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Creating Advising Notes using Advisor Center

Purpose: Users with appropriate security may create advisor notes via Advisor Center. The
following instructions describe how to create advising notes.

Step | Action

1. | Access and log into My UNIverse. Locate the Advisor Center pagelet on the Resources tab. You
may have to scroll down.

Note: Advisor Center can also be added to the My Page tab using Personalize Content.

MyUNIverse EMail el eaming A-Z Index Directory Calendar Sign out

Northerniowa e ]|

My Page Work @ UNI Life @ UNI Reporting

Advisor Center Schedule of Classes ReportsiCEd Transfer Equwalenclesm

2. Use the My Advisees link in the Advisor Center pagelet.

Advisor Center

My Advisees

Access your advisee roster and view details including academic
information, class schedules, degree progress and grades.

Manage Service Indicators
Authorized users may remove advising holds.

= Legacy/Mainframe Student Rpts
E Access to your advisees’ legacy Grade Reports, Degree Audits, Undergraduate Plans of Study, and
Graduate Programs of Study.

= Student Request Admin (Grad)
E Administration application for routing and approving the Student Request for Graduate Students.

Result: Advisor Center opens with the My Advisees tab displayed.

[ Faculty Canter ]c Advisor Canler ll Search :I Learning Managemanl |

| myadvisees || swdentcemter |  gemeraiinfo || transfercredt || academics |

My Advisees

Select display option: @ Link to Photas Include photos in list
Notify | Name 10 View Student Details :g:’;’:““'ﬂ
E CatTo |666507 yiew Student Detade =
2 Enpthar,PR 571530 ¥eew Studant Detads 3
3 Sudept.Sampols Panther 675295 R Detads 1
4 Tonus.Vic 670538 Weew Stedent Detads 2]
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3. Use the Advising Notes icon for the appropriate student.
Maotify MName ID View Student Details Advising Notes
H O |ewtc £58507 Migw Studant Datal (= |
2 I:' Panther PR EF1930 ‘fiew Student Details l:
notify selected advisess I notify all advisess ] my advising notes |

Result: The Advising Notes page for this student displays.

Advising Notes

TC Cat

*Change Advisee |Cat,TC ~| change I a

Use this page to view notes about the selected student. You can see and edit all of the notes for the student, regardless of

viho created the note or whe [if anyone) the primary assignee {contact person) is.

create a note I

There are no notes. Click the Create Note button if you would like to add a note
for an individual.

4, Use the create a note button.

create a note I

Result: A new Advising Note template for the student displays.

Advising Notes

TC Cat

Enter an advising note and click Submit when dona.

*Institution | v]
*Category | v] *Status
*Subcategory | hd | *+*Advisee Access Mo h
*pccigned To 408853 Oa Michele K Peck
*Subject |
@ a FE| # & S OE S o]
Format| | Fontl | | Size| | B I U =
E === 2E - E & A 0
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5. Complete the following fields:
e Institution — Select University of Northern lowa
o Category — Select the appropriate category from drop-down list.
e Subcategory — Select the appropriate subcategory from drop-down list.
e Assigned To — Defaults to user, may be updated if you also wish to share to
another user’s “My Advising Notes” list.
e Subject — Enter free form text as appropriate. Maximum characters: 50. If using
the Subject field in reporting or sorting, then use consistent characters and spaces.
o Status — Defaults to open.
e Open — Note may be appended.
o Closed — Note may no longer be appended and is “view only”.
e Advisee Access — N/A. UNI does not allow advisee access to notes in Student
Center.

*Institution | University of Morthern Iowa ~ |

*Catagory | CBA / UNIBusiness hd | *Status
*Subcategory | General Note hal | *Advisee Access Mo hd
*Assigned To 408853 Qa Michsle K Pack
*Subject Test Note

6. Enter note item/comment.

Note: Use the text editor toolbar to format text if desired. Hover over icon for a

description.
@ a FEE H e EBRES ©
Format | Normal Font Size B I U =

Student request review of their My Planner. Provided feedback and recommended updating Fall 2015 schedule to include one more
business core course.

= = = A A N

7. To add an action item, click the add action item button.

add action iteﬂ

Enter a Description.

If the action is not done, indicate Status of Incomplete. Update to Complete when done.
Enter a Due Date.

Action ltems

B o4
Personalize | Find | View All | L | === First n 1of1 n Last

Action

—— Entered On |[*Description *Action Item Status [*Due Date

i 0&/04/2015 |Fc|||0w-up with studant re: poe for summer class | |Inc0rnp|ete Vl 0&/01/2015 [‘B_:J Delete |

Note: Action Item Status and Due Date can be used in My Advising Notes.
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add aHa:hmenﬂ

to select a saved file.

To add an attachment, click the add attachment button.

Upload a document that is saved to your computer or network. Click the Browse button

Upioad Cancel

Select the file and Open it.

© Open =
@uvl . » 1ADVISING N... » Sample Attachment ~ | 49 |[ Search Sample Attachment P
Organize ¥ New folder =- O @
e Name Dat
8 Downloads FL UG Transfer Credit Evaluation Form /2
22 Dropbox
B Desktop
2. Recent Places
3 Libraries
= Documents
& Music
&l New Library
=] Pictures
B Videos | < U G
File name: + [AlFiles -

Then use the Upload button.

File Attachment

Upload Cancel

Choose File | UG Transfer...n Form.pdf

Help

9. Click the Submit button.

SUBMIT

Result: A confirmation message displays.

Message

changes. (0,0)

Yes Mo

Notes cannot be edited. Are you sure you would like to continue? Click Yes to continue or No to go back and make

Note: The saved note item/comment can no longer be edited. However, additional note
item/comments can be added within this advising note. Also, other fields, action items

and attachments can be edited even after the note is saved.
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Click the Yes button on the confirmation message to save the note.

Yes

Result: The note item/comment is saved.

10. Advising Notes

TC Cat
Advising Note

Institution Univarsity of Northern Iowa Created On 06/01/2015

Category CBA [ UNIBusiness Created By Michele K Peck

Subcategory Genaral Mote Haote Status Dhpen

Assigned To iichele K Peck Advisee Access Ho

Subject Tast Note

update natin]

Hote ltems Parsanalize | Find | View All I"“ | ] First 4] 10f1 o Lask
e Entered On Entered By Comment
It e

Student request review of their My Plannar.

1 06/01/2015 Michele K Peck Provided feedback and recommendad

wpdating Fall 2015 scheduls to include cne
more business core course.

Note: Note Item 1 in this example cannot be changed, however, the Advising Note can be
updated from the update note button.

update notel

11 To view or add to a previously saved note, go to My Advisees tab.

[ Facumycomse || advisorconter || Seaen | LeamingManagement |

| myadvisees || stwdentcenter |  geeeralifo ||  tansfercredit | acodemics |

My Advisees

Select display option: @ Link to Photos Include photos in list
Advising
Notify | Name (s} Yiew Student Details Nohis

1 CatTC |668507 Visw Shudent Detais =
2 Panthar,0f, 671530 yiew Shudant Details =)
3 Sudent.Samols Panther |675285 Webw Studant Detads =
4 Tonusic 670538 Wiew Stedsnt Detads I_"J
notify selected advisees natify all advisees my advising notes
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12.

Click the Advising Notes icon for the appropriate student.

A
Motify MName ID View Student Details Advising Motes |
| I I R =15 = 668507 \iew Student Details =
2 L] Panther PR 671920 Vigw Student Datails =)

notify selected advisees | notify all ad | § my advising notes |

Result: The Advising Notes page for that student displays previously entered notes.

Advising Notes

TC Cat

#Change Advisee [Cat,TC ~] change | =

Use this page to view notes about the salected student. You can see and edit all of the notes for the student, regardless of

viho created the nete or wha (if anyene) the primary assignes (contact person) is.

create a note

i ]
persanalize | Find | View all | B | 2 First K 1 of 1 B Lase

Advisi
;'5"" Created By Assigned To Institution Subject Category |Subcategory Action Items |Last Updated
ote Statu
u it F CBA
[#  Michale K Pack Michele K Peck ~ _roverst &7 & Test Note o General Note Open None 06/01/2015
Morthern Iowa UNIBusiness

13.

Select the Advising Notes icon | for the note you wish to view.

Persanaliss | Fisd | View l-“l'ul “ |-F'-|nI'T-I-|Tn|d-1|
Advining Mais
Nols Croalad By Assigned To Tmalitubisn Sulbjazt Catwgery Subtalagory Fains AMgtins Tems Last Updstad
¥
ighale K Park Mighale ¥ Fagk akaraily & Taat Mobs ChA § Ganersl Hats Cipan Hons SEI01/T01S

Karstharn lows UNIBcinetn

coa
UNIBwuinas

Ualraraity of

Fartharn loms Ganeral Nats L= b Hehw a&faiizony

L -E Michala K Poik Hithals K Fack Midarrs Grades

Note: If the student has multiple notes, you may sort by clicking a column header.

Result: The Advising Note displays.

Institution Uniwarsity of Morthars lowa Created On 06/01/2015

Category CBA / UNIBusiness Created By Michebe K Peck

Sulbcategary Seneral Hote Maote Status dpan

Assigned To Michals K Pack Advises Access Ne

Subject Midterm Grades

updats nnh_u-l

Note Items Personalize | Find | ¥iew All | a | H First B 1 of 1 I Last
Mote Entered On Entered By Comment
Itam |

Student shared concerns about midterm

1 06/01/2015 Michele K Peck grades. Study habits discussed, Referred ko

ALC,
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14. | To edit the note, use the update note button.
_update note]

Result: The saved note opens. The original note item (comment) is closed to editing, however a
new note item (comment) can be added. Fields in the Note Information section, Action Items
and Attachments may also be updated.

Inslifution Uriversity of Mostham [owa Cresied ODn OB/ 34/ 3019
Catagary Oifice: Arademic Advising Craated By Michale ¥ Bwck
Subdalegary Soheduling Nobte Stalus Cigar
Assigned To Michals K Peck Advises Access Pz
Subject Wadk=1r Feaw Froah hos B0 add courie
Update Note information
Swlect thae valusd you need o charngs. You may alie add 8 maw commant. When you are done. clich the Sobemet Bolton
"Mote Categary CBA /[ UNIBusinass i | “Mole Status Ciper L
T (]
“Nole Subcalegory Ganaral Hote | *Advises Mole Access e ¥
*Assigned To 408832 . BEchaks ¥ Pack
" Sashjact Tast Nota
-+
i - b =
< B @ - Q %55 Fd= 0
Format = Font = S - |B I U &
E=E2 =B = = = A -

Note ltems Parsanalize | Find | View All | a | & riest H 1 el o Last
Mate Entered Omn Entered By Comment
Itam
Student regusst raview of their My Plannar,
ravidad & d v -1
1 0é/01/2013 Michgle i BPeck Previded feedback and recommaended

vpdating Fall 2013 schaduls to Inclods one
more busingss core courte.

After updates are complete, select the Submit button to save updates and use the Return
button to return to the previous screen.

SusmMmIT RETURN |
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