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Advisor Center

Concept

The Advisor Center is a tab that appears at the top of the Faculty Center in the SIS. It contains a
list of advisees assigned to the individual who is logged in to the SIS. From this list, the advisor
can view a student's academic and personal information on a screen called the Student Center.
In the Student Center, the advisor can see the student's schedule, contact information,
enrollment dates, and any holds on the student's account. The advisor can also access the
student's Shopping Cart, grades, Academic Requirements report and What-If report from links
within the Student Center. This document will explain how to navigate to the Advisor Center
and Student Center.

Procedure

Begin by logging in to the SIS at case.edu/sis with your CWRU Network ID and password.

Ima Professor ID: 7771111
f Faculty Center ][ Advisor Center -]r Search ‘1
| my schedule ” permission requests ” class roster ” grade roster ‘

Faculty Center

My Schedule
Spring 2011 | Case Western Reserve Univ My Exam Schedule
Select display option: @ Show All Classes (©) Show Enrolled Classes Only
My Teaching Schedule > Spring 2011 > Case Western Reserve Univ
Class Class Title Enrolled | Days & Times Room (Capacity) Class Dates
&5 (5 BIOL 216-100 Organisms and 187 TuTh 10:00AM - 11:15AM Millis Schmitt Lecture Hall Jan 10, 2011-
[4325] Ecosystems (Lecture) (382) Apr 25, 2011
.cfﬂ ’f:n]‘ BIOL 601-100 Research (Research) 2 TEA To Be Announced (999) Jan 10, 2011-
(1257) Apr 25, 2011
;f’ﬂ EP]‘ BIOL 701-100 Dissertation Ph.D. z TEA To Be Announced (999) Jan 10, 2011-
(1289) (Thesis) Apr 25, 2011
View Weekly Teaching Schedule Go to top

My Exam Schedule > Spring 2011 > Case Western Reserve Univ

Class Class Title Exam Date Exam Time Exam Room Enrolled
i%::lﬁ a:{"ta‘rg) and 5/4/2011, Wednesday 12:30PM - 3:30PM m”s Schmitt Lecture |, o5
View Weekly Exam Schedule Go to top
Step Action
1. When you log in to the SIS, the Faculty Center appears. Click on the Advisor

Center tab to see a list of the students you advise.
| Advisor Center |
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Advisor Center

New Windo

Ima Professor

[ Faculty Center ]r Advisor Center ‘]( Search ]

| my advisees ” student center ” general info ” academics |

My Advisees

Select display option: @ Link to Photos @) Include photos in list
Program Filter - apply filter(s)
Plan Filter =
Level Filter -
Find | view all | (] 2 First Kl 14 of 4 T Last
Notify |Photo| 1D Name/ Details Send E-mail Program and Plan Level Exp Grad Term | Release Advising Hold
1| [ |E& |essiiis |Gradusterms noreply@eaze.edu L":t‘:‘fl‘gzct;thgang Prg (PhD) - Doctoral Spring 2012 |Releaze Advising Hold
2 @ |E& 9991112 |Lesrner,Ima noreply@case.edu|Bislogy (PhD) - Bislogy (PhD) Doctoral Spring 2014  |Relesse Advising Hold
3| [ |[Er |ooo1115 |Scholarima noreply@case.edu :";dmme”ti“ Trng Prg (PhD) - Biclogy ooy Fall 2014 Release Advising Hold
4| [ |B& |essii12 |underarad,ims noreply@cass.edu| A1S B Stiences Undergraduate - Biology |5, 050 Spring 2012 |Releaze Advising Hold

(BA)/Pre-Health

notify selected advisees notify all advisees

Step Action

2. The My Advisees tab contains a roster of all advisees assigned to you. If a student
is missing from the list, please contact the school in which the student is enrolled.

The advisee list can be viewed with or without pictures of the students. Click the
Include Photos in List radiobutton to see the names and pictures of advisees.

@ Link to Phutu!-|

If you choose to view your advisees' photos by clicking the Include
Photos in List radiobutton, the roster will shorten so that only one
advisee at a time can be seen. To move through advisees one at a time,
use the Back and Forward arrows on top of the advisee roster. To make
the entire list of advisees and their photos reappear, click the View All
link on top of the advisee roster.

Step Action

3. There are three filters that can be used to see specific types of students in the
advisee list: Program, Plan and Level.

The Program Filter list contains the Academic Programs in which your
advisees are enrolled. Each advisee's program is displayed in the
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Program and Plan column. Select a program and click the Apply Filter(s)
button to see only advisees within that program.

An Academic Program is the student's academic discipline. For
undergraduates, this can be the College of Arts and Sciences,
Undergraduate Engineering, etc. For graduate students, it is more
specifically their scholarly pursuit, such as Bioethics or Anthropology.

The Plan Filter list contains the Academic Plans in which your advisees
are enrolled. Each advisee's plan is displayed in the Program and Plan
column. Select a plan and click the Apply Filter(s) button to see only
advisees within that plan.

An Academic Plan is the way in which a student is pursuing a degree.
For undergraduates, it is their major or minor. For graduates, it is the
specific course of action that the student is taking to complete their
program, such as graduate Plan A or B, or Standard or Weekend-
Intensive formats.

The Level Filter list contains the levels at which your advisees are
enrolled. Each advisee's level is displayed in the Level column. Select a
level and click the Apply Filter(s) button to see only advisees at that
level.

Level is the point to which a student has completed an academic
program. For undergraduates, the terms First Year, Sophomore, Junior,
and Senior are used. Graduate levels include Masters and Doctorate.

Step Action

4, The filters can be used in any combination. To apply filters you've selected, click
the Apply Filter(s) button.

To remove a filter, click its dropdown list, select the blank area, and click the
Apply Filter(s) button.

P
Find | view all | (0| # Firct Kl 1.4 of 2 B ace
Notify | Photo | ID Name/Details Send E-mail Program and Plan Level Exp Grad Term | Release Advising Hold
Med Scientist Trng Prg (PhD) - A
oly@ease. : == Advising
1| [ [ |s9%1114 |Gradusteims noresly@caze.edu B 55 ST T Doctoral Spring 2012 |Relesse Advising Hold
2| [ [B2 |9991112 |Lesrnenims noreplyf@case.adu |Biology (PhD) - Biology (PhD) Doctorz! Spring 2014 |Relesse Advising Hold
a3 [ [Er  |s991115 |scholarima noreplyficase.edu ?";_ﬁg?"e””“ Trng Prg (PhD) - Biology o Fall 2014 Relesse Advising Hold
Arts & Sciences Undergracuste - Biology || :
y@esse.ady|f == Advising
4| [ [E: |o991113 |underarzd,ims nereply@ease.adu (£ LSS Junier Spring 2012 |Relesse Advising Hold

notify selected advisees notify all advisees
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Step

Action

5.

To email all, some, or one of your advisees, use the built-in "notify" functionality
to email students from within the SIS.

notify selected advisees

notify all advisees

Step

Action

The names of advisees are links that open each student's Student Center, where
you can see his/her class schedule, course history, advising reports and more.

Advising Hold link.

The Advisee Center displays advisor registration holds whenever one or more
advisees have one. To remove an advisee's registration hold, click the Release

||REIEE|EE Advising Hn|d|

NIVERSITY o

Favorites :
- i

Ima Professor

126

Ma\nvMenu b3 Selfsvemce b Advlsoerenter v My Advisees

CASEWESTERN R‘—

( Faculty Center ]( Advisor Center ]( Search ]
| my advisees ” student center ” general info ” academics |
Advisee Student Center

Ima Undergrad ID: 9991113

*Change Advisee Undergrad.Ima

Fall 2011 Schedule

Schedule

My Class Schedule
Shopping Cart
My Planner

other academic...

~®

BIOL 226-100

ARTS 216-100
LEC (1058)

BIOC 207-100
LEC (5922)

Class
MoWe 9:20AM -
12:20PM

Art Studio 108

TuWaThFr 8:304&M -

9:20aM
Strosacker
Auditorium

MoWe 12:30PM -

1:45PM

LEC (1094) Millis Schrmitt
Lecture Hall
MoWwe 3:00PM -

BIOL 346-100 3:50PM

LEC (1097) Millis Schrmitt
Lecture Hall

BIOL 346-101
LAB (1930)

SOCI 101-101
LEC (1675)

Millis Schmitt
Lecture Hall

TuTh 10:00AM -

11:15AM

125

weekly schedule

Fr 3:00PM - 3:50PM

Mather Memorial

¥ _change |

Registration Advisor Hold

details -

~ Enroliment Dates

Shopping Cart Appointment
Your Shepping Cart for the
Fall 2011 Regular
Academic Session is
available for use beginning
February 1, 2011.

Enrallment Appointment
You may begin enrolling
for the Fall 2011 Regular
Academic Session on April
7, 2011,

details b
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Step Action
8. When an advisee's name link is clicked, the Student Center appears. It contains
information on the advisee such as a current semester schedule, approaching
enrollment dates, and academic history data.
The Student Center is also the source for academic advising reports and unofficial
transcripts. In the case of Graduate students, the Program of Study can also be
accessed through the Student Center.
” student center
¥ Academics
Fall 2011 Schedule
My Class Schedule
Shopping Cart Class
My Planner ARTS 216-100
LEC (1058)
other academic... |:]® aTOC 307-100
) . 5322)
Academic Requirements
Course History
Exam Schedule
Grades 326-100
Transcript: View Unofficial 1034)
View Program of Study Changes
What-if Report
other academic... 345-100
LEC (1097)
Step Action
9. Most features of the Student Center can be accessed from the Other Academic
dropdown menu that is at the left of the student's schedule. Those features
include:
Academic Requirements
Course History
Exam Schedule
Grades
Transcript: View Unofficial
View Program of Study Changes (applies to Graduate students only)
What-If Report
10. Additional academic information can be found by clicking on the General Info and
Academics tabs.
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T Personal Information

Contact Information

Demoagraphic Data

Home Current
123 Main &t tone
Cleveland, Chio 44601

Home Phone Email

noreply@case.edu

Step Action

11. The student's address and phone number is found at the bottom of the Student
Center screen.

12. To look at another advisee in the Student Center, click the Change Advisee list.

I —

Y CASEWESTERN R;
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Favorites = Main Menu > Self Service » Advisor Center > My Advisees

Ima Professor

f Faculty Center ]( Advisor Center Search

| my advisees H student center || general info || academics

Advisee Student Center

Ima Undergrad 1D: 9991113

*Change Advisee Undergrad,Ima i changel
Graduate, Ima
Learnar,Ima
Scholar,Ima
Undergrad,Ima

Step Action

13. Select the student you wish to see and click the Change button. The student's
information will appear.

14. Return to the Faculty Center at any time by clicking the Faculty Center tab.
| Faculty Center |

15. This completes the process of viewing the Advisor Center tab in the SIS Faculty
Center and using the advisee Student Center.
End of Procedure.

6 SIS_FC_AdvisorCenter



	Advisor Center

