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Topics 

• Adding and Viewing Notes in a Student 
Audit Using the Notes Tab 

• Adding a Note Using the Add Note Icon 



About Notes  

• One of the many useful features in Degree Works is 
the ability for advisors to compose and save advising 
notes directly in a student’s audit 

• These notes replace the need for written instructions 
or notations that advisors may have provided or 
emailed to a student after an advising session 

• Notes can be added during an advising session while 
the audit is being reviewed by the advisor and student 



About Notes  

• Please keep in mind: 

 Notes are a permanent addition to the student’s 
audit report and academic record – once added 
they cannot be deleted or modified 

 Notes can be viewed by anyone authorized to 
view the audit – both students and advisors 

 Unfortunately, at this time the Degree Works 
Notes function does not allow for active spell-
checking; therefore Notes should be carefully 
reviewed before being saved 



The Notes Tab 

Clicking on the Notes Tab in the 
audit header will load the Notes 
options. Once the Notes Tab is 
selected, any notes that were 
added previously will be seen. 



Add Note 

To add a new note, select 
“Add Note” from the left-

hand menu.  This will open 
the Add New Note window. 

Note the disclaimer that 
appears in all Notes windows. 



Enter Note 
You can choose from 
several predefined 
notes and then add 

additional comments. 

Or simply click in the 
blank window and 
compose a custom 

note. 



Save Note 

Once you have finished 
composing and reviewing the 
note, click “Save Note” to save 

the note permanently. 



Note Added Successfully 

After clicking “Save Note” you 
will get a confirmation that 

your note was added.  You can 
then click on “Run New Audit” 
to see your note added to the 

student’s audit. 



Viewing Notes on the Audit 

Once notes are added to the student’s 
audit and a new audit is run, notes appear 
at the bottom of the audit.  In addition to 
the note text, the audit shows who added 
the note and the date the note was added. 

You can also click on View 
Notes from the Notes Tab to 

review all saved notes. 



The Notes Icon 

Clicking the Notes 
Icon at the top of 
the audit header 

provides a shortcut 
for adding new 

notes.  

When the Notes icon is clicked, a 
pop-up window opens that 

allows notes to be composed 
and saved in the same way as 

using the Notes Tab. 



End of Tutorial 

• Please view the other available tutorials that 
will help you make the most out of using 
Degree Works. 

www.athens.edu/degreeworks  
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