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Assigning Academic Advisors

OBJECTIVE:

This document explains the steps involved in assigning an academic
department advisor to a student in Peoplesoft.

CONTENTS:

LESSON 1: ADDING ACADEMIC ADVISORS TO STUDENT RECORDS .2

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.

e ———
STUDENT RECORDS

STAFF - http://www.sonoma.edu/cms/documentation/
Last Update: 8/26/09



STATE UNIVERSITY PeopleSoft Student Administration 8.9

Lesson 1:

INTRODUCTION: The following table will outline the steps necessary to add an

academic advisor to a student record.

Step Action _ _ Screenshot
1 Navigate to the Student Advisor Page | [= = = == ="w _ =g ;
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Advisor page is | 3. [ PeopleSoft. R
populated with m R R
data. . Student Advisor
The Student Proceed to Step wenn O

Advisor page is | 4. e ——— e
not populated
with data...
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3 Click on the plus sign *' to the right | StudentAdvisor

of Academic Institution. Sally Sonoma 001643283

NOTE: DO NOT delete/change any :;;’“::‘;"‘"'liom ?;-:;:ni JEmm—— (@R
existing information in the record. e -

< I f_ Then *Advisor Role: Q,IhE‘S‘S Comimittee b | Advisor Number; ’_1 =l

The eXIStlng GO to Step 5- ‘Academic Career: ‘UGHDO\ Undergraduate
adVISOI‘ I‘O|e |S *Academic Program: UGRD Undergraduai; Status:  Active
“Th . Academic Plan: WQ Communication Studies (BA)

€S I_S Academic Advisor: 000022035 QU ppiliar Leo
Committee™... Cominitee:
The ex | Sti ng G 0 to Ste p 6 . [ advised by Commmee- Cmust .ﬂ.p-prwe Enrollment

. . Cmust Approve Graduation Graduation Approved
advisor role is
“Advisor”...

If Then First (4 1.0 0 2 [P Lot
" - *Advisor Role: ‘Thesws Committee v| *Advisorhumber: ’71
There IS more CI ICk On the *Academic Career: MQ Undergraduate
than one row... arrow to go ‘to *Academic Program: UGRD |Q N Undergraduath Status:  Active
Academic Plan: COom3-BA Communication Studies (B4)
the nEXt ro Academic Advisor: 000022035 QL AlvillarLeo A
Committee:
First E 1af 2 u [ Advised by Committee CIMust Approve Enroliment
= - [must Approve Graduation Graduation Approved
There is only Click on the plus
one row... to add a new
row.
First E 1-2of 2 m Last
1
6 Leave the Advisor Role as the default | StudentAdvisor
Advisor. Sally Sonoma ootedizes @

HE

‘Neademic nstintion: | S9CMP R 5410ma State University

NOTE: Never change or delete a - e
“Thesis Committee” row.

Role: Advsor

‘Academic Career; Q

Continued on the next page...
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Note: You can click on the magnifying
glass icon to view list of majors currently
attached to the student. Select the major
for which the academic advisor is being

added. Q

7 Enter the Student’s Academic Career. Student Advisor
Salty Sonoma 001643283 @
[ e A Dl
If Then ‘Academic Institution: | SOCMP L _ Soroma State University =&
The studentisan | Enter o B
Undergraduate... | UGRAD Ao ol =3 pere———
- ic Career: UGRD ndergradual
The StUdent IS a Enter PBAC ‘Mauamlcsronrmu UGRD |Q En:e:m:ua:
Academic Pl bnoc aQ Undeclared
POSt- Academic Advisor: Q
baccalaureate...
[ Avised by Committee [CI#Must Approve Enollment
I Must Approve Graduation Graduation Appr oved
Note: You can click on the
magnifying glass icon to obtain a list
of careers that student is active in.
Select the career corresponding to the
student’s major. <
8 Enter the Student’s Academic student Advisor
Program Salty Sonoma 001643263 @
[ o vt ol s o
*Academic Institution: SOCHP O _Sanoma State University ®BHE
If Then ‘Effective Date: 10/22/2007 [y — . -
The student is an Enter —— Advisor 5 moseorsumser [ 1 EIE
Undergraduate... UGRAD e — N
The student is a Enter PBAC pessemic s B B
Post_ Committes:
[ Avised by Committee [CIMust Approve Enollment
baC0a|aU I’eate “en [CIMust Agpr ove Graduation Graduation Appsoved
Note: You can click on the
magnifying glass icon to obtain a list
of programs that student is active in.
Select the program corresponding to
the student’s major. =
9 Enter the Student’s Academic Plan Student Advisor
(major) Salty Sonoma 001643283 @

‘Academic stitwtion:  SOCMP U gonoma state University HE
"Effective Date: 10/2272007 (W

“Advisor Role: Advisor ¥ *Rddsor Number: 1 =
‘Academic Career: UGRD & Undergraduate

“Academic Progran;
ARGE Plan:

Academic Advisor:

undergraduate
Undaclared

Committes;
[Indvised by Committee [Imaust Approve Entollment
PP
[CIntuist Appi st cltation Approved
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Click on the magnifying glass next to

Q,

Academic Advisor.

Student Advisor

Sally Sonoma 001643263 @

*Acadomic Nistiurion: SOCMPOL  gonoma State University HE
‘Effective Date: 1042272007 [

‘Aivisor Role: Advisor ¥ Advisor Number: 11 E=E
*Academic Career: UGRD O Undergraduate

“Acadermic Progran: UGRD [Q Undergracuate

Academic Pla broe a Undeclared

Academic Advisor:

Committee:

[ Avised by Committee [CI#Must Approve Enollment
I Murst Agsprove Graduation Graduation Approved
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Enter the last name of the advisor and
click Lookup.

Qe - D [H B @ JPsewer Prreom @ (3

S | ] hetnelievades T colitata AduiDen B RONTES M CTLE MM ACR_STUERN

PeopleSoft.

&

Piss gz | siein | B

Look Up Academic Advisor

EmpiL: bugs wih W
Acadeinic Organicatien: begi s
Hational ID: bagisawmn
Caimpiss [
Lavst Mttt bagies win | BLALLKR
Firea M bigis wih s

Bugnezion -
[T 173 Sih Suflarlens Bliek)  AUALLAR LED

& S @ dremrat

12

A list of advisors with the requested
last name will appear. Click on the
EmplID of the appropriate selection.
If the desired advisor is not listed,
they may not be listed in the system as
an advisor. Contact the CMS
HelpDesk for further instruction at
CMS@sonoma.edu.
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You have completed data entry with
entry of the advisor, click Save at the

bottom of the screen. 25
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A Student Advisar - Microull Inlernel Fxplorer

Ee DR s Fyertes ok e
Q- O [ @G et fprees @ (20 = - LE
Aenn | ] Mg furade’ _STUCENT CAREENS STONT Apwis @ [ G Leke @

PeopleSoft.
=

i Vg | Hin | Guistomize Pane | 38
Student Advisor
001643783 @

Saily Sonoma

SOCMPD,  gonoma Sate Uniarsity

*Readesic st miion:

102202007

| Fmecthon Date:
“BaAson Rode: Adwaar S Babsor Mber EE
‘Acadesmic Caneer VORD/%, Unsaepranus
*Readenmic Lo g VERE 5 Uingergraduate
Academic Plar UNDS a ingasized
Academic Riksor: a tar, Lo &
------ it
] Bsbind by oo [TIMust At e Enclinsnt
st

| 2 ehsse ey | 8 comect Hemery

W save | SUfetumn Sesch | [Mety

3 riens

&oone

STUDENT RECORDS

STAFF - http://www.sonoma.edu/cms/documentation/
Last Updated: 8/26/09




	Assigning Academic Advisors
	Lesson 1:
	INTRODUCTION: The following table will outline the steps necessary to add an academic advisor to a student record.

	This document explains the steps involved in assigning an academic department advisor to a student in Peoplesoft.

