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CSC Using the Advisor Center
CSC Viewing and Notifying My Advisees
CSC Viewing My Advisees & Sending Notifications
Procedure
You can view your advisee roster, and view advisee student details. Details include a variety of data such as a view of the advisee's student center, current schedule, shopping cart, and other general information. 
This topic covers how to view your advisee list and send notifications from the My Advisees page.
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	Step
	Action

	1. 
	Begin by navigating to the Faculty Center module.
Click the Self Service link.
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	2. 
	Click the Advisor Center link.
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	Step
	Action

	3. 
	Click the My Advisees link.
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	4. 
	The My Advisees page is the starting point from which you can access other information on a selected student by clicking on tabs.

	5. 
	The Navigation bar below gives you the ability to view all students in the list, view a page at a time, search for an advisee, or download the list for use in Excel.

	6. 
	You can send notifications to your advisees from this page. You can chose to notify selected advisees or notify all advisees.
The process is the same except that you need to select the checkbox next to students to be notified when you use the notify selected advisees option.
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	Step
	Action

	7. 
	The first example will show how to select an individual advisee to notify.
Select the student(s) that you wish to send a notification to.
Click the Notify option.
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	8. 
	Click the Notify Selected Advisees button.
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	9. 
	The Send Notification page appears. 
If you want to CC: or BCC: additional advisees, enter their e-mail address(es) in the applicable fields.
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	Step
	Action

	10. 
	Your e-mail address appears in the From and To fields to keep other advisee e-mail addresses private.  The advisee e-mail addresses appear in the BCC field.
Enter your message in the Message Text field.
Enter the desired information into the Message Text field. Enter "Enter message here.".

	11. 
	You can spell check the message by clicking the Book icon below.
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	Step
	Action

	12. 
	Click the Send Notification button.
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	Step
	Action

	13. 
	A list of e-mail addresses sent to appears.
Click the Return to My Advisees link.
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	Step
	Action

	14. 
	The next example will show how to select all advisees.
Click the Notify All Advisees button.
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	Step
	Action

	15. 
	Enter the desired information into the field. 
Enter "Enter message here".

	16. 
	Click the Send Notification button.
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	Step
	Action

	17. 
	Click the Return to My Advisees link.
[image: image19.png]Return to My Advisees





	18. 
	You have successfully completed the steps to view your advisee list and send a notification.
End of Procedure.


CSC Viewing Other Students
Procedure
This topic covers how to view data for other advisees from the My Advisees page.
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	Step
	Action

	19. 
	Begin by navigating to the Advisor Center module.
Click the Self Service link.
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	20. 
	Click the Advisor Center link.
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	21. 
	Click the My Advisees link.
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	Step
	Action

	22. 
	Click the View Data for Other Students button.
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	Step
	Action

	23. 
	The Advisee's Student Center search page appears.
Enter the desired information into the Last Name field. Enter "Smith".

	24. 
	Enter the desired information into the First Name field. Enter "Julie".

	25. 
	Click the Search button.
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	26. 
	Choose the desired student from the search results.
Click the Smith,Julie link.
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	Step
	Action

	27. 
	Use the tabs to view additional information. 
Click the Advisor Center link.
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	28. 
	You have successfully completed the steps to view data for other students.
End of Procedure.


CSC Viewing an Advisee's Student Center
 
CSC Viewing an Advisee's Student Center
Procedure
This topic covers how to access and understand information found in the student center.
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	Step
	Action

	29. 
	Begin by navigating to the Advisor Center module.
Click the Self Service link.
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	Step
	Action

	30. 
	Click the Advisor Center link.
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	31. 
	Click the My Advisees link.
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	32. 
	You can access the Student Center in one of two ways from the My Advisees page.
You can click the View Student Details hyperlink on the student's row or you can click the Student Center tab at the top of the page.
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	Step
	Action

	33. 
	Click an entry in the View Student Details column.
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	34. 
	The Student Center appears with the student's name displayed at the top of the page.  
Icons that indicate if the student has positive or negative service indicators (holds) are displayed.  You will access this information from other pages.

	35. 
	The Academics section provides information on the student's schedule, enrollment, transcripts and other information.

	36. 
	The student's weekly schedule is displayed, which lists each class and the schedule information.

	37. 
	You can change the order in which the classes are scheduled by clicking a column header.
Click the Schedule link.
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	Step
	Action

	38. 
	The sort order of the Schedule column changes to alphabetical. 
You can review deadlines that apply to the class.
Click the Academic Calendar Deadlines link.
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	39. 
	The deadlines appear.  Review them and return to the Student Center.
Click the Return to Student Center link.
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	40. 
	You can also view the schedule in a weekly calendar style.
Click the Weekly Schedule link.
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	41. 
	Use the navigation buttons and calendar options to change dates and options. 
Return to the Student Center. 
Click the Student Center tab.
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	42. 
	If the student has any current holds, they will be listed in the Holds section.

	43. 
	Checklist items for the student are displayed on the To Do List.

	44. 
	Access to enrollment dates is available.

	45. 
	Information about the student's advisor is provided. 

	46. 
	You have successfully completed the steps to access a student's advisee center.
End of Procedure.


CSC Viewing an Advisee's Class Schedule
Procedure
This topic covers the different ways to review the class schedule from the student center.
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	Step
	Action

	47. 
	Begin by navigating to the Advisor Center module.
Click the Self Service link.
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	Step
	Action

	48. 
	Click the Faculty Center link.
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	49. 
	Click the My Advisees link.
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	Step
	Action

	50. 
	Click the View Student Details link.
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	Step
	Action

	51. 
	Click the My Class Schedule link.
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	52. 
	The selected advisee's schedule is displayed as a list.

	53. 
	A different view is available if you would like to print a copy of the advisee's class schedule.
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	Step
	Action

	54. 
	Click the Printer Friendly Page link.
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	Step
	Action

	55. 
	Use the Print option on your browser's toolbar to print the schedule.


[image: image56.png]CHADRON STATE COLLEGE

‘Campus Information
Employee Resources

- My Advis:

- Advisee Student
Center

- Advisee General Info

- Advisee Transfer
Credit

- Advisee Academics

Faculy Y Collegelife Y~ Calendars \

Lisa Anderson

Fall 2010 > Undergraduate > Chadron State College

ART 131 - DRAWING 1

status units = Grade
Enolled 300 Graded
ClaseNbr. Section Component Days 8 Times Room  Instructor  Start/End
10304 0002 Lectre  MoWaFr3.00°M MEM 147 Laura Semtz  08/23/2010
it ¢
L7010

HIST 435 - HISTORY OF HISTORICAL WRITING

status units = Grade
Enolled 300 Graded
ClaseNbr. Section Component Days 8 Times Room  Instructor  Start/End
1735 0001 Lectre  MoWaFr 100PM ADM33  GregSrady  08/23/2010
et ¢
L7010

Return to Advisss Class Schedule.





	Step
	Action

	56. 
	Return to the advisee's class schedule.
Click the Return to Advisee Class Schedule link.
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	Step
	Action

	57. 
	You can also view the schedule in a weekly view.
Click the Weekly Calendar View option.
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	Step
	Action

	58. 
	After reviewing the advisee's schedule, return to the student center.
Click the student center link.
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	59. 
	You have completed the steps to view and print an advisee's class schedule.
End of Procedure.


CSC Viewing an Advisee's Shopping Cart
Procedure
This topic covers the steps to view the information found in an advisee's Shopping Cart.
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	Step
	Action

	60. 
	Click the Self Service link.
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	61. 
	Click the Advisor Center link.
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	62. 
	Click the My Advisees link.
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	Step
	Action

	63. 
	Click the View Student Details link.
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	Step
	Action

	64. 
	Click the Shopping Cart link.
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	65. 
	The Shopping Cart for the selected term appears.
The top section will contain any items for which enrollment has not been completed with an accompanying status. Use the legend provided to interpret the Status. 
The bottom section shows the classes in which the student is enrolled and indicates the status in the last column. Use the legend provided to interpret the Status.
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	Step
	Action

	66. 
	After reviewing the information, return to the advisee's student center.
Click the student center link.
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	67. 
	You have successfully completed the steps to view the information found in an advisee's Shopping Cart.
End of Procedure.


CSC Viewing an Advisee's Emergency Contact
Procedure
This topic covers the steps to view a student's Emergency Contact information.
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	Step
	Action

	68. 
	Click the Self Service link.
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	69. 
	Click the Advisor Center link.
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	70. 
	Click the My Advisees link.
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	Step
	Action

	71. 
	Click the View Student Details link.
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	Step
	Action

	72. 
	Click the Emergency Contact link.
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	Step
	Action

	73. 
	The emergency contact information, if available, will be listed. After reviewing the information, return to the advisee's student center.
Click the Cancel button.
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	74. 
	You have successfully completed the steps to view a student's Emergency Contact information.
End of Procedure.


CSC Viewing an Advisee's To Do List
Procedure
This topic covers the steps to view checklist items that have been assigned.
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	Step
	Action

	75. 
	Begin by navigating to the Advisor Center.
Click the Self Service link.
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	76. 
	Click the Advisor Center link.
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	77. 
	Click the My Advisees link.
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	Step
	Action

	78. 
	Click the View Student Details link.
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	79. 
	The To Do List displays items that require attention.

	80. 
	You have successfully completed the steps to view checklist items that have been assigned.
End of Procedure.


CSC Viewing an Advisee's Holds
Procedure
This topic covers the steps to view details on Holds that may exist on a student's academic record.
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	Step
	Action

	81. 
	Begin by navigating to the Advisor Center.
Click the Self Service link.
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	82. 
	Click the Advisor Center link.
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	83. 
	Click the My Advisees link.
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	Step
	Action

	84. 
	Click the View Student Details link.
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	85. 
	If the advisee has any holds, the type of hold is displayed on the main page. More information is available by clicking the Details button.

	86. 
	You have successfully completed the steps to view details on Holds that may exist on a student's academic record.
End of Procedure.


CSC Viewing an Advisee's General Info
CSC Viewing an Advisee's General Info
Procedure
This topic will show the process for displaying general information about an advisee, including their addresses, email addresses, service indicators, student groups and phone numbers.
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	Step
	Action

	87. 
	Begin by navigating to the Advisor Center.
Click the Self Service link.
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	88. 
	Click the Advisor Center link.
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	Step
	Action

	89. 
	Click the My Advisees link.
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	Step
	Action

	90. 
	Click the View Student Details link.
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	Step
	Action

	91. 
	Click the general info link.
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	92. 
	The general info tab shows several sections of information about an advisee.

	93. 
	You can go directly to a section by clicking it in the list or you can scroll down to it on the page.

	94. 
	You have completed the steps necessary for viewing an advisee's general information.
End of Procedure.
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