STUDENT PLANNING ADVISOR INSTRUCTIONS
What is Student Planning:

e track student progress towards fulfilling degree requirements

e communicate and work with your advisees

e record and store notes from an advising session

e assist students to plan courses and build a schedule for future semesters
e approve or deny course plans submitted to you for review

e archive a record of the student’s plan

To Begin

¢ |oginto the UE Portal (myue.evansville.edu)
e select UE Self-Service under the Campus Applications menu at the bottom of the page
e click on Advising
e Search for advisees by
o selecting the student from the list or
o entering the advisee’s name or ID number in the search box

NOTE: Students with a request for review will appear at the top of the list with a yellow hourglass. Also,
there is a Notification area in the upper right corner which will notify you if one or more of your advisees
needs a review.
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Who would you like to work with?

Find a student by searching or selecting below.

Name or ID: | © | Filter: ® Student Advisor | Search |
—_
Advisor(s): i
- i i Engineering Advisor
Gilreath, Corey D. N 0374004 BS Civil Engineering Mech Civ Engr Advisor
Mark Valenzuela
Jennifer Briggs
Advisor(s): )
Aders, Amanda M. F1 0401678 BS Civil Engineering E\’;%IRE(:E\CIH nérdxlds\?\"sor
Mark Valenzuela

What is Available?

e Course Plan — Where the advisor reviews proposed courses for a specific term. Here, you are
able to “approve”, “deny”, “protect” or “unprotect” any course the student has planned

e Timeline — A semester by semester view of what the student has either taken or planned

e Progress — The degree audit integrated with registration

e Course Catalog — Enables you to search courses by subject

e Notes — Student and Advisor can make notes. This is viewable by anyone with access!

e Plan Archive — After the review is complete, plans are archived here

e Test Scores — Shows ACT, SAT and placement test scores

e Unofficial Transcript — A PDF view of the unofficial transcript



COURSE PLAN (Where the advisor reviews proposed courses for a specific term. Here, you are able to
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“approve”, “deny”, “protect” or “unprotect” any course the student has planned).

Using the < > buttons, you can scroll to the appropriate term.

Registered courses are not subjected to approval or denial, only planned courses.

Check the box next to the course and then select either approve, deny, protect or unprotect.

* Protect requires the course to remain planned for the semester
e Unprotect removes the protect feature
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E] Ej Fall Semester 2016 EJ EJ Remove Planned Courses

/\ Planned: 6 Credits Enrolled: 0 Credils Waitlisted: 0 Credits

@ [ Calendar

‘ @ Approve @) Deny G Protect g Unprotect

Approval Course Credits Instructor Time Location

Evansville Campus
TBD

TTh 8:00 AM - 9:15 AM
o ENGL-120-01: Intro to Literature 3 Hochwender, K 812412016 - 12/14/2016 Lecture

o MTWThF 12:45 PI - 2:15 PM Eyansuile Campus

MATH-324-01: Differential Equations Washington, T 8/24/2016 - 1211472016 Lecture

You can see the student’s term in “Calendar” view, but you will not be able to approve, deny, protect or
unprotect on this screen. In Calendar view, registered courses are in green, planned courses are in
yellow.

Course Plan ‘ Timeline ‘ Progress | Course Catalog | Notes ‘ Plan Archive | Test Scores | Unofficial Transcript ‘

aN e — (T Remove Planned Courses

<) 2] Fan semester2016 (=) (+) |_Remave Planned Courses |
/\ Planned: & Credits Enrolled: 0 Credits Waitlisted: 0 Credits

List (m Ca\endar)

Sun Mon Tue Wed Thu Fri Sat
ENGL-120-01: Infro fo
Literature Tam o
P
m——— gam ENGL-120-01 ENGL-120-04
Credits: 3
Grading: Graded 9am
Instructar: Hochwender, K
8/24/2018 to 12/14/2018
Seats Availble: 15
N 10am
¥ Meeting Information
> View other sections. 11am
MATH-324-01: Differential 12pm
Equations
o Approved MATH-324-01 MATH-324-01 MATH-324-01 MATH-324-01 MATH-324-01
1pm
Planned
Credits: 3
Grading: Graded 2pm
Instructor: Washington, T
8/24/2018 to 12/14/2016
Seats Avaiable: 30 3pm
» Meeting Information
> View other sections g




Timeline (A semester by semester view of what the student has either taken or planned in a list view)

NOTE: The yellow warnings indicate prerequisites that must be fulfilled.

Course Plan | Timeline ‘ Progress ‘ Course Catalog ‘ Notes ‘ Flan Archive | Test Scores ‘ Unofficial Transcript ‘

Remaove Planned Courses + Add a Term

Fall Semester 2016 x Spring Semester 2017 x Fall Semester 2017 x Spring Semester 2018 x

FIN-361: Fundamentals of Finance HE-100: Concepis of Health & Wellness CHEM-118: Principles of Chemistry ENGR-123: Programming for Engineers
Gredits: 3 Gredits: 1 Credits: 4 23
i

Gredits:
Take CHEM-118L - Must be taken sither prior
1o or at the same time a5 this course. ENGR-212- Stafics
Credits
ENGR-101: Infroducion o Engineering e —
P Credits: 4

< MATH-310: History of Mathematics
Credits: 3

PHYS210: Caleulus Physies |

Gredits: 4

Take PHYS-210L - Must be taken either prior

e I 1o 0r ai the same time as this course.

Credits: 3

3 Planned Credits 1 Planned Credits 13 Planned Credits 14 Planned Credits




Progress (The degree audit integrated with registration) View the summary of your advisees progress
towards fulfilling degree requirements

Requirements are marked:
e Green = Complete or In Progress
¢ Yellow = Planned
¢ Red = Not started

Assist a student to search for courses that fulfill degree requirements by clicking on the search button
directly above each requirement. Here you can also view the course descriptions and any available
sections to add a course to a plan.

NOTE: Planned courses are not registered courses!

BS in Accounting ‘Il View a New Program Load Sample Course Plan

(1 of 1 programs)

At a Glance
Cumulative GPA: 3.869 (2.000 required) the Registrar.
Institution GPA: 3.869 (2.000 required)
Degree: BS in Accounting
Majors: Accounting \ |
Departments: Accounting and Business Admin
Catalog: 2015 Total Credits (126 of 124) \
Description 47 18 l 61 \

Program Notes

Total Credits from this School (95 of 48) /
Show Program Notes 18

Requirements

Enduring Foundations General Education

Complete all of the following items. 5 of 11 Completed. Hide Details

A. Qutcome 1

Complete 3 credits from Outcome 1: Critical Reading and Thinking

Complete all of the following items o 1 of 1 Completed. Show Details

B. Outcome 2
Complete 3 credits from Outcome 2: Engagement with Imaginative Expressions of the Human Condition

Complete all of the following items Q 1 of 1 Completed. Show Details

C. Outcome 3
Complete 3 credits from Outcome 3: Knowledge of Human History and the Historical Context of Knowledge
Complete all of the following items. 0 of 1 Completed. Hide Details

0 of 3 Credits Completed. Hide Details

Status Course Grade Term Credits
HISE111 Wi Hist io 1500 N~ 2018152 3




Course Catalog (Enables you to search courses by subject)

This is another option to search for courses to be planned or scheduled.

Search for a course subject:| O]

Accounting

Advanced Career Education
Anthropology

Applied Music

Archaeology

Art History

NOTES (Student and Advisor can make notes. This is viewable by all advisors, the student and others
with access to student planning. Keep this in mind when entering notes.)

Once saved, notes cannot be altered or deleted.
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Compose a Note View Note History

This is a test note

Save Note

Plan Archive (After the review is complete, plans are archived here)

e Be sure to “archive” after reviewing a student’s plan.

e This will be helpful with students with multiple majors or minors or if a student changes majors

—and for our 4-year guarantee.

Test Scores (shows ACT, SAT, placement and other test scores)

Unofficial Transcript (a PDF view of the unofficial transcript)



Review Complete — When you have finished reviewing the plan and click this button, the student gets
an email indicating the plan has been reviewed. The student will also be cleared to register.

f: oy
Student 10 o

@
lof10@evansville edu Course Plan last reviewed on 7/12/2016 by Yale
Advisor(s): Engineering Advisor, Mech Civ Engr Advisor, Mark Valenzuela, Jennifer Briggs

Course Plan Timeline Progress Course Catalog MNotes Plan Archive Test Scores Unofficial Transcript

Addltlonally, you will then see a notification encouraging you to archive the plan.
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MENU
o The review has been completed

Would you like to archive this course plan?
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Any questions? Contact the Office of the Registrar for further help.



