ADVISOR VIEW BASICS

T advisor  STUDENT, GENERIC (300-5813) =10] x|

Currert Ton: Fol-200708
M|mm|.¢m|m|m:rn | RegHstcry | Probetion | Reports | utites | ext

o o | I~ Drectory Exemgtion Requested | TrioStaet [77____|
Last Name: [STLOENT Frrst Name: [GENERY m [ | TioEn
Previous Neme: | [~ Deceased [ Release [ Tranater :
g Agmttedt I~ £R|
Streel, Apt BOX 100 ‘ r .
owsa [ EEIT— Pty oy e [65
Qty, S, Tpx mlw
Tebphoow  [541) [i2zaser =]
Emat Mnccm

ooz | =

| =]

&lﬂDﬂI'f omo-xlu

| [Adviete Comments | 1 Comments
Academically Suspended [ Disciplinary Hold ‘ \ §

I HCommants movad from id 2294?1\
e £ mojer
\

To open a student’s file, first click on student, then when the “Select ID” box opens, you can choose to
search by ID or SSN by clicking on your choice, ! or you can click on the eye glass ‘to bring up a list of
students’ names. When you click on the eye glass, a “Select Student” box will open. In that box, you can click
on the title box of “ID”, “SSN” or “Name”. |, Whichever you choose, start typing the ID, the SSN or the name,
last name first, and the box will scroll to the student you are looking for. Once to the right student, choose
“OK” and that student’s file will open.
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Once in a students file, the primary things you will need to do for now are 1) confirm the student’s choice of
degree intent, 2) change the advisor to yourself, 3) make comments on your contact with the student, 4)

verify placement test scores, and 5) clear the student to register.

1)
look at Intent #1 and/or Intent #2.
encourage them to go on line to the

not be financial aid eligible.

To change the “Advisor” to yourself,
a student, and select yourself, then sp)

To make comments about your conta
and begin typing. Start by going to th
comments and end with your first na
comments.

To confirm the student’s choice of degree intent, first make sure you are in the “Student” tab, then
If the student does not have a degree or certificate listed,

olfWeb, login and update their personal information. If they are
undecided, they can actually list “Undgcided”. If a student lists “Undecided”, their degree intent will
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You can also view any comments that have been made in the “Student Management” modWe, such as any
releases of Information to speak to a family member, by clicking on the “StdMgmt Comments¥,
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4) To verify placement scores, first click on the “Other Info” tab. Once there, click on the “Placement

Test” tab.
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When the placement Test page opens, you can see what the placement test scores were and verify

what class they place into with those scores. If there are entries under “waivers
the pre-req from another college or taken the placement test at another col
under “Compass” \then they took their tests here at BMICC.

”n

they may have taken

ge. If the entries are

Waivers =
{Busis: <] Reading: [ | witng| * ] Matn| -]
* Please act the counseling department to waive the placement test requiremert
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Reading: I Numeric: i
wiriting: I Elementary Algebra: I
I Study Skills: I Intermediate Algebra: i1
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Wiiting: 47 1211972003 47 (WR 060, Elements of the Essay)
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Pre-Algebra: 30 0411972006 30 (MTH 015 or MTH 020)
Algebra: 042672003
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5) To clear a student to register, go to the,“Advising” tab. Click the “OK to Register” bgx- then make

sure the current term and year, are<hosen. Click on “Save” and you are done:
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That’s the basics.

e
Blue Mountain Community College is an equal opportunity educator and employer rev.09/11




