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Requesting an Academic Advisement Report 

Generating an Academic Advisement Report through PeopleSoft Classic 

 
 

Begin by signing into Peoplesoft classic. 

 

 

Drop down the Main Menu list and select “Academic Advising,” then “Student Advising.” 

Click “Request Advisement Report”  
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“Request Advisement Report” takes you to a search page under the tab “Find an Existing 

Report.” To ensure that you view the most updated version of a student’s report, you should 

click the “Add New Value” button.  

 

 

 

Note: Searching under the “Find Existing Report” tab retrieves the most recently 

requested report for this student. A report retrieved this way will be a saved copy of the 

report when it was originally run. Any recent changes to plans, requirements, courses, 

etc will not be reflected. If you would like to use this tab to view a recently generated 

report again, enter the student’s Peoplesoft ID number or other relevant information 

and click “Search,” then select a report to view from the results. 
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To generate a new, updated report, switch to the “Add New Value” screen and enter the 

student’s Peoplesoft ID number in the “ID” box. 

“Academic Institution” will always be “UPITT”. 

In “Report Type,” enter the code for the type of advising report you want to run. If you don’t 

know it, click on the magnifying glass to open a search box, then click the “Look Up” button. 

There is no need to enter anything in the Transcript Type or Description fields. Peoplesoft will 

display all of the Advising Reports available to you. Click the one you want to use. 

Anytime you see a magnifying glass, you can click on it to get a list of all the acceptable 

entries for that field. 
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You will likely be using one of three Report Types: 

• Admin Advisement Report (AAADM) 

• Student Advisement Report (AASTD) 

• Academic Advisement What-If (AAWIF) (page 12) 
 
We recommend using AASTD in most cases. This report type will generate the same report that students 
are able to view.  
 
Once you have filled in the student’s ID and the Report Type, click “Add”. This will bring you to the 
Report Request page. 
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If needed, you can use the “As of Date” to generate past- or future-term advisement reports for students 

who are adding or changing plans. 

If no change is needed, click “Process Request” when you are ready to generate the advisement report. 

 

The generated page is the Academic Advisement Report. The report lists all of the requirements that a 

student needs to complete their general education requirements, majors, minors, and certificates.  

Larger grouping of requirements, such as majors, certificates, and gen-eds are housed together in 

Requirement Groups. Within Requirement Groups, smaller subsets of requirements, such as core 

courses, electives, or GPA and Unit requirements, are grouped together in Academic Requirements. 

Within these Requirements, specific, individual requirements are housed in Requirement Lines. All three 

levels of requirements have identifying numbers within their text. These numbers are important for 

navigation. 

Satisfied requirements will show as satisfied when the student has all the necessary courses/parameters 

either completed or in-progress. Satisfied requirements default to the collapsed display. 

Unsatisfied requirements will list all courses that can be used to complete that requirement (where 

applicable) and will list all of the courses that have been used so far. Unsatisfied requirements default to 

the expanded display. 

The report is easier to view as a PDF. At the top of the report there is a button labeled “View report as 

PDF.” Click this button to create the PDF version.  
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Below is an example page of an AAR PDF. All Requirement Groups included in the report are listed in 

order at the top right corner of the first page. Throughout the PDF, Requirement Groups are housed 

under large yellow headings. Within these groups, Academic Requirements are labeled with blue 

headings, with their individual Requirement Lines listed below.  

Satisfied requirements say “Satisfied” in bold beside them and list all courses that were used. 

Unsatisfied requirements say “Not Satisfied” in red and list all courses that could be used to complete 

that requirement as well as all of the courses that have been used so far.  

At the end of the PDF, the student’s entire course history is listed. 
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Generating an Academic Advisement Report through CX 
 

 

Begin by signing into CX. 

 

 

In the left-hand menu, select “lookup student” and enter either their PeopleSoft ID number in the “ID” 

box, or enter their first and last names into their respective boxes. Then click search. 
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Select the student, click act as user, then continue. 

 

 

 

 

After that, select “Academic Advisement Report” and you will be able to view the AAR via CX. 
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ddd

P 

  

 

At this point you can hit “View PDF” in the top right hand corner above the pie chart to view the PDF 

version as seen on page 11, or click on the arrows beside each requirement group to expand their details 

in CX as seen below. 
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Generating a What-If report in PS Classic 
 

 

When you request an Academic Advisement report in PeopleSoft Classic (page 3-6), one of the available 

“Report Types” is the AAWIF. This “What-if” report can include plans and courses different than the ones 

in which the student is currently enrolled. This type of report is useful for students who are considering 

changing their plan or adding a new one, as it shows what additional coursework they would need to 

complete. 

 

The request page for the AAWIF report has a check box labeled “Use Career Simulation” at the bottom. 

Clicking this box will reveal a link to the right called “View/Change the Career Simulation” where you 

can change the Career and Plan requirements used to generate the advisement report.  
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When you click the link, the following page will appear. Fill out the page from top to bottom with the 

new program, plan, and/or sub-plan you would like to see on the report. Additional instructions for each 

parameter can be found below.  

 

• Program What-If Data 

o Academic Career: Select Undergraduate, Graduate, Continuing Education, etc. 

o Career Requirement Term: Enter the term code in which the student plans to begin that 

career (this will be the same as their current program unless they are changing careers). 

o Requirement Term: Enter the term code in which the student plans to begin the new 

program (this may be the same as their current program if they are staying in the same 

school). 

• Plan What-If Data 

o Academic Program: Enter the code for the school that offers the new plan (Arts & 

Sciences, CBA, General Studies, etc). If you are unsure of the code, you can click the 

magnifying glass to search. 

o Requirement Term: Enter the term code in which the student plans to begin the new 

plan. 

• Sub-Plan What-If Data (You may leave Sub-Plan data empty if none are being added) 

o Academic Plan/Sub-plan: Enter the code for the new plan. If you are unsure of the code, 

you can click the magnifying glass to search. 

o Requirement Term: Enter the term code in which the student plans to begin the new 

sub-plan 

If you want to check multiple What-If scenarios at the same time, you can add additional programs, plan, 

and sub-plans by clicking the Plus Signs (+) in the top right corner of the appropriate sections. 
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You can also add additional coursework to the simulation by clicking the “Add What-If Course” link 

(located beneath the “Use Career Simulation” checkbox on the on the AAWIF’s “Advisement Report 

Request” page) and filling in the search fields. This can be done without the Career Simulation if you 

would like to only add What-If courses to a student’s current program and plan.  

. 

 

Click OK when you are finished making changes, which will return you to the “Report Request” page. 

Click “Process Request” to generate the What-If report. 
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Viewing Advisee Requirements 

Viewing Advisee Requirements via Peoplesoft Classic 
 

 

Begin by signing into Peoplesoft classic. 

Drop down the Main Menu and select “Self Service” then “Advisor Center.” 

Click “My Advisees” 

 

Locate the student and click “View Student Details” 
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From the dropdown box under “Academics,” select “Academic Requirements” and click the “>>” button. 

This will take you to the “Advisee Academic Advisement Report.” 

Viewing a Student’s Academic Record  
This can also be done using the dropdown box. Once you locate the student and click “View Student 

Details”, select “Transcript: View Unofficial”. 
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The “Report Type” field should have “ACADEMIC RECORD” selected. Click the “View Report” button. 

 

 

 

The Academic Record will pop-up in a new tab. It can then be printed or downloaded. 
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Viewing an Academic Record 

 

 

Begin by signing into Peoplesoft classic. 

Drop down the Main Menu and select “Self Service” then “Advisor Center.” 

Click “My Advisees” 
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Viewing Advisee Requirements via CX 
 

 

Begin by singing into CX. 

Select “View Advisees” from the side menu. 

 

Click “Act As User” on the student whose report you would like to view, then click ‘continue’ on the 

following pop-up message. 
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How to Authorize a Student Exception 
 

Exceptions for Peoplesoft Classic 

 
Begin by signing into Peoplesoft classic. 

Drop down the Main Menu and click “Academic Advisement,” then “Student Advisement,” 

then “Authorize Student Exception.”  

 

On that page, click the Add a New Value tab and then click “Add.” (You do not need to fill in the 

“Advisement Override” box) 

 

This will take you to the “Authorize Student Exceptions” page, seen below. 
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On this page, give the exception a brief title in the “Description” box, then another brief title in the 

“Long Description” box. It’s up to you what this says, but the Long Description is the text that will 

appear on the advisement report.  

Then select the student’s academic career by typing the career code in the “Academic Career” 

box. If you don’t know the code, hit the magnifying glass beside the box and then “Look Up” for 

a menu of options.  

Leave the “Selection Code” on “Student” and fill in the student’s Peoplesoft ID number in 

“Selection Data.” 

Drop down the “Operation Code” menu and select which type of exception you would like to 

do. If you choose to do a Requirement Waiver, Change, or Override, another box titled “Level” 

will appear below the “Operation Code” field. Using the magnifying glass and “Look Up” button, 

choose the level of requirement (Requirement Group, Requirement, or Requirement Line) you 

would like to make the exception for. Be sure to be as specific as possible, because the 

exception will apply to everything under that level. 

Once those fields are filled, click on “Create Exception,” located in small blue letters to the right 

of the fields you just entered.  

- This will take you to the page where you fill in the exception. This page will look different 

depending on what Operation Code you chose, but in any case, you’ll need to know the 

Group, Requirement, and Line number of the requirement you’re doing the exception 

for. You can find these numbers in the text within the student’s AAR.  
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- The Group number will be in the text under the main group’s yellow header preceded by 

the letters “RG”. The Requirement Group number for this requirement is 124. 

- The Requirement numbers will be found in the text under the blue sub-headers 

preceded by “RQ”. The Requirement number here is 6. 

- Line numbers will be found in the text of each individual requirement, preceded by 

“RQL”. Line numbers include the number of the Requirement they are housed in. The 

unit requirement within RQ 6 above has a Requirement Line number is 6-10 and the GPA 

requirement’s Requirement Line number is 6-20.  

 

Once you hit Create Exception, if you chose Requirement Waiver (Level LN), the page should 

look like this: 

 

Enter the Group, Requirement, and Line numbers for the requirement you would like to waive, 

then hit “Apply,” then “Save”. 
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Requirement Change looks similar but includes fields that would allow you to change the 

number of units and/or courses required for that requirement. 

If you chose to do a Course Directive, the page will look like this: 

 

Fill in the Group, Requirement, and Line numbers for the requirement you would like direct the 

course to. Then hit “Search” and enter the directed course’s course code into “Subject Area” 

and “Catalog Number” (see below).  

Before you hit Search, you can change the “Course Source” (the dropdown menu to the left of 

the Search button) to enrollment to limit the search results to the student’s courses. 

 

Once the course code or description is filled in, click search and select the course you want to 

direct, then hit “Save”. On the Advisement Report, exceptions will display within the relevant 

Requirement Line, and will include the exception’s title that was entered in the “Description” 

field, the date the exception was created, and the username of whoever created it.  
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Authorizing Student Exceptions in CX (Recommended) 

 

Doing exceptions in CX achieves the same results as in PeopleSoft classic, but it is an easier 

process that allows you to make the exceptions directly from the student’s Degree Progress 

report. 

Sign into Campus Experience (CX). 

Go to “View Advisees” in the sidebar. 

Select an advisee and click “Act As User,” then in their sidebar menu, drop down the 

“Academics” tab and select “Academic Advisement Report.” This will take you to a version of 

their Academic Advisement Report (AAR) within CX.  
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Scroll down and select the Group (RG) in which you would like to make an exception—for 

example, the student’s general education requirements or their major requirements. Once you 

select a Group, that Group’s requirements will appear to the left.  

 

 

 

Users with the ability to do exceptions will now see a box beside each requirement labeled 

“Exception.” Click on that box to waive or change that entire requirement.  
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Above is the window that appears when the user chooses “Requirement Change.” It is rare for 

course and unit requirements to exist on the Requirement (RQ) level, but this is where you 

could change those specifications if they ever occurred. At this level, you are more likely to need 

to perform a “Requirement Waiver.” The Waiver’s corresponding window is the same as 

above, but without the “Requirement Change Value” fields. The Short Description is required, 

but it is the Long Description that will appear on the report PDF, so make sure to include 

whatever information you or your department would like to see on the report, such as who 

approved the waiver and/or why, in the Long Description. The PITT username of whoever 

entered the exception will appear automatically. 
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To change or undo this exception once made, click this same “Exception” box, and select the 

exception. 

 

In the window that pops up, you may edit the exception, or delete it by clicking the trash can in 

the upper right-hand corner. 

 

Exceptions will most often be performed at the Requirement Line level. To make Line level 

exceptions, click on the Requirement to drop down the Lines, and then click on the ellipses 

button in the top right-hand corner to drop down the exceptions menu. 

 

The Requirement Line Change option can change the number of course or units required to 

fulfill that requirement. The Requirement Line Waiver option can waive that requirement. The 
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popup windows for both options work the same on the Line level as on the Requirement level 

(see pg 25), but this level also allows you to direct specific courses to fill those requirements. 

Below is the popup window for the “Course Directive” exception. In the “Directive Type” 

dropdown menu, choose “Substitute” to direct a specific course into that Requirement Line, or 

“Exclude” to remove a specific course from that requirement line. In the “Course Source” 

dropdown menu, choose where you would like to pull the directed course from, such as the 

student’s enrollment, their transfer courses, or from a full list of course offerings. Then select 

the subject of the desired course and hit search to pull up relevant courses. You may include the 

course’s catalog number or description to narrow down the results further.  

 

The example above searches for all the biological science courses that the student has enrolled 

in. To select one, click the circle to the left of the subject code.  

If you would like to direct multiple courses to this requirement line, click “Add Course 

Sequence” in the left-hand sidebar and repeat the process.  

When you have selected the courses you want, click “Continue to Step 2” where you will be 

prompted to write a Short Description and Long Description. Again, though the Long Description 

is not required, it is the one that will appear on the Academic Advisement Report. 

Finally, click “Confirm” at the bottom of Step 2. This will complete the process. 
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Line-level exceptions can be deleted the same way as Requirement level exceptions. Go back to 

the ellipses button and click the type of exception that you would like to remove. You will see 

the exceptions that have already been made on that line and have the option to delete them. 
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Advisors: Degree Planner User Guide  
 

Log in to the PeopleSoft/HighPoint CX Dashboard  
1. Access PeopleSoft/HighPoint CX by:  

a. Searching for “CX” in myPitt  

b. Using PeopleSoft Classic (Main Menu → HighPoint → Campus Experience → 

Dashboard)  

  

2. You will now be on your personal dashboard.  To view a student’s degree path:  

• Click View Advisees and select the student you wish to view o If you do not 

have any advisees, click on Lookup Student and enter the student’s name or ID 

number  

• Click “Act As User” and acknowledge the FERPA Notification before proceeding 

  From the left side navigation menu, select Academics, then Degree 

Planner.  

Note: You can also view a student’s degree path without entering the CX Dashboard.  Using 

PeopleSoft Classic, navigate to (Main Menu → HighPoint → Degree Planner → Degree Planner 

Student Search and enter the student’s name or ID number.  

  

 

https://my.pitt.edu/
https://my.pitt.edu/
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Learn the Parts of the Degree Planner Screen  
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1. The top-left of the Degree Planner screen – Displays the student’s name, ID photo, and 

a list of their currently declared majors, minors, and certificates.  

a. Click the drop-down arrow to create options for alternative or what-if paths.   

b. Navigate back or around using the “breadcrumbs” next to the student name.  

2. Past Courses – Click Open to display a sortable section list (via filter boxes and columns) 

of all student information for completed or registered courses, including: a. Course 

Titles  

b. Requirements the course satisfies  

c. Grades  

d. Terms when completed   

e. Number of units/credits  

f. Passed/Failed/Enrolled status  

g. Transfer courses denoted by a blue box and the abbreviation TC  

Getting Started – Review Any Options  
3. Review “Options”, if present – If there are requirements in the student plan that give 

different choices for completion, you may see a box listing those requirements and the 

possible options a student can choose. To review these options:  

a. Click Select Option to see the available tracks.  

b. Choose each option from the left column to see the list of courses required for that 

option, and if they have completed any of the courses.  

c. Select each course to open a list containing course titles, units, pre-requisites, and 

typically offered terms, then  

i. Expand each course to see its description and any additional information.  

ii. Use the drop-down list filters to sort by campus, academic career, 

prerequisites, and typically offered term.  

iii. Search for specific courses.  

iv. Keep some preferred “options” in mind and to consider where they may best fit 

in the Degree Path.  You will be moving these to a specific term as you design a 

personalized path.  

Plan a Degree Path  
Once you have considered any possible options, you can begin designing a path.  

4. Terms – Terms are grouped by year and divided into Fall, Spring, and Summer sections. 

The dashboard view allows you to quickly see the number of courses and units needed 

for the requirements that have been assigned to that term. The Selected Courses/Units 

counts shows how many courses have been selected for the requirements of that term.  

a. Click Mass Edit Max Units to change the credit load for each semester  

  Undergraduate defaults to 15; Graduate to 12  
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Tip: The minimum fulltime credit load is 12 per semester and 15 credits per semester is the minimum 

credit load needed to reach 120 credits in 4 years.  

  

b. Click a term to expand it.  Requirements will appear on the left and courses 

that fulfill those requirements are on the right.  Expand the arrow for more 

details on the course.  

  

Selecting Courses to for a Requirement  

1. Requirements will be listed on the left hand side, or an elective can be added.  

2. Click Select a Course to review which ones will fulfill the requirement.  

i. Expand the arrow to view details on the course  

ii. Click Select to add that course to your Degree 

Planner  

  

5. Unplanned Requirements – If there are requirements in your plan that have not 

been assigned to a term for completion, you may see a box listing those requirements.  

a. Click Select a term to see the unplanned requirements list, and the courses that 

would fulfill them.  

b. View the unplanned requirements in the left-hand column.  

c. View the courses that are available to fill the highlighted requirement in the 

right-hand column.  

d. Expand each course using the arrow icon to view its description and any 

additional information.  

e. Use the drop-down filters to sort the list by campus, academic career, pre-

requisites, and typically offered term, or use the search field to search for 

specific courses.  

f. Once you have reviewed a option(s), the click the “...” icon, then Move, and 

pick a term to assign the requirement  

  

6. Options – Plan to fit the requirements from your chosen options you considered 

earlier into the terms where they best fit  

Move Requirements to a Term (or Another Term)  
To move requirements from their assigned term:  

1. Open the term or the “Unplanned Requirements” list. 

2. Select a requirement.  

3. Drag and drop the requirement into the desired term. When moving requirements in 

“Unplanned requirements, you may also click the “+ Select Term” button on the right-hand 

side of the requirement and select a term.  
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Deeper Look: Adding a Course to a Requirement  

1. Scroll to desired term.  

2. Click “Select Course” to view courses that can fill the requirement:   

a. View course titles, units, pre-requisites, and typically offered terms.  

b. Expand each course listed to show its description and additional information.  

c. Use the top drop-down lists to filter the list by campus, academic career, prerequisites, 

and typically offered terms.  

d. Use the Search box to search for specific courses.  

3. Once you and the student have evaluated their options, they can add the course to their 

plan by clicking the blue select button next to the course.  

  

Note: This does not register them for the course!  

  

4. Use the filter drop-downs to eliminate courses not offered on their campus, not offered in 

the term, or that require additional pre-requisites they may not have satisfied.  

  

Note: If the course is not currently being offered in the term selected, a notification appears 

onscreen prompting them to select a different course or move the requirement to a term 
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when the course is offered. A similar error message appears if a selected course is not 

offered on their campus.  

Plan an Elective Course with a Student   
An elective course does not fulfill a specific requirement. To plan an elective course:  

1. Click the Add an elective button at the bottom of each term.  

2. This generates an extensive list of courses that you and the student can browse, filter, and 

search to find an elective course.  

What-If Reports  
What-If Reports are useful for exploring alternate degree options. To create a report:  

1. Click the drop-down at the top of the screen next to the student’s major.  

2. Select New What-If Path and answer the 4 questions:  

a. Select a Career – Are you considering an undergraduate or graduate degree?  

b. Start Term – When do you plan to begin this major?  

c. Academic Program – Which University of Pittsburgh school and degree plan are you 

considering? If there is an optional concentration for the major you select, you can 

choose it here as well.  

d. Path Name – This is the path title that appears in your drop-down menu. Provide a 

relevant, concise title.  

3. Allow a few minutes for the new path to load and update. Once it does, you can use it the 

same way as your Primary path, assigning requirements and courses to terms, then building 

a plan for degree completion.  

Differences between Degree Planner Paths and Advising Reports  
Degree Planner paths use the requirement data from Advisement Reports to create a more 

interactive planning tool. Degree Planner is most useful for new students (freshmen and 

transfers) and for recently declared students to understand and visualize the time and term 

schedules needed to graduate in a given amount of time. These paths may also have pre-

programed suggestions for courses and requirement order that are based on department input 

and general student outcomes.  

Advising Reports are most useful for students nearing the end of their degree to identify what 

requirements they still must complete.  

Get Help  
Please contact the Office of the Registrar at 412-624-7608  if you have any questions regarding 

this information.  
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