
Advising Guide Tutorial

For more information, please contact the Office of Records

619-849-2286



Location of  Advising Guide in the Portal

After logging into the portal, make sure you are under the “Students” 
tab, scroll down to “Records”, and then click on “Advising Guide”.



Initialization Screen

Simply click the “Run Advising Guide” button at the bottom of this screen. Don’t 
change or select any options from the drop-down menu.  The drop-drop menus are 
for creating “What If” situations.  You can use this feature to see how many courses 

you  have completed if you were to declare a different major or catalog year.



Prerequisites Skills Section of  Advising Guide

All students must fulfill the remedial math requirement (MTH099) in order to graduate from 
PLNU.  This requirement can be waived with a Math SAT score of 470, ACT of 18 or above, or 
by passing the PLNU math placement exam offered in the math department on campus.  As 

you can see at the very bottom of this section, it shows a student who took the math 
placement exam on August 10, 2004 and waived MTH099.  Students also have the option of 
taking MTH099  as a course at PLNU, but these units do not count toward graduation. If you 

transfer a math course that is equivalent to or a higher level than MTH099, a waiver will 
appear in this section as well.



General Education Requirements

This section includes all GE courses required for a degree at PLNU.  The 
example below shows the first category labeled “Responding to the Sacred”, 

which includes courses from the School of Theology & Christian Ministry.



Major Requirements

This section lists your intended major and the courses required to complete it.  
Some majors will also show how many total lower division and upper-division 
courses remain. If you have chosen a minor as well, that section will appear 

after the major requirements. 



GPA & Earned Units Calculations

At the bottom of each section (GE, major, and all courses), there is a box of statistics.  
Each box calculates your cumulative GPA (both transfer and PLNU courses), your resident 

GPA (PLNU courses only), your cumulative earned units, and your residential earned 
units for that particular section. To view your total units earned overall and your 

current GPA, use the bottom box, which is located before the electives section. The 
row labeled “required” in the bottom box shows that you must complete a minimum of 

128 units, the last 24 taken in residence,  with a 2.0 GPA. 



Courses & Sequences to Complete

Each required category has a header showing how many courses have been completed.  In 
some instances, such as writing, you have the option of taking one 5 unit course (WRI110) or 
two courses worth 2 units and 3 units (WRI115,116). The “Courses to Complete” header will 

always list the minimum number of courses needed to fulfill a requirement, so if you took 
WRI115, the  courses will show as complete, but the sequences will show as incomplete 

because you also need to take WRI116 to fulfill the sequence unit  requirement.  Sequences 
are marked by the gray headers.  Below, there are two sequences “Composition” and 

“Speech”. This student would complete both sequences by taking WRI116 and COM100.



Units Versus Courses to Complete

If a category requires that you complete a certain number of units (see 4 unit 
economics requirement below), you have the option of completing one (4 

unit) course, two (2 unit) courses, or even four (1 unit) courses.  The “Courses 
to Complete” header will always list the minimum number of courses needed 
to fulfill a requirement (in this case, 1 four unit course). So if you complete a 2 

unit economics course, the header will show as complete because you 
completed one course, but you will actually need to take one more 2 unit 

course to fulfill the “4 units of upper-division economics” requirement.



Section & Header Comments

Please be sure to read all the comments on your advising guide. They provide 
instructions or explanations of the requirements listed below.  In this instance, the 
comments explain an exception made for first-time transfer students. If you qualify 
for this exception, you could choose either BIB101/102 and CHU395/THE306 and 

then your required courses would be complete.  Since other students must complete 
three courses, the advising guide will always show this section as incomplete for 

transfers who utilize this exception.  Please check with an Academic Records 
Specialist if you are unsure that you qualify for an exception.



Compare Requirements
.

Although the advising guide is a helpful tool, it is only a guide, so please compare it
to the official academic catalog to ensure you complete all requirements.  Your degree depends on it!

ADVISING GUIDE CATALOG

Please report any discrepancies between your advising guide and the catalog by 
calling the Records Office at 619-849-2941 


