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Changing a Student's Advisor
Purpose: The following instructions describe how update a student’s Advisor.

Step Action

1. Navigate to the Student Advisor page. Select Main Menu > Records and
Enrollment > Student Background Information > Student Advisor
Favorites | Main Menu > Records and Enrollment > Student Background Information > Student Advisor
Student Advisor
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return (up to 300): (300
ID: pegins with « |
Campus ID: pegins with ~ |
National ID: hegins with |
LastName: beqgins with ~ |
First Name: pegins with ~ |
[[include History [ correct History [l case sensitive
Search Clear |Basic Search Save Search Criteria
2. Enter appropriate search criteria. Click the Search button.

Result: The Student Advisor page displays.

Favorites : Main Menu > Records and Enrolment > Student Background Information » Student Advisor

Student Advisor
Havier Williams 473743 Q@ *
Find | View All
*Academic Institution:  [UNICS| QU University of Northern lowa
*Effective Date: 05/09/2011 [51]
Find |
*Advisor Role: Advisor - *Advisor Number: |—1
*Academic Career: WQ Undergraduate
*Academic Program: ’WQ Education-Undergraduate
Academic Plan: WO\ lMvmnt & Exrcs Sci: Sport Psych
Academic Advisor: WQ Waldron Jennifer Jo
Committee:
[C] advised by Committee [TT Must Approve Enroliment
[C| must Approve Graduation Graduation Approved
[ save | &\ Returnto Search | [Z] Motify Update/Display | JZ] Include History

4] 4 0r2 [ Last
==

404 o4 ]
[+[=]

[ Correct History

Last Updated: 5/6/2011

Page 1




Job Aid — Changing a Student’s Advisor @
University of

Northernlowa
Step Action
3. Click the Add New Row button (the one at the top).
Find | View Al A1 4 or 2 [ Last
*Academic Institution: UNICS QU University of Northern lowa @E
*Effective Date: 05/09/2011 el
Find | 4 4 of 1 2
*Advisor Role: Advisar - *Advisor Number: 1 =1
*Academic Career: UGRD Q' Undergraduate
4. Complete the following:
e Effective Date — Defaults to today’s date. Update as appropriate.
e Advisor Role — Defaults to Advisor. DO NOT CHANGE
e Academic Program — Defaults to the current Program
e Academic Plan — Defaults to the current Plan
e Admit Term — DO NOT CHANGE
e Academic Advisor — Enter the UNI ID or select the new Advisor
Note: Checkboxes are not used at this time.
5.

Click the Save button. = Save
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