
Academic Advising 

Materials for Quarterly Advising 



Table of Contents 
- Click title below to jump to slide -  

 

3. What You Will Need 

4. Some Basics Before You Begin 

5. Undergraduate Student Categories 

6. Class Standing 

7. Undergraduate Course Numbering 

8. Categories of Degree Courses 

9. Quarterly Course Loads 

10. Step #1: Student Information 

12. Step #2: Registration Holds 

13. Step #3: Academic Transcript 

14. Academic Transcript:  
Program Information 

15. Academic Transcript:  
Transfer Credits 

17. University Studies Transfer Patterns 
 

 

19. Step #4: General Education Audit 

23. Step #5: Major Audit 

28. Additional Curriculum Sheets 

29. Step #6: Online Course Schedule 

31. Online Course Schedule:  
Search Parameters 

32. Online Course Schedule: Listings 

33. Online Course Schedule:  
Course Details 

34. Step #7: Advising Course Form 

35. Advising Course Form: Alternate PIN 

36. Advising Course Form: 
Recordkeeping 

37. Quiz 

38. Conclusion 



What You Will Need 

University Studies Check Sheet  available at www.lasierra.edu/csas 

University Studies Overview  available at www.lasierra.edu/csas 

Curriculum Sheet   available at www.lasierra.edu/csas 

Online Course Schedule   available at www.lasierra.edu/courseschedule 

Advising Course Form   available at www.lasierra.edu/csas 

Student’s Alternate PIN   advisee PINs available on Self-Service 

Student’s Student Information  available on Self-Service 

Student’s Registration Holds available on Self-Service 

Student’s Academic Transcript  available on Self-Service 
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Some Basics Before You Begin 

Undergraduate Student Categories 

Class Standing 

Undergraduate Course Numbering 

Categories of Degree Courses 

Quarterly Course Loads 



Undergraduate Student Categories 

Some types of undergraduate students include: 

Freshman First time at college (no earned college credit)  
  Must enroll in 2-quarter UNST 100/101 sequence and be advised   
  by a coach in the Center for Student Academic Success (C-SAS). 

Transfer  Transferring 23 units or less 
  Must enroll in 2-quarter sequence of UNST 100/101 and be advised 

  by a C-SAS academic coach. 

Transfer  Transferring 24 units or more  
  May be advised by C-SAS or by academic department before assigned a 
  permanent advisor. May be waived specific general education credits. 

Returning Returning to campus after one-year or more absence 
  May be assigned a new advisor. Bulletin year is year of re-entry. 

Continuing Continuing after previous quarter enrollment 



Class Standing 

Class standing is determined by the number of quarter units 
completed: 

 

 

 

 

 

 
 

1 Beginning Junior year, students should request an Academic Credit Evaluation at www.lasierra.edu/records. 
2 Three (3) terms prior to an expected graduation date, students must submit the Application for Graduation 
available for download at www.lasierra.edu/records.  

 

 

 

0 – 43   Freshman 

44 – 87   Sophomore 

88 – 135   Junior1 

136 or more  Senior2  

http://www.lasierra.edu/records
http://www.lasierra.edu/records


Undergraduate Course Numbering 

Main campus undergraduate courses are numbered as follows: 

 000 - 099 Pre-Foundational Courses 
  For students needing to strengthen basic skills. They do not count   
  toward graduation in any major or program at the University. 

100 – 299 Lower Division Courses 
  Designed primarily for Freshmen and Sophomores. 

300 – 499 Upper Division Courses 
  Sophomores, Juniors, and Seniors may take upper division courses  
  for which prerequisites have been met. Some prerequisites stipulate 
  a specific class standing. Freshmen should not enroll in upper  
  division courses. 



Categories of Degree Courses 

There are three types of courses for a college degree1: 

 

 

 

 

 

 
 
1 The La Sierra University baccalaureate degree requires a minimum of 190 units (60 upper division). 
 

2 Pre-Professional programs (e.g., Pre-Physical Therapy or Pre-Law) are not majors and are not awarded 
baccalaureate degrees upon completion. 
 

3 Minor programs can only be declared by students pursuing a Major program. 

 

University Studies or University Honors (general education) 

Major (courses, including Cognates, required by the student’s declared academic program2) 

Electives (courses through which students earn a Minor3 or explore  various interests outside of a Major) 



Quarterly Course Loads 

Academic course loads are as follows: 

12 – 18 units Full-Time Status 
  Typical course load is 4 main courses per quarter or 16 units. 
  12 units minimum is required for most financial aid. Consult 
  Student Financial Services (x2175) for more information. 

19+ units Overload 
  Approval must be granted by the Dean of the school. Extra 
  tuition charges may be incurred. 

11 units or less Half-Time Status or Less 
  Enrollment rate differs. May be ineligible for certain types of 
  financial aid and/or university health insurance.  For more 
  information, refer student to Student Financial Services  (x2175). 

Note: because repeating or dropping a course may impact a student’s financial aid, students 
should consult their financial aid counselor. 



STEP #1: Student Information 

Review Student Information 
accessible from Self-Service’s 
Student Information Menu.  
Confirm 

• Status 

• Student Type 

• Class Standing 

• Program(s) 

• Catalog (Bulletin) Term 
 

For access directions, view the 
PowerPoint slideshow Academic 
Advising: General Student 
Information Menu. 



Student Information cont. 
Status:  
If student is Inactive, ask student to call Admissions. 
 

Student Type:  
If student is Transfer, some general education 
requirements may be waived (depends on credits and 
types of classes transferred upon matriculation). 
 

Class Standing:  

• If student is a Junior, request that student submit 
an Academic Credit Evaluation request to Records 
(www.lasierra.edu/records). 

• If student is a Senior, complete Application for 
Graduation with student and submit it three 
terms prior to proposed graduation date 
(www.lasierra.edu/records). 

 

Program:  
If program is incorrect, request that student submit 
Change of Major/Advisor form to C-SAS 
(www.lasierra.edu/csas). 
 

Catalog Term:  
Use year to identify applicable curriculum sheet and 
bulletin. For curriculum sheets, www.lasierra.edu/csas. 
For bulletins, www.lasierra.edu/bulletin.  

http://www.lasierra.edu/records
http://www.lasierra.edu/records
http://www.lasierra.edu/csas
http://www.lasierra.edu/csas
http://www.lasierra.edu/bulletin


STEP #2: Registration Holds 

Four-digit number identifies campus 
extension that student should call for 

hold information. If calling off-campus, 
dial (951) 785 - ####. 

If dates fall within the current 
date, the hold is in effect. 

Reasons are usually written  
using shorthand code.  

For more information, student should call 
campus extension listed beside hold.  

Students must move/clear active registration holds before registering. Some 
holds are viewable via the Student Information Menu’s Advisee Listing on  
Self-Service; however, many are confidential and unavailable for viewing.  

Students should check their own Self-Service accounts 
to see a complete list of holds. 



STEP #3: Academic Transcript 

Review student’s  
In-house Academic 
Transcript accessible 
from Self-Service’s 
Student Information 
Menu. 

 

For transcript access 
directions, view the 
PowerPoint slideshow 
Academic Advising: 
Self-Service. 



Academic Transcript: Program Information 

Current Program lists 
currently declared 

academic program and 
department 

Degrees Awarded will 
display previously earned 

degrees and dates 
awarded, if any 

Institution displays current 
credit hours  for  

La Sierra University only 

Attempt Hours is total credit 
hours enrolled. Passed Hours 
is total credit hours passed. 

20##0# identifies applicable year 
then quarter. Each year takes on 
the calendar year of that year’s 
winter and spring quarter. The 

last 2 digits identify the quarter. 
Numbers restart in summer.  

For example:  
Summer 2011 = 201201,  Fall 2011 = 201202, 
Winter 2012 = 201203, Spring 2012 = 201204, 

Summer 2012 = 201301. 



Academic Transcript: Transfer Credits 

Identifies the school from 
which a student’s credits 

are transferring. 
Transfer credits numbered 

“#00” do not have a La Sierra 
equivalent and are deemed 

electives: they retain the 
course’s original course title 
and add to overall units and 

GPA, but do not count toward 
a program’s requirements. The Office of Records has 

evaluated this course as an 
equivalent to La Sierra’s 
MUHL 205. Thus it has 
been re-named and re-

numbered as the La Sierra 
equivalent course. 



Transfer Credits cont. 

Because some transfer 
courses are semester-
based or cover more  

(or less) content than the  
La Sierra equivalent 

course, the total credits of 
a transfer course may vary. 
For more information  on 

how this affects 
graduation requirements, 
consult a Records Analyst 
in the Office of Records. 

If the credits for a 
specific transfer 
course are not 
evaluated as 
equivalent, students 
may use their 
transfer course’s 
syllabus to  
petition the 
Academic Variance 
Committee. Petitions 
are available in the 
Office of Records. 



General Studies 
Transfer Students 

Transfer students 
With 44 credits or 
more, and students 
who are IGETC-
certified, may be 
able to waive a 
predetermined 
number of lower 
division general 
studies 
requirements. 
 
 
 
Theme I SSCI,  
Theme II HUMN,  
Service-Learning  



General Studies 
Transfer Students cont. 

For more 
information on 

transfer patterns for  
University Studies, 
please consult the 
University Studies 

website or the 
Academic Advising 

Handbook. 

Theme III 
Religious Studies  

http://www.lasierra.edu/index.php?id=3781
http://www.lasierra.edu/index.php?id=3781
http://www.lasierra.edu/index.php?id=1473
http://www.lasierra.edu/index.php?id=1473


STEP #4: General Education Audit 
Locate the 
University 

Studies 
requirements 
a student has 

completed 
by matching 

a course 
listed in the 
Transcript  

 

to a course 
listed in the 
University 

Studies 
Overview. 

 

NOTE: University Studies (UNST) Foundational Studies courses require minimum grades of “C.” General Studies, unless Major or 
Cognate, requires minimum grades of “D.”  For University Honors requirements, visit www.lasierra.edu/honors. 

http://www.lasierra.edu/honors


General Education Audit cont. 

MATH 121  
College Algebra  

with passing grade 

MATH 121  
College Algebra  

with passing grade 



General Education Audit cont. 

Track 
completed 
University 

Studies 
requirements 
by matching 
transcript’s 

courses listed 
in the 

Overview 
 

to the 
applicable 
category in 
the Check 

Sheet. 
 

NOTE: UNST Foundational Studies requires minimum grades of “C.” General Studies, unless Major or Cognate, requires minimum grades of 
“D.” A maximum of 4 units of Major courses and 8 units of Cognate courses may be used to fulfill General Studies requirements. 



General Education Audit cont. 

MATH 121  
College Algebra  

with passing grade 
MATH 121  

College Algebra  
with passing grade 



STEP #5: Major Audit 
 

Track 
completed 

major 
requirements 
by matching 

courses listed 
in  

Transcript 
 

to major 
and cognate 

courses 
(starred) in 
Curriculum 

Sheet. 
 

* Curriculum sheets incorporate Major degree requirements (starred) with either University Studies or University Honors courses (non-
starred). Curriculum sheets are available at www.lasierra.edu/csas.  
* NOTE: Foundational Studies requires minimum grades of “C.” General Studies, unless Major or Cognate, requires grades of “D.” 

http://www.lasierra.edu/csas


Major Audit cont. 

ARTS 115  
Design Principles  

passing grade 

ARTS 115  
Design Principles  

passing grade 



Major Audit cont. 

 

Track 
completed 
University 

Studies 
courses  

by 
transferring 
your notes  

in the  
Check 
Sheet  

 
to the 

Curriculum 
Sheet. 

 

NOTE: University Studies’ Foundational Studies and Major/Cognate courses require minimum grades of “C.” University Studies’ General 
Studies courses, unless Major or Cognate, require minimum grades of “D.” 



Major Audit cont. 



Major Audit cont. 

After marking the requirements a student has met,  
determine which courses still need to be completed. 



Additional Curriculum Sheets 

Curriculum sheets for non-bachelor degree programs (Pre-Professional,  
Pre-Health Professional, and Minors) are available at www.lasierra.edu/csas.  

http://www.lasierra.edu/csas


STEP #6: Online Course Schedule 

Consult the Online Course Schedule (www.lasierra.edu/courseschedule) to locate courses a 
student still needs to fulfill major and general education requirements. 
 

Students wishing to take a course-equivalent at another institution should download the  
Off-Campus Registration Request at www.lasierra.edu/records and submit it to Records. 

 

http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/records
http://www.lasierra.edu/records
http://www.lasierra.edu/records
http://www.lasierra.edu/records
http://www.lasierra.edu/records


Online Course Schedule cont. 

You may also access the online Course Schedule by visiting the  
La Sierra University homepage at www.lasierra.edu and selecting 
Course Schedule from the Quick Links drop-down menu. 

Note: Undergraduate main campus students using SELF-SERVICE’S “LOOK UP CLASSES TO ADD” function must ensure they 
identify La Sierra campus classes only (signified by the number “6” under the category “Cmp”). To avoid registration errors, 
urge your advisees to refer to the Online Course Schedule directly at www.lasierra.edu/courseschedule. 

http://www.lasierra.edu/
http://www.lasierra.edu/
http://www.lasierra.edu/
http://www.lasierra.edu/
http://www.lasierra.edu/
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule
http://www.lasierra.edu/courseschedule


Online Course Schedule: Search Parameters 

Ensure that the correct Term Description is selected.  

For main campus courses, ensure that the Campus selected is “LSU Campus.”  

For Major courses, select a prefix (e.g., ENGL for English) from the Subject menu. 

For University Studies courses, select one of the Foundational or General Studies categories in the General Ed 
menu.* 

To view all Main Campus courses, specify Term and Campus , then set Class Status to All. 

Press Search to submit your search parameters and view results. 

*NOTE: In rare instances some general education courses may not include an attribute identifying it as a Foundational or 
General Studies course, thereby excluding it from a “General Ed” search. To avoid this, search for “Any.” 



Online Course Schedule: Listings 
Courses are listed by subject prefix (e.g., ACCT) and number (e.g., 211). 

Listings also include course title, current enrollment (“Enrl”), enrollment 
capacities (“Max Enrl”), and times.  

Times are listed in military or world format (1300 = 1:00 PM) and days are 
single letter abbreviations (“R” = Thursday). 

Open course titles are in blue (open course times are in black). Closed 
sections are listed in yellow. Canceled courses are in red. 



Online Course Schedule: Course Details 

Click on course title to 
view . . .  

. . . course description, 
dates,  

and prerequisites. 



STEP #7: Advising Course Form 

Once you and your 
advisee have 
decided on a 
schedule, list the 
courses in the 
Advising  
Course Form. 

 

Ensure CRNs are listed 
correctly. 

 

 

Advising Course 
Forms are available at 
www.lasierra.edu/csas. 

http://www.lasierra.edu/csas


Advising Course Form: Alternate PIN 

Provide student with 
Alternate PIN. 

Assigned advisees’ Alternate PINs are available in the 
Student Information Menu’s Advisee Listing page (Self-
Service). Students listed without a PIN may be inactive and 
should contact Admissions regarding their status. 

Non-advisee PINs may be obtained by calling the Center 
for Student Academic Success (x2452). 



Advising Course Form: Recordkeeping 

Retain a copy of 
the signed form 
for your records. 

 

 

Once course 
selections are 
finalized, you AND 
your advisee 
should sign the 
form. 



QUIZ 
Materials for Quarterly Advising 

 
 
 

Directions:  
To learn the correct answer for each question,  

please read each question then click the appropriate answer.  
Do not use your space bar or arrow to advance to the next slide. 



QUESTION #1 
 
Freshmen never before in college and Transfer students transferring 
_____________units must complete UNST 100/101 during the first 2 
quarters of their enrollment, or else take an additional 4-unit UNST 
course in order to graduate. 

12 or less  

23 or less 

25 or less 



QUESTION #2 
 

Unless a course specifies otherwise, students with 
__________________ class standing may take upper division courses 
(courses numbered 300 – 499). 

Senior and Junior 

Senior, Junior, and Sophomore 

Senior, Junior, Sophomore, and Freshman 



QUESTION #3 
 

A bachelor’s degree consists of what type(s) of courses? 

A. University Studies or University Honors 

B. Courses required by the major (including cognates) 

C. Electives (for a minor or for a student’s interests outside of a major) 

D. None of the above 

E. All of the above 



QUESTION #4 
 

A course required by a degree program but taught outside the 
program’s sponsoring department is called a(n) ______________. 

Elective 

Minor 

Cognate 



QUESTION #4 
 

A bachelor’s degree requires 190 units, __________ of which must be 
upper division. 

44 

58 

60 



QUESTION #5 
 

Students pursuing a pre-professional program at La Sierra take courses 
at La Sierra in preparation for matriculation to a professional school 
(e.g. Loma Linda University). Where can advisors and students obtain a 
list of suggested courses for a pre-professional program? 

A. Academic Bulletin at www.lasierra.edu/bulletin 

B. Pre-Health Professions at www.lasierra.edu/prehealth 

C. Center for Student Academic Success at www.lasierra.edu/csas 

D. A and B  

E. B and C 



QUESTION #6 
 

Students pursuing a Pre-Health Professional program (e.g. Pre-
Medicine and Pre-Nursing) may consult which office regarding 
professional school matriculation and recommendation services? 

Service-Learning 

Academic Advising 

Pre-Health Professions 



QUESTION #7 
 

Which of the following programs is NOT a bachelor’s degree program? 

A. Public Relations 

B. Pre-Physical Therapy 

C. Film Studies 

D. A and B  

E. B and C 



QUESTION #8 
 

What is the minimum number of units a student must pursue each 
quarter in order to be full-time and receive the full amount of available 
financial aid? 

12 

16 

18 



QUESTION #9 
 

Although a student’s standard course load is 16 units or 4 courses per 
quarter, what is the maximum number of units a student can take 
without an overload? 

18 

20 

22 



QUESTION #10 
 

If a student wishes to pursue a course overload, what must that 
student do? 

Petition the Academic Variance Committee 

Consult the Chair of the student’s academic program 

Consult the Dean of the student’s school or college 



QUESTION #11 
 

Because withdrawing from a course or repeating a course may affect a 
student’s financial aid, students should consult their____________. 

Academic advisor 

Student Financial Services counselor 

Enrollment Services counselor 



QUESTION #12 
 

If your advisee has no PIN listed in Self-Service, what should an advisor do? 

Refer the student to Student Financial Services 

Refer the student to Enrollment Services 

Refer the student to Admissions 



QUESTION #13 
 

If a student’s academic program is not listed correctly in Self-Service, 
which form should the student submit? 

Academic Credit Evaluation at www.lasierra.edu/records 

Change of Major/Advisor Request at www.lasierra.edu/csas 

Application for Graduation downloadable at www.lasierra.edu/records 

Off-Campus Registration Request downloadable at www.lasierra.edu/records 



QUESTION #14 
 

If a student has earned Junior class standing (88 – 135 units), what 
form should a student submit to audit their degree progress? 

Academic Credit Evaluation at www.lasierra.edu/records 

Change of Major/Advisor Request at www.lasierra.edu/csas 

Application for Graduation downloadable at www.lasierra.edu/records 

Off-Campus Registration Request downloadable at www.lasierra.edu/records 



QUESTION #15 
 

If a student wishes to take a course at another institution and have it 
count toward their La Sierra degree, what form should a student 
submit? 

Academic Credit Evaluation at www.lasierra.edu/records 

Change of Major/Advisor Request at www.lasierra.edu/csas 

Application for Graduation downloadable at www.lasierra.edu/records 

Off-Campus Registration Request downloadable at www.lasierra.edu/records 



QUESTION #16 
 

A Senior student preparing to graduate should submit to Records 
which form three (3) terms before the expected graduate date? 

Academic Credit Evaluation at www.lasierra.edu/records 

Change of Major/Advisor Request at www.lasierra.edu/csas 

Application for Graduation downloadable at www.lasierra.edu/records 

Off-Campus Registration Request downloadable at www.lasierra.edu/records 



QUESTION #17 
 

Registration holds prevent a student from registering. How can students get a 
hold moved or cleared? 

Contact the Center for Student Academic Success 

Contact the Office of Records 

Contact the department that placed the hold 

None of the above 



QUESTION #18 
 

Courses listed in a student’s transcript under “201202” means that the 
courses were taken during what school term? 

Summer 2011 

Fall 2011  

Winter 2012 

Spring 2012 



QUESTION #19 
 

Classes listed in a La Sierra student’s transcript with course numbers 
100, 200, 300, or 400 mean that the class transferred to La Sierra as a 
freshman, sophomore, junior, or senior-level  ___________. 

Major course 

Cognate course 

General education course 

Elective 



QUESTION #20 
 

Students whose transfer courses are not evaluated as equivalents to  
La Sierra courses may submit their course syllabi as part of a(n) 

Off-Campus Registration form 

Academic Credit Evaluation 

Academic Variance Petition 

Application for Graduation 



QUESTION #21 
 

Student transcripts can be accessed online through_______________. 

Office of Records www.lasierra.edu/records 

Center for Student Academic Success www.lasierra.edu/csas 

Pre-Health Professions www.lasierra.edu/prehealth  

Self-Service www.lasierra.edu/selfservice 



QUESTION #22 
 

Advisors use the ________________ to 
identify specific University Studies 
courses. 

University Studies Check Sheet 

University Studies Overview 

Curriculum Sheet 

All of the above 



QUESTION #23 
 

Advisors use the ________________ to 
document completed University Studies 
categories.   

University Studies Check Sheet 

University Studies Overview 

University Studies website 

All of the above 



QUESTION #24 
 

Advisors use the ________________ to 
identify and track completed Major and 
Cognate courses and University Studies 
or University Honors categories. 

University Studies Check Sheet 

University Studies Overview 

Curriculum Sheet 

None of the above 



QUESTION #25 
 

Courses on the online Course Schedule can be filtered by which of the 
following parameters? 

Campus 

Begin time 

Location 

CRN 

Subject 

General education 

Class status 

All of the above 



QUESTION #26 
 

To avoid registration errors, students should use which online resource 
to search for classes? 

Online course schedule www.lasierra.edu/courseschedule 

Self-Service www.lasierra.edu 

Both of the above 

None of the above 



QUESTION #27 
 

To discover if a course has a prerequisite, students and advisors may 
refer to the _______________________. 

A. Online Course Schedule www.lasierra.edu/courseschedule 

B. Academic Bulletin www.lasierra.edu/bulletin 

C. Curriculum Sheet www.lasierra.edu/csas 

D. A and B 

E. B and C 



QUESTION #28 
 

Once your advisees have been advised, you may provide them with 
their Alternate PINs which are listed in ___________________. 

Self-Service  Main Menu  Faculty & Advisor  Student Information 
Menu  Student Information 

Self-Service  Main Menu  Faculty & Advisor  Student Information 
Menu  Academic Transcript 

Self-Service  Main Menu  Faculty & Advisor  Advisor Menu 

Self-Service  Main Menu  Faculty & Advisor  Student Information 
Menu  Advisee Listing 



QUESTION #29 
 

To document the courses you and your advisee agree to pursue in a 
given quarter, the ____________ should be completed and signed by 
both parties. 

Off-Campus Registration Form www.lasierra.edu/records 

Change of Major/Advisor Request www.lasierra.edu/csas 

Advising Course Form www.lasierra.edu/csas 

Academic Credit Evaluation Request www.lasierra.edu/records 



Congratulations!   
 

You have now completed the tutorial, 
Materials for Quarterly Advising. 

For questions or suggestions, call (951) 785-2452 or e-mail advising@lasierra.edu. 

For additional online resources and tutorials, visit www.lasierra.edu/csas.  

 

mailto:advising@lasierra.edu
http://www.lasierra.edu/csas

