this area

ISUCOMM FOUNDATION REQUIREMENT CHANGES

ICourse ICourse

Requirement bstitution b LiiEr s Rejected||Processed

ISubstituti
English 150 English 309 E| please fulfill ISUComm Found. Req. w/ Engl 250 and Engl 309

English 250 SelectOne ||




Special Changes Requiring Additional

Approval

Don’t forget to check the “Selected” box and
attach any required documentation or forms

SPECIAL CHANGES REQUIRING ADDITIONAL APPROVALS

)

(Items marked wtih * require attachment of justification)

L

Motes/Comments lect: WR jected [Processed
|College: Final 32 credit waiver = = =
Library*: Library 160 waiver/special (one-time) substitution = | = =
Provost®: LS. Diversity waiver/ISU substition = | = ]
Provost®: International Perspectives waiver/ISU substitution = | = =
Provost®: Other university requirement requiring special approval B | = = =

LAS College: General Education Changes (LAS Only)

d




Additiona

Additional Notes and Instructions,
Attachments, Clicking Submit

If you don’t click submit, all changes will be lost

| Notes and Instructions

ATTACHMENTS




The Kuali In Basket
(for everyone)

Enter keyword  |; IE

Personal Messages

You do not have any personal messages at this time. You can add any AccessPlus

page that has the add
favorites icon "l to your list of
favorites by clicking on the %l
on the application bar.

Mo System messages found at this time.




Action List | Qutbox

The Kuali Action List

3 items retrieved, displaying all items.

| Id Type
Degree Audit
jﬁd;ustment Form
|Degree Audit
[ | djustment Form
| EDl!grl;e- Audit
§‘9“1‘:Adjustment Form

|384760

39460

I

Route | Action
| Status Reguested
[ENROUTE |APPROVE

|[ENROUTE |APPROVE

ENROUTE |APFPROVE

preferences || refresh || fiter |

| Initiator IDequatnr; Date Created !
lpurnett, | |04:20 PM '
l:|€|hl1 !D4,f'2$_f.1|314
|Burnett, [05:03 PM

:Jclhn EIJS\-"IMZ‘_DH.
|Stokke 10:35 AM
|Douglas |10/20/2014

Group
Regquest |

e
d
I

S

Log



Evaluating Requests from Advisers
(for designees)

“Approve” sends the form to the college office -- it’s possible to
reject some requests while approving others:

COURSE CHANGES

lAction ICourse ICredit Term Taken Rf!quirement,"ﬁuurse LT Notes/Comments i d |Processed
Title Number
Substitute

music 102 math 104

Add [ v |[chem 1t06 phys sci area 1 for 163 & 163L ]
Waive Credit ||

1 phys sci area chem 1106 only 4 crs| = Il

“Disapprove” is for when nothing is right

“Return to Previous” allows you to send the form back to the
adviser to request changes / justification

[apprwe] [di53pprwe] [rE:turn to preuin:n_m]




Processing Returned Forms
(for advisers)

If a form is disapproved, its route status is “disapproved”
and the action requested is “acknowledge.”

If a form is returned to previous, its route status is
“enroute” and the action requested is “approve.”
Advisers will need to get into the form, edit it, and then
approve the changes in order to resubmit the form.

If a form is processed with one or more notes or line-
item rejects, its route status is “processed” and the
action requested is “acknowledge.”

If a form is processed and nothing has been rejected, its
route status is “final” and the action requested is “FYI.”



Multiple Tabs in AccessPlus
(for everyone)

Right click a tab and choose “open link in new tab” ...

WA STATE UN

Open link in private window

Copy link address

Save linked content as...

Copy image address

Save image as...

... or just hold the control key down while clicking on
the tab to open a new tab in your browser

This makes it so you don’t have to log in again when
you change tabs



Filtering your Action List

| action list N F| doc search

Action List | preferences || refrefh | [ filter |

You can filter by title, route status, or action
requested....

il oV

Document Title Exclude? [

Document Route Status || 4] |:I Exclude? [
Action Requested || 4] :l Exclude? [C]
Action Requested Group || No Filtering :| Exclude? [F]

Document Type | % Euclude? [0

from: EI
Date Created Exclude? [
to: Ii EI
from: EI
Date Last Assigned Exclude? [
to: Ii EI
e 7




Using the Detailed Doc Search

Search for documents in the Kuali system:

— Search will find documents matching *all* the
criteria listed

— Use “*” in place of zero or more characters

— Title always reads “DAAF: MAJOR Grad Date LAST,
FIRST student ID HONORS”

— You can save searches for use at a later time



Tracking Forms You’ve Processe

Status Date Created ’F:{rute Log
FINAL |10/14/2014 12:21 PM ( l )

Clicking on the Route Log brings up its history:

1

w hide 1
Type LT LT T A T T ated 12:21 PM 10/14/2014
Initiator Stokke, Douglas Last Modified 12:45 PM 10/15/2014
Route Status FINAL ' Last Approved 12:45 PM 10/15/2014
Mode(s) | wt2 B.0AF GradustionEvalF Y Ioin " Finalized |12:45 FM 10/15/2014
o N
Actions Taken = Mide L5
. Action . Taken By | For Delegator _ Time/Date | Annatation
SAVED Stokke, Douglas 12:31 PHM 10142014
¥ Show COMPLETED  Stokke, Douglas [ 12:24 PM 10/14/2014 |Dacument Rauted fram the AccessPius [RSO0/DAFFFarm.jp
¥ show | APPROVED Burnett, Jahn | 04:59 PM 10/14/2014 |
b show APPROVED |Rass, David _ 12:45 PM 10/15/2014
b show FYI Stokke, th;_huglﬂs 12:53 PHM 10715/ 2014




Preferences: Color-Coding Your Action
List Based on Route Status

Action List | preferences || rjfresh | [ Alter |

In preferences, you can color-code your inbox:

Document Route Status Colors for Actionlist Entries

]
-8
@ ||& || || ||e ||& ||« ||= ||«




Preferences: Email Notifications

You can also change how often you receive email
notifications (and whether or not these notifications
include FYIs)

Email Notification Preferences

Receive Primary Delegate Emails

Receive Secondary Delegate Emay,
Default Email Nntiﬁca(nn | Daih’ |z| )
\-

Notification Preference Actions

Document Type Notifications | =Y Mone :l add _I

Send Email Notifications For

knowledge
( [ Fy1
S

- J
< sSave > reset cancel

Be sure to click “save” when you are done




If You Get Stuck

e Try switching browsers: Internet Explorer is
known to cause some issues. Try Firefox,
Chrome, Opera, or Safari (for Macs).

e Download the instructions we’ve posted on
our web site.

e Call Dave (4-2879) or Tim (4-2766) and we’ll
help you get going again.
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