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For detailed instructions on these tasks go to: http://www.csusm.edu/cms/TrainingDocumentation/faculty.html 
	Task
	Navigation
	Directions

	Academic Requirements Report (ARR)
	From your “Faculty Self-Service” page, click the “Advisor Center” tab.
	Enter student information and click the “Search” button. From the Advisee Student Center, under Academics (not tab at top), select from the drop down menu: “Academic Requirements” Then click on the GO (double arrows) button to take you to the ARR.

	Alternative Course Approval Form 
	From your “Faculty Self-Service” page, click on “Academic Resources”, then on “Alternate Course Approval”
	Complete form.  Submit form by doing the following: First, click the “save” button (see lower-left portion of screen.  If you are completing only one course approval for a student, you are done.  If, however, you are submitting more than one course approval for the same student, after clicking “save,” click the [+] button in the top, right-hand corner of the form.   To add additional students, click the “Add” button on the bottom of the screen.  Then repeat the directions above.  NOTE: This option is available to tenure-track faculty only. This is for courses not articulated through the articulation office.

	Class Rosters
	From your “Faculty Self-Service” page, click the “Faculty Center” tab (default tab). Select the “class roster” subtab (center). 
	Class Rosters can also be accessed from the “my schedule” tab.

	Class Search
	From your “Faculty Self-Service” page, click the “Search” tab. Notice that the “search for classes” subtab is automatically selected.
	Select the term you want to search and click the “Search” Button.  Use the basic criteria provided or click on “Additional Search Criteria” if needed. You may also need to uncheck the “Show Open Classes Only” checkbox

	Grade Rosters
	From your “Faculty Self-Service” page, click the “Faculty Center” tab (default tab). Select the “grade roster” subtab (center).
	Grade rosters are generated near the end of the term, normally the week prior to finals.

	Permission Numbers
	From your “Faculty Self-Service” page, click the “Faculty Center” tab (default tab). Notice that the “my schedule” tab is automatically selected.
	Click on the permission numbers icon (to the left of each class. Permission numbers are class specific and can only be used once.

	Student contact information (student’s address, phone and email and emergency contact information)
	From your “Faculty Self-Service” page, click the “Advisor Center” tab. 
	Enter student information and click the “Search” button. From the Advisee Student Center, toward the bottom of the screen you will find the student’s personal information.

	Student’s Holds
	From your “Faculty Self-Service” page, click the “Advisor Center” tab. 
	Enter student information and click the “Search” button. From the Advisee Student Center, in the far right will be a boxed showing the student’s holds.

	Student’s Schedule
	From your “Faculty Self-Service” page, click the “Advisor Center” tab. 
	Enter student information and click the “Search” button. From the Advisee Student Center, in the center of the screen under “Academics” you will find the student’s schedule.

	Student’s Unofficial Transcript
	From your “Faculty Self-Service” page, click the “Advisor Center” tab.
	Enter student information and click the “Search” button. From the Advisee Student Center, under Academics, select from the drop down menu: “Transcript: View Unofficial Transcript” Then click on the GO (double arrows) button to generate the student’s unofficial transcript.

	Teaching Schedule (colleagues)
	From your “Faculty Self-Service” page, click the “Search” tab. Select the “faculty search” tab.
	Search by name.  Enter some part of your colleague’s information and click the “Search” button.

	Teaching Schedule (your own)
	From your “Faculty Self-Service” page, click the “Faculty Center” tab (default tab). Notice that the “my schedule” tab is automatically selected.
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