
Dual Credit Pass/Fail Report Process 

1st Report 

1. Forward grade report to high school counselor. 

2. Email the student to schedule an advising appointment. 

3. Meet with student and provide support resources. 

4. Document advising notes in Peoplesoft.  

5. Update high school counselor.  

2nd Report 

1. Forward grade report to high school counselor. 

2. Email the student to provide support resources. 

3. Document email in Peoplesoft.  

4. Update high school counselor. 

3rd Report 

1. Forward grade report to high school counselor. 

2. Email the student to schedule an advising appointment. 

3. Meet with student and provide support resources. 

4. Document advising notes in Peoplesoft.  

5. Update high school counselor. 

4th Report 

1. Forward grade report to high school counselor. 

2. Email the student to provide support resources. 

3. Document email in Peoplesoft.  

4. Update high school counselor.  

Final Report 

1. Forward grade report to high school counselor.  

2. Email the student to schedule an advising appointment. 

3. Meet with student and advise on next steps. 

4. Document advising notes in Peoplesoft.  

5. Update high school counselor. 

 


