How To Update Student Advisor
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Student Information Systems > Student Background Information > Student
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Once you click Student Advisor, you will have to enter the student ID or
search by name to get to the student’s advisor information.

Once you find and select the student, you will be on the Student Advisor
page (see the following page):
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You must click the + button at the very top to create a new effective date for
the information you are updating (there must be a record of the old and

new).

Next, you may click the “View All” link on the top row so you can see the
old information (in this case, dated from 9/30/2008) and view the space at
the top to enter the new information.

The next page provides a view of this:
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You will then proceed to enter the Advisor ID number in the “Academic
Advisor” field. You can also search for this by clicking the search icon to the
right. Just make sure the correct information is entered above (Academic
Program and Academic Plan fields) for the search.

Once you have entered the correct information in the new row, click SAVE
at the bottom of the screen.



