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Request Advisement Report (Degree Audit) 
 
Purpose:  An Advisement Report (also known as a degree audit) is the data analysis that 
indicates whether a student has completed all of the requirements for graduation or if outstanding 
requirements must still be satisfied.   The following instructions describe how to request an 
advisement report. 
 

Step Action 
1. You must set user defaults prior to requesting advisement reports.  Navigate to:  

Main Menu › Set Up SACR › User Defaults 
 
On User Defaults 1 tab, set the Academic Institution field to UNICS 

 
On User Defaults 2 tab, set the SetID field to UNICS 

 
 
On the User Defaults 4 tab, check the Carry ID box, set the Output Destination field to  
Page, and set the Advisement Report Type field to ADV 

 

Click the Save button 
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Step Action 
2. Navigate to the Request Advisement Report page.  Main Menu › Academic 

Advisement › Student Advisement › Request Advisement Report 
 

 
 
Note:  If an advisement report already exists for a student, you may use the Find 
an Existing Value tab to search for an existing request. 

3. Click the Add a New Value tab. 
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Step Action 
4. Complete the following: 

 
• ID - Enter the student’s ID or use the Lookup button to select the ID for 

the student whom you wish to request a report.   
• Academic Institution – Defaults to UNICS 
• Report Type – Defaults to ADV – Advisement Report 

5. Click the Add button. 
 
Result:  The Report Request tab displays. 
 



Job Aid – Request Advisement Report (Degree Audit) 

 

Page 4 Last Updated: 11/28/2012
 

Step Action 
6. Click the Process Request button. 

 
Result:  The Advisement Report displays. 
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Printing the Advisement Report 
 
 
Click the yellow View Report as PDF button at the top of the report. The Report displays in a 
PDF window and you may now click the Print button on the toolbar to print the report. 
      

 
 
 
 


