


Office of Academic Records

Our Services and Processes



Academic Records Overview

Mission Uphold the aim of Andrews University, serving its 
constituency as stewards of the university 
academic records, maintaining the integrity of our 
data and documenting the excellence of our 
students.

Vision Strive for excellence in servicing our constituents 
through shared knowledge, timely communication 
and innovative systems.

Values 1. Standards – uphold and implement faculty 
voted policy to support quality education

2. Knowledge and communication – provide tools 
and timely reminders

3. Service and relationships



Academic Records Overview: 
What & Who?

Services
(What we do?)

Academic Records 
Staff
(Who does it?)

Contact 
Information
(email@andrews.edu)

• General Inquiries: Registration; IDs
• Verifications
• Diplomas & Transcripts

• Operations 
Manager (TBD)

• Danielle Owusu

academicrecords
verifications
diplomas, transcripts

• Grades • Maya Wilson grades

• Course Schedule • Don Robinson courseschedule

• FERPA & Online Publications: 
Bulletin

• Kevin Wiley ferpa
bulletin

• Articulation (Transfer)
• Degree Audits & Graduation (Main 

campus & Distance)
• Major Change (UG only)

• Articulation 
Coordinator (TBD)

• Naoko Jacobson

• Rodney Abriol

articulation
ugrecords
gradrecords
majorchange

• Degree Audits & Graduation (Off-
Campus)

• Katie Lewis offcampusrecords



Most Frequently Used

Services/Forms Email Address

General Inquiries
Registration (Registration Form, Drop Form)

academicrecords@andrews.edu

Grades (Registration Exceptions, Grade Change) grades@andrews.edu

Articulation (Transfer courses) articulation@andrews.edu

Major Changes - Undergraduate majorchange@andrews.edu

Major Changes - Graduate graduate@andrews.edu

Undergraduate Records 
(Degree Audit, Degree Works, Graduation, 
Petitions)

ugrecords@andrews.edu

Graduate Records
(Degree Audit, Degree Works, Graduation, 
Petitions)

gradrecords@andrews.edu



Academic Records Overview: 
Where?

• By phone: Extension 3375

• By email:
academicrecords@andrews.edu (general info)

registrar@andrews.edu

• Online:

andrews.edu/services/registrar 

• Location:

Administration Building, 2nd Floor 

mailto:academicrecords@andrews.edu
mailto:registrar@andrews.edu


Traits of Effective 
Instructors/Advisors

• Communicate a compassionate and caring attitude toward 
the student

• Know and adhere to University academic policies and 
deadlines

• Know program requirements

• Navigate University systems (registration, grades, degree 
audit)

• Utilize resources as questions arise

• Ensure that students follow degree plan and register for 
courses accordingly

• Complete degree audits every semester





1 - Bulletin

• Programs & 
Degrees

• Course Descriptions

• Academic Calendar

• Campus Resources

• Policy Library

• Financial 
Information

bulletin.andrews.edu

https://bulletin.andrews.edu


University Policy Library



2 - Course Schedule

https://vault.andrews.edu/schedule/

https://vault.andrews.edu/schedule/​


Course Schedule



Course Schedule



Course Schedule



3 - Vault

• Registration Central

• Overrides

• Submit Grades

vault.andrews.edu



4 - FERPA 
Family Educational Rights and Privacy Act

• Training available at 
NEOED Learn

• Everyone does 
refresher training 
every 3 years

• ferpa@andrews.edu

https://unified.neoed.com/dashboard



5 - Academic Records Website

• Bulletin

• Course Schedule

• Registration info

• Grading info

• Forms

• Graduation info

• Other academic 
records info & links

www.andrews.edu/services/registrar



6 - My Andrews Portal



4 - FERPA 
Family Educational Rights and Privacy Act

My Andrews Portal



Resource Summary

Resource Link

My Andrews Portal https://experience.elluciancloud.com/au528637/

Bulletin https://bulletin.andrews.edu

Policy Library https://bulletin.andrews.edu/index.php?catoid=9

Academic Calendar https://bulletin.andrews.edu
• Click on “Academic Calendar”

Course Schedule https://vault.andrews.edu/schedule/

Vault https://vault.andrews.edu/
• Registration: Click on “Registration Central”
• Registration Overrides: Click on “Registration” → Click on 

“Registration Overrides”
• Grades: Click on “Registrar” → Click on “Grade Submission”
• Degree Planner/Audit Tool: Click on “Degree Works”

Academic Records https://www.andrews.edu/services/registrar/

FERPA https://unified.neoed.com/dashboard

https://experience.elluciancloud.com/au528637/
https://bulletin.andrews.edu/
https://bulletin.andrews.edu/index.php?catoid=9
https://bulletin.andrews.edu/
https://vault.andrews.edu/schedule/
https://vault.andrews.edu/
https://www.andrews.edu/services/registrar/
https://unified.neoed.com/dashboard


Registration

Andrews Standards & Processes 



• Registration Opens (Monday after Spring 
Break)

• Classes Begin – Fall, Aug. 24th 

• Last day to register (day 10) – Fall, Sep. 2nd 

– Last day to add a class.

– Last day to drop without a fee.

– Last day to change from credit to audit.

• Class Roster Notification

• Mid-term Grades Due – Fall, Oct. 14th

• Last day to withdraw (65% of the academic 
term) -- Fall, Oct. 20th 

• Semester End (includes final exams) – Fall, 
Dec. 10th 

• Final Grades Due (Wednesday after final 
exams) – Fall, Dec. 16th (by 11:59 PM)

Semester Timeline

bulletin.andrews.edu



Registration Central

Students encouraged to use Registration 
Central before add/drop deadline

Enroll before the last day to register (day 10):

Last day to add class, drop without fee, 
change from credit to audit

Refer to the Office of Academic Records 
webpage for registration troubleshooting, 

resolving holds that prevent registration, and 
current student registration forms: 

https://www.andrews.edu/services/registrar
/students/registration/ 

https://www.andrews.edu/services/registrar/students/registration/
https://www.andrews.edu/services/registrar/students/registration/


Registration Needing 
Instructor Approval

Online overrides: Go to vault.andrews.edu → Registration → 
Registration Overrides

Overrides requiring a manual registration form (cannot be 
done online presently)

INSTRUCTOR OVERRIDE ADVISOR OVERRIDE

• Capacity override: Closed Course 
• Co-requisite / Pre-requisite 
• Instructor permission override: 

Independent Study

After instructor override is entered, 
student can proceed to RC to register.

• Repeat
• Duplicate

INSTRUCTOR 
SIGNATURE REQUIRED

DEAN’S SIGNATURE 
REQUIRED

• Audits
• Time Conflict (requires 

both instructors)

• Overload
• Campus Restriction



Registration ADD Form
(use before current semester add/drop deadline)

Registration ADD Form
(use before current semester 
add/drop deadline)

for items that cannot be completed 
in Registration Central:
 
• Audit
• Overload
• Academic Probation
• Class Conflict
• Campus Restriction

andrews.edu/services/registrar/students/forms



Financial Cancellation 
& Course Cancellation

• Cancellation of Unconfirmed Course Reservations (Financial 
Cancellation)
o Classes are dropped for students who are not financially cleared
o When students are dropped, they will no longer appear on your class 

roster and will no longer have access to the class in LearningHub.
o A student will need to reregister for the course via the registration 

exception request form in order to be reinstated and continue to 
attend your class.

• Cancellation of Courses Below Minimum Enrollment (Course 
Cancellation)
o Courses below minimum enrollment should be reported from the 

department to the Dean’s office and Academic Records.
o It is the department’s responsibility to notify students what classes 

will be cancelled so students can plan accordingly and are not 
hindered in their degree progress.



Registration Changes

andrews.edu/services/registrar/students/forms

Students encouraged to use Registration 
Central before add/drop deadline

Drop Form:

Drop Classes with "W" – Fall term,

September 3rd through October 20th

Registration Exception Request:

for changes after add/drop deadline

Add classes, Swap sections, Credit changes,

Previous Semester changes

Completed Forms Should Include:

Signatures for approval, Course Details, 
Dates of Attendance (particularly last date 

of attendance/engagement for Drops)

When applicable:

Explanation of requested change, Grade 
Information for previous semester



Student Exit Procedure

andrews.edu/services/registrar/students/forms

Student Exit Procedure Form 
used to withdraw from all 

courses in the current semester

Completed Forms Should Include:
Student Contact details, Reasons for 

withdrawal, Signatures for approval, Course 
Details, Dates of Student Attendance 
(particularly last date of attendance)



Confirm Class Roster

• Registration required for attendance

• Students attending who are not registered must be 
required to complete registration

• An e-mail is sent to all faculty before midterm 
grades reminding faculty to check their class 
rosters

• Students not attending but registered please notify 
Academic Records (academicrecords@andrews.edu)

• Timely action will prevent issues at end of semester 
grade submission



Class Attendance

• Attendance required for all registered students

• Attendance record to be kept

• 20% maximum absences allowed for undergraduate 
students

• 10% maximum absences allowed for graduate 
students

• Three tardies are equal to one absence

• May give failing grade when maximum absences 
exceeded

*Refer to General Academic Policies in the Bulletin (bulletin.andrews.edu)



Grades

Andrews Standards & Processes 



Grades

• 4 point system
• A and A- (No A+); D (No D+ or D-)
• S/U (Satisfactory/Unsatisfactory)
• AU/UA (Audit/Unsatisfactory Audit)
• DG (Deferred Grade)/DN (Deferred and Not 

Completable)
• I (Incomplete)
• NC (No Credit)
• P (Pass)

*Refer to General Academic Policies in the Bulletin 
(bulletin.andrews.edu)



Grade Submissions and Changes

andrews.edu/services/registrar
/faculty_departments/grades

andrews.edu/services/registrar
/students/forms



Submitting & Revising Grades

• Online through vault.andrews.edu

• Once you submit the grades you can no 
longer make any changes to them online

• Mid-term grades are required for all 
gradable Undergraduate classes

• Deadline for Final Grades: Wednesday 
after the last day of classes

• Include incomplete contract (remaining 
assignments, due date, and default grade) 
with all incomplete grade submissions 



Submitting & Revising Grades

• A Grade Change Form may only be 
used for: Calculation error or 
instructor error

• Changes to replace an I or a DG are 
submitted through the online grade 
submission site

• For open learning classes, grades may 
be submitted one at a time 
throughout the semester



Standard Grading Options

• Instructors are encouraged to submit the grade the 
student earned

• Grade options include:

– Earned grade 
• Letter grade (A-F)

• Pass/fail (S/U)

– Withdrawal (W)
• Assigned automatically based on student’s decision to 

withdraw within the allowed timeframe

– Incomplete (I)
• If within policy (see next slide)



Incomplete Grades

• Incomplete assigned when:

• Major portion (approx. 70%) work 
completed

• Illness or unavoidable circumstance

• Student will earn a passing grade if no 
additional work submitted

• Should be resolved prior to beginning of 
next term (but can be extended with dean 
approval)

• Written extension requests must be 
approved by college dean 

• Must be cleared before graduation

DG Grades

• DG may be given in certain courses recognized 
to be of such a nature that all the requirements 
are not likely to be completed within one 
semester (practicums/theses/dissertations)

• All DGs must be cleared before student 
graduates

General Academic Policies

https://bulletin.andrews.edu/content.p
hp?catoid=23&navoid=5552



I (Incomplete)

• An Incomplete (I) can be assigned only if the following stipulations are met
o when the major portion (approximately 70%) of the work for the course has been completed

o student’s work is incomplete because of illness or unavoidable circumstances; incompletes 
cannot be assigned because of negligence or inferior performance.

o student will earn a passing grade if no additional work is submitted (see minimum grade 
requirements for ACE, major/minor/cognates, graduate courses).

• Ordinarily, incompletes should be resolved prior to the beginning of the next 
term. However, an I contracted in the spring semester may be extended to 
the autumn semester. 

• Any request for an extension of time beyond the contracted time shall be made in 
writing before the end of the contracted date and approved by the dean of the 
college in which the course is offered.

• Students with two incomplete courses may not register for more than 12 credits of 
new courses. Students with 12 or more credits of incompletes may not register for 
additional courses. Incompletes must be removed before graduation.

• When an Incomplete grade is issued, a fee is charged to the student



Undergraduate and Graduate 
Records

Degree Audits, Graduation 
Applications, ATC, and Petitions



Information Resources

Email Address

Articulation (Transfer courses) articulation@andrews.edu

Major Changes - Undergraduate majorchange@andrews.edu

Major Changes – Graduate
(Graduate Enrollment Management)

graduate@andrews.edu

Undergraduate Records 
(Degree Audit, Degree Works, 
Graduation, Petitions)

ugrecords@andrews.edu

Graduate Records
(Degree Audit, Degree Works, 
Graduation, Petitions)

gradrecords@andrews.edu



Degree Works

• Program used to track students' 
progress towards completion

• Used for bulletins from 2018/2019 
and later

• FAQ’s for Degree Works 
https://www.andrews.edu/services/registra
r/students/graduation/degree-works.html 

https://www.andrews.edu/services/registrar/students/graduation/degree-works.html
https://www.andrews.edu/services/registrar/students/graduation/degree-works.html
https://www.andrews.edu/services/registrar/students/graduation/degree-works.html
https://www.andrews.edu/services/registrar/students/graduation/degree-works.html


Degree Works Demonstration

• Degree Works:
https://degreeworks.andrews.edu/Dashboard/wo
rksheets/WEB31

https://degreeworks.andrews.edu/Dashboard/worksheets/WEB31
https://degreeworks.andrews.edu/Dashboard/worksheets/WEB31


Petitions for Undergraduate

• Purpose: Exception to current policy; 
commonly used to make an adjustment to 
a student’s bulletin curriculum 

• Process: Submitted by students through 
online ePetition portal

• General Education or Honor’s courses: 
approval by ACE or Honor’s Director

• Major/cognate/minor courses: College 
Dean



Petitions for Graduate

• Purpose: Exception to policy; commonly 
used to make an adjustment to a student’s 
bulletin curriculum

• Process: Submitted by students or 
academic advisors through the ePetition 
Portal

• Exceptions to policy: Need the Graduate 
Dean's signature



UG Graduation Application

• Application is online.  Student are emailed 
information about applying for graduation early 
in Fall semester telling how to apply for 
graduation

• Deadlines can be found in the academic calendar

• For graduation information: 
https://www.andrews.edu/services/registrar/stud
ents/graduation/index.html

• Advisors – Determine readiness for graduation by 
reviewing Degree Works to track student 
progress and submitting necessary petitions

https://www.andrews.edu/services/registrar/students/graduation/index.html
https://www.andrews.edu/services/registrar/students/graduation/index.html


GR Graduation Application

• Application is online. Students who are on provisional status will 
not be able to apply. Students must be on regular status to 
apply for graduation.

 - Provisional Status – monitor through iVue (missing prerequisites, official 

transcripts etc.)

 - Change of status form submitted to Graduate Enrollment Management at 
graduate@andrews.edu 

• Email regarding graduation deadlines sent to program directors 
and department chairs

• For graduation information: 
https://www.andrews.edu/services/registrar/students/graduation/index.html

• Advisors – Determine readiness for graduation by reviewing 
Degree Works to track student progress and submitting 
necessary petitions

mailto:graduate@andrews.edu
https://www.andrews.edu/services/registrar/students/graduation/index.html


Degree Audits for 
Undergraduate

• Check the student’s curriculum 
information in Degree Works to 
make sure it is accurate

• Email sent to student and advisor 
with result

• Any problems need to be 
corrected immediately



Degree Audits for Graduate

• Check the student’s curriculum information in Degree 
Works to make sure it is accurate.

- Degree Works available only for students in 2018/2019 bulletin or later

- Degree Audits for students in earlier bulletins are done manually

• Submit the Advancement to Candidacy (ATC) form only 
for Doctoral level students. 

 - The first page of the ATC form is needed if a student is in Degree Works.

 Otherwise, the whole ATC form must be submitted.

• Email sent to student and advisor with result

• Any issues need to be corrected immediately.

• Deadline: semester before completion of degree 
requirements



Graduation Deadlines

Graduation Date Level Application Deadline
DG/Incompletes/Missing 

Grades Deadline

Project/Thesis/
Comps Completion 

Forms Due

December 31, 2026 All Levels September 17, 2026 November 26, 2026 November 19, 2026

May 2, 2027 Undergraduate September 17, 2026 April 15, 2027 April 8, 2027

May 2, 2027 Graduate January 21, 2027 April 15, 2027 April 8, 2027

August 1, 2027 All Levels May 20, 2027 July 15, 2027 July 9, 2027



Q&A



Academic Records: Summary 

Service Areas:

• Graduate Records

• Undergraduate Records

• Major Changes (UG)

• Articulation

• Transcripts & Diplomas

• Verifications

• Grades

• Graduation

• Registration

• Off-Campus Programs

Resources & Processing:

• Academic Calendar

• Bulletin

• Course Schedule

• Final Exam Schedule

• Academic Forms & 
Processing

• Academic Fees

• Vault & Registration 
Central
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