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Advisement – Drop In Advisee
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The advisement functions in PeopleSoft Faculty Self-service provide you the ability to view many aspects of a student’s academic record. This document provides the steps to view a student’s unofficial transcript for CSUSM courses.
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	1)
	From Faculty Self Service select the Advisement tab.
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(@ There is no information for the transaction you requested.

NEW DROP-IN ADVISEES

Eaculty Center Advissment Class Search Faculty Search






	1)
	Select the New Drop-In Advisees button
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	PeopleSoft does not have faculty tied to students as Advisors, this is why we must use the Drop-In process.
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~ FERPA Message for Instructo

dvisor

Educational records are kept by University offices to faciltate the sducational development of
Studants, Faculty and staff mambars may also kesp informal racords relating £ thair functions!
responsibilities vith individual students.

A faderal lav, the Family Educational Rights And Privacy Act of 1974 (also known s FERPA, and
the Buckley Amendment) as amandad, affords studants certain rights concarning thelr student
‘educational records. Studants have tha right to have soma control over the disclosure of
information from th racords, Educationsl institutions hava th responsibility t prevant impropar
disclosure of parsonally idantiiable information from the records.

WHEN IN DOUBT, err on the side of caution and do not releass student educational information.
Contact the Office of the Registrar for guidance.

Make a selection and press change

[ e | change
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	1)
	Select Search to find the student you want to review their schedule.
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	1)
	You can enter the student’s ID number or a combination of their first and last name.

	2)
	Once you have entered the information select the [image: image7.png]Look Up



 button.
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	Students ID numbers in PeopleSoft are the same as Banner except the @ has been replaced with a 1. Student’s whose IDs started with 00 have not changed.
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Basic Lookup

Select the Lok Up button to
get the students that meet

your criteria

D Short Description|Last Name|First Name

(00113587 Smith Couriney Anne ~ Female 061 (blank)  ='5071 USA ssn SWITH  COURTNEY|
1100156847 Smith, Courtney Christine Female 0910 (blank) 12684 USA ssn SMITH  COURTNEY|
100171876 Smith Courtney A~ Female 0907~ (blank) ~ =***7179 USA ssn SMITH  COURTNEY|
1100189861 Smith, Courtney D Female 05/02 blank) 8747 USA SsN SWITH __ COURTNEY]
[100223613 Smith, Couriney Fiizabeth Female 0923 (blank)  =+9074 USA SSN SIITH _ COURTNEY]
[100265550 Smither Courtney Paige Female 09109 (blank) _ =+5623 USA SSN SHITHER COURTNEY|






	1)
	Select the student you want to review their class schedule by clicking on the blue hyperlink text.
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	1)
	Make your selection of what you want to view – Unofficial Transcript

	2)
	Then select the 
[image: image11] button.
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Advisee's Unofficial Transcript

Choose an institution and report type and press 5o to view your report.

"this process may take a few minutes to complete. please do not press
‘any other buttons or links while processing is taking place™

Academic Institution [ Cal State San Marcos ¥ ==

Report Type v

CANCEL

Page: 10t 1| Words:0 | G5 |





	1)
	Choose the Report Type  – Unofficial Transcript; wait until Processing stops

	2)
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Select the  
[image: image13] button to see the Report Results.
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New Drop-In Advisees

FERPA Message for Instructor/Advisor

Educational records are kept by University offices to facilitate the educational development of
students. Faculty and staff members may also keep informal records relating to their functional
responsibilities vith individual students.

A faderal law, the Family Educational Rights And Privacy Act of 1974 (also known as FERPA, and
the Buckley Amendment) as amended, affords students certain rights concerning their student
educational records. Students have the right to have some control over the disclosure of
information from the records. Educational institutions have the responsibility to prevent improper
disclosure of personally identifiable information from the records.

WHEN IN DOUET, arr on the side of caution and do not release student educational information.
Contact the Office of the Registrar for guidance.

Make a selection and press chas
L s | TayorBel stucentoem =
**Student Details™*
Academic Information
@ * Address
Advisor Request
ule

Emergency Contacts

Enrollment Appointments
VIEW MY ADVISEES Grades

Telephone
To Do List
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	1)
	Select the Return button.

	2)
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Then select the 
[image: image15] button to return to the Drop In Advisee page.
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[image: image21.png]Fall 2007

GES 108 INTRO IO PHYSICAL SCI 3.00 0.0 W

LTWR 206 FANTASTIC JOURNEYS 3.00 0.00 W

MATE 118 ‘COLLEGE ALGEBRA 3.00 0.00 W

PSYC 356 DEV PSYC: ADULTHOOD/AGING 3.00 0.00 W
TERM GRA : 0.000 TERM TOTALS : 0.00 0.00 0.000
COM GRA : 2.467 CUM TOIALS : 45.00 36.00 111.000

Spring 2008

GES 100 PHYSICAL SCI AROUND US 3.00 3.00 A 12.000

BHIST 201 WOR CIV TO 1500 3.00 3.00 A- 11.100

MATE 118 COLLEGE ALGEBRA 3.00 3.008 9.000

BSYC 330 DEV PSYC: INFANT/CHILD 3.00 3.008 9.000
TERM GRA : 3.428 TERM TOTALS : 12.00  12.00 41.100
CUM GRA : 2.668 CUM TOIALS : $7.00 48.00 182.100

Undergraduate Career Totals
o GRA : 2.662 COM TOTALS : §7.00  42.00 152.100
----- Non-Course Milestones - - - - -
English Remediation - Remediation not Required
Milestone Stazus: Completed
English Remediazion

Not Required - Completed




