Advisor Cheat Sheet: All tasks have step-by-step instructions available in Help Links:

Student Help: https://confluence.uconn.edu/ikb/student-administration-system/studexts

Instructor/Advisor Help: https://conﬂuence.uconn.edu/ikb/student-administration-&&{em/instructors-and-advisors
\
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| instructortAdvisor Help | dentHelp | AdminHelp | NetiDEmpiD | AddtoFavortes | Sign out

Favarites « Main Menu = » Self-Service v > Plan of Study Approval Monitor

DYNAMIC CLASS SEARCH:

e  Easy search to view current live information on all courses offered for a given term
. Lists all information about each course, including:
o  Capacity
Current enrollment
Whether seats are reserved and for whom
Whether course uses studentadmin waitlist
Whether course requires instructor consent

O O O O O

Course descriptions and pre-requisites along with other couse information is available when you click on the blue “class number” link
o If course is cross-listed with another course number and if that™section has open seats, also available when you click on blue “class number” link
e  Can search for “online only” or “honors only” courses
e  Can search by campus
e Can search by particular cours€Trsaber or all courses in a department
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ADVISOR CENTER:

ADVISEE STUDENT CENTER:
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e  Many different holds placed by various offj

e  Most holds must be taken off only

e  Only hold you may take off is “enro
g every semester and have an enrollment hold; others do not. If student is double major/dual degree, they might have a hold for their other major.

e  Some departments require advi
. For some departments, the
e  Student view, how a stu

UNOFFICIAL TRANSCRIPTS:

. Under Advisee Student Center, in the drop down list, click on “Transcript: View Unofficia

by th€ office who placed it; refer student to info provided in hold when clicked on.
ent hold” unless otherwise instructed.

In

e Changes instantly with schedule changes.
e Includes academic standing for each term (Good Standing, Academic Probation, Subject for Dismissal).
e  Courses listed under “non-degree” at end of transcript are courses taken before they matriculated at UConn. If listed above in their undergraduate transcript, they have been applied to

their degree.

then click on the right arrows icon to generate. Then click green “go” button.

e  Student view, how a student can view it on their own: Self Service -> Student Center -> My Academics -> View My Unofficial Transcript -> Go

T Holds & Indicators

Mo Holds.

No Ta Do's.

Enrollment Appointmant
You may begin anrallng for the
Fall 2018 Regular Acadamic
session on July 19, 2018,

detatls P

Program Advisor
Metin Cosgal
BE0/ABG- 4662
Lauren Munyard
BAO/4B6-3022

rollment hold is placed for administrative reasons. Check with your department if you should remove this hold when meeting with a student.
nt can view their holds: Self Service -> Student Center -> Blue box on right hand side “Holds and Indicators”

detais ®




ADVISEMENT REPORTS (AKA) ACADEMIC REQUIREMENTS:

Under Advisee Student Center, in the “Change Advisee” box, select the student you seek.

Advisement Report

°
e Inthe drop down list, click on “Academic Requirements” then click on the right arrows icon to generate.
e It will take a little while to pull up the report. Let it run.
[ ]
L]
course.
e  The report reflects any changes instantly with schedule changes.
e The first requirement lists their catalog year, this will always show as not satisfied. They don’t

need to do anything.

Univenty of
Fargtes  toan Memu » Sk Servce - Stusent Center

= Academic Requirements or Advisement Report

My Academic =
online checklist of requirements for graduation
. o
PR p——

S Your Catalog Year =
when you first became
a CLAS student

T “collapsed” or “closed”
s blue bar with side arrow
. - = taken or registered

~ Quantitative Competency

University of Connecticut | Undergraduate

This report last generated on  08/03/2018 10:06AM

|

collapse all expand all | view report as pdf | Study

@raken @ In Progress

~ Catalog Year

Students are for meeting the in their catalog. If you do not think this
evaluation is accurate or if you have questions, see your dean. Catalog Year 2017-18. Note this
statement will always be listed as not satisfied,

" 8 YEAR RULE
" University Residency
' content Area One

' Content Area Two

! Content Area Three

Student view, how a student can view it on their own: Self Service -> Student Center -> Drop down menu click on “Academic Requirements” It will take a while for it to generate.
It reflects (checks off) any course that has been taken OR is currently enrolled, even if not started. It reflects anything on the student’s transcript, as if they will successfully complete the

Or use PDF Version or
Plan of Study version

They take time to pull
up, let it run.

Mot Satshed: Quanttaties Comastancy (RG3318)

Required: # of courses
required to graduate

i Taken: # of courses taken or
Wol Satisfied: A @ cournas Lokan vill ba itad hare registered
. - Needed: # of courses left to

T - register for

Courses already satisfying
requirement are shown here
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Eoire o Dl i B e e B i)

“expanded” or
“open” blue bar
with down arrow
and info under

= not yet registered

lick on “view course list” to
open list of course options

’ = satisfied
v = not satisfied

University of Connecticut Advisement Report
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Students must pass two courses, one of which must be a four credit

Page20f 5
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FINAL PLANS OF STUDY:

When a student applies to graduate, their next step is to submit a final plan of study for every major and minor in Studentadmin, to be reviewed for approval of all requirements met.
Your view to see if they submitted a final plan of study will appear on your advisee list:

Or, you may search for it using the Plan of Study Approval Search:

Favorites + Main Menu «

You may click

on it to view it. Search Parameters
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22 Last name. first name 1234567 lo] QO |view Stugent Details

23 Last name, first name 1234567 e O |view Student Details

24 Last name. first name 1234567 [e QO |view Student Details

25 Last name. first name 1234557 Q ® |view Student Details

26 Last name, first name 1234567 HON le Q  |view Student Details
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Academic Program
Acad Plan
Report Type| Final v
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Submited Within| View Al v

> Self-Service » >

Approval Status | Pending

Exp Graduation Term

Plan of Study Approval Search

v

Search

Approval Hold Only:

a

When a student submits a Final Plan of Study to graduate, an email is sent to anyone who is listed as the student’s advisor for that major in Studentadmin. Click on the blue link at the bottom of the

email:

Please review the request to approve this Plan of Study.

Student: # 1234567 Student Name
School : Liberal Arts & Sciences
Field of Study : Economics
Degree : Bachelor of Arts
Request Type : Final

Click here to review the request.

Transaction Details
1D 1234567 Student Name
Acad Prog UCLAS Liberal Arts & Sciences

Acad Plan ECONOM1_BA Economics
Report Type Final
Student Communications

Added by Student Name

Plan of Study Workflow

Last Submission DT 07/26/2018

on 2018-07-26 - 10:11AM

As discussed, Econ 3499 was an independent study that counts towards the 9 credit Economic requirement

Rpt# 1 Unlock:

<«

Notify Substitutions:
Exp Grad Term 1188

Status Pending View Plan of Study —

Click if a substitution is needed, BEFORE
you approve below. It will be routed to
Dean’s level for approval

Add Attachment

Assigned Advisor
approves on this level,
may be more than
one advisor assigned

Plan of Study:Pending

Major Path of Approval

Multiple Approvers
CL) POS Advisors

Multiple Approvers

POS Departmant List

Departmental Designee
approves on this level
if Department requires it

Approve

Approve if all
requirements are being
fulfilled on Final Plan of
Study (no green highlights)
NOTE: Catalog Year will
always be green.

Comments:

[F Save

=] Notify

& Share with Student

Deny if they are missing
requirements (something is
highlighted in green, except
for Catalog Year). You MUST
put comments when you
deny, and click to share with
student so they are aware.

Or you may leave it pending
and submit comments (share

Click to view Final Plan of Study

University of Connecticut Pian of Study Page2013
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their plans to complete the
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comments.

You are approving for the major and degree only.

You are not approving for any minor listed unless you are
specifically approving a MINOR final plan of study.

Minors are usually reviewed by a particular person assigned

in your department.




