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Running an Advisement Report 
 
 
Concept 
 
This document demonstrates how to generate and view an Academic Advisement Report.  
  
The Academic Advisement Report gives a complete analysis of the student's standing in regards 
to his/her graduation goals.  It includes grade point averages, courses taken to fulfill general 
requirements, courses taken to fulfill requirements in the major field of study, and courses taken 
to fulfill requirements in the minor field of study (if applicable).  
  
The use of this report applies only to undergraduate students, the School of Graduate Studies, and 
the Weatherhead School of Management.  
 
Procedure 
 
Use these directions to run and view a student Advisement Report. 
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Step Action 
1. On the Student Information System Sign In page, enter your Case Network ID into 

the User ID field.  
2. Enter the associated password into the Password field.  
3. Click the Sign In button. 

 

 
 

Step Action 
4. The Faculty Center appears. 

 
Click the Advisor Center link. 
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Step Action 
5. The Advisee Roster appears. 

 
Locate the student who’s Academic Advisement Report you wish to view and click 
the View Student Details link. 
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Step Action 
6. The advisee's Student Center appears. 

 
Click the Other Academic... list. 

 
7. Click the Academic Requirements list item. 

 
8. Click the Go button. 
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Step Action 
9. The Academic Requirements report appears.  

 
Below the student's name and ID number is the Program/Plan grid, where the 
student's Academic Career, Academic Program, and Academic Plans are listed.  
For each item in the grid, the Requirement Term, Status (Satisfied or Not Satisfied) 
and Expected Graduation Term are listed. 

 

 Academic Career:  Undergraduate or Nondegree 
  
Academic Program:   

• UGS - Undergraduate Studies (Undeclared)   
• CASUG - College of Arts and Sciences Undergraduate Program  
• ENGUG - Case School of Engineering Undergraduate Program   
• MGTUG - Weatherhead School of Management Undergraduate 

Program   
• NURUG - Frances Payne Bolton School of Nursing 

Undergraduate Program 

Academic Plan: the student's major and minor declarations.  The student 
can only declare those majors that exist within the Academic Program in 
which he/she is enrolled.  The student can declare minors that are 
approved in multiple Academic Programs. 
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Step Action 
10. Underneath the Program/Plan grid is a legend that describes the symbols that 

appear next to the courses listed in the report. 
 

 The Advisement Report contains the following legend: 
  

 
  
These symbols appear next to classes in the report that the student has 
taken, is currently taking, or is planning to take to satisfy a requirement.  
Classes with the Planned symbol indicate that the class is in the student's 
Planner, which is an optional Student Center planning tool.  For an 
unsatisfied requirement, a list of classes that can satisfy the requirement 
appears in its section.  Courses that the student has taken as part of the 
requirement will appear with one of these symbols.  If a class does not 
have a symbol next to it, then the student has not yet taken or planned to 
take that course. 

 
Step Action 
11. Each broad requirement that the student must fulfill according to the career, 

program, and plans are demarcated by a thick solid line, called a header.   
 
The first header is the student's career requirements.  It includes the requirements 
the student must fulfill according to the career in which they are registered (i.e. 
Undergraduate, Graduate, Management). 
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Step Action 
12. Wherever there is an icon that looks like a green arrow pointing into the report, a 

section is collapsed.  Click the Expand Section button to see that section. 
 

 

 Throughout the Academic Advisement and What-If Reports are 
pushbuttons that look like green arrows.  These buttons, called Expand 
Section and Collapse Section, can expand and collapse headers and 
sections. 
  
If a header or section is expanded by default, it typically means that the 
particular requirement is not satisfied.  When a requirement is not 
satisfied, its green arrow button points down.  Clicking on the arrow will 
collapse the section so that no data displays other than its header or title.  
Consequently, this green arrow button is called Collapse Section. 
  
Examples of an unsatisfied requirement with Collapse Section 
button: 
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If a header or section is collapsed by default, that typically means that 
either the section is informational only (not a requirement), or that the 
requirement has been satisfied.  When a requirement is satisfied, it's 
green arrow points inward.  Clicking on the arrow will expand the 
section so that all data within it displays.  Consequently, this green arrow 
button is called Expand Section. 
  
Examples of a satisfied requirement with Expand Section button: 
  

 
  

 
  
  

 
Step Action 
13. When the section expands, up to ten courses can appear in the section at one time.  

Click the Show next button to see the next ten courses. 
 

14. To see all courses in the section on the screen at one time, click the View All link. 
 

15. The General Requirements header includes the general requirements for the 
student's Academic Program. 
 
Listed within each general requirement are: 
 
The student's status regarding this requirement (Satisfied or Not Satisfied) 
Units (or Courses) Required 
Units (or Courses) Taken 
Units (or Courses) Needed 
 
Also listed are the courses that the student has taken to fulfill the requirement. 

16. The Courses Not Applied header contains courses that do not apply to any specific 
requirement. 

17. Click the Expand Section button to see the contents of the Courses Not Applied 
header. 
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Step Action 
18. Click the Expand Section button next to Extra Courses. 

 
19. The Extra Courses section appears.   

 
Click the Courses Not Applied Collapse Section button to collapse the entire 
section beneath the header. 

 
20. The headers following Courses Not Applied demarcate the student's Academic 

Plans.  Beneath each plan header are the following data: 
 
Requirements for satisfying the Plan 
Not Satisfied or Satisfied 
Units (or Courses) Required 
Units (or Courses) Taken 
Units (or Courses) Needed 

21. Within each plan header are the requirements that constitute the plan.  Each plan 
has different requirements for completion. 
 
Where there are course requirements, the report will list the courses required, 
taken, and needed, followed by a list of the courses that fulfill that requirement.  
Courses that the student has taken, is taking, or plans to take are indicated by 
symbols found in the legend at the top of the page. 

22. Also included for each Academic Plan is the Verification requirement.  This 
requirement checks for a minimum GPA, minimum number of units, and minimum 
number of residency units specifically for that Plan. 

23. This completes the process of requesting and viewing an advisement report. 
End of Procedure. 
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