1. Log into Trailhead.
2. Click on the Degree works icon at the bottom left-hand corner of the page. This will take you into the Degree Works
landing page within Trailhead. This is also where you would to submit a Support Request if you
experience technical issues with Degree Works (this will be mentioned again at the end of this guide).
3. Next, click the blue Dashboard button in the ‘Responsive Dashboard’ portlet. This will take you into Degree Works.

4. To view your degree audit, enter your Student ID. Then hit Enter.
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5. Once you are logged in you must first refresh the audit by clicking the data refresh icon at the top left hand corner

.

This will ensure you have the most up-to-date information on your degree audit.
6. The top section of the audit will display your student information, such as degree, major, credits, and GPA. If you have
multiple degrees you can toggle between them.

7. The section just below that you can see a degree progress bar, and on the right of that you can deselect the in-progress
and pre-registered courses if you wish to not have them display in the audit. If you deselect either option be sure to click
the process button to display a new audit.
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8. The Degree section lists all of the requirements a student must meet to graduate. This includes minimum overall credits,
minimum upper division credits, and GPA requirements.
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9. If you are an undergraduate student you will see the Core Requirement section that shows the courses required to meet
the core requirements for your program.
a. If the requirement is met, there is a green check mark next to the requirement. The course and grade earned will
also be displayed, along with the term when it was completed. If the requirement has not been met you will see a
red circle and a list of the courses that will meet that requirement.

b. If the course is in-progress, or pre-registered for, you will see a blue symbol and the course that will be fulfilling
that requirement, and if you see the @ symbol next to a course it means it can be any course in the subject.
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10. Both undergraduate and graduate students will see the major section. This is very similar to the Core Requirement
section but it lists the courses needed to meet the major’s requirements.

11. The Courses Not Applied section lists courses that have a satisfactory grade but are not required anywhere in the audit.
These are the extra classes that you took that will not be applied to your degree.
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12. There are four more sections in the degree audit: insufficient, in-progress, exceptions, and notes.
a. Insufficient section (not listed below) lists the courses that received a grade, but do not satisfy the degree
requirements. This will be courses a student withdrew from, or received a D or lower in.
b. The in-progress section shows the classes you are currently taking.
c. The exceptions section shows all exceptions an advisor has applied to the degree audit.
d. The notes section will be notes the advisor places on the student’s degree audit.
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13. At the very bottom of the degree audit you will see the Legend with a description of what each symbol means on your
audit.

14. Back at the top of the degree audit, click ‘What-If’. This allows students to explore options of changing a major, minor, or
ASI. This is a hypothetical audit showing how your courses fit into a different area of study.
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15. There are several options to choose from in the What-If Analysis. Once you select the area of study you are interested in,
click the Process button. This what-if audit will contain all the same areas as the official audit but with the selected
programs requirements.
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16. In the top right hand corner of the page you will see a print symbol that allows you to print the
degree audit, an envelope that allows you to email your advisor, and the vertical ellipsis, or
three dots. If you select the ellipsis it will display several options, GPA calculator and course
history.
17. When you click on GPA calculator you will notice there are three options.*
a. The Graduation Calculator helps students determine the average
they need from their final credits to get the desired GPA.
b. The Term Calculator allows students to add their current term
courses, the amount of credits, and desired grade for those
courses. The calculator outputs what their overall GPA will be if
they receive those desired grades.
c. The Advice Calculator allows students to enter a desired GPA
and will output the amount of credits for a certain grade that is
needed to achieve that GPA.
*It is important to note that if this is your first semester at Mines, you will
not be able to get accurate information using these calculators based on the
current Degree Works GPA set up. You are encouraged to use the GPA
calculator on the Registrar’s website.
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18. Course History shows an overview of all course work a student has completed. This will also
list all transfer courses.
19. Notes is where you will go to insert a note. It will also be where you go to delete the notes you
have created.

20. The Links tab at the very top of the page has links
to the Degree Works web-page, FAQs, the Mines
catalog, and a link to the CASA home page.
Other important things to know:
•
•
•

If you have questions about your degree
audit you should meet with your advisor.
If it is an issue related to your transfer
courses please email transfer@mines.edu.
If there is an issue with a course exception,
registration, or a grade on your audit,
please email registrar@mines.edu.
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