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Creating Advising Notes using Student Services Center

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

Step | Action

1. | Log into Campus Solutions and navigate to Student Services Ctr (Student)
Main Menu > Campus Community > Student Services Ctr (Student); enter search criteria.
Favorites Main Menu Campus CC‘H‘ImUI"IIt}*' Student Services Ctr (Student)

. MyUNiverse | Home | Add to Favorites
ﬁ hl.lli'll'el'silyl:lf Y

Northernlowa

Student Services Center

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria
D begins with ~
Campus ID: begins with ~
National ID: begins with ~
Last Name: begins with ~ Cat
First Name: begins with ~ |TC

Case Sensitive

@
Clear Basic Search & Save Search Criteria

Result: Student Services Center opens with the Student Center tab displayed.

TC Cat ID: 667846 i

p “ o i e - "
| stugent cented || general info || admissions _[lrumll'r credit | acadomics | finances [ financial aid |

TC's Student Center

2. Select the Related Content drop down in the top right corner of the page.

Reiated Content

TC Cat ID: 667846 ifs

rsmdent cenlell( general info ][ admissions -]J transfercredit“ academics ]( finances ]( financial aid ]

Result: Your Related Content options for Student Services Center display.

Srgroisl md
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Select the Advising Notes: Student Notes option.

Note: Selecting either option will open related content. Some browsers cut off the words,
but the links will work.

Related Co:

| )’«c sing Notes: Student Notes

Advising Notes: My Notes

Result: Related Content opens in a split screen view. Both Student Center and Related
Content pages remain open at the same time in the same browser window.

A
TC Cat D GETH4E ]
|r1|uucn|uu|r|]| lelml‘n-ll el Ty ]J'nnﬂn-:rnul[ atademe '" financey ]Jnn..-:u-n
TC's Student Center
My Clags Boheduse O =
AZsRmrR ] FALL 3813 Scheduls
My P arrge
Class Suhedule
L MEWAFT S 00AM - Mo Holdse.
. - () i, L1 LR =
st popdemic: VKB | Eb (O ianern) et Stance Student Services Center
Hall 137
T 1000 - .
. BIOL 180854 11: 3048
- LAS [21678) MeCollum Sciencs
sl 172
T Fas 5El..' 1510-57
“® Ec (24433) il Enralimant Appointmant
TTh B0 - Wou may bagin eniing for Che
™Y FAM TR T060-20 -;J;!ju s FhiL DOET Full Tameite iaiian
LEC [20483) Latham Hall 232 &n March 27, 2013,
MeWaFr LS -
i, MaMT 208502 111 304M W
LEC (20106) Curra Busraas il
L4 2
Related Conternt Advising Noles: Student Noles g e
Advising Notes A
TC Cat
) ) Related Content
*hangs Adviuss W | change |
W
£ >

Within Related Content, both Advising Notes tabs display. The student’s Advising Notes
page is open.

- Related Content

o e
Advising Notes N
TC Cat
*Changs Advises v  ahangs |

LY
£ >

Note: to switch to My Advising Notes, select the Advising Notes: My Notes tab.

Related Content Adwrsing Moles: Spedent Noles
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5. Using the scroll bar on the right side of the page, scroll down to find any previously
entered notes and the create a note button. Hit create a note.

Persenalize | Find | View All | a 1 . First n 1of 1 u Last
"‘:';:"e"!' Creats. d By Assigned To Institubion Subject Category [Subcstegory ;I"::“ Ackion Ttams [Las # Updated
5] Michals K Pack Michala K Pack :::::'.'r:"l::“ GPA Review Ganara i ﬁ::‘:"' Advising . 5o, Mens 08/06/2015
< >
Result: A new advising note appears in the Related Content area.
Related Content Advising Notes: My Notes  Advising Notes: Student Notes c o~
Group Box A
*Institution hal
*Category L & - *Status [Open ¥
*Subcategory L fud *Advisee Access [ve v]
*Assigned To 408833 Q michele K peck
*Subject (V]
6. 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.
o 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. Max characters: 50. If using the
Subject field in reporting or sorting, use consistent characters and spaces.
o Status — Defaults to open.
e Open — Note may be appended.
e 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 Northern Towa N
*Category [General ] *Status
*Subcategory | General Advising Note b | *Advisee Access Mo ~
*Assigned To 408853 Q Michale K Peck
*Subject Student Request: Substitute for LAC 3B
7. Enter note item/comment.

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

description.
Qa FERIS HEEO0ES& (o]
Format | Normal Font Size B I U ==
EE=s & ==& A
Student asked for assistace with submitting request for course taken last summer at Chio State (Shanghai: History, Culture, & A
Lang). Showed link on Registrar's page for SR form; advised to aftach syllabus and wait for response before enrolling in 3A
course. Advised to use Preliminary Transfer Credit Evaluation form before enrolling in future transfer classes. W
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8. 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 Items Personalize | Find | View All | B | B First Kl 1 of 1 T Lact
:::::n Entered On |*Description *Action Item Status |*Due Date
i 08/10/2015 |Send Transfer Credit Evaluation Farm link | |I|-|co|-|1p|etg V| |08,"2a_.l'20]_5 @ Delete I
Note: Action Item Status and Due Date can be used in My Advising Notes.
9.

add al‘ta: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

Fule Attac hment

Upigad i

Cancel

HiEn

Select the file and Open it.

© Open

G-

. » 1ADVISING N... » Sample Attachment
Organize v New folder

W Favorites

5 |¢, || Search Sampte Attachment

Name

|8 Downloads

42 Dropbox

X UG Transfer Credit Evaluation Form

[ Desktop
. Recent Places

4 Libraries
5| Documents
& Music
i New Library
&) Pictures
& viden<

File name:

m

v | All Files -

Then use the Upload button.

File Attachment

| Cheose File |UG Transfer...n Form. pdf
Upload Cancel

Help
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10. | Use the Submit button.
SUBMIT
Result: A confirmation message displays.
Message
Motes cannot be edited. Are you sure you would like to continue? Click Yes to continue or No to go back and make
changes. (0,0)
Yes No
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.
11. | Use the Yes button on the confirmation message to save the note.

Yes

Result: The note item/comment is saved.
Advising Notes

TC Cat
Advising Mote
Institution Univarsity of Northern lowa Created On 05/01/2015
Categary CBA [ UNIBusiness Created By Michele K Peck
Subcategory Genaral Mote Maote Status Dpen
Assigned To Michele K Peck Advisee Access Ho
Subject Tast Note
update nntpj
Hote ltems Parsonalize | Find | View All I"“ 1 i First [ 4] 1af1 4] Last
Nok
e Entered On Entered By Comment
Itarm
Student request review of their My Planner.
Provided feedback and recommended
f | =]
1 06f01/2015 Michele K Peck updating Fall 2015 schadule to include one
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 m:."hi
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12. | To view or update a previously saved note, follow steps 1 — 4 of this guide.

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

Advising Notes

TC Cat

*Change Advisee [Cat.TC ~] change | =

can sae and edit all of the notes for the student, regardless of

= (contact person) is.

I 2
personalize | Find | View ail | B | 2 First Kl 1 of 1 B Lase

9 created By Assigned To Institution Subject Category |Subcategory Action Items |Last Updated

Universi ty of cea /
e i Test Note UNIBusinass G2neral Note Open Mone 06/01/2015

13.

Adwvining Mals
Hote | Creatsd By Assigned To Imatitutien HSulbject Calagery Subcalagory ains Actios Iems Lest Updated
. Uakvetiily af cBa f .
" ¥ F 1 A
chals € Pk Highule ¥ Faik R T AL Tadl Habe R Gameral Hate Opas Home SRI0i/3013
1} L
, michals K Pock Hichale K Pach Sty Wifflart Grades o Ganeral Nats L= b Hene adfaLizony

Kartharn loms UNIBwuinas

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 [/ UMIBusiness Created By Michels K Peck

Sulbscategory Ganeral Mote MNote Status dpan

Assigned To Michale K Pack Advises Access Mo

Subject Midterm Grades

updats nnt_a-l

Note Items Personalize | Find | Wiew All | a | H First 4] 1 of 1 o 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 to

ALC,

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

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.
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Advising Nole

Institution Uriversity of MNorthem lowa Creatled Om 08 241 2019
Categary Cfficm: Arsdemic Advising Craated By Michale ¥ Pack
Subcalegory Scheduling Mols Stalis Cgar
Assigned To Michals K Peck Advises Access Pz

Subject Wislk-Im PMeawd Froah how B9 3dd coune

Update Nole information

Swlact the valuwd you need Bo chamges. You msy sl add 8 e commant. When you are done. clich the Sobrmet button

"Mote Categary CBA /[ UNIBusinass s "Male Status Cipan v

*Nole Subcalegory Canaral Note i *Advises Mole Accesa Mo L

*Assigned To 408832 BEchaks ¥ Pack

*Subject Test Note

- N

=2 = bu | =
H @ = Q %5 Bl e 9]
Format 5 Font sy Size - B I u s

EEa2E = = E A- B

Note lems Parsanalize | Find | View Al | a | = Firsi 4] iaeli o, ani
Mots
Entered On Emtered By Comment
Itam
Etudent reguast review of their My Planner.
Prowi d faad ad & r -]
1 0&f01/2018 Michele K Pack MM TR, L fict 8 S

vpdating Fall 2813 schaduls to Inclode ona
more business core courte.

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

SusmiT ReTumRN |

15. | Additional Related Content Features:

Within the Related Content menu bar, there are several options.

Related Content

4]
[+]
]

Advising Notes: My Notes Advising Notes: Student Notes

© Refresh Page: use when you change the student in Student Services Center and the
Advising Note shows the previous student. A better practice is to close related content
after saving notes on a student.

2 ¥ Pagelet Settings: use to Close related content. Use to open Advising Notes in a
New Window. Then close the original Related Content pagelet. This will allow more
space to see Advising Notes. You can change Student Services Center tabs without
closing Advising Notes.
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