
Accessing Student Information 
through the Faculty Center

Click on “Faculty 
Self-Service



Click on “Faculty 
Center Self-Service”

Then click on “View 
My Advisees”

View My Advisees



Advisee List

You can display photos by 
clicking this icon

The first 10 are 
displayed; use arrow 

to display next 10

All students assigned 
to you will be listed

Total number 
of advisees

Or click here to “View 
All”

This option will display 
student with photo, one 

student at a time



Advisee List

You can email 
students individually 

by clicking their 
linked name

You can email 
all advisees

You can email selected students by checking their ‘notify’ box and 
clicking “notify selected advisees”

Click here to 
see student 
information



View Students who are not 
Advisees

At the bottom of your advisee list, click the 
button called “View Data for Other 

Students”

Enter Student ID, 
or First and Last 
Name (or partial)



Student Center

Includes 
tabs for 

academic, 
financial 

and 
general 

information

Class schedule (list or 
calendar view) and 

add/drop deadlines for each 
class are displayed (see 
next page for deadlines)

This Shows You What a Student Sees in Self-Service



Class Deadlines



Student Center

Academic information includes grades and 
a complete course history on one page

You 
should be 
listed as 

one of the 
student’s 
advisors



“My Course History” lists all 
courses in a student’s record, 

including Course #, Title, Term, 
Grade, Units, and Status

You can sort 
the list by any 

of these 
parameters

Click on hyperlink in 
‘Description’ column 
to see course detail 

(on next slide)

This is a good alternative to printing 
an unofficial transcript.  You can 
use the browser print function if 

you want a paper copy.

Course History

Class Status Legend:



Course Detail lists 
career, units, grading 
basis, components, 

enrollment information 
and description

Course Detail on Course History



To see a student’s 
grades, select 

“Grades” from the 
dropdown menu on 

the landing page 
and click the arrow 

button

Then, select the 
term and click the 

“CONTINUE”
button

1

2

Academics - Grades



Select the appropriate tab to 
see either Official (final) or 

mid-term grades.

Class Grades



Statistics for 
the term 
including 
term and 

cumulative 
GPA are 
displayed

Term Statistics



You can collapse or 
expand any of the 

sections.

General Information Tab

You can access any of 
the sections directly by 

clicking the link

Both positive and 
negative service 

indicators are 
displayed.  

A Negative Service 
Indicator is also known 

as a “HOLD”



You can review 
checklist items

General Information Tab 

Student Groups and 
Personal Data are 

listed



Names and Addresses 
are listed  

General Information Tab



General Information Tab

Phone numbers and 
email addresses are 

also listed  


