
 

Viewing an Academic Advisement Report (AAR) 

 

 

   Page 1 

The Academic Advisement Report (AAR) displays the academic requirements for the student’s plan and the 
student’s progress toward completion of that plan. The AAR in PeopleSoft is what was called a Degree Audit in 
Orion.   
 
The AAR is typically generated through a batch process. However, if the student was not previously term 
activated and the AAR failed to generate, then when they attempt to enroll, they will get an error that says, 
“Requirements not available at this time” and the advisement reports (ADV and PLN) would need to be 
manually generated. 
 
You should always view an AAR from the Request Advisement Report screen instead of the Student Services 
Center, because generating the AAR from this screen allows you to immediately see any changes that were 
made to the AAR.  
 

Step Action 

1. Navigate to Main Menu > Campus Solutions > Academic Advisement > Student Advisement > 
Request Advisement Report. 

2. Click the Add a New Value tab.  

3. Enter the student ID. 

4. Enter the desired Report Type (ADV).  

5. Click Add. 

 

 
 

Step Action 

6. Click Process Request. 
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(Complete this process again, choosing Report Type PLN if the student’s AAR has not been run previously). 
 

Step Action 

7. The Academic Advisement Report displays with satisfied requirements in the collapsed mode 
and incomplete/not satisfied items in the expanded mode. To see a quick summary of all 
Requirement Groups, click the Collapse All button.  

 

 
 

Step Action 
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8. Click on any green triangle to expand or collapse a specific requirement.   

 

Courses are displayed as taken, in progress, or planned using the icons below:  

 

If a student is enrolled in a course it will be displayed as In Progress. The requirement will be collapsed and will 
populate as Satisfied, because the system assumes that the student will be successful. If a student says that 
they are ready to graduate, you will need to use the Expand All option to see if an area is collapsed due to a 
course that is currently in progress.  

 

If the student is ultimately unsuccessful in the course, the course is removed from that requirement and 
populates in the Additional Courses – Not Used toward Plan Requirements  area at the bottom of the AAR. 

In a requirement like Communications above, if Communications Category A is satisfied, but Communications 
Category B is not, then Communications Category A collapses, but the overall requirement stays expanded. 
Once all lines in the requirement have been satisfied, then General Education Communications will collapse as 
satisfied. 
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Step Action 

9. Click View All to see all course options if there are more than 10 choices or click Last to scroll 
to the last page of course options. 

10. Each course is listed as a hyperlink, which you can click to see additional course details from 
the catalog. 

Each Requirement Group (RG) can contain several Requirements (RQ), which can each contain several 
Requirement Lines. To satisfy the requirement line below, students must complete 3 units (one course) from 
the list of approved courses. NOTE: On the AAR credit and clock hours are listed as units. 
 

 
 

Step Action 

11. Review course details such as Units, pre-requisites and co-requisites, and a course 
Description. 

12. Click view class sections to see if there is an open class section. 
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Step Action 

13. Click the hyperlink for class details to view additional information about the class. 
 
NOTE: Class sections are noted as Open, Closed or Wait List. The Wait List functionality is not 
set up at this time. 

 
  

When you click on the class hyperlink the following class details are displayed: 
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Step Action 

14. Click the Return to My Academic Requirements link at the bottom of the screen to go back to 
the Academic Advisement Report. 

15. Scroll down and view additional requirements to be completed for the plan. 

 
 
 
 
Electives: Plans with electives requirements are configured to display to students 1) what they have already 
completed to date that counts toward fulfillment of the elective area as well as 2) the current list of possible 
elective courses if additional enrollments will be needed to satisfy the requirement. 
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Residency Requirement: This section insures that students have taken 25% of their total hours/units here at 
FSCJ. 
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Foreign Language: Displays courses that students can choose to satisfy the foreign language requirement for 
AA students and Bachelors students. When the foreign language requirement is waived, the Foreign Language 
area on the AAR will be collapsed, but you will not see the high school foreign language classes listed here 
because the AAR only displays college-level classes. NOTE: The foreign language waiver would have to be re-
evaluated if a student went from being an AA student to a Bachelor’s student. 
 

 
 
Additional Requirements: Plans that have additional requirements and any college-wide graduation 
requirements are also listed on the AAR. 
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Additional Courses: Any of the courses that the student has completed (satisfactorily or not) in a particular 
career (e.g. CLK, CRED, etc.), but do not count toward completion of the plan, will display in the Additional 
Courses area. These are considered Not Used courses. 

 
 

 
External Courses: The External Courses area lists all Transfer Courses from prior institutions and course 
completions earned from Test Scores. 

 
 
Embedded Technical Certificates: Some Associate in Science (AS) Degree AARs will display the AS degree 
requirements as well as additional requirements for related Technical Certificates (TCs). In PeopleSoft, we 
have “embedded” those TCs in their corresponding AS degrees. Since students only have one active plan per 
career in PeopleSoft, FSCJ uses the embedded TC to capture a student’s progress in those TCs, and to let the 
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student see their own progress. This also allows students to possibly enroll in courses needed to complete 
those certificates. Student Records staff will validate completion of those TCs so that students can graduate 
with them. Whether or not the student earns the TC, the student can still graduate with the A.S. degree. If an 
AA student wants to complete a technical certificate, the TC would have to be requested to be added to their 
AAR. 
 
Authorizations for Student Exceptions (Course Substitutions): Course substitutions, also called Authorizations 
for Student Exceptions in PeopleSoft, are denoted by an indicator in the Notes column of a course list on the 
AAR.  Students or advisors can click on the blue hyperlink in the Notes column to see what the course 
substitution is for. (A note is included because course substitutions do not always replace the class you want it 
to if the student still has several options to take. It may simply add it to the area.) An Authorization will list 
what is being added or replaced and the Dean or Program Manager that approved the substitution. 
 
None of the course substitutions in Orion migrated into PeopleSoft. If a student had a course substitution in 
Orion that has not been moved to PeopleSoft please have them submit a help ticket. 
 

                   
 
NOTE: The AARs are designed to count everything that “could” apply to a degree. You may have a student ask 
to exchange or substitute one Humanities for another to bring up a GPA. It will not change the GPA. If both 
classes have the AA attribute, they are both already counting.  
 
Split Credits: The AAR is designed to split a student’s credits when needed so they can use all of them. In this 
example the student takes a 4 credit science but only 3 credits are needed for the area. The 4th credit is 

If you click on the 
Authorization, it will 

show the class subbed 
or waived and who gave 

permission to do it. 

Authorizations are 
attached to a plan.  

If a student 
changes plans they 

will need new 
authorizations. 
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moved to the elective area or the “Not Used toward Plan Requirements” area so it can be used a sub or 
elective if needed. 

 
 

The 4th credit… 

 

 
Quarter Hour Shortage: If you see a student that does not have the full credits for a class they may have 
transferred in from another school that runs on quarter hours. We run on semester hours so they wouldn’t get 
the same credits. In this example below the communications dean approved a course sub (Authorization for 
Student Exception) to fix the quarter hour shortage. 

 

 

 
 


