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How to Run a CAPP Degree Audit 
 

These instructions are designed to walk Advisors through running a CAPP degree audit in CSU X-Press. If you have any 

questions, we recommend you first follow-up with the Directors of Advising: Candy Bennett (cbenne20@csu.edu) and/or 

Dr. Darrell Darrisaw (ddarrisa@csu.edu).  

 

For anything technical (e.g. CAPP audit not generating), please email the Registrar’s Office at: capp-l@csu.edu.  

 

NAVIGATE TO CSU X-PRESS: 

1. Click here to login to CSU X-Press.  

a. URL: https://ssb.csu.edu/PROD/twbkwbis.P_WWWLogin 

b. To login, you need to enter your CSU ID (aka “900#) and the PIN/password you set for yourself after 

your first login.  

 

2. Upon logging in, you will see a “Faculty & Advisors” link where it notes you can enter grades: 

a. Click on the link. 
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3.  Under “Faculty Services” you will see a range of links; select “Advisor Menu.”  

4. From the menu, select “Degree Evaluation” and on the next page select the appropriate term, then click 

“Submit.”  
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5. This will allow you to enter the CSU ID for the student you’d like to run the CAPP audit for.  

a. Once you input the name and/or CSU ID for the student, you will select the student in question and click 

“Submit.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. The overall summary of the student record will appear. At the bottom of the page, you will see four links for: 

a. “View Previous Evaluations” “Generate New Evaluation” “What-If Analysis” and “ID Selection”  

i. FYI - the last link for “ID selection” is to allow you to return to the previous page to run a new 

audit on a different student.  

b. To view the most up-to-date CAPP audit, you should always click on “Generate New Evaluation.”  
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7. Select the appropriate term, along with the program in question, and click “Generate Request.”  

a. Note: if a student is dual degree, the other program will also appear for selection.  

 

 

8.  

 

 

 

 

 

 

 

 

 

9. After the request generates a new evaluation, there will be three display options available. 

a. You always want to click on “Detail Requirements” first. 

b. However, to see what coursework was either not used towards the degree audit, you can also click on 

“Additional Information.”  

 

 

 

 

 

 

 

 

SCREENSHOT FOR SAMPLE DEGREE EVALUATION: 

Below is the top portion of a sample degree evaluation. It shows the overall curricula summary for the student, along 

with their Catalog year. Form there, it also includes the major areas needed to graduate and whether those have been 
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met. The initial section of this audit gives summary level information. For example, in the screenshot below, the student 

in question has only used 113 credit hours towards the 120 credit hour requirement. However, the student has met the 

required 2.0 minimum GPA requirement.  

 

 

 

 

 

 

 

 

 

 

 

Farther down in the degree evaluation, you can find the various “areas” the student needs to meet and whether they’ve 

met those areas or not.  

For example, this Chemistry student has 48 required credit hours to complete in Chemistry and the first column shows 

whether the student has met these specific requirements or not.  

You can also find the credit hours earned along with the grade in each class (if completed by the student).  
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WHAT-IF ANALYSIS: 

To run a “What-If Analysis” (i.e. where you can see how well a student meets degree requirements for a different 

program from the one they’re currently in), click on the link called “What-If Analysis.” See below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

From there, you’ll be asked for the student’s entry term. This is where you will select the student’s Catalog term. 

 

 

 

 

 

 

 

 

After selecting “Continue,” you’ll enter the 

program (i.e. degree) you’d like to review the 

student against:   
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The next page you will see will confirm the major. For example, under the English degree, you can select the major for 

“Literature.”  

 

 

 

 

 

 

 

 

 

 

From there, click “submit” and then “Generate Request” on the final page. This will show you the “What-If” analysis! 

 

ADDITIONAL NOTES: 

• Anything not used by compliance can be found under the “Additional Requirements” section. For example, you 
can find, withdrawals, incompletes, and failed grades, etc. on the students record under the “Additional 
Requirements” section of the CAPP audit.  

• For students earning dual degrees or two credentials simultaneously, you would first select which audit you’d 
like to view.  

• If you identify an error or concern about a degree audit, please email: capp-l@csu.edu 
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