SIS Faculty Self Service

AdvisorCenterNotes

New notes functionality hasbeenaddedto the FacultyAdvisorCenterto enhancethe SiSadvisingtool. Thenotespage
canbe usedto documentadvisinginformation regardingan adviseeand canbe viewed by other advisors. Notesdo not
haveto be sharedwith the student, but the option is available.

1. Navigatéo SiS Faculty Self Service >Advisor Center>notes

Note: | Note: Thefirst time you accesshe new notesfeature, a FERPAeminder pageopenslisting important
information to considerwhen entering advisingnotes. Aftereadingthe reminder, you will needto clickthe ‘|
understandthat notesaddedare subjectto FERPAbutton to proceed. Yowill only seethis FERPAeminder

once.
2. Choosehe adviseethat youwould like to enter a note on by selectingtheir namein the drop down list andthen
clickonthe button.

LastUpdated:April 9, 2013 |1



Clickonthe hyperlinkto open anew note page to enter anote on anadvises accaint.

Anew note pagewill open

Note:

Bydefaultthe Sharedwith studentcheckboxwill be checkedaswell asthe YESadio button whichwill sendan
emailto the studentandallowthem to seethe note you entered. Tokeepthe note internal soonly authorized

LastUpdated: April 9, 2013 |2




faculty/std
NOradiok
4, Enterasu

teranadvisind
Etudent’saccou
the faculty/staff

e advisedan the commentsection. Remembethat anynote enteredon a
dent’'spermanentacademiaecordat the University.Thenameand D of
ommentis attachedto the note.

LastUpdated: April 9, 2013



Onceyou haveenteredyour comment,
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Toedit anote that you havewritten, clickon the hyperlinkin the note box.

Note: | Onlythe personwho enteredthe note on the advisee’saccountwill be ableto edit the note. Thaewnote
enteredwill overridethe previouslyenterednote.
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