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Recordkeeping Component (ARRC)
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ARRC Users’ Guide
Overview
ARRC is an online workflow in PeopleSoft.  Requests are simple to create and are delievered in seconds.  ARRC also collects data so 

metrics can be compiled and business decisions can be made based on process data. 

Roles:

Requesters: Staff/Faculty with access to submit an ARRC Request 

Approvers: Faculty who have been designated to approve for their Department/School for the ARRC request type

Responders: Staff who process and complete the ARRC Request (Degree Advising, Transfer Credit, & Articulation)

Reports: Reports are only available for Approvers and ARRC Administrators

Students: A request can be submitted for any active undergraduate student
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ARRC screens are available to view for anyone 
with PeopleSoft Advisor Role.

Anyone with ARRC Request Security can add an 
ARRC request for any active undergraduate 
student.

When creating or viewing an ARRC Request:

1. Navigate to Faculty Self Service Page in 
the My Fresno State Portal

2. Select “ARRC Request” from the “other 
academic” dropdown and click forward

3. Find an Exsisting ARRC Request OR Add a 
New ARRC Rquest

Where are ARRC Requests?



OR:

1. Navigate to the student’s “Student 
Services Center”

2. Open “My academic Records & 
Registration

3. Select “ARRC Request” from the 
“other academic” dropdown and click 
forward

Where are ARRC Requests?



ARRC Request Types
ARRC Request Types are managed by the Degree Advising Office.
Each ARRC Request Type:

a. Must be tied to a specific student ID 
b. Can only be submitted by someone with Requester security
c. Requires an Approver (Dept. Chair or designee) from each department. 



ARRC Request Types: 
MAJORSUB, 
MINORSUB, ARTICALL

ARRC Attachments are required for 
ARTICALL unless initiated by approver for 
the course requested.

Request Status Options:

In Basket
Submit
Withdraw



ARRC Request Types: 
MJRELECT & 
MNRELECT



ARRC Request Types: 
MJRWAIVE & 
MNRWAIVE



ARRC Requesters
Staff/Faculty with access to submit an ARRC Request 
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ARRC Requesters
Submitting/Viewing ARRC Requests

After selecting “ARRC Request” from the student’s
Student Center:
The ARRC Request page is displayed
With the Student’s ID.

To find an existing ARRC request –
click the Search button.

To Add a new request –
click the Add a New ARRC Request
tab at the top of the page.
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ARRC Requesters
Adding a New Request
On the “Add a New ARRC Request” tab

The Student ID:  defaults to the student’s ID you are 
working on.  

NOTE: You can only enter an ARRC request for active
Undergraduate students

Click the Add button
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ARRC Requesters
Adding a New Request

The Request screen will display student information. You will need to 
select the Request Type.

Selecting the Request type – will default the student’s major, 
department , and school for the selected request type.  

Note
Course Sub, Units Sub & Term Taken can be selected from Student’s Classes 
Required Course can be selected from Required Courses
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ARRC Requesters

Adding a New MAJORSUB or ARTICALL Request

Select the incoming class you want to substitute or articulate from the Student’s Classes field. 
This list includes all transfer and Fresno State course work. 
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ARRC Requesters

Adding a New MAJORSUB or ARTICALL Request

Select the Fresno State course you want to use from the “Required Courses” field.  

The list of courses is pulled from the Fresno State General Catalog.   It is recommended to use additional criteria to 
narrow down your search for the appropriate course.
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ARRC Requesters

Adding a New MAJORSUB or ARTICALL Request

If there are multiple incoming courses involved, you can type the 
information in the Course Sub and Units Sub fields.

The Requirement Group link displays pre-requisite information.
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You can also add comments to clarify the request.

A comment is helpful when the request is complicated. 



ARRC Requesters

You can add attachments 
and URL in support of your ARRC 
request.

Attachments or URL are required for
ARTICALL request types.
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ARRC Requesters

When an ARRC request submitted by a 
requester the Approver will get an email
indicating they have an ARRC request to 
review.  

If an Approver has a backup, the backup
is cc’d and can also approve/deny the 
request. The backups are set up by ARRC 
Administrators.

Use the details on this email to look
up the corresponding ARRC request.

The Requester will receive an automatic 
notification when the request is completed, 
denied, or needs clarification.
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ARRC Approvers
Faculty who have been designated to approve for their Department/School for the 
ARRC request type

17



ARRC Approvers

When an ARRC request submitted by a 
requester the Approver will get an email
indicating they have an ARRC request to 
review.  

If an Approver has a backup, the backup
is cc’d and can also approve/deny the 
request. The backups are set up by ARRC 
Administrators.

Use the details on this email to look
up the corresponding ARRC request.

Go to: Student Center to look for ARRC 
Request.

18



The ARRC Request page is displayed
with the Student’s ID.

To view the pending request, enter the Request 
Number shown in the email. 
Click Search.

ARRC Approvers
(Approving/Denying a New Request ) 
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ARRC Approvers 
Approving/Denying a New Request 

ARRC Request tab
Current stats
All active Majors
Attachment tab
Articulation course                  
materials
Policy and Info tab

Request
Displays the Request 
Type, major, college, and 
department

Request Details

Comments
Can be added until the 
request is closed

Request Status
Displays all parties 
involved with the request 
and the current status.

Click Apply to save the 
Request and stay on this 
page.
Click OK to save the 
Request and return to the 
Student Center.

Review any comments, attachments , or URLs, if 
applicable and choose appropriate Approval 
Status.

Approver Status options:
Approved: Moves and sends an email for the request to the 
Responder.
Need Advisor Clarification: Moves and sends email for the 
request back to the Requester.
Request Denied: Closes the request and sends an email to 
the student, cc the requester.
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ARRC Report/Inquiry Screen:
You can run reports based on criteria in the fields.   Use additional criteria to narrow down the results.
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ARRC Students
A request can be submitted for any active undergraduate student
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Advisor Request Recordkeeping Component (ARRC)

1. Navigate to the Student Center”

2. Open “My Academic Records & Registration”

3. Select “ARRC Request” 
from the “other academic…” dropdown  

and click the double arrow

ARRC Students
Viewing ARRC Requests
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Students
Viewing ARRC Requests

Students will able to view all their ARRC requests. 
This example – the student has 9 requests and we 
are looking at request # 8.

The request displays Details, Requester, Approver, 
Responder, and the current status of the request.

Clicking the Cancel button takes the student back 
to their Student Center.

In addition, students will receive an email when 
the request has been Approved, Denied, or 
Withdrawn.

24


