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JICS AV Portlet Faculty/Staff 
Login

Type in your ‘SIS (Student Information System)’ or JICS user 
name and password to login to the interface system 



JICS Faculty/Staff Login 
Screen

Find and click on the ‘Faculty’ option tab to 
access the faculty portal



To Access and view your ‘Advisee’
list or Advisee Roster

Locate the ‘Advisee Roster’ portlet. Next, select a specified 
advisee status and click on the ‘search’ tab to access and view 

your advisee list within the information system 



To Access and view your ‘Advisee’
list or Advisee Roster

Or click on the ‘Advisee Status’ 
drop down box and select a 

specified advisee status



To Access and view your 
‘Advisee’

list or Advisee Roster

Then, click on the ‘Search’ tab to view your 
specified advisee list



To view ‘Advisee’ list

When you are able to 
view your advisee list, 
select the appropriate 
assigned student by 

clicking on the student’s 
name



To view Advisee Details

Select the appropriate 
assigned advisee by clicking 
on the student’s name within 

your advisee roster list



E-Advising Tip: To e-mail an 
advisee 

To send an assigned advisee 
an e-mail message, click on 

the envelope icon next to the 
appropriate student’s name 
within the advisee roster.



E-Advising Tip: To e-mail an 
advisee 

Next, type in the e-mail’s 
subject and message. Then, 
just click ‘Send’ to forward 
the e-mail correspondence 
the appropriate advisee.



To view Advisee Information 
and Academic Records

To view advisee 
Academic Records, locate 

the ‘Tools and 
Information’ area.



To view Advisee Information

To view an advisee’s 
SAT/ACT or CPT (College 
Placement Test) scores, 
click on the ‘Academic 

History’ tab



Viewing Academic History

In viewing an advisee’s 
academic history, his/her 
SAT/ACT or CPT scores, 
the exam name, date and 

actual score(s) will be 
displayed on this page



To view Course History

To view an 
comprehensive list of a 

student’s transfer, locally 
completed and in 

progress courses, click on 
the ‘Course History’ tab



Viewing Course History

The ‘Course History’ information is a comprehensive list of 
what a student has completed, transferred in and is currently 

enrolled in to the most recent term.



To view Grade Report

To view an advisee’s 
grades from a 

term/semester, click on 
the ‘Grade Report’ tab



To view Grade Report

Use the Term: field’s drop down box 
to select the specific term or 
semester’s grades you are 

attempting to view



Viewing Grade Report

View a student’s grade report from a 
previous term/semester



To view customized PDF Grade 
Report

To view a printable customized grade report 
from a student’s previous term/semester, 

click on the Acrobat PDF link.



A printable customized Acrobat PDF grade report from a 
student’s previous term/semester should display to view.

Customized PDF Grade Report 
view



To view a student’s Unofficial
Transcripts

To view an advisee’s 
unofficial transcripts, click 

on the ‘Unofficial 
Transcripts’ tab



View Unofficial Transcripts

A student’s unofficial transcript record from past and current 
terms/semesters should display on this page to view.



To view Advisee Information in 
the Advising (AV) Portlet

To view advisee 
information, records and 

degree audit reports, 
locate the ‘Advising’ 

portlet area.



To view Advisee Meetings

To view advisee completed 
or scheduled student 

meetings and documented 
notes, click on the ‘Advisee 

Meetings’ tab.



Viewing Advisee Meetings

Then, all completed or 
scheduled student meetings 

and documented notes, 
should be displayed to view.

To view all completed or 
scheduled advisee meetings 
and documented notes, click 
on the ‘Display Meetings’ tab.



To view Advisee Meeting Notes

To view the documented 
notes entered in the system 

from completed advisee 
meetings, click on the 
meeting ‘Details’ tab.



Viewing Advisee Meeting Notes

Documented notes entered 
into the system from past 

completed advisee meetings, 
should display in Notes: field.



How to enter Advisee Meeting 
Notes into the AV Portlet

To add meeting details, 
comments or notes in the 

system, click on the ‘Add’ tab 
under the Scheduled 

Meetings area.



How to enter Advisee Meeting 
Notes into the AV Portlet

Use the drop down boxes for 
Name: field, Date/Time: field, 
Meeting Description: field and 

Status: field to select appropriate 
meeting details.



How to enter Advisee Meeting 
Notes into the AV Portlet

Type in a meeting title in the 
Meeting Purpose field: and 

appropriate meeting details in the 
Notes: field.



How to enter Advisee Meeting 
Notes into the AV Portlet

Then, click on the ‘Save’ or the 
‘Save and Add Another’ tab to save 

documented advisee meeting 
details.



How to enter Advisee Meeting 
Notes into the AV Portlet

Lastly, check the ‘Scheduled 
Meetings’ area to be sure your 
documented advisee meeting 

details have been recorded and 
saved in the system.



How to access and view Degree 
Audit Summary in the AV Portlet

To view advisee degree audit 
reports (DAR’s) and 

summaries, click on the 
‘Degree Audit’ tab.



How to Recalculate Student 
Progress

Next, click on the ‘Recalculate 
Student Progress’ tab to 
update a student’s AIM 

(Degree Audit) progress.



To view Degree Audit Summary in 
the AV Portlet

Then, click on the student’s 
AIM or AIM’s (declared majors, 

minors and concentrations) 
link to view updated Degree 

Audit Summary.



Viewing a student’s AIM Progress
View needed Major, Minor or Concentration requirement status 
information for specific group(s) or course requirement detail. 



Viewing a student’s AIM Progress
To view course requirement available in a specific term, click on a 

course or grouping requirement’s ‘See available courses’ link. 



Viewing Available Courses 
Information

A list of class dates, times, instructor and location can be viewed in 
the Search Results area according to the term specified. 



To view DAR – Degree Audit 
Reports (Advising Worksheet)

To view a student’s Advising Worksheet, click on the PDF 
custom report link toward the bottom of the page.



Viewing DAR – Degree Audit 
Reports (Advising Worksheet)



To view DAR – Degree Audit 
Reports (Graduation Report)

Click on the Graduation Report PDF link toward the bottom of 
the Degree Audit Summary page to view a student’s 

Graduation Report.



Viewing DAR – Degree Audit 
Reports (Graduation Report)



This concludes our basic JICS 
(Jenzabar Internet Campus 

Solutions) Advising (AV) Portlet 
session. Thanks you for your 

attention. 

Contact or visit us if you have 
any questions. We look forward 
to working with you this year.

Training Session I
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