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Assigning Academic Advisors

OBJECTIVE: This document explains the steps involved in
assigning an academic department advisor to a student in
PeopleSoft.

CONTENTS:

LESSON 1: ASSIGNING ACADEMIC ADVISORS

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
STUDENT RECORDS FUNCTIONAL LEAD
under Student Administration.
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Lesson 1

INTRODUCTION: The following table will outline the steps necessary to add an

academic advisor to a student record.

Step Action Screenshot
1 Navigate to the Student Student Advisor
Adv|sor Page Enter any Infanmation you have and click Search. Leaye fisids blank for a list of all values.
Navigation:
Records and Enrollment> e Degin win -
Student Background Campus ID: pegins Wi vl
Information> Locs! Camps ID-
pis 10 -l
Student Advisor —==
National ID: pegins W -l
Enter student Lostlams: e v
information. Prsthame e -
Cinciugs tistory [ comect tistory [ case sensitive
- Search
Click Q Szarcn | Clear |5&al:aear-:'1 E =2 sezren crrenz
2 Student Advisor
If Then Sally Sonoma 000000000 2
The Proceed
StUd_ent to Step *pcademic Institution: | SOCMF 4 Sonoma State University
Advisor 3. T [oBiOTrZ00E ||y
page is  owivew ]
pquIated *Advisor Role: Thesis Committes - *Advisor Number: 2
\é\“th *Academic Career: UGRD Q Undergradusts
ata... *Academic Program: UGRD 0 e
The Proceed cademic Plan: la
Stud_ent to Step e e [o0000000 @, Advisor
AdVIS_Of 5 Committee:
page Is not [] Advised by Committee [ Must Approve Enrollment
popUIatEd [ Must Approve Graduation Graduation Approved
with
data... B sae | Ll Retum o Search | (= ooty | A nolde HI
2

STUDENT RECORDS

STAFF - http://www.sonoma.edu/cms/documentation/
Last Updated: 10/26/11




—~——

SONOMA

STATE UNIVERSITY ] PeopleSoft Student Records 8.9
3 Click on the plus sign #/ | student Advisor
to the right of Academic Saiy Sonoma oocccoos @
Institution.
“Eftmctive Date: fermme W
NOTE: DO NOT
delete/change any existing
information in the record.
4
If Then Student Advisor
The_ existing Goto Sally Sonoma 290000000 @
advisor role s | step 5. | | |
Thes'_s »s *Academic Institution: W @ sonoma State University
Committee™... “Effective Date: 051072008 z
The existing Goto
advisor role is | step 6. _ :
. *Advisor Role: *Advisor Humber:
“Advisor”... _
*jAcademic Career: Undengraduate
*jcademic Program: UGRD = Undengraduate
5
If Then Student Advisor
There | Click on the Saity Soncma
IS more | arrow to go to
than the next row.
one AR
row... Fir=t E 1 af & I,
There | Click on the
isonly | plustoadda
one New row.
row... First ] 1-2 of 2 I Last o 1 Ashrtzed by Y st A g Emretment
K = [ Must Approvs Gradustion Gradustion Approwsd
I.!ml.".hnn;nus-ml Mﬂ’:rl .':Ler'Ll.f__lrﬂﬂrml?mﬂml
6 Leave the Advisor Role as —
the default Advisor. *Academic Institution: | S2EMP L Sonoma State University
*Effective Date: 08/07/2008 v
NOTE: Never change or
delete a =idvisor Role:
“Thesis Committee” row. *hcademic Career: 4 Undergraduate
*kcademic Program: UERD = Undergraduate
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7 Enter the Student’s Academic Career. ¢

Sally Sonoma QODDOD00
e

If Then . o EoCME  |Q -

The studentisan | Enter UGRD t;:'""’;::m""' .

Undergraduate... e
gggt_student isa Enter PBAC radizor Role Thesis Committes m

*Akcademic Program: LGRD 2 Undergraduate
Bcademic Plan: =
Bcademic Advisor: D000 L Advisor

/\

baccalaureate...

Note: You can click on the
magnifying glass icon to obtain a list

of careers that student is active in. Commitiee: _ _
Select the career corresponding to the L= = LI
[] Must Approve Graduation Graduation Ap
student’s major. A
8 Enter the Student’s Academic ¢
Program Sally Sonoma DODOD0DDD
i Then *Academic Institution: SOCME “L Sonoma State University
- *Effective Date: 020772008 )
The StUdent is an | e UG R D | | |
Undergraduate... racicor Role. hese Commitios acvisor
The student is a Enter PBAC isor Rl , v ]
Post- * i - UGRD ‘A Undergraduste
<: *Academic Program: UGRD “L Undergraduste
baccalaureate. .. i , b
Academic Flan: 4,
Note: You can click on the Aeademic Advisor: Ll Q Aber
magnifying glass icon to obtain a list Commities: _ _
of programs that student is active in. [ Advised by Committee [ Must Approve
[] Must Approve Graduation Graduation Ap

Select the program corresponding to

the student’s major. =

9 Enter the Student’s Academic Plan ]

(major)- *Advisor Role: Thesis Committzs - *fdvisor Num
Note: You can click on the magnifyin : o Career ILHD  Undgrat
. u | ITyl1 p
g fy 9 *kcademic Program: UGRD 4 Undergraduste

glass icon to view list of majors currently :b _,
attached to the student. Select the major ~[—Academic Pizn: I_i_* -
for which the academic advisor is being Academic Advisor: 000000000 | Adviso

i:{ Committee:
added. [] Advised by Committee [] Must Approve

4
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10 | Click on the magnifying glass .|
A . q *pdvisor Role: Thesiz Committ== - *fdvisor Num/
next to Academic Advisor. Academic Career. [UGRD | Undergraduate
*Academic Program: UERD = Undergraduate
Academic Plan: i
Academic Advisor:
Committee:
[] Advised by Committee [] Must Approve |
[] Must Approve Graduation Graduation Ap
11 Enter the last name of the advisor | Advisor Search Page
and click __te=kee | Look Up Academic Advisor
Academic Institution:  begins with  w [SOCMF Q
EmpliD: beging with v |
Academic Organization: begins with |
Mational 1D: beging with ¥ |
O begins with |
begins with v |Advisor
First Name: begins with |
lookup |  Clear |  Cancel |
12 A list of advisors Wlththe Academic Institution:  DEGINS With |30|:Mp a
requested last name will appear. . begins with |
Click Select in the field of the P oo with ]|
appropriate selection. If the Organization:
desired advisor is not listed, they National ID: begns with v |
may not be listed in the system as Campus ID: begins with |
an advisor. Contact the CMS Last Name: begins with - |Advisar
HelpDesk for further instruction First Name: egns wih v |
at CMS@sonoma.edu. lookup |  Clar | Gancal |
T
1
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13

You have completed data entry with
entry of the advisor; click Save at the

bottom of the screen. =5

Student Advisor

Sally Sonoma CODD0DID

*Academic Institution: SOCMF qQ Sonoma State University

*Effective Date: 03012008 |

*pdvisor Role: Thesis Committes - I
=pcademic Career: WC{ Undergradusts

*Academic Program: W’;{ Undergraduate

Academic Plan: [ |a

T e [oooo00000 | Advisor

Committee:

[7] Advised by Committes [T Must Approve En
] Must Approve Graduation Graduation Appn

GmD retum o Searen | (29 nony | 5 Upaater
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