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eServices link will provide access to all basic PeopleSoft functions for faculty via the web.  The PeopleSoft link on 

ICCNET provides additional functions available only on campus. 

Contact the ICC Help Desk, helpdesk@icc.edu or 694-5457 with login problems. 
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BASIC ROSTER MANAGEMENT: CLASS, ATTENDANCE, ACADEMIC 

WARNING AND GRADE ROSTERS 

There are four types of rosters that require management: Class, Attendance, Academic Warning and Grade. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Class Roster 
A class roster: 

• Displays enrolled students by default.   

• Can be changed to dropped students, only, or 

all, which includes enrolled and dropped 

students. 

Academic Warning Roster  
An Academic Warning is an indication made by a faculty 

member when a student has excessive absences, poor grades 

or poor basic skills in a class.  Students who are marked on 

the Academic Warning roster for these reasons are mailed a 

letter listing the class, faculty member‘s name and warning 

reason.  The letter is signed by the Dean of Student 

Services.  The back of the letter describes a number of 

student support resources the student may seek out to help 

resolve the warning issue. 

• Warning processing begins at the end of the second 

week of the spring, summer or fall term and 

concludes two weeks prior to the end of the term. 

• Students receive one letter for each unique warning. 

• Deans in academic departments receive an 

Academic Warning follow-up report each week, 

listing students who were sent letters. 

• Once an academic warning is resolved the faculty 

member making the warning must return to the 

Academic Warning roster to remove the warning. 

 

STUDENTS MARKED ON THE ACADEMIC 

WARNING ROSTER AS NEVER ATTENDED IN THE 

FIRST TWO WEEKS OF A 16-WEEK CLASS OR IN 

THE FIRST WEEK OF ALL OTHER DURATION 

CLASSES WILL BE ADMINISTRATIVELY 

WITHDRAWN FROM THE CLASS.  (STUDENTS 

CAN ALSO BE ADMINISTRATIVELY WITHDRAWN 

BY MARKING THE ATTENDANCE ROSTER AS 

NEVER- OR NON-ATTENDER AT MID-POINT OF 

THE CLASS.) 

Attendance Roster 
Academic attendance can be defined as, but not limited 

to the following: 

• Physically attending a class where there is an 

opportunity for direct interaction between the 

instructor and students 

• Submitting an academic assignment 

• Taking exam, an interactive tutorial, or 

computer-assisted instruction 

• Attending a study group that is assigned by the 

institution 

• Participating in an online discussion about 

academic matters 

• Initiating contact with a faculty member to ask 

a question about the academic subject studied 

in the course 

Academic attendance does not include activities where a 

student may be present, but not academically engaged, 

such as the following: 

• Living in institutional housing 

• Participating in the institution‘s meal plan 

• Logging into an online class without active 

participation 

• Participating in academic counseling or 

advisement 

An attendance roster is: 

• Generated and due per the dates listed within 

the timeline of the term. 

• Used to report Never- and Non-Attenders:  

Never-Attended— A student who appears on 

your class roster but has not been in attendance 

at any class session.  

Non-Attender— A student who has attended at 

least one class session (or its equivalent) and 

ceased attending. A student who is dropped as a 

non-attender will receive a ‗W‘ on his/her 

transcript and the instructor must report last 

date of attendance*. 

STUDENTS WHO ARE MARKED AS NON-

ATTENDER OR NEVER-ATTENDED ON THE 

ATTENDANCE ROSTER ARE 

ADMINISTRATIVELY WITHDRAWN FROM 

THE COURSE AT MIDPOINT. 

Grade Roster 
A grade roster is: 

• Generated and due per the dates listed on the roster 

dates calendar. 

• Available only at course endpoint. 

• Used by instructors to enter students‘ final letter 

grades. 

*Last Date of Attendance 
If a student has been disbursed financial aid funds then 

withdraws from a class, is marked as a non-attender at 

midterm or is assigned an FA grade on the final grade 

roster, the instructor must report Last Date of Attendance to 

Financial Assistance within 5 business days of receiving a 

notification email.  Contact attendance@icc.edu for more 

information.  

mailto:attendance@icc.edu
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THE TIMELINE OF AN ILLINOIS CENTRAL COLLEGE ACADEMIC TERM 
 

Term-Specific Roster Dates :: Spring 2012, Term 2126 

 1st Day of Classes 
Never-Attenders 

Reported* 

Attendance Roster 

Generated* 

Attendance Roster 

Due 

Grade Roster 

Generated* 
Grade Roster Due 

1
st
 8-week January 17 January 20 February 8 February 16 March 8 March 21 

16-week January 17 January 27 March 8 March 21 May 8 May 22 

12-week February 13 February 17 March 22 April 3 May 8 May 22 

2
nd

 8-week March 19 March 23 April 10 April 18 May 8 May 22 

 Census day is February 1 

 Academic Warning begins 

January 20 

 All rosters are due at 9:00 AM 

End of 1st or 2nd 

week, withdraws 

students who have 

not attended 

Mid-point of class, 

withdraws students 

who ceased 

attending 

Mid-point +5 days Final day of class 
Final day of class 

+5 days 

For more on attendance, rosters and grades, see www.icc.edu/innovation  >>  eServices/PeopleSoft 

 

General Timeline of an Academic Term :: Reporting Requirements, Teaching and Learning Activities  

Day 1/ 

Week 1 

Classes begin 

Verify your class 

roster*; get to know 

your students & 

facilitate activities for 

them to get to know 

each other 

Set clear expectations 

for communication, 

class procedures & 

assignments; ask 

students for their 

expectations 

Pre-test students‘ 

current knowledge 

of the discipline or 

subject 

Teach from the 

discipline or 

subject; do not 

dismiss early! 

Give an assignment 

using the course 

syllabus/course 

information as the 

―text‖ 

Weekly 

Assess student 

learning, determining 

if they are grasping 

the course content 

Provide students with 

feedback on their 

learning 

Evaluate/grade & 

return assignments 

with meaningful 

feedback 

Teach from the 

discipline or subject 

Post grades and/or 

running averages in a 

timely manner 

Within the 

first 2 weeks 

Post academic warnings*, marking never-attenders (students on your roster who have not attended/participated in 

the class) who will be dropped from the class, by the end of the 1st week in 8- and 12-week classes, by the end of the 

2
nd

 week in 16-week classes 

Mid-point 
Post attendance*, marking non-attenders who will be 

dropped from the class 

Remind students to be responsible for their grades & 

course averages 

Post mid-

point (50%+) 

to 60% of the 

term 

Federal regulations for financial assistance require ICC to report last day of attendance for students using federal 

financial aid who cease attending/participating in a course past mid-point but before 60% of the term has passed.  

Students who cease attendance/participation in this limited timeframe should be awarded a grade of FA*, failure as a 

result of attendance. 

Ongoing 

Familiarize students with academic 

& personal support resources, 

student life opportunities & ways to 

get involved on campus 

Ask for student feedback about the 

class, class materials, assignments, 

pacing, etc. 

Post academic warnings*, marking 

students who are lacking basic skills 

or not making sufficient academic 

progress; students will be sent letters 

in US mail from Advisement & 

Counseling 

End 
Post-test students‘ knowledge of the 

discipline or subject  

Administer student assessment of 

faculty  
Post final grades* in PeopleSoft 

 

Course Withdrawal :: Withdrawal dates vary and are listed in the printed and the online class schedules. Withdrawals are accepted 

online, by mail, fax or in person at the East Peoria Campus (L211), the Downtown Peoria Campus (Thomas 109) or the North Campus 

(Cedar Hall). Students may withdraw from a class until the date listed on the class schedule. If the withdrawal occurs on or before the 

listed refund date, the student may be entitled to a refund of tuition. A student is financially responsible for tuition and fees for all 

classes not officially dropped by the appropriate refund date. 

 

*Class rosters, academic warnings for never-attenders, academic warnings for academic progress and attendance, mid-point 

attendance, FA grades and final grades are managed through PeopleSoft/eServices.  For more information and for step-by-step 

instructions, locate the Faculty Guide to PeopleSoft/eservices; www.icc.edu/innovation >> ESERVICES/PEOPLESOFT >> ICC 

eSERVICES FACULTY GUIDE.  Visit, call or email the Teaching and Learning Center staff for assistance; 240A on the East Peoria 

Campus, 694-8908 or tlc@icc.edu   

http://www.icc.edu/innovation
http://www.icc.edu/innovation
mailto:tlc@icc.edu
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CLASS ROSTERS  
 

eServices Class Roster 
Home > ICC eServices > Faculty Center > Class Roster (people logo) 

  
 

Choose the correct term. The default is the current term, but you may change that by clicking on the Change 

Term button, selecting the correct term and clicking on Continue: 

Click on the people logo in front of the class name to see the current class roster. 

 

PeopleSoft / eServices rosters provide the following: 
a. Name 

b. User ID 

c. Student ID 

d. Short Description (type of roster; generally ―Graded‖) 

e. Units Taken (credit hours) in this class 

f. Primary Academic Program and Plan 

g. Student Class Level 

 

 

Although the default displays a list of Enrolled 

students, you may choose to look at All, Dropped 

or Enrolled students, by choosing the option and 

clicking on Change. 

 

 
 

 

Click on Printer Friendly Version at the bottom of the roster. 

 

 

To print, use the Printer button 

on Internet Explorer or go to File 

and then Print or right click and 

choose Print. 
  

Class Rosters 
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Attendance Roster 
Academic attendance can be defined as, but not limited to the following: 

• Physically attending a class where there is an opportunity for direct interaction between the instructor and students 

• Submitting an academic assignment 

• Taking exam, an interactive tutorial, or computer-assisted instruction 

• Attending a study group that is assigned by the institution 

• Participating in an online discussion about academic matters 

• Initiating contact with a faculty member to ask a question about the academic subject studied in the course 

Academic attendance does not include activities where a student may be present, but not academically engaged, such as the 

following: 

• Living in institutional housing 

• Participating in the institution‘s meal plan 

• Logging into an online class without active participation 

• Participating in academic counseling or advisement 

 

An attendance roster is: 

• Generated and due per the dates listed within the timeline of the term. 

• Used to report Never- and Non-Attenders:  

Never-Attended— A student who appears on your class roster but has not been in attendance at any class session.  

Non-Attender— A student who has attended at least one class session (or its equivalent) and ceased attending. A 

student who is dropped as a non-attender will receive a ‗W‘ on his/her transcript and the instructor must report last 

date of attendance*. 

 

STUDENTS WHO ARE MARKED AS NON-ATTENDER OR NEVER-ATTENDED ON THE ATTENDANCE 

ROSTER ARE ADMINISTRATIVELY WITHDRAWN FROM THE COURSE AT MIDPOINT. 

*Last Date of Attendance 
If a student has been disbursed financial aid funds then withdraws from a class, is marked as a non-attender at midterm or 

is assigned an FA grade on the final grade roster, the instructor must report Last Date of Attendance to Financial 

Assistance within 5 business days of receiving a notification email.  Contact attendance@icc.edu for more information.  

 

ATTENDANCE REPORTING 
 

Attendance Reporting 
Home > ICC eServices > Faculty Center > Self Service > Attendance Rosters 

Faculty approve Attendance Rosters at midpoint of every class. Faculty have 7 days from the time the 

roster is generated to approve the roster.  On the 8
th

 day, if the roster has been approved by the faculty 

member it will be marked as APPROVED.  If the faculty member does not approve the roster, it will be 

marked as EXPIRED. 
 

1. Access ICC eServices to bring up Faculty Center 

2. Click on Self Service in the Menu area 

 

 

 

 

 

 

 

 

 

 

3. Click on Attendance Rosters to pull up roster search 

Blackboard Users: Instead of removing non-attenders 

from your sites and losing student data, retain records 

of non-attenders by using the user availability settings 

in Blackboard.  Need assistance? Contact a TLC staff 

member; tlc@icc.edu, 694-8908 or 240A EP Campus 

mailto:attendance@icc.edu
mailto:tlc@icc.edu
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4. Enter the appropriate term or use the magnifying glass icon to look up the correct term 

 

 
 

5. Click on the correct term and then click Search. 

6. If more than one class appears, select the class number that you are completing and begin. 

7. Use the check box to identify Non Attenders (see previous for definition). When a Non Attender box is 

checked, a Never Attend box will appear. Only check the Never Attend box if the student has never 

attended the class, as previously defined. 

8. Please note that your roster is defaulted to show up on multiple pages and you must click Next in List 

to see the next part of your class. If you prefer to see all students at once, click on View All at the top. 

9. Refer students who are not on the roster to the Student Service Center, L211. Each student must be 

officially enrolled in a class before he or she will appear on any class attendance or grade roster. 

10. If a ―W‖ appears beside a student‘s name, the student has already withdrawn from the class. 

11. If you do not have Non or Never Attenders, go directly to the next step and approve the roster.  
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12. Review your roster list 

13. Select Approved from menu  

14. Click Save to save changes to roster (Your success confirmation will be ―Approved‖ in the 

Attendance Roster Status box and the screen will show Saved in the top right corner for a short time 

and then disappear.  If you are unsure whether the roster is approved, simply Save again.) 
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ACADEMIC WARNING 
 

Academic Warning 
Home > ICC eServices > Faculty Center > Self Service > Academic Warning Rosters 

 

An Academic Warning is an indication made by a faculty member when a student has excessive absences, poor 

grades or poor basic skills in a class.  Students who are marked on the Academic Warning roster for these 

reasons are mailed a letter listing the class, faculty member‘s name and warning reason.  The letter is signed by 

the Dean of Student Services.  The back of the letter describes a number of student support resources the student 

may seek out to help resolve the warning issue. 

 Warning processing begins at the end of the second week of the spring, summer or fall term and 

concludes two weeks prior to the end of the term. 

 Students receive one letter for each unique warning. 

 Deans in academic departments receive an Academic Warning follow-up report each week, listing 

students who were sent letters. 

 Once an academic warning is resolved the faculty member making the warning must return to the 

Academic Warning roster to remove the warning. 

 STUDENTS MARKED ON THE ACADEMIC WARNING ROSTER AS NEVER ATTENDED 

IN THE FIRST TWO WEEKS OF A 16-WEEK CLASS OR IN THE FIRST WEEK OF ALL 

OTHER DURATION CLASSES WILL BE ADMINISTRATIVELY WITHDRAWN FROM THE 

CLASS.  (STUDENTS CAN ALSO BE ADMINISTRATIVELY WITHDRAWN BY MARKING 

THE ATTENDANCE ROSTER AS NEVER- OR NON-ATTENDER AT MID-POINT OF THE 

CLASS.) 

 

Place a student on Academic Warning only after you, the instructor, have attempted to contact or work 

with the student.  An academic warning should be an intervention step only after you have exhausted 

your attempts to work with the student. 

 

Once you have resolved the issue(s) related to academic warning, return to the Academic Warning Roster 

and uncheck the warning box.  If the warning issue is resolved and the box remains checked the student 

will be reported again. 

 

What does academic warning mean?  Faculty are encouraged to place a specific academic warning statement 

in course policy/syllabus documents.  Four common understandings of the term: 

 A student never attended within the second week of a 16-week class or the first week of all 

other classes 

 A student has ceased attending or has excessive absences 

 A student has performed poorly on quizzes/papers/exams 

 Other reason(s) you feel that a student is not making satisfactory academic progress 

 

1. Access ICC eServices to bring up Faculty Center 

2. Click on Self Service in the Menu area 

 



                                                                                                                                                        Faculty Guide to PeopleSoft / eServices      

If you have questions or problems with your log-in or passwords, please contact the Help Desk, 694-5457, helpdesk@icc.edu. 
For training or support, please contact the Teaching and Learning Center, Room 240A -East Peoria Campus, 694-8908, tlc@icc.edu 

9 

 
 

3. Click on Academic Warning Rosters to pull up roster search 

4. Enter the appropriate term or use the magnifying glass icon to look up the correct term 

5. Click on the correct term and then click Search. 

 

 
 

6. If more than one class appears, select the class number that you are completing and begin. 
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7. Indicate students who would benefit from additional help from the college‘s support services by 

checking the box next to the student‘s name on the class list. When this is checked, another column 

appears: Reason. Use the magnifying glass to choose among six reasons. Click on the one that applies. 

8. If a ―W‖ appears beside a student‘s name, the student has already withdrawn from the class. If the 

student dropped the class before the refund date, the status will appear as ―Dropped‖. 

 
 

9. Click the Approve button to save the changes. 

10. Click Return to Search to view another class. 

 

Once you have resolved the issue(s) related to academic warning, return to the Academic Warning Roster and 

uncheck the warning box.  If the warning issue is resolved and the box remains checked the student will be 

reported again, however letters are sent only once for each unique warning. 
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RECORDING GRADES 
 

Recording Grades 
Home > ICC eServices > Faculty Center > Grade Roster  

 

 

 

1. Click on the Grade Roster logo at the left of the list of classes. This logo will not be visible until the 

rosters are generated. See page 2 for dates. 

 

 

2. Note that the Grade Roster type is correct. 

3. Faculty may choose to enter each grade individually in Roster Grade with the drop-down menu or, if 

several students will receive the same grade, choose the option of ―add this grade to all students‖ and 

then change the individual student grades that vary from this grade. 

4. Click Save. 

Grade Rosters 
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5. Change Approval Status to ―Approved.‖ The Post button will now appear. 

 

 
 

6. Click Post. The Official Grade will now be visible. 

 

 
 

  

GRADE VALUE KEY 
At the conclusion of each semester, a student‘s GPA will be calculated according to the following grading 

system: 

 

 A  - Superior 4.00 

 B  - Good 3.00 

 C  - Average 2.00 

 D  - Poor 1.00 

 F  - Failing 0.00 

 FA*  - Attendance Failing 0.00 

 WF  - Withdrawal Failing 0.00 

 FX  - Grade Excluded 0.00 

 I  - Incomplete, no grade point 

 S  - Successful, no grade point 

 U  - Unsuccessful, no grade point 

 W  - Withdrawal, no grade point 

 NG  - No Grade, no grade point 

 NR  - Not Reported, no grade point by 

Instructor 

 

*When an FA grade can be awarded: 

16 week classes - student ceased attending after week 8 (not dropped at mid-point) but before week 10 

12 week classes - student ceased attending after week 6 (not dropped at mid-point) but before week 8 

8 week classes - student ceased attending week 5  

For any other duration or with questions, call Financial Assistance 694-5556  
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: ADD / DROP 

NOTIFICATION REPORT 
 

Add/Drop Notification Report 
Home>ICC Processing / Reporting>ICC Student Records>Report>Add/Drop Notifications 

This feature is only available on campus using ICCNET. Use this address from a computer on campus to 

access this feature --  http:/iccnet/ 

 

 
 

1. Click Search and a list of available run controls will be displayed. Select a Run Control from the list 

displayed by clicking on a link provided. (Add a new value by clicking on ―Add a New Value‖ 

hyperlink, type in Run Control ID: Print_File. Click Add button.) 
 

 

 
 

2. Check the box next to ―Specific Class‖ to view a single Class Roster. 

3. Enter the four-digit Class Number from the schedule in the area provided. 

4. Click on the Run button to continue. 

http://iccnet/
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5. Select Email from the drop down list provided for Type and PDF from the drop down list for Format. 

6. Click the OK button to continue. 

7. A message will be sent to your email address with the report in PDF. 
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: STUDENT 

INFORMATION LOOK-UP 
 

Student Information Look-Up 
ICC eServices > ICC Processing & Reporting > ICC Advisement > Inquire > Student Advisement  

 

Using the Student Advisement in eServices, faculty have the ability to look up contact information for 

individual students, such as e-mail, telephone, home address, major and advisor. This feature is only available 

on campus using iccnet. 

 

On the Home Page, scroll down past the Faculty Center. If you have the Advisement Center module on this 

page, you may skip down to Step 5. If the Advisement Center module is not visible, start with Step 1. 

 

 
 

1. Go Access ICC eServices to bring up Faculty Center 

2. Click on ICC Processing / Reporting 

3. Click on ICC Advisement then Inquire 

 

 
 

4. Click on Student Advisement 
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5. On the Search page, enter the information known about the student, such as last 

name, first name and a part of last name, the student‘s 7-digit ID number (ID) or social 

security number (National ID). 

6. Click on Search. 

7. Choose the correct person from the list by clicking on the line with that person‘s 

name. 

8. A screen will appear with the student‘s contact information, including ID, 

name, e-mail, telephone, home address, major and advisor. 
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: NOTIFY (E-MAIL) 
STUDENTS THROUGH CLASS ROSTERS 
 

Notify (email) Students through Class Rosters 
 

When you access any of the Class Rosters or Grade Roster, you will see buttons Notify Selected Students 

and Notify Enrolled Students. These buttons allow you to e-mail your students from PeopleSoft / eServices. 

You may use the check box to choose students to e-mail with Notify Selected Students or you may e-mail 

the class by clicking on Notify Enrolled Students. A typical e-mail box is displayed allowing for a subject 

line and message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the Academic Warning Roster and the Attendance Roster, there is a single button displayed ―Notify‖ that 

allows the faculty member to e-mail the selected students. Please note that faculty can elect to receive a copy 

of the message. 
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Note that the students selected are, by default, placed in the BCC (blind carbon copy) box of the message. This 

means that the recipients‘ names are not visible to other recipients of the message. 
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: CLASS ROSTER 

OPTIONS 
 

Class Roster Options 

Faculty Center > ICC Processing / Reporting > ICC Student Records > Report > Class Roster Options  

 

Class Roster Options will provide access to detailed class rosters in the following formats: 

a. Blackboard – file required for batch enrolling rosters into Blackboard. 

b. Class Roster in PDF with the following: 
 Student ID 

 Login ID 

 Name (First, Middle and Last) 

 Phone 

 Academic Plan (Major) 

 Status (ENRL=Enrolled) 

c. Compass –Placement and ACT Scores 

d. Excel Roster in CSV with the following: 
 Instructor and course-specific information 

 Name (Last, First and Middle) 

 Student ID (NOTE: Social security number has been removed for security purposes.) 

 Enrollment-specific information (status, date) 

 Major 

 Phone 

 Address, City, State, Zip 

 Email 

e. Labels in PDF – pre-formatted document to print standard mailing address labels. 

f. Labels in TXT – same data as Label in importable .txt format. 

g. Roster in TXT – same data as Excel roster but in importable .txt format. 
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Class Roster Options: 
 

1. Click Search and a list of available run controls will be displayed. Select a Run Control from the list 

displayed by clicking on the link provided. (Add a new value by clicking on ―Add a New Value‖ 

hyperlink, type in Run Control ID: Print_File. Click Add button.) 
 

 
 

 
2. Check the box next to ―Specific Class‖ to view a single Class Roster. 

3. Click on Enrolled to view only enrolled students.  You can also select Dropped for a combined 

roster or select only Dropped for a list of students who have withdrawn. 

4. Enter the four-digit Class Number from the schedule in the area provided. 

5. Click on the Run button to continue. 

 

 
 

6. Select Email from the drop down list provided for Type and PDF from the drop down list for Format. 
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7. Click the OK button to continue. 

 

 
 

8. A message will be sent to your email address with each of the available reports attached to it.  

 

 

 

 

 

 

 

 

 

 

 

 

Download the files and open in native programs to print:  

.txt (Notepad) 

.pdf (Adobe Acrobat Reader) 

.csv (Excel)  
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: DEGREE AUDIT 
 

Degree Audit 
Home > Self Service > Advisement > View Advisees’ Information > Degree Progress 

Home > Self Service > Advisement > New/Drop-In Advisee > Degree Progress 

 

Degree Audit data will be available for students in Business and Information Systems (BIS) programs from the 

2007-08 college catalog forward.  Degree Audit data will be available for student in Arts and Science Degree 

program for the current catalog.   Degree Audit data will be available for all other students from 2005-06 

catalog forward.  More information on the Degree Progress Report available to students can be found 

here:  http://www.icc.edu/eServices/help/ 

 

A student may view his/her Degree Audit from the Student Center.  Faculty may view an individual student‘s 

Degree Audit using the following steps. 

 

1. Access ICC eServices to bring up Faculty Center 

2. Click on Self Service in the Menu area 

3. Click on Advisement 

 

 
 

http://www.icc.edu/eServices/help/
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4. If the student is assigned as an advisee, click on View Advisee‘s Information.  If the student is not 

assigned as an advisee, click on New/Drop-In Advisees.  For Advisee Information see Step 5; for New 

Drop-In Advisees, see Step 6. 

 

 
 

5. On the View My Advisees page, change the drop-down box to Degree Progress and click on the name of 

the student to view student information.  Proceed to Step 10. 
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6. From the New Drop-In/Advisees page, click ―search‖ to begin lookup of a student. 

 

 
 

7. On the Search page, enter the information known about the student, such as last name, first name and a 

part of last name, the student‘s 7-digit ID number (ID) or social security number (National ID).       

 

8. Click on Search. 
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9. Choose the student from the list by clicking on the line with that student‘s name.  Selecting the student 

will return to the New Drop-In/Advisee‘s screen with the name of the student displayed.  Change the 

―Make a selection and press change‖ drop-down box to Degree Progress and click ―change‖. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. View the Advisee‘s Degree Progress Report.  Choose an institution and report type and press go to view 

the degree progress in the student‘s current academic program.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11.  In the Degree Progress Report, look for the following: 

a. ICC Advising Plan Transcript 

b. Academic Program History 

c. Beginning of Undergraduate Record 

d. External Degrees 

e. Academic Advisement Report 
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12. Click Return to return to the Advisee‘s Degree Progress Report page. 

 

13. For a Quick What-If or a Course List What-If, click the button and enter the required fields, using the 

magnifying glasses for lookups when necessary. 

 

Quick What-If Report:  

View how your coursework would apply to a different academic program, plan or subplan.  

 

Course List What-If Report:  

View how courses which you have not yet taken may apply towards your current academic program. 

 

 
 

Career – Undergrad – UGRD 

Required Career Term – four-digit term number for catalog year 

Program Override – Academic Program, type of degree/certificate, code such as APPSC-Associates in 

Applied Science, or ARTSC- Associates in Arts and Sciences, CERT-Certificate, CTNFA-Certificate not 

federally approved, AES-Associate in Engineering Science, AGE-Associate in General Education 

Required Program Term – the appropriate catalog term  

Plan Override – Academic Plan [or major]  

Required Plan Term - the appropriate catalog term 

Sub Plan Override – BLANK 

Sub Plan Term - BLANK 
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14. For a Course List What-If, enter a Subject then press the Search button to select a course. Each line will 

represent a course not yet taken.  Choose a course or courses to review on the Degree Progress Report 

and press the OK 

 
15. View the What-If Analysis Reports.  Within the Academic Advisement Report, look for requirements 

for program, career and degree.  Requirement indicators will be displayed in RED. 

 

16. Click Return to return to the Advisee‘s Degree Progress Report page. 

 

17. To view reports previously generated, click on the ―View a Report That You Had Previously Requested‖ 

button at the bottom of the Advisee‘s Degree Progress Report page. 
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: CREATING A 

FAVORITE / PERSONALIZING CONTENT 
 

Creating a Favorite 
These instructions will work with any page. As an example, Student Advisement 

will be added to Favorites. 

 

Add to favorites: To add Student Advisement to your Favorites: 

1. Go to the Student Advisement search page 

2. Click on My Favorites 

3. Click on Add to Favorites. 

4. Click OK for a quick link to the Advisement dashboard to look up students. 

 

 

Personalizing Content 
Page Layout 

1. In upper left corner of Home page, click on Personalize Content 

 

 
 

2. Check Student Advisement 

3. Click on Save.  

4. The page arrangement can be changed by clicking on Personalize Layout. 
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FREQUENTLY ASKED QUESTIONS 

What is my eServices username or password? 

For your username, go to the ICC website, ICC eServices Login box and click on Find Login ID, where you 

will be asked for your last name and social security number. Your user ID will appear at once.  The default 

password is ICC and the last 5 digits of your social security number (ICCxxxxx). If you have changed your 

password and forgotten it, you will need to click on Reset My Password. You will be asked for your Login ID, 

your ID number from your college identification card, your birth date and the last six digits from your social 

security number before you may reset your password. 

Whom do I call if a student is missing from my roster? 

Contact student services, 694-5605 

Why can I enter, but not post, grades? 

Only the primary instructor can post grades. If you are the primary instructor, you must save and approve grades 

before the Post button appears. 

How can I print my grades? 

Click the Printer Friendly button at the button of the page. Use the Printer button on Internet Explorer, go to File 

and then Print, or right click and choose Print. 

Which roster is the most current? 

Use the chart below to reference which rosters are updated when adds and drops occur. For further information 

see the Add/Drop Notification Report. 
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