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Accessing Degree Works 
 
There are two ways in which an advisor can access a Degree Audit.   
 

¶ OKTA-Degree Audit: Logging into OKTA and selecting the Degree Audit tile opens up a blank 
degree audit that the advisor can do a άCƛƴŘέ for a specific student or their current advisees. 
 

 
 

¶ OKTA-Student System: Logging into OKTA and selecting Student System tile opens up the web 
based Studenǘ {ȅǎǘŜƳ ŀǇǇƭƛŎŀǘƛƻƴΦ    CǊƻƳ ǘƘŜǊŜ ȅƻǳ Ŏŀƴ ƴŀǾƛƎŀǘŜ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ {ǘǳŘŜƴǘ Profile 
and click on Degree Audit to display ǘƘŀǘ ǎǘǳŘŜƴǘǎΩ degree audit. 
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¶ To find your current advisees: 
o /ƘŜŎƪ ǘƘŜ άMy Adviseesέ ōƻȄΦ 
o Iƛǘ άEnterέ ƻǊ ŎƭƛŎƪ άSearchέΦ 
o ¸ƻǳǊ ŎǳǊǊŜƴǘ όŀŎǘƛǾŜύ ŀŘǾƛǎŜŜǎΩ ƴŀƳŜǎ will appear at the bottom of the screen. 
o LŦ ȅƻǳ ǿƛǎƘ ǘƻ ǾƛŜǿ ![[ ȅƻǳǊ ŀŘǾƛǎŜŜǎΣ ŎƭƛŎƪ άOKέΣ ŜƭǎŜ ŎƭƛŎƪ άuncheck allέ ŀƴŘ ǘƘŜƴ 
ŎƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŀŘǾƛǎŜŜǎ ŀƴŘ ŎƭƛŎƪ άOKέΦ 
 

 
 

o ¢ƘŜ άAudit Worksheetέ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘhe first ŀŘǾƛǎŜŜΩǎ ŀǳŘƛǘΦ  ¢ƻ ǎŜŜ ǘƘŜ ƭƛǎǘ ƻŦ 
ŀŘǾƛǎŜŜǎ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀǊǊƻǿ ƛƴ ǘƘŜ άNamŜέ ōƻȄΦ  {ŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ 
advisee in the list and that audit will display. 
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¶ To find a group of students (do NOT select just one filter). 
o Click on the drop down arrow in two or more of the άŦƛƭǘŜǊέ ƻǇǘƛƻƴǎΦ 
o Lƴ ǘƘŜ ά/ƘƻǎŜƴ wŜǇŜŀǘŀōƭŜ {ŜŀǊŎƘ /ǊƛǘŜǊƛŀέ ǘƘŜ ŦƛƭǘŜǊ ƻǇǘƛƻƴǎ ǎŜƭŜŎǘŜŘ ǿƛƭƭ ŘƛǎǇƭŀȅ όŀƭƭ 

except Student status).
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OKTA-STUDENT SYSTEM 
 
Overview 
 
Navigating using the Student System tile wilƭ ōǊƛƴƎ ȅƻǳ ǘƻ ǘƘŜ {ǘǳŘŜƴǘ {ȅǎǘŜƳ ŀǇǇƭƛŎŀǘƛƻƴǎΩ ²ŜƭŎƻƳŜ 
page.  From here you will need to navigate to the Advising άōƭƻŎƪέ ǿƘŜǊŜ ȅƻǳ can search for a specific 
ŀŘǾƛǎŜŜ ŀƴŘ άView Profileέ ƻǊ άView My Advisee ListingέΦ 
 

1. CǊƻƳ hY¢!Σ ǎŜƭŜŎǘ ǘƘŜέ Student System” tile.  
2. {ŜƭŜŎǘ άFaculty ServicesέΦ 
3. {ŜƭŜŎǘ άAdvisingέΦ  
4. Term:  select the appropriate term. 



 
 Advisor Degree Audit User Guide 

 

 

 

Updated: 11/15/21 8 Office of the Registrar 
 

 Degree Audit 
 
Overview 
 
5ŜƎǊŜŜ ŀǳŘƛǘǎ ŀǊŜ ƛƴŘƛǾƛŘǳŀƭƛȊŜŘΣ ǇǊƛƴǘŀōƭŜ t5CΩǎ ŘƛǎǇƭŀȅƛƴƎ ŎƻǳǊǎŜǎ ǘŀƪŜƴΣ ǘǊŀƴǎŦŜǊ ŎǊŜŘƛǘǎΣ courses still 
needed to complete a requirement(s), and courses in-progress.  Audits may be viewed in two different 
formats.   

¶ Student View:  provides a complete aƴŘ ŘŜǘŀƛƭŜŘ ŀǳŘƛǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ŀŎŀŘŜƳƛŎ ǊŜŎƻǊŘ όŘŜŦŀǳƭǘ 
at login). 

¶ Registration Checklist:  provides only the courses still needed to meet degree requirements. 
 
To change the Format audit type click on the drop down arrow.
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Blocks that follow the Degree Requirements (in order):

mailto:pbrehm@skidmore.edu
mailto:s_clemme@skidmore.edu
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