
  

 

 
 
  

Degree Works 
Surecode 

User Guide 

Release 5.0.1 
March 2018 



 

 
   

© 1999-2018 Ellucian. 

Contains confidential and proprietary information of Ellucian and its subsidiaries. Use of these materials is limited to Ellucian 
licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and the licensee 
in question. 

In preparing and providing this publication, Ellucian is not rendering legal, accounting, or other similar professional services. Ellucian 
makes no claims that an institution's use of this publication or the software for which it is provided will guarantee compliance with 
applicable federal or state laws, rules, or regulations. Each organization should seek legal, accounting, and other similar 
professional services from competent providers of the organization's own choosing. 

 
Ellucian 
2003 Edmund Halley Drive 
Reston, VA 20191 
United States of America 

 
 



  

Degree Works  |  Surecode User Guide 5.0.1 3 

Contents 

Introduction to Surecode ........................................................................ 4 

Surecode Setup ........................................................................................................... 4 

Surecode Tools Panel ............................................................................. 5 

UCX Navigator ............................................................................................................. 7 

Recently Viewed .......................................................................................................... 8 

Favorites ...................................................................................................................... 9 

Worklist ...................................................................................................................... 10 

Quick View ................................................................................................................. 11 

Surecode Navigation ............................................................................. 12 

Editing in the Grid Panel .......................................................................................... 14 

Editing in the Formatted Panel ................................................................................ 15 

Record Details panel ................................................................................................. 23 

 



 

 Degree Works  |  Surecode User Guide 5.0.1 4 

Introduction to Surecode 
Surecode allows users of Degree Works to codify, store, maintain, and validate data values.  
These values or codes are stored in discrete units called Tables within an overall structure called 
the Universal Code eXtension (UCX). 
 
The purpose of this guide is to provide basic operating instructions for Surecode and to acquaint 
users with the Surecode features and functionality. 
 
To access Surecode, click on the Surecode tab from the Degree Works administrative shell. 
 

 
 
The left panel is a collection of Surecode Tools that can be used in the task of UCX Table 
maintenance. The main window on the right initially loads a list of all UCX Tables that are 
available for editing. The list of all tables can be reloaded at any time by clicking on the Show All 
Tables button 

Surecode Setup 
To access Surecode, a user must be assigned the SRNSRCOD key, which grants the user 
access to the Surecode application. No additional setup is required. 
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Surecode Tools Panel 
The Surecode Tools panel contains several functions to assist with UCX Table maintenance: 
UCX Navigator, Recently Viewed, Favorites, Worklist and Quick View. To select one of these 
functions, click on the appropriate tab in the accordion panel. The Surecode Tools panel may be 
collapsed to increase the table editing screen space by clicking on the box in the upper right 
corner of the panel. 
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The Surecode Tools panel can be expanded by again clicking on the button in the upper left 
corner of the screen. 
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UCX Navigator 
The UCX Navigator tab can be used to select a UCX Table for editing. The tables have been 
grouped by function for easy retrieval: Audits, Configurations, Scribe, Student Data, System, 
TreQ, Reports, SHP and Banner. Click on the arrow to the left of the function to open the list of 
the tables assigned to that group. 
 

 
 
To load the table, double-click on the table in UCX Navigator. You can also single click on the 
table and then click on the go arrow in the main window. 
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Recently Viewed 
The Recently Viewed tab lists the tables that have been recently viewed or edited by the user. 
Tables in this list initially appear in the order in which they were used, but can be sorted 
alphabetically by either Table or Description by clicking on the column label. This list is user-
specific and will be saved from session to session. 
 
To view or edit one of these tables, double-click on the entry in the list and it will load in the main 
window. 
 
The column width can be increased or decreased by clicking and dragging the divider bar. 
The list of tables can be cleared out by clicking on the Clear Recently Viewed button. 
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Favorites 
The Favorites tab can be used to define frequently used tables for the user. Tables in this list 
initially appear in the order in which they were used, but can be sorted alphabetically by either 
Table or Description by clicking on the column label. This list is user-specific and will be saved 
from session to session. 
 
To add a table to this list, highlight it in the list of all tables in the main window, then click, drag 
and drop it into the Favorites window.  
 
To view or edit one of these tables, double-click on the entry in the list and it will load in the main 
window.  
 
The column width can be increased or decreased by clicking and dragging the divider bar. 
 
Tables can be removed from the list by clicking on the “X” to the right of the entry. 
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Worklist 
The Worklist tab can be used to define a group of tables that will be viewed or edited in the 
current session. Tables in this list initially appear in the order in which they were used, but can be 
sorted alphabetically by either Table or Description by clicking on the column label. This list is 
user-specific and is not saved when the session ends. 
 
To add a table to this list, highlight it in the list of all tables in the main window, then click, drag 
and drop it into the Worklist window.  
 
To view or edit one of these tables, double-click on the entry in the list and it will load in the main 
window.  
 
The column width can be increased or decreased by clicking and dragging the divider bar. 
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Quick View 
The Quick View tab can be used to view the keys and values of a table for reference. Entries in 
this view cannot be modified. To view a table in Quick View, type the table name in the box.  
Once you begin typing, a pick list of matching tables will automatically generate. Select the 
desired table and hit Return to view the entries in the Quick View tab. 
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Surecode Navigation 
Once the table has been loaded into the main window, double-click on the key you wish to view 
or edit. 
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Collapsing the Tools panel will increase the screen space available for editing. 
 

 
 
Your selected key can be edited in either the top grid panel or in the formatted panel on the left.  
The Record Details panel on the right displays information about the last time the record was 
edited, and cannot be manually modified by the user.  
 
Note: if you make changes in the top grid panel, you will need to click the “Save All Grid 
changes” icon in order to save your changes. The “Save Current Form Changes Only” button 
saves the changes that you make in the form. 
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Editing in the Grid Panel 
The Grid panel allows a user to quickly modify a table entry or entries. In the Grid panel, click on 
the field you wish to edit and make your changes. Fields are either free-form text or controlled by 
a pick list of valid values. 
 

 
 
After you have completed your changes to this entry, click on the Save All Grid Changes button in 
the Navigation panel. 
 

 
 
You can also modify several key entries at a time in the Grid panel. After you have completed 
your changes to the entries in this table, click on the Save all grid changes button in the 
Navigation panel. 
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The left and right arrows in the Navigation panel can be used to scroll through the Grid list to the 
Previous or Next records. 
 

 

Editing in the Formatted Panel 
The Formatted panel provides a more user-friendly layout for modifying a table entry. In the 
Formatted panel, click on the field you wish to edit and make your changes. Fields are either free-
form text or controlled by a pick list of valid values. 
 

 
 



 

 Degree Works  |  Surecode User Guide 5.0.1 16 

After you have completed your changes, click on the Save current form changes only button in 
the Navigation panel. 
 

 
 
In the Formatted panel, you can also add a new record, copy an existing record, or delete a 
record.   

Add a new record 
To add a new record to the table, click on the New button in the Navigation panel. A blank record 
will display on the screen, ready for editing. 
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Fields with a red * indicate a required field and an error will appear if an attempt is made to save 
the record without filling in this field.  
 

 
 
Some fields may provide hover text hints – to view these, move your pointer over the field. 
UCX key values containing an apostrophe will not work in Degree Works and when found the 
apostrophe will be replaced with an underscore character in certain situations. 
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After you have completed your changes, click on the Save current form changes only button in 
the Navigation panel. 
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Copy an existing record 
To create a new record using the values of an existing record, select the table you wish to copy 
from the Grid panel and click on the Copy button in the Navigation panel. 
 

 
 
 
A record with a blank Key and the values from your copied record will display on the screen, 
ready for editing. 
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After entering a Key and making any changes, click on the Save current form changes only 
button in the Navigation panel. 
 

 

Deleting a record 
To delete a record, first select the record and then click on the Delete button in Navigation panel. 
 

 
 

Bulk Operations 
You can modify more than one record at the time using the Transfer to a file, Insert from a file, or 
Delete all records options. 

 
 
Click the Transfer to a File button and confirm that you want to begin the transfer operation.  
 
 
To store the records in a text file click “Yes” and a dialog box will be displayed indicating the place 
where the file is going to be stored. 
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To import the contents of a file, click the Insert from a file button, every line will be imported as a 
record in the table. 

 
Confirm the import operation by clicking “Yes” or “No”.  
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An error message is displayed if the file you imported:  
 

• Is empty. You need to add content to the file. 
• Contains duplicated records. Two or more records cannot contain the same key, this 

would lead to the wrong information being stored. 
• Contains tab characters. The records cannot contain the tab character. Use an editor 

such as Notepad++ to verify that your file does not contains tab characters.  
 
You can empty the table by clicking the “Delete all the records” button and confirming the delete 
operation.  
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Record Details panel 
The Record Details panel displays the user who last modified the record and the date the record 
was last modified. This information is display-only – it is automatically maintained by the software 
when the record is saved.  The Record Details panel can be collapsed by clicking on the box in 
the upper right to increase the screen space available for editing. 
 

 
 

The panel can be expanded by clicking on the box in the upper right again. 
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