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Introduction

This site has been developed to assist faculty advisers. It provides options for
searching the database for advisees, for registering students in courses, for
checking facu Ity schedules, for providing an override for a student into a class the
faculty member is teaching, for entering grades, and for checking class lists.

Advisee Roster

This area is used to search for an advisee. There are several different search

options available . This section of the document will explain each of these options.

x Loginto My Siena

x  Click the Advisee Roster link in the  Advising Tools category under My Tools
(see illustration below).

Advising Tools
Advisee Roster

Course Availability

x  The Advis ee Roster page will display (see illustration below) .

Advisee Roster
Setup

Search for Advisee(s)

In order to grant clearance you must select an advisee status that requires a term, such as 'Currently Registered'.

Leave all options at their default values to view a simple list of your advisees.

Advisee Status: |Active Advisees =l

ID: |

Last Name: |

Program: |All =l

Home Campus: |All =l

Scope of Search: IMY Advisees Only j

Search | Advanced Search

Quick Reference Course Search

Search for Advisee by Advisee Status

x  Click the Advisee Status list arrow (see illustration above)

x  The list of options as described in the table below will appear.

Advisee Status Description

Active Advisee Students who have been active at the University within the past
two years.

Currently Registered Students who are registered for the selected semester.

Inactive Advisee s Students who have not been active at the University within the
past two years, or who are suspended. Opposite of Active
Advisee.




Advisee Status Description

Need Registration All Active Advisees who do not have registration clearance for

Clearance the selected semester.

New Students Students who were admitted within one year of the start of the
selected semester.

Not Yet Registered All Active Advisees who have not registered for the selected
semester.

All All students who are registered at the University.

x  After all the options have been specified, ¢ lick the Search button.

Search for Advisee by ID

x Inthe Advisee Roster port let (see illustration on previous page) , click inthe ID box.
x Inputthe 1D Number  for the student.

x  Click the Search button.

NOTE: If you put an ID number in on this screen , the search will ignore the Advisee
Status, Program, Home Campus, and Scope of Search that you have selected and just pull
that person from the database

Search for Advisee by Last Name

x Inthe Advisee Roster portlet (see illustration on previous page), click in the Last
Name box.

x Inputthe LastName of the student for whom you are searching.

x  Select one of the options from the Scope of Search list.

x  Click the Search button.

Search for Advisee by Campus , Program, or Advisee Status
x Home Campus

U The campus a student is advised at

U Thisis not necessarily the campus they are taking courses at.
x  Program

U The program the student is enrolled in.

U The options are Graduate and Undergraduate

Scope of Search

% This option switches between people who are your actual advisees and people you can
advise.

x Onthe Adrian campus any advisor can advise anyone who does not have an advisor.

Quick Reference Course Search

This area is used to quickly search courses by term, program, and campus.

x  Click onth e Quick Reference Course Search link to display a popup window that
contai ns a list of all courses at a particular location.

The Quick Reference page will display ina new window (see illustration  on next page ).
Inthe Term list, select the term which is to be searched.

Select either Undergraduate or Graduate fromthe Program list.

Inthe Campus list, select the appropriate campus.

Click the Search button to execute the search.

U A list of classes should appear in the window.

U This list can be referenced wh ile you are working with a student.

X X X X X




Term: IWI 2009 'I Program: IUndergraduate Vl Campus: |Adrian j Search |
Cg:';:e MName Faculty _I‘?::;‘:I Status Schedule Credits Campus Format
ACC203- Principles of Accounting I  Bearden, 20/24 Open TR 08:00- 4.00 AD Classroom
AA Laura A. 09:404M
(01/08/2009
04/30/2009)
ACC240- Principles of Accounting II Bearden, 22/24 0Open MW 08:00- 4.00 AD Classroom
An Laura A, 09:408M
(01/05/2009
04/29/2009)
ACC240- Principles of Accounting II Bearden, 10/24 Open TR 01:30- 4.00 AD Classroom
AB Laura A. 03:10PM
(01/06/2009
04/30/2009)
Advanced Course Search
To apply mor e criteria to the search, use this option.
x  Click the Advanced Search button in the  Advisee Roster window.
x  The Advanced Search window will display (see illustration below ).
Advisee Roster - Advanced Search
Advisee Roster > advanced Search
Advanced Search Criteria
In order to grant clearance you must select an advisee status that requires a term, such as 'Currently Registered'.
Leave all options at their default values to view a simple list of your advisees.
Advisee Status: |Active Advisees = 1D: |
Program: |All -
Degree: |AII = Major: |AII =l
City: | State: [All k3|
Scope of Search: |I'~-1\,r Advisees Only ;l Home Campus: IAII 'l
Last Name: |Contains =] | Name Search Options
M Use Phonetic Match
First Name: | Contains =] | ¥/ Use Primary Name Source
Middle Name: ICUntains LI I [T Use Alternate Name Source
Search | Cancel |
x Tosearch by LastName , FirstName ,or Middle Name
U Select one of the options in the list box next to the name you are searching by.
These options are:
A Contains T When this option is selected, the database will be searched for any
name that contains the specified text.
A Exact Match 71 This option means that the search will look for the name in the
database that matches the text exactly .
A Begins With 1 With this option, the program would list any names in the
database that begin with the specified text.
U Input the name into the textbox.
U Clickthe Search button.




X

X

To search by Major , State ,or Home Campus

U  Click the appropriate list arrow.

U Select the desired option from the list.

U Click the Search button.

Use the Name Search Options to specify additional conditions for the search.

U Use Phonetic Match T When this option is selected, the database will be searched
for any name that sounds the way the name is spelled.

U Use Primary Name Source I This option is used to search the database for the
primary name that is listed in the database.

U Use Alternate Nam e Source T Some students have an alternate name, one they

have used previously. This option will search the database for that name if it is used
in the search criteria.

Email Group of Advisees

This option allows you to send an email to all the advisees th at fit specific search criteria.
Using the directions in the previous section, complete the search for your advisees.

A list of advisees will appear.

Links to two email options will appear above the list of names (see illustration below).

X
X
X

Email All Advisees Email Selected Student(s)

Email All Advisees
This option is  used to send an email message to all your advisees
Click the Email All Advisees link (see illustration below).
The Email Window will display.

X
X

X

Advisee Roster
Setup

Advisee Roster =

Recipients

Daniel Abbott (dabbott@sienaheights.edu), Aaron 5. Abraham (aabraham@sienaheights.edu), Kendall M. 4
(pacres@sienaheights.edu), Sotirios A. Adamopoulos (sadamopo@sienaheights.edu), Jake (jagruda@sien
(cahleman@sienaheights.edu), Whitney M. Aldrich (waldrich@sienaheights.edu), Corey Alexander (calexan
(aallen1@sienaheights.edu), Kelby R. Allen (kallen2@sienaheights.edu), Stephen T. Allen (sallen2@sienah
(malvarad@sienaheights.edu), Nana Kwadwo Ampona (nampong@sienaheights.edu), Robert E. Anderson
(dandrew1@sienaheights.edu), Kyle E. Armstrong (karmstro@sienaheights.edu), Michell M. Armstrong (ma
(lashong@sienaheights.edu), Christine A. Averll (caverill@sienaheights.edu), Danielle 1. Bailey (dbailey@si
(jbakers@sienaheights.edu), Krystal 1. Baker (kbaker2@sienaheights.edu), Samantha M. Balaj (sbalaj@sie
(mavery@sienaheights.edu)

Addresses  PubliciAddresses are listed in the 'To:' field)
[T send a copy to yourself

" Private(Addresses are listed in the 'Bee:’ field)
A copy will automatically be sent to you.

Message

Subject: |

Body: | DefaultFont ~ Size *“:,5’|B I Hé-aﬁ?'(_’?|§ el el = =

All the names of your advisees will display under Recipients




X X X X

Inthe Addresses area, select from one of the two options.

U Public 1 This option will place all the names of the advisees in the To box of the
email. Everyone who receives the email will have access to the email addresses of
the other recipients. In order for you to recei ve a copy of the email, you need to click
the Send a copy to yourself check box. Ifthe Send Copy option has not been
selected, you will not receive the message.

U Private T When this option is chosen, the names of the advisees will be placed in
the BCC box of the email. The email recipients will not be able to see the addresses
of the other recipients. With this option, a copy of the email message will be sent to
your Siena Heights email.

Inputa Subject for the message.

Inthe Body area, input the message that is to be conveyed to the students.

Attach a file to the message, if desired.

Click the Send button.

Email Selected Student(s)
To email a student or students selected from the Advisee Roster, select this option.

X

X
X

Inthe Advisee Roster list, click the check box next to student or students to whom the
email message is to be sent.

Click the Email Selected Student(s) link.

The names of the selected students will appear under Recipients

Advisee Roster
Setup

Advisee Roster =

Recipients

Aaron S. Abraham (aabraham@sienaheights.edu), Kendall M. Acho (kacho@sienaheights.edu), Pamela P
Addresses  Public{Addresses are listed in the 'To:' field)

™ send a copy to yourself

" Private(Addresses are listed in the 'Bee:’ field)
A copy will automatically be sent to you.

Message
Subject: |
Body: DefaultFont = Size = %% | B I U é,a'g,?, PEEEE | —=2c0 4 0
Inthe Addresses area, select from one of the two op tions.
U Public T This option will place all the names of the advisees in the To box of the
email. Everyone who receives the email will have access to the email addresses of
the other recipients. In order for you to receive a copy of the email in Outlook ,you
need to click the  Send a copy to yourself check box. Ifthe Send Copy option has

not been selected, you will not receive the message.

U Private T When this option is chosen, the names of the advisees will be placed in
the BCC box of the email. The email recipients will not be able to see the addresses
of the other recipients. With this option, a copy of the email message will be sent to
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your email.  With this option, a copy of the email message will be sent to your Siena
Heights email.

Inputa Subject for the message.

Inthe Body area, input the message that is to be conveyed to the students.

Attach a file to the message, if desired.

Click the Send button.

X X X X

Grant and Revoke Registration Clearance

Once the advisee list has been generated, click the button for the student under the
Registration Clearance column. This is a toggle button that will either grant or revoke
Registration Clearance.

Advisee Details

To display details about the student such as their classification, address, phone number,
home campus, and degree, click the studentds name i
the search.

Academic History

This area shows the studentébés education records

x Click t he mmeundhe advides list.

x  The Academic Details window will display.

x Under Tools and Information , inthe Academic Records section, click Academic
History (see illustration below).

Tools and Information

Academic Records Financial Aid

Academic History Financial Aid Awards

Course History Missing/Received Documents
GPA Projection Student Account Balances

Grade Report

. i Registration
Unofficial Transcript

Add/Drop Courses

Advising Student Schedule
Email Addresses Advanced Course Search
Degree Audit Quick Reference Course Search

Degree Audit (Excel]

x  The Academic History page will display (see illustration below).
x  The Education Record and Examination Scores for the student will appear.
Click the Advisee Roster link (see illustration below) at the top of the window to return

to the list of advisees.

Advisee Roster - Academic History

Advisee Roster = Advisee Details = Academic Histery

x  Click the Advisee Details link to return to the list of tools and information.

U Itis notagoodidea to use the Back buttoninthe Browser window.

U Clicking the Back button may return you to the My Siena Home page.

U You should always use the links at the top of the window as shown i n the illustration.
Check Grades

Unless you need to check Midterm grades or print out a single page report for the student,

you are encouraged to use t hoecheék@Qrades shkecatlbe isid somplgr O
to use.

and

page



Course History

x Inthe Advisee List, click the studentds name for whom
x  The Advisee Details window will display.

x Under Academic Records , click the Course History link.

x  The Course History Detail window will display.

x  All the grades for the selected student wil | display.

Grade Report

x Inthe Advisee List click the st udhch tthe gradesanmmt be checked.
x  The Advisee Details window will display.

x Under Academic Records , click the Grade Report  link.

x The Final Grade Report  window will display  (see illustration on next page)

x Clickthe Term list arrow to select the term for the Grade Report

Advisee Roster - Final Grade Report
Setup

Advisee Roster = Advisee Details = Final Grade Report

Qd’_ Official Grade Report

=| Siena Heights University
1247 E. Siena Heights Dr.
Adrian, MI 49221

Term: IWI 2010 "l View Midterm Grade Report

x To display the Midterm Grades for the student, click the View Midterm Grade
Report  link.

x Toreturntothe Final Grade Report window, clickthe  View Final  Grade Report  link.
U This is the same link as you clicked before.
U Itis a toggle button that toggles between the two options.

x  To display and print a copy of the Grade Report , click the Printer Friendly link in the
upper right corner of the window (see illustration below left ).
B printer Friendly Send to Printer | 3 Exit Print Mode
x  The document will  open in another window
x  Click the Send to Printer button (see illustration above right ).
x  The Print dialog box will display.
x  Select the options in this dialog box and then click Print .
x  Click the Exit Print Mode button to return to the Grade Report  window.
x  Click the Advisee Details link inthe Bread Crumb Trall to return to that window.
x  Click the Advisee Roster link inthe Bread Crumb Trail to return to that window.
GPA Projection
This link is used to estimate what a student és
over.
x Inthe Adviseelist , c¢click on the studentés name.
x  The Advisee Details window will display.
x Under Academic Records , clickthe GPA Projection link.
x  The GPA Projection window will display (see illustration on next page ).
x Inthe Program list, select either Graduate or Undergraduate

10
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Inthe Course List inthe Projected Grade column , select the grade that is projec ted
for the student for each of the courses.

Click the Create Projection button.

The Projected Results will appear below the  Create Projection button as shown in

the illustration  below .

To return to the  Advisee Details window or the Advisee Roster window , click the
appropriate link at the top of the window.

Check for Financial Holds
This area is used to check for any holds a student may have that might prevent them from

registering for a semester.

Inthe Advisee List click on the studentods name.

x  The Advisee Details window will display.

In the middle of the page a list of holds will appear (see illustration below ).

To display additional information about the hold, click the plus (+) sign on the left side

of the hold.
Click the Advisee Roster link to r eturn to the search window.
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