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NEED ADDITIONAL INFORMATION? 
 

For further questions on this process please go to the CMS webpage at 
http://www.sonoma.edu/cms/contact.shtml to locate the  

STUDENT RECORDS FUNCTIONAL LEAD  
under Student Administration. 

OBJECTIVE: This document will detail how to view 
the Repeat Balance based on changes made 
pursuant to CSU Executive Order 1037. 
 

 

LESSON 1:  REPEAT BALANCE VIEW IN FACULTY CENTER ......... PG. 2 

LESSON 2:  REPEAT BALANCE VIEW ON A TRANSCRIPT ............. PG. 8 
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Lesson 1: Repeat Balance View in Faculty Center 
 

 
Introduction: Students are limited to a total of 28 units for repeated course attempts. The first 
attempt at repeating a course is Grade Replacement (also called Grade Forgiveness).  The 
grade achieved in this second attempt of a course will replace any units earned on the first 
attempt as well as apply the grade received to the GPA calculation, dismissing the first 
attempt.  Students may have 16 units for Grade Replacement. 
 
By default, the second repeat (third attempt at a course or greater) of a course will be 
averaged into the students GPA, but will not count towards units to degree completion.  The 
units earned on the second attempt will still apply.  Students may have 12 units for Grade 
Averaging.  
 
These counts begin Fall 2010 and will count going forward.  When a student has repeated 16 
units (or more) a message will be displayed in Student Self Service showing the number of 
repeated units and how many they have remaining. 
 
Also, if you receive a C or better at the end of the semester and have pre-registered for the 
same course in a future semester, you will be dropped from the course for the future 
semester. 
 
For more information about Sonoma State University’s Course Withdrawal Policy, please visit 
http://sonoma.edu/ar/records/course_repeat.shtml. 

Navigation:  Self Service>Faculty Center 

http://sonoma.edu/ar/records/course_repeat.shtml
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The table below will outline how to view a student’s balances. 

Step Action Screenshot 

1 Navigate to Self Service> 
Faculty Center 

 
 

2 Click on the 
Advisement Tab. 

 

3 Click the New Drop-In 
Advisees button. 
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4 Search for a student.   
 
 

 

5 From the **Student 
Details** drop down, 
select Withdrawal/ 
Repeats, and click Go. 
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6 View the Repeat 
Summary, Grades 
Forgiven, Grades 
Averaged, and 
Repeats from 
Enrollment. 
 
Repeat Summary – 
This summary outlines 
the number of units 
used and/or available in 
each repeat category. 
 
A total of 28.00 units 
are permitted in a 
student’s career. 
 

 

7 View Grades Forgiven. 
 
A student may choose 
to dismiss a first course 
attempt by repeating the 
class, up to 16.00 units.  
In the section entitled 
Grades Forgiven, the 
term and course details 
of forgiven classes will 
be listed. 
 
Units attempted in this 
second attempt will 
count for units earned. 
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8 View Grades 
Averaged. 
 
A student may average 
multiple attempts of a 
course, up to 12.00 
units.  In the section 
entitled Grades 
Averaged, the term and 
course details of 
averaged courses will 
be listed.   
 
The averaged grade will 
count toward the GPA, 
but units earned will 
carry from the 1st repeat 
attempt. 

 

NOTE: The screen view above reflects how Repeat balances will 

appear at the conclusion of the Fall 2010 semester. 
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9 View Repeats from 
Enrollment. 
 

As students enroll to 
repeat a course during 
Fall 2010 and 
subsequent terms, the 
number of units will 
subtract from the units 
available column.  The 
class(es) taken will be 
listed in the Repeats 
from Enrollment 
section at the bottom of 
this screen.  Once the 
class is completed, the 
units and course details 
will move to the 
appropriate summary. 
 
Note: Student’s that 
receive a C or better at 
the end of the semester 
and have pre-registered 
for the same course in a 
future semester will be 
dropped from the 
course for the future 
semester. 
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Lesson 2: Repeat Balance View  
on the Official Transcript 

 
The table below will outline how to view your balances on an official transcript. 

Explanation Screenshot 

This view shows a 
course that was 
repeated prior to the 
implementation of the 
Repeat Balance limits. 

 

This view shows a 
course that was 
repeated after the 
implementation of the 
Repeat Balance limits.   
 

The RPT code is no 
longer used and the 
actual grade earned is 
listed.  A descriptive 
note will display below 
each repeat attempt to 
identify how the grade 
will apply to units 
attempted, GPA, and 
repeat limits. 

 
 


