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Advisor Center Reference Guide 
Log in to my.chapman.edu 

 

1. The Advisor Center opens to the My Advisees tab. Students who are assigned to you as 
an Advisor will display. Click on View Student Details to see information for a particular 
student.  

 

 
 
 

2. Click the View Data for Other Students button to access information for other students. 
 

 
 

3. T
 
 

he search menu appears after clicking the View Data button. Enter the student ID 
or search by name by entering a portion of the last name. First name or a portion of 
the first name is optional. Click the search button.  

 

https://my.chapman.edu/
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4. The Advisee Student Center opens with the selected student.  

 

5. Click the down arrow to display the available reports in the in the Academics section. 
Select Program Evaluation and click the double arrow “GO” button. 
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6. The report opens with major(s), minor(s), cluster, advisor(s), expected graduation term 
and in some cases, status of graduation listed at the top.  

 

 

7.  Click the collapse all button to view the report sections. 

 
 
8.  There are a minimum of seven sections to the program evaluation.  Classes 

enrolled/taken by the student with be coded with icons as shown above the class sections.  
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Here is a description of each section: 

• General Information – Messages to assist in understanding the evaluation and 
disclaimers. 

• Degree Requirements – General degree requirements (i.e. credits, GPA, 
residency etc.) as well as Preparatory Skills, Limitation of Credit and Transfer 
Credit after Matriculation. 
Includes student progress in meeting these requirements. NOTE: The GPA 
displayed here is NOT the official GPA. Please refer to the GPA in the Academic 
tab - Term Summary Statistics section for the correct calculated GPA. 

• General Education Requirements –Detailed breakdown of each 
requirement and student progress toward completion in Global Citizenship, 
Language, Shared Inquiry etc. 

• Inter/Multidisciplinary Cluster (themed inquiry) – Description of cluster 
(themed inquiry) requirements and when it must be declared. 

• In Progress Courses and Other Courses Not Used – Displays classes that 
are in progress and lists courses not used to satisfy major, minor and GE 
degree requirements. Also includes ineligible courses  

• Academic Discipline Degree Requirements (EXAMPLE: Bachelor of 
Science in Health Sciences) – Lists the required courses for the degree and 
the student’s progress toward completion. 

• Additional Academic Discipline Degree Requirements (EXAMPLE: 
Health Sciences Major Requirements) – GPA, upper division and residency 
requirements. 

 
GENERAL NAVIGATION TIPS  
 



Advisor Center – Program Evaluation – September 10, 2019  5 | P a g e 
 

• Student progress in each area will be indicated by either Satisfied or Not Satisfied. 
NOTE: A section may be notated as Satisfied and it includes “in progress” courses. 
The report assumes a passing grade will be earned and therefore satisfy the 
requirement. If the earned grade does NOT meet the requirements, the status will 
change to Not Satisfied. 

 
 

• To view detail of any area, click the arrow icon. To close the section the arrow icon 
again.  

 

 
 

• Courses that are completed/in progress are identified by icons. 
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• If there are several courses that can meet a requirement the course listing will appear 
with icons for courses completed/in progress. NOTE: There can be more courses 
available than displayed. Review the icons at the top of the section and note view all 
option. 

 
• If the list is extensive, you may see a link to View Course List. 
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1. GENERAL INFORMATION- This section provides guidance for reviewing the 
program evaluation. There may also be disclaimers regarding the completeness of 
the evaluation. Once the Registrar’s Office reviews your program evaluation for 
accuracy, the disclaimer will be removed. Here is an example of the disclaimers 
that may display for incoming new students as well as current students. 

 
 

2. UNDERGRADATE DEGRE REQUIREMENTS- This is an example of an 
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undergraduate student. You see the overall graduation degree requirements are 
Not Satisfied but the Preparatory Skills are Satisfied. 

 
 

• The Degree credit minimum for most students will reflect 120 credits. However it is 
possible, if any limitations of credit exceed the maximum amount that can be applied 
to a degree, this may increase. If so, you will see this message on your evaluation. 
Click the Note link to read the details. 



Advisor Center – Program Evaluation – September 10, 2019  9 | P a g e 
 

 
 

• Transfer credit information and tracking of transfer credit once enrolled at 
Chapman is tracked in this section along with and limitation of credits that will be 
applied toward your degree. You can view each detail by clicking on the green 
triangle. 
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3. GENERAL EDUCATION REQUIREMENTS-  Contains first-year foundations, 
Global Citizenship Cluster (Global Focus), language, and shared inquiry. 
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4. INTER/MULTIDISCIPLINARY CLUSTER (Exploration Cluster)- fulfilled by the 
inter/multidisciplinary cluster (themed inquiry), a minor, a second major or the 
University Honors Program.  The student must declare this secondary information by 
the time they have reached 60 credits. The name of the cluster (themed inquiry) will 
only appear if the student has declared it like in the example below: 
 

 
• If student hasn’t declared secondary information, they would see a different message. 
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5. IN PROGRESS COURSES- This section should be reviewed to see if there are 
any transfer courses pending. Also courses taken by the student that are not 
meeting a requirement are listed and may be determined to meet a degree 
requirement. 

 
 

6. ACADEMIC PROGRAM REQUIREMENTS - this example is for an 
undergraduate pursuing a BFA in Screenwriting. This example displays separate 
sections of required courses. Each section will have a similar breakdown of classes 
and student progress towards completion. 
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7. ADDITIONAL PROGRAM REQUIREMENTS- this section displays the progress 

toward GPA, upper division, and residency requirements.  Also, includes 60 credits 
outside of major discipline for BA degrees.  
 

 
 

8. EXCEPTIONS/SUBSTITUTIONS- When exceptions, such a substitution for a 
Chapman to Chapman course or a transfer to Chapman course is made, notes are 
placed in the requirements section.  A transfer course has been approved for this 
example below.  
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Click on the note number link to view the substitution note, which will open in a new 
screen.  
 

9. ADDITIONAL MAJOR, MINOR(S), UNIVERSITY HONORS PROGRAM-  the 
additional academic programs will display towards the bottom of the program 
evaluation.  They appear as students declare this information with the Office of the 
University Registrar.  
 

10. PROGRAM EVALUATION as PDF- When you enter the Program Evaluation 
screen, at the top of the report is a view report as pdf button. Click that button to 
generate a pdf copy. Disable pop-up blockers.  

 

 
• The report provides all the details by section of the student’s progress and 

outstanding requirements. The pdf can be printed or saved to a file for future 
reference. 
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11. TRANSFER CREDIT - There are two ways to review transfer credit in the Advisor 
Center. You can click on the transfer credit tab or select the Transfer Credit report 
from the drop down menu in the Academics section. 

 
• The transfer credit tab provides summary detail of the student’s transfer and test 

credit units. Click on the Expand All icon to open up both tabs and see all data 
provided. 
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• The Transfer Credit report will generate a detailed breakdown of each class, the 
Chapman equivalent and any notes by the Registrar’s Office staff regarding the 
review of the transfer/test credit. Select the transfer credit report from the drop 
down menu.   
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• Transfer work will be listed for every school taken in transfer.  Left side will display 
the external course information, right side will display Chapman course equivalent, 
notes, and other designations.  

 
 
 
ACADEMICS TAB 

Student academic career data is displayed in addition to summaries of enrollment 
history.  This provides the student’s current degree program, major, minor, cluster etc. 
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The lower part of the screen is the Term Summary. There is a link for each enrollment 
term on the left side.  The screen will default to the most recent term with enrollment 
data.   

 
 
To change to another term, simply click on the term in the list under Term Summary. 
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The Academic Level is based on the enrollment at both the start and end of the term 
assuming successful completion of units attempted.   Individual grades are reflected 
once submitted and posted.  The Statistics section provides both term and cumulative 
units and GPA.  These are the official calculated GPAs. 

 
 
 
 
Click the Term History link to be routed to the Term Statistics screen within PeopleSoft. 
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Click the Cancel button to return to the Academics screen. 
 
Click the Student Center link to return to the student’s main page or click the Return to 
Search button to enter the ID for another student to review.  
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