Advising Has Begun...best practices

Run a degree evaluation

Review academic progress including remaining credits to graduate
Review midterm grades (consider withdraws as needed)

Release Alternate PIN

Review holds and send the student to the appropriate office if needed.
Review pre-requisites and request overrides if needed.
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Q. How do | run a degree evaluation?

A. Access Self-Service, enter “Faculty and Advisors.” Click on “Student Information Menu.” Click on “ID Selection.”
Select the current term and insert the TO number. Click on “Degree Evaluation” near the middle of the list. At the
bottom of the screen, select “Generate New Evaluation.” Select the radio button next to the major and select the
term that the student started at Detroit Mercy. Click on “Generate Request.” There is usually a delay while the
system generates the evaluation.

Q. How do | check academic progress?

A. The degree evaluation report indicates all the requirements for graduation including at least 126 credits for
undergraduate students, the major, minor, and core curriculum. GPA is also noted for the major and the cumulative.
Check all items on the degree evaluation.

Q. How do | access midterm grades?
A. Midterm grades are accessed in the student information screen. It is listed immediately below the degree
evaluation selection. Select “Active Registrations and Midterm Grades.

Q. How do | release the PIN?
A. Releasing the PIN is done through INB and not through self-service.

Go to TitanConnect INB (not TitanConnect Self Serve).
Type in SPAAPIN in the Go To box near the top of the page.

Once in SPAAPIN, type in: term (i.e. 201820 Winter 2018); student ID # beginning with a T zero — e.g.
701234567 - or student name. (If you use student name, type in the last name and when the search box
pops up, search for the correct student, click on it and the student number box will automatically populate.)

On the tool bar across the top click Next Block to see the alternative pin number below. DO NOT REMOVE
THOSE THAT SAY DO NOT REMOVE.

Click the cursor on the number and then go back up to Record on the tool bar and click Remove.

After the record is removed, go back up to the tool bar and click on the first icon on the toolbar—picture of a
floppy disk—to save the changes. You must complete this final step or-3(te.u2 )-3(f)7(ina)-6(1)3()BT52463.78 7
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