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Change History

Date Description

March 1, 2024 First published
April 24, 2024 Reports on the Student Summary Page (page 115): See link from there to
Advising Worksheet Report topic for information on layouts available.
November 5, Rearranged to reflect the new menu structure in the J1 2024.1 release
2024
Clarifications in the Advising Student Holds Block (page 40) topic
November 13, Clarifications in the Goals (page 67) topic to explain where students see their
2024 goals in the Campus Portal.
April 25, 2025 Enhancements for the J1 2024.2 release:

= My Advisee Roster (page 46): Advisors registering students now
use the Student Schedule Planning Calendar (page 54) so they can
visualize the student's schedule.
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Symbols Used

These symbols are used alongside messages throughout the help to highlight various types of
important information. The content of the messages varies depending on the topic being discussed.

This additional information may help you make decisions.

This hint may make your task easier.

This action may have unwanted consequences.

A case study or scenario to explain a process or feature.

Depending on your school's licenses and your role's permissions, you may not have access to
this feature.

{ This action may have far-reaching or irreversible consequences.

General Information about Permission Notes

Jenzabar uses roles and permissions to manage access to information throughout the system. In
certain scenarios, you may be able to view a page, but you can't complete certain tasks because of
permissions or access.

* Permissions let you do something (e.g., view, create, or delete information).

= Associations determine which information you can access to do whatever the permission
allows. For example, you can view student information (permission), but only for students in the
Engineering Major (association).

In this guide, information about permissions and associations is described in detail in each topic.

J1 Web Academic Advising



Academic Advising Hub

The Academic Advising hub provides an overview of some important advising functions and is
accessible by both primary and secondary advisors. The tabs on the Summary page (and the

Hub options drop-down) present several different summary pages, based on your permissions and
relationship to students.

The Academic Advising hub is where advisors manage their advising schedules and tasks.

If you're an advisor, you can accomplish the following tasks:

View your advising calendar.

Clear your advisees to register.

Approve your advisees' registrations.

Approve your advisees' student academic plans.

Learn which of your advisees have issues such as low midterm grades or withdrawal from the
term.

View your advisees' holds.
View your advisees' graduation status.

Learn which of your advisees have FERPA (Family Educational Rights and Privacy Act)
permissions.

Jump to your Advisee roster.
Cast advisee appointment blocks (if you're a primary advisor).

Related Topics

Custom Blocks

Advising Students with Academic Plans

Advisors and their advisees use academic plans to map out which courses need to be taken in which
terms to satisfy the requirements of their selected set of aims (e.g., major, minor, certification, Gen Ed,
etc.).

The page shows the student's plan name, such as Bachelor of Arts Computer Science. The plan's roots
are listed (such as Computer Science BA, Free Electives, General Education, and Language). The

plan name is a link to the student's Plan Layout Details page. That's where you work out their plan of
courses for each term.

The Plan Progress bar shows what percentage of the plan's requirements the student has met so far.

The Unassigned Requirements list shows all the requirements that haven't yet been assigned to a term.
You can assign them to a term on the Play Layout Details page.

For detailed information and instructions, see the Student Academic Plan Page topic and the Academic
Plan Overlook topic.

Related Topics

Student Academic Plan Page (page 7)

Academic Plan Layout Details (page 18)
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Associating Plans with Students

Once plans are published, they can be associated with your incoming advising students through the
Create Advising Plan process, by manually adding to degree history, or by adding the student to the
transfer process.

Student Academic Plan Page

Reach this page by clicking on a student's name to go to their student summary page, then

select Academic Plan in the Student drop-down menu. Use this page to determine when an advisee
will take the courses needed to satisfy the requirements of their program, minor, certification, or
concentration. Curriculum is based on the advising requirement trees and aims set up by your module
manager on the Advising Trees page. You'll work with the student to assign their requirements to the
appropriate time periods and get them ready to register for courses.

Did you know that you can configure select groups of students to have permissions to edit their
academic plan in Campus Portal? This can save a lot of time meeting with students. If desired,

it can be set up to require the advisor to approve the changes, or not. A System Administrator
will need to do the setup. For more information see My Academic Plan Setup and Student Plan
Approvals.

Features

= Assign unassigned requirements. If a student is a transfer student or picks a double-major, you
may need to assign requirements that aren't a part of the default plan to the academic plan.

= Select courses to meet elective requirements. If a student has a foreign language or free elective
requirement, you can select a specific course to meet the requirement.

= Monitor a student's progress in meeting their requirements. The progress bar at the top of the page
shows you how many requirements the student has successfully met.

= Add and remove time periods. If a student adds a double-major, they may need to add a year/term
to their plan in order to meet the requirements without exceeding workload limits.

= Export the academic plan to PDF, which can be saved and emailed to the student.
= View copies of the student's unofficial transcript and advising worksheet.
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Understanding the Plan Layout

Plan progress lets you see how
many requirements the student
has met towards their major.

Bachelor of Arts Computer Science
Computer Science BA Root | Free

Plan Progress

= 11 Unassigned Reguirements

Computer Science

C151001

Intr Academic in CS

= | General Education | Language Root

The Options button allows
you to generate a pdf version
of the plan. You can also add
or remove time periods, and
approve or deny approval
requests from advisees.

Export to PDF
Manage requests

Manage time periods
1

Cl151068
Program Design & Abstract

Planning Issue Details Planning Issue Details Planning Issue Details
_ Comp Prob & Stats : ConpSpe 4 LL B2 |n this example, the student has 11
lanning Issue Details Pragramming Planning Issue . .
Planning Issue Details requirements that still need to be
| assigned to a time period. To assign
Pammim lssue | @ requirement, select the checkbox
— and click the Assign button in one of
¥ the time periods below. (The Assign
Planning Issue Details Planning Issue Details Planning Issue button appears after you Select ohe
or maore requirements.)
v
Planning Issue Details 1
2019-2020

2019-2020 - Fall
Full-time

MNeeds review with student

Arts Move requirement
GENART - Aris (3.00 hrs)

Course planned, but never registered @

Make selection

CIS Choice Move requirement
CISSEN - CIS Senior 4397 or 4398 (3.00 hrs)

Course planned, but never registered @

Make selection

Human Behavior

GEMNHE - Human Behavior (3.00 hrs)
Course planned, but never registered @
Make selection

Move requirement

Intellectual Heritage Il Move requirement
IHZ - Mosaic Human Seminar Il (3.00 hrs)

Course planned, but never registered @

Make selection

2020-2021

2020-2021 - Fall

Full-fime

Needs review with student D)

Science and Technology Move requirement

GEMST - Science and Technology (3.00 hrs)
Make selection

US Society
GENUS - US Society (3.00 hrs)
Make selection

Move requiremen

Writing Intensive
GEMWI - Writing Intensive (3.00 hrs)

Move requirement

2019-2020 - Spring
Full-time

Needs review indicates that

Needs review with student (I student may need to make some

Iake selection

selections for requirements.

Quantitative Literacy Move requirement
GENGL - Quantitative Literacy (3.00 hrs)

Iake selection

Science and Technology Move requirement
GENST - Science and Technology (3.00 hrs)

Ready to register indicates

Ready to register

Required course Move requirement
C153207 - Intro fo Sys Pro & OS (4.00 hrs)

that student can now register
for this requirement.

Required course
ENG2696 - Technical Writing (4.00 hrs)

Move requirement

Move requirement allows you to
change what time period this
requirement is planned for.

r

Make selection

Ready to register €Ly
Sequenced Lab Science
CISSL - Lab Science (3.00 hrs)
Change selection

Move requirement

Make Selection allows you to
choose the course that will
satisfy this requirement.
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What Icons Mean

Icons show important enroliment information for an advisee's current year/term and any year/terms
available for enroliment. You can see if an advisee is enrolled in courses that meet their academic plan
requirements and within the planned timeframe.

@ The green checkmark indicates the advisee is enrolled in a course that meets a planned requirement
within the academic plan timeframe.

O The exclamation mark indicates the advisee is enrolled in a course that meets a planned
requirement, but it's outside the academic plan time frame. A link to the advisee's email is available
if you want to reach out and discuss the plan.

4 The crossed-arrows indicate the advisee is enrolled in a course that meets a planned requirement,
but they have not met the requirement. This could be due to a student making unsatisfactory grades,
withdrawing from the course, or planning to take the course, but not actually enrolling in it. If the
enrollment period for the next year/term/subterm has not yet started, an advisor can move this
requirement to another timeframe. If the enroliment period for the next year/term/subterm has started,
the unmet requirement becomes an unassigned requirement and appears at the top of the plan.

Unmet Requirements

The unmet requirement icon lets you know when a student withdraws from a course or fails to satisfy

a requirement within the current year/term. A Move Requirement link in the pop-up lets you move the
requirement to another time period before the student enrollment period ends for the current year/term.
This helps keep student on track with their plan.

% During the first fall subterm Harry had to withdraw from Accounting 301, a requirement of his
Math major. His advisor saw the requirement hadn't been met and moved it to the second fall
subterm before the registration period opened.

If the year/term ends and the requirement hasn't been moved, it becomes an unassigned requirement.

Plan Sensitivity and Student Registration

What is plan sensitivity?

Plan sensitivity lets your school control the level of flexibility students are allowed when registering.
Plan sensitivity is configured for each registration control group on the Year / Term / Subterm Definitions
page, Year / Term Control for Registration Control Groups view:

= Must register for planned courses means the student must follow the plan precisely, and can't
register for courses outside the plan.

= May register OFF plan but must stay on curriculum means the student may register differently
from the timing of the plan but not differently from the requirements. For example, juniors may take
an elective in a different term than planned.

= May register without plan restrictions means the student may register without being restricted
to the plan. For example, honor students may register for courses off plan without approval.

Students are assigned to a web registration group and the plan sensitivity of the group automatically
applies to those students.

How does this impact registration?
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Students registering using the Campus Portal will access the My Schedule page, which includes the
My Academic Panel showing the student’s academic plan requirements. The student can then drill
down to find courses that meet the requirements.

= Students required to register by plan will only see those courses planned for a selected term.

= Students who must register for courses within their plan curriculum, but aren't required to register
at the planned time will see courses on their plan for the selected term and courses on the plan for
future terms.

= Students who may register without plan restrictions will see courses on their plan for the selected
term, courses on their plan for future terms, and courses off their plan.

Time Periods

The student terms shown and the ones available to add, if needed are determined by the following:

= Your school's IPEDS configuration, which determines if your school is a 4-year or 2-year degree
granting school (IPEDS Settings page)

= Your school's classification definitions, which represent students' status in their movement toward
completing a program or link your organization's classification codes to pre-defined IPEDS
classification codes (Classification Definitions page)

= The year/terms set up on the Year / Term / Subterm page

Prerequisites and Corequisites

= As you are setting up the student's plan, you will need to keep in mind there may
be prerequisites for a course. The system ensures courses with prerequisites aren't planned
in a time period before the prerequisite. Course descriptions show the prerequisites.

= The system ensures courses with corequisites are planned for the same time period. Course
descriptions show the corequisites.

Swap Feature

When a student adds a new minor, certification, or additional program, the requirements associated
with it may satisfy the electives of their selected major. For example, if a Computer Science major
adds a Math minor that requires Calculus I, Calculus | may also satisfy the student’s Computer Science
calculus elective. While Calculus | meets both requirements in the student’s aims, the course only
needs to be planned and taken once.

% The “swap” feature lets you connect the major’s elective with the new minor’s requirement, even
if a course has already been selected for the requirement. In the example above, you can “swap”
the Calculus elective with the 204 Calculus | course ensuring the course is only planned once, but
still meets both requirements in the student’s aims.

Example
Computer Science Major Math Minor Added
Second Year
Additional Gen Ed 211 Algebrall
Requirements
201 Programming 310 Diffe re ntial
Fundamentals Equations
241 Cperating Services 205 Statistics 1l
Calculus elective _ 204 Calculus |

Calculus | satisfie s the Biology minar
requirement AMD the Computer
science Calculus elective
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Plans Needing Review

The “Needs Review” status indicates changes have been made to the curriculum associated with a plan
one of your advisees is following to complete their major, minor, concentration, or program. You will
receive a “Review your advisee’s academic plan” task letting you know you need to review the student's
plan to see if updates need to be made to keep your impacted advisees on plan.

% If a required course related to the Biology major is no longer being offered by your school, you'l
need to review the plan and find another course to take its place.

Students Off Plan

What can cause a student to be off plan?

= There may be 1 or more unplanned requirements. For example, if there are courses that never got
assigned to a year/term. Or not all of a transfer student's courses meet your school's requirements.

= The student may have selected courses that aren't on the plan.
= The student may have failed a course.

= The student may have added another program, minor, certification, or concentration and the
requirements haven't been assigned to the appropriate time periods.

= The student may have changed their minor, concentration, program, or certification and it may
have entirely different requirements.

Work with the student to update the plan and ensure they are ready for registration.

Free Electives

While working with your advisees, you can select specific courses when planning free electives. It can
be helpful to add free electives when a student still needs hours to complete a requirement, but have no
more course 'slots' available to choose for electives.

How To

View an Advisee's Academic Plan Page

1.  Open the advisee's Summary page:
a. Click the Search icon @ on the universal toolbar. The Search panel opens with Person
selected.
b. Enter part of the advisee's name or ID, and select them from the list. The advisee's
Summary page opens.

2. Click the Person options drop-down, and select Student, Student, Academic plan. The
advisee's Academic Plan page opens showing the advisee's Current Enrollment Summary
panel, the plan name, the Plan Progress bar, and the Unassigned Requirements.

View a Student's Academic Plan

1. On a student's Student Summary page, click the Person options drop-down.

2. Select Student, Student, and Academic plan. The student's Academic Plan page opens with
the student's plan name as a link.

3. View the student's Current Enroliment Summary panel, the plan name, the Plan Progress bar,
and the Unassigned Requirements.
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View a Student's Plan Details Layout

1. On a student's Academic Plan page, click the plan's name. The student's Plan Layout Details
page opens.

2. If the student has more than one plan, click the Plan options drop-down and select All plans to
see the list of their plans.

Add Free Electives

1.  On the student's Academic Plan page, click the blue Options button and select Add elective.

2. In the Add Elective popup, click the drop-down menu for the Elective field, and
select FREEELEC.

3. Enter the number of hours, and choose a year/term.
Click Save, or if you want to add another elective, click Save and another.

5.  When you return to the Academic Plan page, you will be able to select a course to meet this
elective.

&

Plan Free Electives

1. For an unspecified elective, select the Make Selection link below the course details.
2. A pop-up window appears with possible selections. Choose one and click Select Requirement.
3. Students may or may not be able to find an elective they want to take.

If you and the student cannot find a course the student wants to take, click the Just plan
[subject] button. The window closes, a generic subject elective will be planned, and the
student will be able to pick the course at another time or during registration.

If a student requires registration approval, then they must register for what the advisor
and advising student select during this planning process. If the student only requires
registration clearance or does not require registration clearance or approval at all, they
are not required to register for what is selected during the planning process.

Assign Requirements to the Plan

1. Click the Unassigned Requirements link. A list of the unassigned requirements appears.

2. Click the blue checkmarks next to the requirements you want to assign to a particular year/term.
The blue checkmarks turn green.

You can plan more than one requirement at a time for a specific year/term.

3. Locate the year/term you want to assign the requirements to and click Assign. The
requirements are assigned to the appropriate year/term and the plan progress bar is updated.

Plan a Course for a Requirement

1. From time period, select the Make selection link. Make selection links appear beneath the
requirements you can plan a course for. The Course Options pop-up appears.

Some courses are mandatory and automatically planned for you. Those courses cannot
be changed without approval of the Registrar and your module manager.
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2. Select the course the student wants to take in order to satisfy the requirement. Some electives
may have a Just plan "Make final selection at registration" option that lets the student pick
the course when they register.

3. Click the Select Requirement button. The Course Options pop-up closes and the requirement
has a course planned.

Plan a Course for a Free Elective

1. From time period, select the Make selection link. Make selection links appear beneath the
requirements you can plan a course for. The Course Options pop-up appears.

Some courses are mandatory and automatically planned for you. Those courses cannot
be changed without approval of the Registrar and your module manager.

2. Select the course the student wants to take in order to satisfy the requirement. Some electives
may have a Just plan "Make final selection at registration™ option that lets the student pick
the course when they register.

3. Click the Select Requirement button. The Course Options pop-up closes and the requirement
has a course planned.

4. If more electives are needed to meet required hours, you can add them using the Add
elective option in the Options drop-down menu.

Change an Elective

1.  From time period, select the Change selection link. Change Selection links appear beneath the
requirements you can plan a course for. The Course Options pop-up appears.

Some courses are mandatory and automatically planned for you. Those courses cannot
be changed without approval of the Registrar and your module manager.

2. Select the course the student wants to take in order to satisfy the requirement. Some electives
may have a Just plan "Make final selection at registration" option that lets the student pick
the course when they register.

3. Click the Select Requirement button. The Course Options pop-up closes and the requirement
has a course planned.

Swap a Planned Elective with a New Requirement

In certain circumstances, a student may add a new minor, certification, or additional program, and
the requirements associated with it may satisfy the electives of their selected major. For example,
if a Computer Science major adds a Math minor that requires Calculus |, Calculus | may also
satisfy the student’'s Computer Science calculus elective.

When the student adds a new minor, certification, or additional program, the new requirements
appear at the top of the page in the Unplanned Requirements section.

1. Click the Unassigned Requirements link. A list of the newly added unassigned requirements
appears.

2. Click the blue checkmark next to the requirement you want to switch with an elective. The blue
checkmark turns green and terms with an elective that can be satisfied by the requirement show
a Swap button.
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Example

= 11 Unassigned Requirements

Aircraft Pilot ond Navigator

Select the requirement p—
you want to switch with e

an elective. Flanning Issue Dietails
ARTHOE
Arts of Westarn World: VE
Planning Issue Details
AVANDDZ
Intermadiste Avialion 2
Planning Issue Details
MATHOD1I
Math Intervention 1
Planning Issue Dietails
2019-2020

8 118

The Swap
button appears. | Ful-time

9 Bob has registered for at lzast one course. The
it r on Tuesday, December

=358 be careful making adjusiments to
this term's plan

MNeeds review with student ()

Arts Move requirement
GEMART - Arts (3.00 hrs)

Course planned, but never registered =]

Make selection

Intellectual Heritage | Maove requirement
IH1 - Mosaic Human Seminar | (3.00 hrz)
Course planned, but never registered €

Make selection
Ready to register
Required course Mave requirement

MATH1041 - Calculus [ (4.00 hrs)
Course planned, but never registered L2 ]

Required course Maove requirement
CI151001 - Intro Academic in CS (4.00 hrs)
Course planned, but never registered L2 ]
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3.  Once you find the term with an elective you want to replace with the requirement, click
the Swap button B. A blue swap button appears next to any electives that qualify to satisfy
the requirement and elective.

4. Click the blue swap button. The selected elective is switched with the requirement. This one
course will now meet the elective and the requirement for the student's aims.

¥ indicates a planned requirement. Planned requirements cannot be swapped for a new
requirement.

5. Click the Done button. The confirm swap pop-up window appears verifying the change.

6. Click the Yes, swap button. The confirm swap pop-up window closes and the newly planned
course meets both requirements.

Move Requirements to Another Time Period

1.  From time period with Free Electives available, select Move requirements from the Options.
The Move Requirements window appears.

2. Select the requirements you want to move to another time period.

3. From the To column, use the Select a time period to determine which time period the
requirements will be assigned to.

4. Click the Update button. The Move Requirements window closes and the requirements are
moved to the selected time period.

Move an Unmet Requirement

1. Click on the Unmet Requirement icon 4. The Unmet Requirement pop-up appears.
2. Click the Move Requirement link.

3. From the To column, use the Select a time period to determine which time period the
requirement will be assigned to.

4. Click the Update button. The Move Requirements window closes and the requirement is moved
to the selected time period.

Add or Remove a Time Period to the Plan

There are many reasons to add or remove a time period from the student's plan. For example,

if a student decides to double major and adds new requirements, if a student decides to take a
semester off to travel, if a student gets behind academically and needs to retake several courses,
etc. You can add and remove time periods as needed from their plan.

1. From the page Options, select Manage time periods. The Manage Time Period page appears
showing a list of all the time periods planned thus far.
2. To add a time period:
a. Start typing the name of the year/term you want to add and select it from the list of those
that appear.
b. Click the Add time period button. The time period will be added to the student's plan and
available for assigning requirements.
c. Repeat steps a and b to add additional time periods as needed.

d. When you're done adding the needed time periods, select Back to plan layout from the
page Options drop-down button. The Manage Time Period page reappears.
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3. To remove a time period:
a. From the time periods shown, click the remove icon. If there are no requirements assigned
to the time period, it is removed.

b. If there are requirements and hours assigned to the time period, the confirm remove pop-up
window appears. To proceed, click the Yes, remove button. The confirm remove pop-up
window closes and the requirements associated with that time period now appear in the
Unassigned Requirements section of the student's Academic Plan page at the top of
the window. You'll need to assign these requirements to a new time period to ensure the
student's academic plan and registration process aren't impacted.

c. Repeat steps a and b to remove additional time periods as needed.

4. From the page Options drop-down button, select Back to plan layout. The student's Academic
Plan page reappears.

Create a PDF of the Plan

1. From the page Options, select Export to PDF. A new web browser tab opens showing the
student's plan in PDF format.

2. Use the web browser's print and save options to provide a copy to your advisee.

FAQ

How are plans associated with advising students?
There are three main steps to associating academic plans with advising students:

1. The Advising Administrator publishes the academic plans and they are associated with the
appropriate programs.

2. The student selects their program (as seen on the Student Information Details page, Program
tab), and the plan associated with the program is associated with the student. This may be
done manually using the Synchronize Advisee Information page or an automated AD to RE
Transfer process. This is similar to the way advising trees are associated with them.

3. The year/term the student's academic plan will begin being used is selected on the Student
Information Details page, Program tab.

If any of these steps are not completed, the academic plan will not be associated with the advising
student.

How are planning hours determined?

If you are working with a group requirement, the system uses the “parent” requirement hours from the
Advising Trees page or the credit hours entered on the Manage Course Details page, Hours tab.

Why doesn’t an advisee have a plan?
There are several reasons an advisee might not have a plan:

= The advisee may not have selected a major, minor, certification, or concentration, and therefore
there is no associated academic plan (Student Information Details page, Program tab).

= The Academic Advising Module Manager may not have published the academic plan for the
student’s selected aim (major, minor, certification, etc.).

= The Registrar or Advising Module Manager may not have associated an academic planning
starting year/term (Student Information Details page, Program tab).

Contact your module manager for more information.
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What does off plan mean?
It can mean several things:
= There may be 1 or more unplanned requirements. For example, if there are courses that never got
assigned to a year/term. Or not all of a transfer student's courses meet your school's requirements.
= The student may have selected courses that aren't on the plan.
= The student may have failed a course.

= The student may have added another program, minor, certification, or concentration and the
requirements haven't been assigned to the appropriate time periods.

= The student may have changed their minor, concentration, program, or certification and it may
have entirely different requirements.

What if my advisee needs more hours but has no more course slots
available?

You can easily add a *FREE elective to the student's academic plan if they need more course 'slots' to
meet requirements for their program.

What does workload limit mean and how does it impact the
academic plan?

Your school sets up a workload limit that determines how many hours a student can take in a term.
This helps keep students within a reasonable number of hours. As you are working with the student's
academic plans, you may not be able to assign a requirement to a year/term if they have already met
the workload limit. To workaround this issue, assign one of the other requirements for that year/term to
another year/term and then assign the requirement.

You may also be able to work with your Registrar for overload waivers.

What is the plan progress bar showing?

The plan progress bar shows how many hours the advisee has completed out of the total required
hours for their aims.

Why are year/terms missing for a student?

This is likely a transfer student who has transferred in as a sophomore or junior who hasn't taken a
course at your school yet. The plan will show their starting point at your school and not their very first
year of school.

Why are there unplanned requirements?
There are many reasons unplanned requirements might be showing:
= There may have been requirements that were never assigned to a year/term.

= Not all of a transfer student's courses meet your school's requirements.
» There may have been a change in the curriculum.

Work with your student to get the requirements planned so they can be ready to register.

Why are some requirements already planned?

Some courses are required to satisfy the requirements of the program, minor, certification, or
concentration. These requirements are planned for you and cannot be updated. Contact your module
manager for more information.
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Academic Plan Layout Details

Use this page to review how program requirements for your advisee's chosen aim (major/program,
minor, certification, or concentration) have been distributed across years/terms. You can view detailed
course information entered on the Advising Trees page, export the plan to PDF, and access the update
feature plan as needed.

Understanding Plan Statuses

= Draft means program requirements are still being assigned to the plan layout.

= Shared means the program requirements have been assigned to the plan layout and the plan has
now been shared with other stakeholders for review before publishing and making it available to
advisors and student advisees. Updates can still be made.

= Ready to Publish means the requirements have been mapped out to the appropriate years/terms.
If needed, the plan has been shared with other stakeholders such as department heads and
updates have been made, if needed. The plan is ready to be published and made available to
advisors and students. If your school is using setup mode, you will not be able to publish plans
until academic planning is turned fully on.

= Published means the requirements have been laid out in the plan and the default plan has been
published and is available for advisors to use with their student advisees.

* Needs Review means updates have been made to an aim or to the plan layout, and it needs to be
approved.

How To

View an Advisee's Academic Plan Layout

1.  Open the advisee's Summary page:
a. Click the Search icon Q on the universal toolbar. The Search panel opens with Person
selected.

b. Enter part of the advisee's name or ID, and select them from the list. The advisee's
Summary page opens.

2. Click the Person options drop-down, and select Student, Student, Academic plan. The
advisee's Academic Plan page opens.

3. Click on the name of the advisee's program. The advisee's Academic Plan Layout page opens.
From there, you can edit the layout, export it to PDF, or jump to the list of all Academic Plans
that can be assigned to advisees.

Create a PDF File of the Plan Layout

From the Options drop-down list, select Export to PDF. A PDF version of the plan opens up in a new
web browser tab. You can save a copy and email it to another user as an attachment or print and
review a copy.

Update How Requirements/Courses are Mapped to Years/Terms in
the Plan Layout

1. Click Edit plan layout. The Edit Plan Layout page appears where you can assign and reassign
requirements to the academic plan as needed.

2. To assign a requirement to the plan layout:
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Under the Program Requirements section, click the blue check marks next to the
requirements you want to assign to a year/term. Green check marks appear next to the
selected requirements.

To filter program requirements, use the drop-down list to only show a particular
group of requirements or only those that haven't been assigned.

Under the Plan Layout section, locate the year/term you want to assign the requirement
to and click Assign. The requirement is assigned to the appropriate year/term and the
setup progress bar is updated.

3. To remove a requirement from the plan layout:

a.

Click the name or plus icon of the time period from which you want to remove a
requirement. The requirements assigned to that year/term appear.

You can also access the list of requirements by selecting All requirements from
the Program Requirements drop-down list.

Locate the requirement to be removed and click the Remove icon next to it. The
requirement is removed and added back to the "Not assigned to plan layout" status.
It will need to be reassigned to a different year/term before the plan can be published.

4. To add a time period to the plan layout:

a.

Click the name or plus icon of the time period from which you want to remove a
requirement. The requirements assigned to that year/term appear.

Locate the requirement to be removed and click the Remove icon next to it. The
requirement is removed and added back to the "Not assigned to plan layout" status.

It will need to be reassigned to a different year/term before the plan can be published.
Select Manage time periods from the Options drop-down list. A list of the time periods
in use appears.

In the Type year term description field, start typing the name of the year and term you
want to add and select from the years/terms that appear. The year/term is added to the
plan layout and can be used for assigning program requirements.

From the Options drop-down list, select Back to plan layout. The time period options
close and the plan layout options reappear.

5. To remove a time period from the plan layout:

FAQ

a.

Select Manage time periods from the Options drop-down list. A list of the time periods
being used and any available time periods appear.

Locate the time period to be removed and click the Remove icon next to it. If courses
have already been assigned to the time period, the Confirm Remove pop-up appears.

Click Yes, remove. The time period is removed from the plan layout and any courses
assigned to it are moved to the "Not assigned to plan layout" status. These will need to
be reassigned to different time periods.

Where do program requirements and hours come from?

Program requirements including required number of hours, requirements groupings, AND/OR
relationships and plan details are all defined on the Advising Trees page.

Why can’t | update the academic plan?
There could be several reasons you cannot update the academic plan:
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= You don't have the appropriate permissions.

= The plan has already been published, and you do not have appropriate permissions to edit
published plans.

Academic Plan Sensitivity

What is plan sensitivity?

Plan sensitivity lets your school control the level of flexibility students are allowed when registering.
Plan sensitivity is configured for each registration control group on the Year / Term / Subterm Definitions
page, Year / Term Control for Registration Control Groups view:

= Must register for planned courses means the student must follow the plan precisely, and can't
register for courses outside the plan.

= May register OFF plan but must stay on curriculum means the student may register differently
from the timing of the plan but not differently from the requirements. For example, juniors may take
an elective in a different term than planned.

= May register without plan restrictions means the student may register without being restricted
to the plan. For example, honor students may register for courses off plan without approval.

Students are assigned to a web registration group and the plan sensitivity of the group automatically
applies to those students.

How does this impact registration?

Students registering using the Campus Portal will access the My Schedule page, which includes the
My Academic Panel showing the student’'s academic plan requirements. The student can then drill
down to find courses that meet the requirements.

= Students required to register by plan will only see those courses planned for a selected term.

= Students who must register for courses within their plan curriculum, but aren't required to register
at the planned time will see courses on their plan for the selected term and courses on the plan for
future terms.

= Students who may register without plan restrictions will see courses on their plan for the selected
term, courses on their plan for future terms, and courses off their plan.

Academic Plan Time Periods

The student terms shown and the ones available to add, if needed are determined by the following:

= Your school's IPEDS configuration, which determines if your school is a 4-year or 2-year degree
granting school (IPEDS Settings page)

= Your school's classification definitions, which represent students' status in their movement toward
completing a program or link your organization's classification codes to pre-defined IPEDS
classification codes (Classification Definitions page)

= The year/terms set up on the Year / Term / Subterm page

How To

Manage Time Periods

*  From an Edit Plan Layout page, click the Options drop-down, and select Manage time periods.
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Move Requirements to Another Time Period

1. From time period with Free Electives available, select Move requirements from the Options.
The Move Requirements window appears.

2. Select the requirements you want to move to another time period.

3. From the To column, use the Select a time period to determine which time period the
requirements will be assigned to.

4. Click the Update button. The Move Requirements window closes and the requirements are
moved to the selected time period.

Add or Remove a Time Period to the Plan

There are many reasons to add or remove a time period from the student's plan. For example,

if a student decides to double major and adds new requirements, if a student decides to take a
semester off to travel, if a student gets behind academically and needs to retake several courses,
etc. You can add and remove time periods as needed from their plan.

1.  From the page Options, select Manage time periods. The Manage Time Period page appears
showing a list of all the time periods planned thus far.

2. To add a time period:
a. Start typing the name of the year/term you want to add and select it from the list of those
that appear.

b. Click the Add time period button. The time period will be added to the student's plan and
available for assigning requirements.

c. Repeat steps a and b to add additional time periods as needed.

d. When you're done adding the needed time periods, select Back to plan layout from the
page Options drop-down button. The Manage Time Period page reappears.

3. Toremove a time period:
a. From the time periods shown, click the remove icon. If there are no requirements assigned
to the time period, it is removed.

b. If there are requirements and hours assigned to the time period, the confirm remove pop-up
window appears. To proceed, click the Yes, remove button. The confirm remove pop-up
window closes and the requirements associated with that time period now appear in the
Unassigned Requirements section of the student's Academic Plan page at the top of
the window. You'll need to assign these requirements to a new time period to ensure the
student's academic plan and registration process aren't impacted.

c. Repeat steps a and b to remove additional time periods as needed.

4. From the page Options drop-down button, select Back to plan layout. The student's Academic
Plan page reappears.

Academic Plan Needs Review

Use this page to review a list of all the academic plans needing review for a selected catalog year.
You can see how many days the plan has been in review, how many students are using the plan and
are impacted by any changes that put it in the Needs Review status, and the program requirements
related to the plan. You can filter the plans by name and sort them by name, catalog year, number
of students impacted, program, and program requirements. Link to the Academic Plan page to view
detailed information and make any needed updates.
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How To

Access Additional Plan Information

Click on the name of the academic plan. The Academic Plan page appears where you can review the
plan and make any needed updates.

Filter Academic Plans

The Academic Plans filter allows you to search and narrow down the list of displayed plans. You can
filter based on these criteria:

= Plan - select one or more plan names

= Year - select one or more year ranges

= Status - select one or more statuses of academic plans

= Students - set a range for the number of students assigned to this academic plan

= Program Requirements - this type-ahead field allows you to filter based on requirements for this
plan

Check the box next to the attribute that you want to filter by, and enter specific parameters as
appropriate. When you have selected all the filters, click Apply to return results.

Update a Plan that Needs Review

1. Use the filter or sort options to find the plan you want to update.
2. Click on the name of the academic plan. The Academic Plan page appears.

3. Update the plan based on the changes made. This could mean removing requirements,
assigning new ones, and rearranging others to accommodate the changes.

For detailed steps on updating a plan, see the Edit Plan Layout help.

Sort Plans
Click on any column heading to sort in ascending or descending order.

FAQ

How many days can a plan be in review?

There is no limit to the number of days the plan can be in review; however, if there are students
associated with the plan, the changes may impact their courses, plan layout, and registration. The
sooner the plan is reviewed and updated, the easier it will be for the advisor and student to ensure the
plan requirements are being met.

What do | need to do for those students impacted by the plan being
in review?

Students are impacted only when a published plan they are using has been changed. Advising
Administrators will update the plan based on the changes, and they'll republish the plan. The student's
advisor will be assigned a task to review their advisee's plan. The student and advisor can then

work together to assign/move impacted requirements and ensure they meet the updated plan's
specifications.
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What does "Needs Review" mean?

Needs Review means updates have been made to the plan layout, curriculum/requirement count for a
program, minor, certification, or concentration. Review the Plan page to see if the plan is impacted. The
process for updating the plan varies according to the plan status. For more information, see When Aim
Requirements Change.

Student Plan Approvals

My Academic Plan is an optional feature in Campus Portal that allows students to view their academic
plans. Depending on how it is set up, students may be able to edit their plans, also. This can be a
valuable time-saver for advisors, allowing certain groups of students to edit their plans online, saving
the time to meet in person. If students have permission to edit plans, they can move requirements or
courses to other terms, choose the course they will take to meet requirements, and even add or remove
a term from their plan. System Administrators can set this up to require Advisor approval for changes,
or for no permission required. Students use My Academic Plan in the Campus Portal, and advisors
approve changes in J1 Web if required. For more information on setting up My Academic Plan, see My
Academic Plan Setup.

Student plan approvals can show up in a couple of places on J1 Web: as a block on the Academic
Advising hub, or as a page. If you go to a student's Student page and they have pending requests, you
may get an alert with a link that will take you to the Student Plan Approvals page.

If a student (who requires advisor approval) has made changes to a plan but has not yet
requested approval, the advisor will not be able to make any changes to that plan until the student
either cancels the changes or submits the approval request. This feature gives advisors real-time
visibility into when a student is making plan changes.

Student Plan Approvals Block

This block on the Academic Advising hub shows your advisees who have requested approval for
changes to their academic plans.
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Example

[ ]
*#° Academic Advising Hub

Primary Advisor | By Academic Program By Athletic Roster By Ca

Overview

Blocks on Page
S t Plan Approvals

H:
Reai
R:

Advisee Issues
1 advisees with a low mid4erm grade
2 advisess that have withdrawn from the term

FERPA

Aside from sharing dirsctory information, 2 students have granted FERPA permizsions 1o specific

ndividuals

Contact gur FERFA specislist, |sssc A, Bsker

Student Plan Approvals by Primary Advisor

Click the pIUS ‘[ Waiting for Approval .
sign to expand Advisee /1D Student Plan / Year Approval YOU can approve from thlS bIOCk,

and see more + LeoJ. Baker Computer Science / 2017 or click View all appl‘oval
information. 131 requests to go to the Student

Plan Approvals page.

View all approval reques

Student Plan Approvals Page

This page shows all of your advisees who have requested approval for changes to their academic
plans.

Example

Manage Student Plan Approvals by Primary Advisor
T Mo filters applisd

cen i

Student Plan Approvals

Viewing 1 to 10f1
- Paged - Show all x
(_:"Ck the plus Advisee/ID3  Student Plan | Year 3 Date Requested 3 Existing Plan Status 3 Planned Status with Edits 3 Approval
sign to expand —
g P + LeoJ Baker  Computer Science /2017 12012019 On Plan [ Actions ~ NS

and see more
information.

Approve this request

Deny this request
- Paged . Show all ! =

How To

View Additional Details

Click the Expand icon + next to the advisee's name. Additional information about the
changed plan appears.
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Review and Approve Student Requests

1. On the Academic Advising hub, in the Student Plan Approvals block, click View
all approval requests.

2. On the Student Plan Approvals, click the blue plus sign beside the student's name to review the
changes they made to their plan. Use the blue Actions drop-down button to approve or deny the
requests. You can also email the student by clicking on the icon at the end of the row.

Example

Manage Student Plan Approvals by Primary Advisor
Mo fiters applied

Student Plan Approvals - . —
PP Need more information? Click

Viewing 110 1of1 -
S here to email the student.

w Paged . Show all

Click the plus
sign to expand
and see more
information.

Advisee /ID Student Plan { Year 3 Date Requested 3 Existing Plan Status = Planned Status with Edits Approvi

+ LeoJ Baker Computer Scignce [ 2017 2062019 [ On Plan ]

You can approve or
deny the request using
the Actions drop-down.

w Paged w Show all

FAQ

Why can’t | make changes to my advisee's academic plan?

If the student has made changes to their plan, but not yet requested approval, you will be prevented
from making any further changes to their plan until they send or cancel their change requests. Likewise,
if a student has sent a change request but you have not yet responded, they will be unable to register
for that course until receiving your approval.

What happened to the term options button?

With the many upgrades added with the My Academic Plan feature, we did user testing and determined
that having one Options button for all of the year/term blocks provided a better user experience. No
functionality was lost.

Why don't | see the Student Plan Approvals Block/Page?

In order to see Student Plan Approvals, Academic Planning must be turned on, and
the Approval Process toggled to ON. Find these features in the Advising Administration hub | Manage
Advising Settings.

Students Off Plan

Students can be off plan for any of the following reasons:

= There may be 1 or more unplanned requirements. For example, if there are courses that never got
assigned to a year/term. Or not all of a transfer student's courses meet your school's requirements.

= The student may have selected courses that aren't on the plan.
= The student may have failed a course.

» The student may have added another program, minor, certification, or concentration and the
requirements haven't been assigned to the appropriate time periods.
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= The student may have changed their minor, concentration, program, or certification and it may
have entirely different requirements.

Work with the student to update the plan and ensure they are ready for registration.

Tools for Advising Students

There are several helpful tools for advisors working with a particular advisee. Most student-specific
information can be accessed on the Student summary page. The drop-down Student menu offers
shortcuts to many features related to this student.

In addition, the Cast Appointment Blocks page, My Advisee Roster, and the blocks on the Academic
Advising summary pages give you quick access to your routines with advisees.

Advising Cycles Process

Advising cycles define advising milestones such as setting up when an advisor is available to meet with
their advisees and the period of time when those meetings will end for a selected catalog year. This
process keeps advisors and students engaged and Advising Module Managers aware of progress.

Advising cycles are associated with year/terms or subterms and web registration groups (also called
tel/web groups and registration control groups) to determine when advisors and appropriate advisees
meet within the registration time frame (advising cycles provide great flexibility and can take place
before or during your registration period).

Academic Advising Module Managers set the advising cycles up and monitor advisors and their
advising student interactions as they step through the process.
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Advising Cycle

Did you know that you can configure select groups of students to have permission to edit
their academic plans in the Campus Portal? This can save a lot of time meeting with
students. If desired, it can be set up to require the advisor to approve the changes, or not. A
System Administrator will need to do the setup. For more information see My Academic Plan
Setup and Student Plan Approvals.

Cast Appointment Blocks

Reach this page from the Navigation panel. Click Academic Advising, Primary Advisor, and then Cast
Appointment Blocks. Use this page to set up time slots of when you are available to meet with your
advisees during an advising cycle. The wizard steps you through three steps:

1. General advising appointment information such as how long you generally want advising
appointments to last, where you want to hold meetings, and any general information.
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Example

Cast Appointment Blocks

2020 Fall v

Required *

Meeting Length Add appoiniment blocks to calendar »
30 minutes ¥

Description *

Please bring your mobile device so we can review your schedule.

. it woriar salvicane, 836 remaining

Use this fizld 1o include meeting instructions for your ad

Where *

. My office O Another location
100 - building 2 - Morth Lecation

2. Adding appointments to your calendar by adding them to the days and times convenient for you.
A progress bar lets you know how many appointments you have set up to easily see how many
remain to be added to the calendar. If your advising administrator requires you to set up extra
"buffer" appointments to ensure there are enough available time slots, those are included in the
appointment count.

Example

Cast Appointment Blocks

2020 Fall

6 Al an appaintment block by selecting a time skot on the calendar. Ta remove an appaintment block, select it again

« Back to appointment detais m

1 out of 1 appointmant biocks sat up

Weak w < Dec 29,2019 — Jan 4, 2020 » Current

Sun 12129 Mon 12730 Tue 12134 Wed 14 Thu 112 Fri 13 Sat 174

ey CoTel. o Caating ialla. Curenly, o castng is sl Curenly. o casting is il Casting allawed Casling allawed Casling allowed Casting allawed
sll-day

Tam -
Bam
Oam
10am
11am
12pm
o
2pm
3pm

£pm
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3. Publish your calendar to make the appointments available to advisees to select using your
Online Campus Solution. Advisees are sent an email notification to let them know the
appointments are available to select and you receive a notification as advisees accept the
appointments.

Example

© Publish Appointment Blocks? K

hii=h them now. Publishing will:
« pand an emall o all your advisees io sign up
make Appolntment biocke avallabde from your onllng Campus reeaUrees for advisees o selec

oy

Did you know that you can configure select groups of students to have permissions to edit their
academic plan in Campus Portal? This can save a lot of time meeting with students. If desired,

it can be set up to require the advisor to approve the changes, or not. A System Administrator
will need to do the setup. For more information see My Academic Plan Setup and Student Plan
Approval.

How To

Set Up and Make Advising Appointments Available

Your advising administrator may have selected general advising appointment information such as
duration or description. You can update this information as needed.

1. On the J1 Web main Navigation panel, click Academic Advising.
Use this page to set up time slots of when you are available to meet with your advisees during
an advising cycle.

2. Select Primary Advisor and then Cast Appointment Blocks. The Cast Appointment Blocks
page opens. It works like a wizard, letting you fill in information page by page.

3. In the Meeting Length drop-down list, update or select how long you want advising
appointments to typically last.

4. In the Description field, enter or update any general information you want to include for
advisees when they see the meeting information. This information will appear to all of your
advisees who can accept advising appointments. For example, you may want to request
advisees bring a copy of their catalog or their laptop or tablet.

5. Using the Where options, use your office as the meeting location as defined on the Campus
Locations page, or select Another location to search for an available campus facility. Some
facilities may require location approval before your appointments can be scheduled and
published to students.

6. Click Add appointment blocks to calendar. The calendar appears.

7. Click on a day/time within the casting allowed dates to add an advising appointment to the
calendar.
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Casting allowed dates reflect the begin and end dates of the advising cycles.

8. To remove an appointment, double-click on it and select Remove.

9. Use the progress bar to monitor how many appointments have been set up and how many
remain to be set up. Once all the appointment time slots have been added to the calendar, the
Publish option is available.

10. Click Publish. Several things happen:

a. The Success window appears.
b. Appointments become available in your Campus Portal.

c. Advisees receive an email notification letting them know the appointments are available to
select. You will receive a notification as advisees accept the appointments.

FAQ

Why is there already advising appointment information entered?

Your advising administrator has the option to enter general advising appointment information that will
be used for all advisors when setting up their appointments. You can select a different meeting length,
description, location as needed.

What does "casting allowed"” mean?

Casting allowed are the days that fall within the advising cycle dates set up by your advising
administrator. You can set up advising appointments outside the advising cycle using your Home page
or Advising hub calendars.

How do students know the appointments are available to select?

Once you publish the appointments, your advising students associated with the advising cycle receive
an email notification to let them know they can go to your online campus solution (Campus Portal and
CRM) and select them.

Why can't | publish the advising appointments?
The publish option isn't available until the required number of appointments have been added to the
calendar.

Do I have to meet with my advisees?

No! Options are now available that allow students and advisors to collaborate on academic plans
online. For more information, see Student Plan Approvals.

Why can't | cast appointments? (troubleshooting)

= |If the year/term/subterm isn't available to choose from, ensure there are begin and end dates for
the web group. (Web groups sometimes have the label "Registration Control Group" or "Tel/Web
Group".)

= |If the web group isn't available to select, ensure at least one advisee is a member of the web
group.

Manage Advising Appointments

As you begin to meet with your advisees, you can mark attendance and enter notes that may be helpful
when reviewing the student's academic plan, working with their goals, addressing holds, etc.
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Did you know that you can configure select groups of students to have permissions to edit their
academic plan in Campus Portal? This can save a lot of time meeting with students. If desired,

it can be set up to require the advisor to approve the changes, or not. A System Administrator
will need to do the setup. For more information see My Academic Plan Setup and Student Plan
Approvals.

How To

View and Edit Advising Appointment Details

You can update only advising appointments you created.

1. Click the advising meeting on the calendar. The meeting preview pop-up opens showing the
meeting time and place, attendees, and description.

2. If there isn't already a meeting note, the Create Meeting Note button appears in the pop-up.
Click it to create a note. The Create New Communication pop-up opens with all fields except the
note itself already populated.

a. Enter up to 8,000 characters.

b. Click the Send button. The note is saved. (It's not actually sent to anyone.) It appears on
the Advising Meeting details pop-up.
i. Toview it, click View Note. The Advising Meeting Note panel opens.

ii. To make a new internal comment on the note, click New Comment. Enter a comment,
and click the Add button.

ii. To mark the comments as read, click the Mark all read button.
iv. To edit the note, click the Edit icon [#l. Make your edits, and click Save.

v. To delete the note, click the Edit icon [£1. Click the Delete button. A pop-up asks you to
confirm. Click Delete. The note is deleted.

vi. To view details of the meeting, click the Show details button.
vii. To see who scheduled and initiated the meeting, click the Audit Information button.

3. To view an existing note, click the View note link. The Advising Meeting Note pop-up opens. To
edit the note:

a. Click the Edit icon [4l. The note text appears in an editor.
b. Add to or edit the note.
c. Click the Save button. The note editor closes.
4. Click Edit Meeting. The Edit Advising Meeting page opens.
5. Make your edits.
a. If the meeting is finished, switch the Attended? field to Yes for everyone who attended.
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7.

Fifteen minutes before the advising meeting starts, the Edit Advising Meeting

page updates so you can record who attended the meeting. After you change

the Attended? status to Yes for one or both attendees, the Meeting Notes become
editable. The location, date, and time cannot be changed after people have attended
the meeting.

Example

Edit Advising Meeting

Required *

Attended? Cancel
Once attended, meetings cannot have their time changed or be moved fo another location.

Isaac A Baker (YES|

Rick Baker | NO |

Meeting Notes

Title *

Advising Meeting

Category *

Advising meeting v

b. If someone is marked as attended, the other fields are uneditable.

You can view, edit, create, and delete a note on this page just as described above for the
meeting preview pop-up.

Click Save.

Mark Advising Appointment Attendance

1.

5.

From your Home page or Advising calendar, click on the advising appointment. The Advising

Meeting details pop-up opens.

Click Edit meeting. The Edit Meeting page opens.

Under Attended?, move the advisee to Yes if they came to the appointment or leave as No if
they did not make the appointment.

Enter any additional information or reminders from the meeting in the Meeting Notes field. If

there aren't notes yet, and you want to create them, click the Create Meeting Note button.

Meeting notes are not visible to the advising student.

Click the Save button. The advisee's attendance is shown on the advisee roster, Registration
Clearance block, and it's counted in the Advising Administrator's Advisor Meeting Status block.

Enter Advising Appointment Notes

1.

From your Home page or Advising calendar, click on the advising appointment. The Advising
Meeting details appear.

Click Edit meeting. The Edit Meeting page appears.
Enter any additional information or reminders from the meeting in the Meeting Notes field.
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Meeting notes are not visible to the advising student. |

4. Click Save changes. Your notes are added.

Delete an Advising Appointment

You can delete only appointments you created. |

1. Click the advising meeting on the advising calendar or another calendar.

2. Click Delete meeting and confirm in the pop-up. When the pop-up closes, the advising meeting
is removed from all calendars and the advisee receives an email notification that the meeting
has been cancelled.

FAQ

Why can't | edit and delete advising meeting notes?

You need the "Can modify and delete editable notes" permission, which is available in the
Communication Management Base role and roles copied from it. Ask your administrator about
permissions.

Academic Advising Hub Summary Pages

The Academic Advising hub is organized into tabs by the advising role:

= Primary Advisor

= By Academic Program
= By Athletic Roster

= By Campus Location

= All Students

When you click a tab, its Summary page opens, with the information customized for the particular
advising role. You can also use the Hub options drop-down to navigate to each role's Summary page.

Access by Role Tabs

The Academic Advising hub is accessible to both primary and secondary advisors. Tabs present several
different summary pages, based on your permissions and relationship to students.
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Primary Advisor | By Academic Program By Athletic Roster By Campus Location All Students —

Overview : Advising Calendar

Blocks on Page
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Week -
< Nov 3 — 9, 2019 >
Sun 1173 Mon 11/4 Tue 11/5 Wed 11/6 Thu 1177 Fri11/8 Sat11/9
all-day
t=rm. Gam A

Tab names are determined by role names, and so may vary from those shown below. When
creating a new role, try to use a short, succinct name. Longer names may not display well on
tabs.

The permissions associated with this feature will be automatically turned on for all Jenzabar-
created default roles. For custom roles that your school has created, an admin user will need to
select the "Can view advising summary" and "Can view advisee roster" on the role permissions

page.
Example

Edit Baseball Coach

Athletic administrators and coaches performing advising tasks for students actively invelved and connected to their team roster

Permissions Users Module Access Associations User-Defined Fields

Updates by Version
No version indicators Make sure these two permissions are selected for all secondary
advisors so they have access to the Advising hub.
Role Permissions

Students

Actions and access apply to all students asseciated with a particular sport at your school

Can view advising summary ! Can view advisee roster
On Academic Advisinﬁ hub On Academic Advising hub

Each tab may have a different set of blocks.

= Primary Advisor
o This is the default tab if you are a primary advisor for students. View the summary page for
your primary advisees, cast appointment blocks, view approval requests, link to your advisee
roster.

= By Academic Program
o Allows users to view the advising summary page for students. View the summary page for all

students that the user has advising access to based on the student's academic program, view
all approval requests as well as your advisee roster.
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= By Athletic Roster
o View the summary page for all students that the user has advising access to based on the
student's athletic involvement, view all approval requests as well as your advisee roster.

= By Campus Location
o View the summary page for all students that the user has advising access to based on the
student's campus location, view all approval requests as well as your advisee roster.

= All Students

o Can view the summary page for all students that the user has permission to view, all approval
requests as well as your advisee roster.

Academic Advising Hub Summary Page Blocks

The blocks on the Summary page and the information in them may vary a bit from tab to tab, but these
are the blocks generally available.

Overview (page 35)

Advising Calendar (page 37) (on Primary Advisor tab only)
Student Plan Approvals (page 23)

Holds (page 40)

Registration Approval (page 42)

Registration Clearance (page 44)

Graduation Status (page 45)

There's also a link to your Advisee Roster (page 46).

Custom Blocks

In addition to the blocks provided, administrators can add custom blocks, including charts, data set
lists, and custom content blocks. Users with permission can enable and disable the custom blocks and
remove them.

Academic Advising Overview Block

This block is on the summary pages in the Academic Advising hub. Depending upon your school's
configuration, the Overview block can be used to access blocks and get a quick look at any outstanding
issues impacting your students, see and access a copy of your school's FERPA policy or contact a
campus FERPA specialist.

Blocks on Page

This section lists the blocks available from the Academic Advising home page. Click on a block name to
access the block.

Current Advising Cycles
Lists any advising cycles you are currently assigned to.

Advisee Issues

This shows the number of advisees with various issues, such as low GPA, low midterm grades,
withdrawn from the term, at risk, and so on.

Click the number to see the list of students who have that issue. Their names are links to their summary
pages. From there, you can contact the advisees to help them resolve issues and get on track.
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Examples
eo+ Academic Advising Hub
o

Primary Advisor By Academic Program By Athletic Roster By Campus Location

All Students L

All Students Overview

Blocks on Page Quick Links
Student Plan Approvals Advisee Roster
Holds

Registration Approval
Registration Clearance
Graduation Status

Advisee Issues

Advizees with a low overall GPA: 3

Advisees with a low midterm grade: 4
Advisees who have withdrawn from the term: 1

FERPA

Aside from sharing directory informafion, 8 students have granted FERPA permissions fo specific individuals.
View our FERPA policy

Contact our FERPA specialist, |saac A. Baker

All Students Overview

Blocks on Page
Student

Holds Advisees With a Low
Registri  Qverall GPA

Regisiri

Anderson, Ann
Gradua

Bealcuz. Sharina
Correra. Joachin

Advi

Advisees with a low overall GPA: §L\

Issues that may be shown include these:

= Low Overall GPA: Below than 2.0
= Low midterm grade: Below 2.0 (that is, earning fewer than 2.0 quality points)
= Withdrawn from the term: Withdrawn from all courses

FERPA

This shows how many students have granted FERPA permissions to specific individuals. Click the
number to see the list of the students with links to their FERPA blocks. There's also a link to your
school's FERPA policy, and contact information for your FERPA contact.

How To

View the Academic Advising Overview Block

1. On the Navigation panel, click the Academic Advising hub. The page options appear.
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2. Select one of the options: Primary, Academic Program, Athletic Roster, Campus Location, or All
Students. The Summary page for that option opens, and the Overview block appears. (The other
options appear as tabs if you have those roles. Those tabs also have the Overview block.)

Access a Block
To access the block, click on the block name or scroll down the page.

View a List of the Students Who Granted FERPA Permissions

Clicks on the number of students link. The Students with FERPA Permissions pop-up appears. You can
click on a student’s names to access their Student page for more information about the student and
access any available contact information.

View a Copy of Your School's FERPA Policy

Click View our FERPA policy. Depending upon the browser or device being used, a PDF copy of your
school's FERPA policy is opened or downloaded.

Contact the Campus FERPA Specialist

Click the Contact drop-down button next to the FERPA specialist's name and select from the available
contact information:

= To send a message, select Send a Message. The Send a Message window appears.

= To send an email, select Send an Email. Depending upon your configurations, a blank Outlook
email automatically appears. Enter your email message and click Send.

= To call, select the FERPA specialist's phone number. From a mobile device this will allow you to
call your administrator. From a desktop, this will show you the administrator's phone contact.

Change FERPA Information

Only a user with Advising Administration permissions can set or change the contact information and
policy file. This is set in Advising Administration Settings.

FAQ
Why don't | see FERPA information?

= You may not be in a role with the appropriate permissions. Contact your system administrator or
module manager for more information.

= The FERPA policy may not have been uploaded or a FERPA contact may not have been
designated. You can change FERPA information on the Advising Settings page. From the Advising
Administration Hub options, select Manage advising settings. (Advising Administration users
only.)

Why don’'t | see an advising cycle?
There are several reasons you might not be seeing advising cycle information:

= Your school may not be using advising cycles.
= Advising cycles may not have been created yet.
= The current time frame may fall between advising cycles and the new one hasn'’t started yet.

Academic Advising Calendar

This block on Academic Advising summary pages shows your advising calendar and can include the
following:

= Available and accepted advising appointments set up when the advisor cast appointment blocks.
Student advisees select appointments using CRM Advisor Meeting.
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= Meetings and advising appointments scheduled using the calendar. These may include informal
peer meetings and advising appointments created spontaneously or outside the casted
appointment blocks range.

You can mark advising appointment attendance and enter meeting notes as well as use standard
calendaring features such as viewing the calendar by the day, week, month, and accessing previous
and upcoming dates.

For information on using Calendar features, see the Calendar Features topic in the Standard Features
online help.

How To

View the Academic Advising Calendar Block

1.  On the Navigation panel, click the Academic Advising hub. The page options appear.

2. Select one of the options: Primary, Academic Program, Athletic Roster, Campus Location, or All
Students. The Summary page for that option opens, and the Calendar block appears. (The other
options appear as tabs if you have those roles. Those tabs also have the Calendar block.)

Create an Advising Appointment
1. Select Create advising meeting from the drop-down or click the green plus icon for an
available time slot.

2. Enter the Attending Advisee, an optional Description, and confirm the
meeting Location, date, and time on the Create Meeting page.

The Subject and Category are set to Advising meeting by default and cannot be edited.

3. Click Create advising meeting.

Change Advising Appointment Details

1. Click the advising meeting on the calendar. The meeting preview pop-up opens showing the
meeting time and place, attendees, and description.

2. Ifthere isn't already a meeting note, the Create Meeting Note button appears in the pop-up.
Click it to create a note. The Create New Communication pop-up opens with all fields except the
note itself already populated.

a. Enter up to 8,000 characters.

b. Click the Send button. The note is saved. (It's not actually sent to anyone.) It appears on
the Advising Meeting details pop-up.
i. Toview it, click View Note. The Advising Meeting Note panel opens.

ii. To make a new internal comment on the note, click New Comment. Enter a comment,
and click the Add button.

ii. To mark the comments as read, click the Mark all read button.
iv. To edit the note, click the Edit icon [#l. Make your edits, and click Save.

v. To delete the note, click the Edit icon [#]. Click the Delete button. A pop-up asks you to
confirm. Click Delete. The note is deleted.

vi. To view details of the meeting, click the Show details button.
vii. To see who scheduled and initiated the meeting, click the Audit Information button.

3. To view an existing note, click the View note link. The Advising Meeting Note pop-up opens. To
edit the note:
a. Click the Edit icon I4]. The note text appears in an editor.

J1 Web Academic Advising 38



b. Add to or edit the note.
c. Click the Save button. The note editor closes.
4. Click Edit Meeting. The Edit Advising Meeting page opens.

5. Make your edits.
a. Ifthe meeting is finished, switch the Attended? field to Yes for everyone who attended.

Fifteen minutes before the advising meeting starts, the Edit Advising Meeting

page updates so you can record who attended the meeting. After you change

the Attended? status to Yes for one or both attendees, the Meeting Notes become
editable. The location, date, and time cannot be changed after people have attended
the meeting.

Example

Edit Advising Meeting

Required *

Attended? Cancel
Once attended, meetings cannot have their time changed or be moved to another location

Isaac A Baker (YES|
Rick Baker | NO |

Meeting Notes

Title *
Advising Meeting
Category *

Advising meeting v

b. If someone is marked as attended, the other fields are uneditable.

6. You can view, edit, create, and delete a note on this page just as described above for the
meeting preview pop-up.

7. Click Save.

Delete an Advising Appointment

You can only delete appointments you created.

Click the advising meeting on the advising calendar or another calendar.

2. Click Delete meeting and confirm in the pop-up. When the pop-up closes, the advising meeting
is removed from all calendars and the advisee receives an email notification that the meeting
has been canceled.

Related Topics

Calendar Features
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Advising Student Holds Block

Use this block to identify advisees who have a registration or transcript problem with their student
record. Depending upon your school‘s holds setup, holds can be placed on students for academic
performance, fines, unpaid tuition, etc. Holds can impact a student’s ability to register for classes,
retrieve transcripts, or receive their grades.

Example

Holds by Primary Advisor 4

Advisee Izzue Needed Action

Albert Knighton 1 registration warming iew details

A 1 transcript hold
Click to see student Click to see details
summary page. about the holds.

Permission

Permission to View and Manage Holds

Viewing and managing holds requires the "Can view holds" permission available in the Person
Management role and roles copied from it. That role is on the User Management hub.

You assign None, View, Add, Add and Remove, or Admin permission for various hold types in the
Associations tab of the role. See instructions below.

Prior to J1 2024.1, permissions for holds were in Registration and Advising roles. (In fact,
Advising roles still have the "Can view holds" permission in 2024.1, but it's restricted to view

only.)

Permission to Override Holds

Overriding holds (to generate an official transcript of a student who has holds, for example) requires the
"Can override student holds" permission available in the Registration Override and Access Control role
and roles copied from it. The role is on the Registration Administration hub.

How To

View the Advising Student Holds Block

On the Navigation panel, click the Academic Advising hub. The page options appear.

2. Select one of the options: Primary, Academic Program, Athletic Roster, Campus Location, or
All Students. The Summary page for that option opens, and the Advising Student Holds block
appears. (The other options appear as tabs if you have those roles. Those tabs also have the
Advising Student Holds block.)

View Additional Hold Information
Click the View details button. A Holds Information pop-up appears.
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Resolve a Hold

1. On the Holds block, the To Resolve column gives brief instructions for resolving the hold.

Resolution options are set up on the Holds Definitions page.

2. Contact the appropriate office, department, or library to resolve the hold.

3. Then, when the issue is settled, click the Person options drop-down, and select Student,
Student, Manage student holds. The Manage Student Holds page for that student opens.

4. Click the Actions drop-down, and select Edit hold. The Edit Student Hold pop-up opens.
5. Enter an End Date / Time and other information as needed.

As an alternative, you could enter a Removal Date / Time. However, if the hold wasn't a
mistake, it's usually better to end the hold rather than remove it. That way the record of
the hold is preserved.

6. Click the Update button.

Manage a Student's Holds

1. Find a student's Summary page by using the universal search:
a. Click the Universal Search icon Q. The Search panel opens with the Person parameter
selected.
b. Enter some of the student's name or ID, and select it from the list. The student's Summary
page opens.
2. Click the Person options drop-down, and select Person, Manage holds. The student's
Manage Holds page opens. Depending on permissions, you can view, add, edit, remove, and
delete holds.

Set Permissions to Holds

1. On the User Management hub, click the Hub options drop-down, and select Manage System
Roles.

2. Scroll or use the System Roles Filter to find the role to set permissions on.

To find the Person Management role (or a copy with "Person" in the role name), click the
Keyword checkbox. Enter "person” and click the Apply button.

3. Recommended: If a copy of the Person Management role doesn't already exist, make one to
customize for your purposes. You could make one for Advising and one for Registrars, for
example.

a. On the row for the Person Management role, click the Options drop-down, and select
Copy. The Copy Role page opens.

b. Enter a New Role Name (such as Person Management - Advising) and New Role
Description.

c. Click Save and continue. The role's permissions appear. Select and deselect permissions
as needed.

d. Click the Copy role button. You're returned to the System Roles page. You can use the
filters to find your new role.

4. Edit the role's permissions.:

a. Onyour role's row, click the Options drop-down, and select Edit. The Edit Role pop-up

opens to the Permissions tab.
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b. Click the Edit button.

c. Select and deselect permissions as needed, and click the Save button.
5. Add users to the role:

a. Click the Users tab.

b. Click the Add to Role button. The Add to Role pop-up opens.

c. Begin entering a user's name or ID, and select them from the list. Repeat for as many users
as you need to add.

d. Click Add to Role. The users are added, and the pop-up closes.

6. Add modules to the role to enable interactions (communications) associated with those modules:
a. Click the Module Access tab.
b. Select the checkboxes for the modules you want.

c. Click the Options drop-down, and select Turn access on. Your changes are saved
automatically.
7. Add specific permission types to specific hold types:
a. Click the Associations tab.

b. Click the Related Information group drop-down, and select Hold Type. The hold types
appear below.

c. Select the checkbox for one or more hold types.
d. Click the Options drop-down, and select an access level:
= None
* View
= Add
* Add and Remove
= Admin
e. Your changes are saved automatically.

View Additional Advisee Information
Click on the advising student's name. The Student page appears with information about the student,
including any available contact information.

Advisee Registration Approval

Use this block to review your advisees who have registered and are awaiting your approval before they
are officially enrolled in their courses. Once you approve an advisee’s course load, their registration is
complete. Advisees can use the email link from the Course Schedule feature in the Campus Portal to let
their Advisor know they are ready to have their registration approved.
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Registration Approval Process

Using J1 Web, the Advisor
clears a student to register.

In the campus portal, the
student registers for classes
and requests Advisor Approval.

In J1 Web, the Advisor reviews
and approves the student’s
requested course load.

The student receives an email
that their course load is
approved and they are
registered.

How To

View the Advisee Registration Approval Block

1.  On the Navigation panel, click the Academic Advising hub. The page options appear.

2. Select one of the options: Primary, Academic Program, Athletic Roster, Campus Location, or
All Students. The Summary page for that option opens, and the Advisee Registration Approval
block appears. (The other options appear as tabs if you have those roles. Those tabs also have
the Advisee Registration Approval block.)

Review an Advisee's Course Load

Click the Expand icon +. The courses the advisee has registered to take in this advising cycle appear.
To contact the student about their course load, click on their name to access their personal page where
contact information is available.

Approve or Deny an Advisee's Course Load

You can approve or deny all of the courses this student has requested approval for from this
block, but if you need to approve or deny each course individually, you can do that from the
student's summary page.

1. On your Academic Advising hub home page, in the Registration Approval block, click
the Approve course(s) or Deny course(s) button. A pop-up appears to confirm your action.

2. Click Yes, approve course load, or Yes, deny course load as appropriate.

3. The course load is approved and the advisee is officially enrolled in the approved courses, or the
course is dropped.
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Depending on how your school has set up course drops, the student history row might be
deleted if that is how they are configured.

4. If your school has automated communications set up then the student will receive a message
informing them of your actions.

View All Advisees Waiting for Approval

Click the View all waiting approval link. The Course Approvals page appears.
FAQ

Why am | not seeing any students awaiting registration approval?

= Your advisees for this year/term/subterm may not require registration approval.

= Your advisees may not have registered for any courses. One or more of the student's courses for
the term must be in a Reserved status on the Student Section List page.

= Your advisees may not have requested your approval yet. When students register for classes
online, a link is available to request advisor approval. When they click this link, they appear here
for your review and approval.

= You may not be in an active advising cycle.

= The advising cycle may have just started and none of your advisees have registered yet or they
may not have completed their registration.

= You may be in the midst of the advising cycle and all registrations have been approved.

= Your advisee may have a registration hold. Check the Holds block and contact the registration
office.

Why is the advisee off plan?

= There may be 1 or more unplanned requirements. For example, if there are courses that never got
assigned to a year/term. Or not all of a transfer student's courses meet your school's requirements.

= The student may have selected courses that aren't on the plan.

= The student may have failed a course.

= The student may have added another program, minor, certification, or concentration and the
requirements haven't been assigned to the appropriate time periods.

= The student may have changed their minor, concentration, program, or certification and it may
have entirely different requirements.

Advisee Registration Clearance

Use this block to review your advisees who require your clearance in order to register for classes.

You can see when you and the advisee last met for an advising appointment and link to available
appointment information, view any planning information including courses that may need reviewing with
the student because they are off plan, and link to the Student's page for contact information.

How To

View the Advisee Registration Clearance Block

On the Navigation panel, click the Academic Advising hub. The page options appear.

2. Select one of the options: Primary, Academic Program, Athletic Roster, Campus Location, or All
Students. The Summary page for that option opens, and the Advisee Registration Clearance
block appears. (The other options appear as tabs if you have those roles. Those tabs also have
the Advisee Registration Clearance block.)
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Clear an Advisee to Register

1. Once you have reviewed available planning information and are ready to allow the advisee to
register, select the year/term for which you are clearing the advisee to register.

2. Click Clear to register. The registration clearance confirmation window appears.

3. Click Yes, clear. The confirmation window closes and the student can now register for their
classes.

View Advising Appointment Information
You may have entered notes from the advising appointment that could impact registration. To view
advising appointment details, click the appointment date. Advising Meeting information appears.

View All Advisees Waiting for Clearance
Click the View all waiting for clearance link. The Registration Clearance page appears.

FAQ

Why am | not seeing any students awaiting registration clearance?

= Your advisees for this year/term/subterm may not require registration clearance.

= Your advisees may not have registered for any courses (one or more of the student's courses must
be in a Reserved status (Student Section List page).

= You may not be in an active advising cycle.
= The advising cycle may have just started and the registration period may not have started yet.
= You may be in the midst of the advising cycle and all registrations have been cleared.

Why is the advisee off plan?

= Your advisee may have registered for a course that isn't a part of their major/program, minor,
certification, and/or concentration.

= Your advisee may have dropped or failed a required course.

= Your Advising Administrator or Registrar may have made updates to the plan requirements that
impact your advisee's plan and courses.

Graduation Status Block

This block appears on the Academic Advising summary pages. Use this block to see where advisees
are in the graduation process and identify potential issues that may impact graduation. You can see
who has applied to graduate and how many hours they have earned. The graduation process varies
according to how your school has set it up on the Graduation Stage Definitions page.

The block shows up to 5 advisees nearing graduation. If there are more advisees nearing graduation,
the View all advisees nearing graduation link appears. It takes you to the Graduation Status List

page.
How To

View the Graduation Status Block

1. In the Academic Advising hub, click the Hub options drop-down, and select Summary under
one of the categories (Primary, By Academic Program, All Students, etc.). The Summary page
opens.

2. Scroll down to the Graduation Status block, or click the link to it in the Overview block.
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View the Graduation Status List Page

1. If 5 advisees are listed in the Graduation Status block, but there are more advisees nearing
graduation, click the View all advisees nearing graduation link. The Graduation Status List
page opens.

Use Ctrl + click to open linked pages in a new tab.

2. To filter the list, enter a name or a stage in the filter field.
FAQ

Why am | not seeing any students in this block?

Graduation Status is derived from the Manage Student Program Information page. It may not appear
if:

= The advisee isn’t close to graduating or hasn’t started the graduation process.

= The graduation stage hasn’t been selected for the advisee’s active degree.

= Graduation stages may not have been ordered using the Graduation Stage Definitions page.
= The advisee is a freshmen or sophomore student who hasn’t had this information defined yet.

My Advisee Roster

Reach this page from the Academic Advising hub, in the hub options drop-down menu. Use this page
to view a list of your current advisees and important advising information that varies according to your
advisees’ classification. You can also register or drop courses for your advisees on this page.

There are a number of ways to view your roster:

= View your advisees as cards or in a list. List View shows a grid with advisees in rows, and
several columns visible at a glance. Click the expand icon to view more information. Card View
can include a photo of your advisee and information at a glance. Each card has a front and back

side.
Example
Advisee Roster by Primary Advisor Toggle between list by IEI
and card view.

Roster Filter My Advisee Roster by | rai200 rea Clearance v
Clear o Reset filters
Viewing 1 to 12 of 12
Advisee | 1D - Paged - Show =
PT [ FT 5tatus
Registration Status Registration Appointment Date
o Advisee /1D + PT/FT Status + Status 3 % Actions
Classification
Appointment Date + Ginger Podle Unknown Ready to 12/2/2019, 1:00 =)
. 3320 Register PM
Academic Plan 0ff plan
Academic Plan Year
' : + Albert Knighton  Part-fime Ready to 1202/2019. 6:30 Optionsw r!_E
Missing Plan Requirements 4000 Register AN
Not a Plan Requirement
Meets Plan Requirement + Geoff Baker Part-time Registerad Optionsw E
E——

= View your advisees based on your advisor role (primary advisor or secondary advisor).
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= View your advisees based on their classification or the advising cycle. The view you choose
determines what details are shown in the list.

Your school may classify students depending upon your 2-year or 4-year school
configuration (IPEDS Settings page) and your IPEDS classification definitions
Classification Definitions page).

Advisee Information

The following information can be available for your advisees according to their classification, information
availability, where your school is within the advising cycle, and your role and related permissions.

= Classification shows the student's status as a freshman or sophomore, for example.

= Contact information. A phone number or email may be available from an advisee. This
information is maintained on the Person Information Details page, Contact Info tab.

= Personal Information Card. Click the personal information card icon to see a brief personal
profile that may include a photo, the student’s classification, programs, and contact information.

= PT/FT Status shows the student's full-time status with regard to tuition and financial aid.

= Career GPA shows the career GPA as configured on the Repeat, Transcript, and GPA Settings
page.

= Academic Plan Status lets you know whether the student is on target to complete their academic
plan on time. It is derived from the student’s J1 Web Academic Plan page.

= Career Hours Earned comes from the Student Information Details page, Summaries tab.

= Academic Standing shows particular achievements or disciplinary statuses such as Good
Standing or Term Probation, for example. These appear on the Student Information Details page,
Enrollment tab.

= Financial Aid lets you know whether the advisee is receiving financial aid. This information is
derived from your school's financial aid system (such as JFA) and identifies the student’s current
satisfactory academic progress (SAP) standing, which impacts their eligibility for financial aid.

For this information to appear accurately, several things must be in place:

o Advisee must have grades entered
o Advisee’s academic record must be calculated
o Satisfactory progress must be calculated

= Holds lists any holds on the advisee's account.

= Graduation Stage shows where the advisee is within the graduation process. This information is
on the Student Information Details page, Graduation tab. Information may not appear if:
o The advisee isn’t close to graduating or hasn’t started the graduation process.

o The graduation stage hasn’t been selected for the advisee’s active degree.
o Graduation stages may not have been ordered using the Graduation Stage Definitions page.
o The advisee is a freshmen or sophomore student who hasn’t had this information defined yet.
= Program Information shows the advisee's intended Major, Minor, Concentrations, and
Certifications. The information comes from the Student Information Details page.
= Requires Advisor Clearance shows whether the advisor needs to clear the student to begin
registering each term.
* Requires Advisor Approval shows whether the advisor needs to approve the advisee's course
selections before they can be registered

= Advisor Number: If the number is 1, you are the advisee's primary advisor. If the number is
anything else, you're not the primary advisor.
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= Plan Sensitivity shows how restricted the advisee is in course choices.
o May register off plan but must stay on curriculum
> May register without plan restrictions
o Must register for planned courses

= Requested Plan Edit Approvals shows whether the advisee has initiated changes to their
academic plan and is awaiting the advisor's approval.

= Currently Registered shows whether the advisee is registered for any courses—that is, if their
student course history has any sections with a status of either Current or Reserved.

The database location it searches is the Student Course History table, Transaction status
column (student_crs_hist.transaction_sts). If any of the advisee's sections in any year/term
have a status of C (Current [also called Registered]) or R (Reserved), then the Currently
Registered field's value is Yes. If no section in any year/term has a status of C or R, then the
Currently Registered value is No.

In J1 Web, this student course history information is presented on the Student Section List.
(From a student's summary page, click the Person options drop-down, and select Student,
Student, Student section list. The information is in the Status column.)

Example
- : 7
Sections
Viewing 1108 of 8
v Fagel bt Sh Options «
| G A Section & Term = Grade Advising Req. + Repeat & Status Action
+ ACTG-001 Accounting for 20152016 - C ACTGOO1 - Accounting for — wa
Beginners(Acct 1) Fall w Beginners Yegistersd
+ CHEM-103-2 General 2014-2015 - B+ GHEM1032 - General wa H - Graded
Chemistry. Il(Gen Chem 1) Spring ; Chemistry Il

In Desktop, this information is on the Student Registration window, Inquiry tab. Select a
student. In the Student Registrations data window, the information is in the Status column.
You can also see the status of sections in each term on the Register tab of the same
window.

= Advising team: From the Actions drop-down, a pop-up lists the advisee's primary and secondary
advisors. You can remove primary advisors. You can also change the advisee's relationship with
primary advisors to Active or Inactive.

= Communication Feed: From the Actions drop-down, a pop-up lists communications. Click
the Expand arrow beside a communication to see more details. The pop-up shows attached
documents you can click to view. You can also read comments and add comments. (Available
only if the school is licensed for Communications Plus and the user has permission to view the
Communication Feed.)

= Interaction Inventory: From the Actions drop-down, this opens the Interaction Inventory page
in a new tab with the advisee already selected. (Available only if the school is not licensed for
Communications Plus and the user has permission to view the Interaction Inventory.)

Register, Drop, or Withdraw Courses

The Actions button lets you register or drop courses for advisees.
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M\/ AdVisee Roster by Classification v

Viewing 1 to 11 of 11

Prev 1 we Page1 o 1 Next Show all
@Al | Advisee/ID % Classification ¥ Actions

O =+ Gottfried Baker Senior

4000

10U

Caontact options
R.Callat  (540) 432-4"
MeSend an email

Register: 2023-2024 - Spring 2
Register: 2023-2024 - Fall

Register: 2022-2023 - Summer First
Register: 1999-2000 Summer First

Select a term to register
or select Drop.

Drop courses for advisee AL

The student's planning calendar pop-up opens showing both registered sections unregistered sections.
(Unregistered sections appear to help you and the student plan their schedule.) For more details on
using the planning calendar to register or drop courses, see the Student Planning Calendar in J1 Web
topic.

Permissions Needed

There are several layers of permission needed to register, drop, and withdraw advisees from their
courses.

= Can register advisees and Can drop courses for advisees

Permission to drop includes permission to withdraw.

o In these roles or copies of them:
» Primary Advisor - Access to Assigned Students

» Secondary Advisor - Access to Students by Academic Program
» Secondary Advisor - Access to Students by Athletic Roster
» Secondary Advisor - Access to Students by Campus Location

= Can view courses
o Course Information - Access to All Courses role (or a copy of it)

o Only the "Can view courses" permission is needed in this role

In addition, there are override permissions available in each advisor role (primary and secondary):

= Can grant course authorization overrides
= Can grant course corequisite overrides

= Can grant course full overrides

= Can grant course prerequisite overrides
= Can grant course prohibited overrides

= Can grant course repeat overrides

= Can grant schedule conflict overrides
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Dates and Settings for Registering, Dropping, and Withdrawing

There are settings on Year / Term / Subterm Definitions page and on the Manage Course Details page
that affect when and whether advisors can register, drop, and withdraw students. The settings here that
allow students to register, drop, or withdraw on the Campus Portal also allow their advisors to register,
drop, or withdraw for them in J1 Web.

= Year / Term / Subterm page
o Year / Term view (or Subterm view)
+ Last Withdrawal Passing Date
* First Campus Portal Add / Drop Date
» Last Campus Portal Add / Drop Date

o Year / Term Control for Registration Control Groups (or Subterm Control for Registration
Control Groups)

Registration Control Groups are also called Tel/Web Groups, Web Registration
Groups, and Registration Groups. Students are assigned to them to control their
registration. If the settings for a group

» First Campus Portal Add Date
» Last Campus Portal Add Date
» First Campus Portal Drop Date
+ Last Campus Portal Drop Date
+ Last Campus Portal Withdrawal Date
« Campus Portal Withdrawal Options
= Cannot withdraw
= Can withdraw all courses
= Can withdraw all but last course
* Registration Clearance (required vs. not required)
* Advisor Approval (required vs. not required)

* Plan Sensitivity
= May register without plan restrictions

= May register OFF plan, but must stay ON curriculum (Courses must be part of the
student's academic plan, but needn't be taken in the planned term.)

= Must register for planned courses (Courses must be registered in the term
designated in the academic plan.)

= Manage Section Details page

o Restrict Registration by Section
Restrict Registration by Web Group
Add Begin Date
Add End Date
Drop Begin Date
Drop End Date

o

o

o

o

o

How To

View My Advisee Roster
1. In the Academic Advising hub, click the Hub options drop-down.
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2.

Select one of the options (such as Primary Advisor or By Academic Program), and select View
my advisee roster. You advisee roster page (for the option you selected) opens.

Switch between List View and Card View
Click the List View icon i£ or the Card View icon &= to switch views.

Email or Text Advisees From My Advisee Roster

Text messaging is available with a Communications Plus license.

o0k w

Select the advisees to be emailed. Advisees can be selected individually or using the All option.

The email option is unavailable for advising students who don’t have the Notification
Enabled option set to Yes and a valid institutional email address defined on the Person
Information Details Page, Contact Info tab.

Using the Options drop-down, select Send communication. The Create New
Communication window appears.

Select a Communication Type: Email or Text.
Select an Interaction Code, Name / Description.
Select a From email address or phone number.

Listed under the To field are any selected recipients with invalid or missing email addresses or
phone numbers. You can deselect them or fix their contact information before proceeding.

If this is an email, there are two extra fields:

a. Contact Type: "Institutional Priority" is selected and isn't editable.

b. Subject: Enter a subject line

You can include a link in the message by clicking the paper clip icon and adding the URL.
Enter your content in the Body field.

. Click the Send button. The Create New Communication window closes, and the emails or

texts are sent to your selected advisees.

Register an Advisee for Courses

1.

On an advisee's row, click the Actions button, and and select Register [year / term] from the
drop-down. The Register Selected Students window pops up showing the student's planning
calendar. (See the Student Planning Calendar in J1 Web topic for more information on using the
calendar to plan, add, and drop courses.)

Scroll down below the calendar to select a section to work with.

If you know the course code, or at least the department code, begin typing it in the Section field.
A list of results appears. Select a section. Enter and select additional sections as needed.

If you don't know the course code or you want more options, click Show course search.
The section list for the selected year/term appears with information such as the course title,
instructors, enrollment status, schedule, and location.

a. Use the Section Filter to find courses.

b. Click the Select button next to courses you want to register. Their code appears above in
the Section field.

Optional: Select the Grant advisor approval checkbox to approve the sections selected for

registration.
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6. Click the Register button.

Because you're the student's advisor, if the course required advisor approval, then
approval is automatically granted and marked with today's date.

When someone else registers one of your advisees, and advisor approval is required,
the course is set to Reserved status until you approve or until the registrar overrides the
advisor approval requirement.

Drop Courses for an Advisee

1. On an advisee's row, click the Actions button, and select Drop courses for advisee from the
drop-down. The Drop Courses for Advisee window pops up.

2. The year/term with open registration is selected by default. If you need to change it, click the
Remove icon, and select another year/term. The Drop Courses for Advisee pop-up opens.

3. Select the checkboxes for each of the courses you want to drop. If the drop deadline has
passed,

4. Click Yes, drop selected courses.

You can also drop courses from the student's planning calendar. For details, see the
Student Planning Calendar in J1 Web topic.

Withdraw an Advisee from a Course

Withdrawals are for after the drop deadline has passed.

1.  On an advisee's row, click the Actions button, and select Register [year / term] from the
drop-down. The Register Selected Students window pops up showing the student's planning
calendar.

2. Click the course you want to withdraw, and select Withdraw from course in the drop-down. The
Withdrawal Details pop-up opens. An alert shows the count of the student's withdrawals (total,
institutional, and transferred) as well as your school's limit.

3. Fillin the information. All fields are required except the checkboxes.

a. Add to withdrawal counts (checkbox): Select the checkbox in most circumstances. The
withdrawal of each listed course adds to the student's withdrawal count.
i. Selected: Listed courses add to the withdrawal count.

Don't worry: If a section is already counted as a withdrawal in the term, it won't
be counted double. But if a section is not already counted as a withdrawal in
this term, it will be now.

i. Unselected: Listed courses don't add to the student's withdrawal count. (If a listed
courses is already counted in student course history, this changes it to not counted. To
avoid this, remove the course from the list.)

If a listed course is already counted toward the withdrawal limit, this will change
it to not counted.
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b. Withdrawal Date: Select from the drop-down:
= First day of class

= Day before first day of class

= Friday before first day of class
= Date dropped

= Last date of attendance

= Manual date entry

c. Withdrawal Reason: Select from the drop-down. Options are defined on the Withdrawal
Reason Definitions page.

If you're withdrawing the student from all courses, select the Total withdrawal from
term option.

d. Drop Date: Select from the drop-down:
= First day of class

= Day before first day of class

= Friday before first day of class

= Last date of attendance

» Manual date entry
e. Drop Flag: Select Drop or None from the drop-down.
f. Last Date of Attendance: Enter a date.

g. Final Grade: Select from the drop-down. The options are defined on the Grade Table
Definitions page. Only grades designated as withdrawal grades are listed.

h. Update Midterm Grade Columns: If you select this checkbox, select a Midterm Grade
from the drop-down. The options are defined on the Grade Table Definitions page. Only
grades designated as withdrawal grades are listed.

4. Click the OK button. The pop-up closes, and your changes are saved.
FAQ

Why am | not seeing any advisees?

You may not have advisees assigned to you or your advisees might not be assigned to a student web
group associated with the current advising cycle.

Why can’t | see the roster cards view?
When you have more than 100 advisees, the advisee roster is only available in the list view.

Why can't | register or drop courses for my advisees?

If the add/drop deadline has passed for a year/term, you won't be able to register or drop students.
Also, you must be assigned to roles that have these permissions:

= Can register advisees
= Can drop courses for advisees

Both permissions are available in these roles or roles copied from them:

= Primary Advisor - Access to Assigned Students
= Secondary Advisor - Access to Students by Academic Program
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= Secondary Advisor - Access to Students by Athletic Roster
= Secondary Advisor - Access to Students by Campus Location

Why can't | see all the available course sections when | try to register or drop
courses for my advisees?

In addition to permission to register and drop advisees, you need permission to view courses. If you're
in an instructor or a department head role, you have permission to the courses you teach or courses in
your department, but not necessarily all your advisees' courses.

Ask your administrator for permission to view all courses. They can assign you to a copy of the
Course Information - Access to All Courses role. (At a minimum, it should have the "Can view courses”
permission selected.)

What if | register a course requiring advisor approval?

When the student's advisor registers a course requiring advisor approval, the approval is granted
automatically and marked with that day's date.

When someone other than the advisor registers a course requiring advisor approval, the course is set to
Reserved status. The course will move to Current status when either the advisor approves or a registrar
overrides the advisor approval requirement. (The "Can override advisor approval required" permission
is in the Registration Override and Access Control role and roles made from it.)

Student Planning Calendar in J1 Web

When faculty or staff register students for courses (or drop courses for advisees), they use the
Student Planning Calendar. It mirrors the schedule planning calendar that students see on the Student
Registration feature in the Campus Portal.

Pages that use the planning calendar include My Advisee Roster (on the Academic Advising hub), the
Student Registration page (in the Registration Operations hub), and the Register option on a student's
Summary page.

Students' planning calendars are available only if the Campus Portal feature your school uses for
students registering themselves is the newer Student Registration feature rather than the older
Add/Drop feature. The setting to turn on the Student Registration feature is in J1 Web on the
Campus Portal (JICS) Settings page.

The calendar is for trying out potential schedules. Placing a course section on the calendar doesn't
register the course. Instead, it helps you visualize the student's schedule.

Then when you're ready to register one or more of the course sections, go to the Registration Checkout
pop-up.

Understanding the Calendar

Tiles on the calendar represent course sections. Colors and symbols indicate the status of the section.
Click the Calendar Key link to view the key of symbols and colors.

= Green tile with check mark: Registered (or preregistered).

= Blue tile with thumb up: On the calendar but not registered. (You could say it's in the cart and
ready for checkout.)

= Amber tile with dollar sign: Requires payment before it can be registered.
= Red tile with a circle struck through: The student cannot register for this course.
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= Green tile with hourglass: Registered pending approval.

= Blue tile with hourglass: Waitlisted.

= Amber tile with hourglass: Pending approval of change to academic plan.
= Purple tile with question mark: Course completed and graded.

= Dark blue with check mark: Requirement met.

= Gray with circle struck through: Withdrawn.

= Red tile with a circle struck through: Registration Approval Denied.

Calendar Ke

Thu Calendar Key % fn

o Registered / Preregistered

TR OOn calendar
© Must Pay
@Cannot register
@ Pending approval
€ Waitlisted
@ Pending plan change approval
0 Graded
& Requirement met
@Withdrawn
@ Registration Approval Denied

I subterm

Edge Stripes and Colors

Edge striping indicates a special condition concerning a course. Colors and stripes are used together to
help you quickly identify what you need to do for a course. Click the course and select View details.

Same a course in a subterm ART 002 02 35 seais
Color as
the

Course

LS 8031
«" Registered
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Amber a course with a warning
and White

To see the begin and end dates
of a course in a subterm, click
the course on your calendar and
select View details.

Solid Red a course with an error such as: CHEM 221 2
90 seats
= schedule conflict

= clearance required
= problem with repeating the course
* hours overload

= prerequisite required

Hours and Full-Time Status
The student's credit hours and full-time status appear at the top of the calendar:

= Total Registered Hours: Sum of the credit hours for the courses on the calendar that are
registered (with a status of C - Current, P - Preregistered, or R - Reserved). Database:
student_crs_hist.credit_hrs

= Total Planned Hours: Sum of the credit hours for the unregistered courses on the calendar

= Status: The student's part-time or full-time status based on the Total Registered Hours. Database:
student_term_sum.pt_ft_sts

How To

View a Student’'s Planning Calendar

1. From a student's Summary page:
a. Click the Person options drop-down.

b. Select Student > Register > Register [year/term]. The student's planning calendar opens
with the title Register Selected Students for [the year/term you selected].

2. From the My Advisee Roster page in the Academic Advising hub:
a. On an advisee's row, click the Actions drop-down.

b. Select a Register option (example: Register: 2025-2026 - Fall). The student's planning
calendar opens with the title Register Selected Students for [the year/term you selected].

3. From the Student Registration page in the Registration Operations hub:
a. Select students by name or ID or by using filters.

Click the Add to the registration list button.

Select a Year / Term to Register.

Select the checkboxes for one or more students.

© a0 o

Click the Options drop-down, and select Register selected students. The Register
Selected Students pop-up opens.
= If you selected only one student:
o The planning calendar opens.
> You can work with the course sections already on the calendar, or you can scroll
down to the Course Search. There you can find sections and register them or
place them on the planning calendar.
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= If you selected more than one student:
o The Register Selected Students pop-up opens.

> On a student's row, in the Planning Calendar column, click the Open icon M. The
student's planning calendar opens.
+ If there are course sections already on the calendar, you can work with them
from the calendar.

* If not, close the calendar, and use the Register Selected Students pop-up to
register sections or to place sections on the calendar.

View the Details of a Section on the Calendar

1. Click a course section's tile. A menu pops up.
2. Select View details. The Details pop-up opens with information including the following:
= Course Section Code and Title
= Credit Hours
= Student Status: Registration status such as Registered, Not on my schedule, Graded
= Course Status: Enroliment status such as Full, Open, Waitlisted
* Year/Term
= Meeting Type: Such as In-Person or Online
= Schedule: Meeting days, times, and locations
* Instructors
= Description
= Textbooks
3. To close the pop-up, click Close.

Place Course Sections on the Planning Calendar

1. Scroll down past the calendar.
2. If you know the course code:

a. Inthe Section field, begin typing a section code. The list of course sections that match
appears.

b. Select the section from the list.

3. If you don't know the course code:
a. Click the Show course search button. The course search appears.

b. Browse the list or use filters to find a course.
c. Click Select next to a course section. The course code appears in the Section field above.
4. Optional: Repeat steps to find more course sections.

5. Click the Register drop-down, and select Add to planning calendar. The courses are placed
on the calendar but are not registered.

View Issues for Course Sections on the Planning Calendar

If a course section has issues such as schedule conflict, payment required, corequisite needed, or out
of the student's division, you can view details of the issue.

1. Click the course section's tile on the calendar. A menu pops up.
2. On the pop-up menu, click View possible issues. The Possible Issues pop-up lists the issues.
3. To close the Possible Issues pop-up, click OK.

Remove Course Sections from the Planning Calendar

1. On the planning calendar, click an unregistered course section.
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2. On the pop-up menu, click Remove from calendar. The course is removed.

If a course is already registered, you can't simply remove it from the calendar. See
instructions below to drop a course (before the add/drop deadline) or withdraw a student
(after the deadline).

Register Course Sections from the Planning Calendar

1. To register all the unregistered sections on the calendar:
a. Scroll down below the calendar. Click the Populate unregistered courses button. All the
unregistered sections from the calendar appear as chips in the Section field.

b. Inthe Register drop-down, click either Register and continue or Register and close. The
section is registered (or else an alert tells you if the registration failed).

2. To register an individual section from the calendar:

a. On the planning calendar, click an unregistered course section. On the pop-up menu, click
Register. The Registration Checkout pop-up opens.

b. If there are no issues, the section is registered, and an alert tells you so.
c. Ifthere are issues, the Registration Checkout pop-up opens and explains the issues.

Drop a Registered Course for a Student

1. On the planning calendar, click the registered course.
2. On the pop-up menu, select Drop course. An alert tells you whether the drop was successful.

Withdraw a Student from a Registered Course

Students can withdraw themselves from courses on the Campus Portal (if your school allows it), and
registrars can withdraw students on the Student Registration page. Advisors can't withdraw students.

For details, see the Withdrawal Overview, Student Registration in J1 Web, and My Advisee Roster
topics.

FAQ

When will the next term be available for registering?
The Registrar's office determines the registration dates on the Year / Term / Subterm Definitions page.

Why can't | search every field in course searches?

A registration administrator on the Campus Portal (JICS) Settings page selects the fields available for
course searches.

Why are the course choices limited?

The student might be restricted to registering only for courses on their academic plan for this term. The
level of restriction is called "plan sensitivity." You can see their level just under the My Academic Plan
heading.
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Example

2017-2018 - Spring ~ My Schedule

— My Academic Plan

© Only courses that fit your plan are available.

CHEM 132 3.00 hrs »
eneral Chemistry Il (Gen Chem 1}
Find a section

CHEM 134 1.00 hrs >
9 zeneral Chemistry Il (L) (Gen Chem Il

(L]

Find a section

Diwversity and Race 3.00 hrs »

Find a section

Language 3.00 hrs »
9 Requirement

LANG

Find a section

MATH 142 4,00 hrs b3
9 Calculus Il (Calculus 11)

Find a section

Click the Info @ icon for a description of the student's plan sensitivity.

Academic Plan Sensitivity Levels

Most Only courses on Select courses on the Courses on their plan for the
restrictive this term's plan student's academic plan selected term.
are available. for this term. This will

help them successfully
complete your degree

program.
Moderately Only courses on Select courses on the = Courses on their plan for
restrictive their plan are student's academic plan. the selected term.
available. If you register them for = Courses on their plan for
courses planned for a future terms. Click Future
future term, be sure to Requirements.
update their academic
plan.
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Least Courses on and You can select any = Courses on their plan for
restrictive off the student's courses, but be aware of the selected term.
plan are the requirements for the = Courses on their plan for
available. student's academic plan. future terms. Click Future

Requirements.

= Courses off their plan.
Click Course Search.

What if there are courses from different subterms in the same time slot?

If the subterm dates don't overlap, you can put courses from different subterms in the same time slot.
On the calendar, they'll appear with blue edge striping to remind you that they're subterm courses and
not necessarily in conflict.

Mon
2pm

Epm ¢ ART D02 .-: CHI 101

i 3 i

§ 35 ==als ¢ 4 seats

4pm

Why is the Registration Checkout button disabled?
It may be disabled for a number of reasons including these:

= The registration period is not open yet. (The button label is "Registration closed".)
= There are no unregistered courses on the calendar.
= The student needs registration clearance.

Why is a section disabled on the Registration Checkout screen?

On the registration checkout screen, some courses may be listed under the heading Not Available to
Register. The checkboxes for those courses are disabled. The reasons are listed. Examples include
schedule conflicts, required prerequisites or corequisites, and repeated courses or courses that fulfill
the same requirement as another course on your calendar.
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Registration Checkout

Available to Register

L] CHEM 221 2 - Organic Chemistry | (Org Chem 1)
T-R 10:30 AM-12:00 [3.00 hrs)
P

20 =eats remaining

L] CHEM 223 2 - Organic Chemistry | (L) (Org Chem | (L]}
F 2:00-3:00 PM [(1.00 hrs)
20 =seats remaining

Not Available to Register

CHEM 221 4 - Organic Chemistry | {Org Chem )
T-R B:00-9:30 AM [3.00 hrs)

MATH 243 - Caleulus 111 [Caleuwlus [T}
T-R 2:45-11:15 AM (4.00 hrs}

Pransrm pcies e

SIS UIEhE NS0

W5 803 4 - Border Crossings: (Border Crossing)
T-W-R 1:00-2:30 PM [3.00 hrs)
B 14- 158 weeks; DBO1/18 - 10A516

Requirementmet by WS 801

Why can't | add a course from the Search Results or Course Details pages?
There are several possibilities.

1. The course search may be view only. You can't add courses to to schedule from it.

2. The course may not be on the student's academic plan or doesn't meet their degree
requirements.

3. The course might not be allowed in the student's division.

Can an advisor withdraw a student from a course?

Yes. Advisors can add, drop, and withdraw students subject to the settings and dates set on the Year /
Term / Subterm Definitions page and on the Manage Section Details page. In short, if those settings
would allow the student to withdraw now, then the advisor is also allowed to to withdraw the student
now.

What are the different registration statuses?

= Current: The student is fully enrolled in the course. (This is sometimes called "Registered".)
= History: The student completed the course.

= Preregistered: The student is enrolled in the course, but the registrar's office hasn't made
registration final yet. (Some schools mark students as preregistered while they run preliminary
charges. The registrar's office will change your status to Registered by the time the course begins.)

= Reserved: A seat is being held for for the student pending approvals or payments. If the deadline
passes before they get approvals or make payments, they'll be dropped from the course.
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= Waitlisted: The course is full, but the student is in line. They'll be notified if a seat opens.
= Withdrawn: The student left the course after the drop deadline.

What if | register a course requiring advisor approval?
When the student's advisor registers a course requiring advisor approval, the approval is granted
automatically and marked with that day's date.

When someone other than the advisor registers a course requiring advisor approval, the course is set to
Reserved status. The course will move to Current status when either the advisor approves or a registrar
overrides the advisor approval requirement. (The "Can override advisor approval required" permission
is in the Registration Override and Access Control role and roles made from it.)

Related Topics
My Advisee Roster in J1 Web

Student Registration in J1 Web
Student Summary Page

Withdrawal Overview

Advisee Spotlight

Reach this page from the student's summary page. Click Person options, Student, Student, Advisee
Spotlight. This page provides access to relevant student information.

Blocks on Page

= Student To Do List (page 62)

= Goals (page 67)

= Student Success Team (page 64)

= Career Coach in J1 Web Advising (page 71)

Student To Do List

This is a block on the Advisee Spotlight page. Use this block to quickly identify tasks that need to be
completed for an advising student. "To do" items can include attending an advising meeting, looking
into a hold on the advisee's record, reviewing their academic plan, and clearing or approving them for
registration. Some tasks may impact an advisee’s ability to register for classes making it important to
get the tasks completed by their due date.

You may not be able to resolve a library fine that is causing a hold, but you can investigate
and follow up to ensure it doesn't impact registration or graduation (depending on your hold
definitions).

Types of To Dos

= Review academic plans indicates the student has one or more requirements for an upcoming
semester that still needs to be reviewed and planned.

= Meeting shows an upcoming or missed meeting with the student.
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= Hold indicates the student has a registration or transcript hold that may impact their ability to
register for classes or receive their transcript. Holds and their respective resolutions vary according
to your school's hold setup.

Registration clearance indicates the student needs clearance in order to register for classes. This
type of 'to do' only appears if your school requires registration clearance for the current year/term.
Registration approval indicates the student has registered for classes and are awaiting approval
before they are officially enrolled. This type of 'to do' only appears if your school requires
registration approval for the current year/term.

How To

Mark Meeting Attendance/Enter Meeting Notes for a Meeting To Do

1.

2.
3.
4

5.

Click on the meeting link. The Advising Meeting notification windows appears.
Click Mark Attendance. The Edit Meeting page appears.

Mark attendance by moving the Attended? to Yes or No.

Enter any information about the meeting in the Meeting Note field.

Advisees cannot see the information entered here. Advisors can detail meeting follow ups
and concerns. They can also note potential goals the student may want to set up, etc.

Click Save changes. The meeting information is updated.

Review or Complete a To Do Item

1.

2.
a.
b.
C.
d.
e.

3.
FAQ

Click on the "to do" link. A new web browser tab opens to the page where more task information
is available.

Depending on the task, you can review more information or complete the task. For example, if
the to do is a hold, you can review the hold information and contact the office responsible for
lifting the hold. To complete the following to do types:

Click the Review academic plans link to access the advisee's academic plan page to
review/plan one or more outstanding requirements for an upcoming semester.

Click the Meeting link to access the meeting overview pop-up. Access the Edit Meeting
page to mark an advisee as having attended or enter meeting notes.

Click the Hold link to access the Holds block where you can review more information about
the hold and any available hold resolution options. Holds and their respective resolutions
vary according to your school's hold setup.

Click the Registration clearance link to access the advisee's Student Summary page,
Registration clearance block where you can clear the student to register for classes. This
option only appears if your school requires registration clearance for the current year/term/
sub-term.

Click the Registration approval link to access the advisee's Student Summary page,
Registration Approval block where you can review the courses a student has registered
for and approve them as appropriate to ensure they are officially enrolled. This option only
appears if your school requires registration approval for the current year/term.

Return to the original tab with the Advisee Spotlight page open.

Why am | not seeing anything listed for the student?

You may not have any "to do" items for this particular student at this time. This can happen between
advising cycles when meetings and registration have already taken place.
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What do the check marks mean?
You completed the "to do" item.

Why can't I click on a "to do" item?

Links are only available for "to do" items that haven't been completed. Once the "to do" item is
completed, the link is no longer available.

Why can I click on some names and not others?

You can only click on the names of those individuals who are active J1 Web users (Manage
Users page).

Why am | not seeing an advisee meeting?

= The advisee may not have accepted the meeting (Campus portal | My Advisor Meetings).
= The meeting may be more than 48 hours away.

Why am | not seeing holds information?
There are a couple of reasons holds information may not be available.

= The hold may have been cleared by another individual (J1 Web Academic Advising home page
| Holds block or the Manage Student Holds page).

= Only registration and transcript holds are shown. If the hold is not considered a registration or
transcript hold, it will not appear here. (Hold types are set up by your school on the Holds
Definitions page.)

= You may not have the appropriate permissions to view holds information. You must belong to a
J1 Web role with access to the student's holds information. For more information, contact your
module manager or campus support team.

Why is there more than one registration clearance or approval "to do" item?

The student may be registering in more than one year/term or subterm and clearance or approval may
be needed in each.

Student Success Team

This block can be found on the Advisee Spotlight page. Use this block to see any and all

advisors, coaches, faculty members, and location managers assigned to or associated with a student.
This success team helps ensure the student stays on track. Team members can contact one another to
follow up with tasks related to the student and/or mitigate any issues.

How To

View a Student’'s Success Team

On a student's Advisee Spotlight page, view the Success Team block.
The members of the team are listed, and their names are links to their Summary pages.
Click the View more or View less links to expand or contract the block.

To create a communication for the team, click the Create communication drop-down, and
select an option (All Advisors, Primary Advisors, or Seconday Advisors). The Create New
Communication pop-up opens.

5. Enter the information.
6. Attach a file as needed.

pPobd-~

7. Click the Send button. The communication is sent.
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Access Additional Advisors

If there are more advisors for a student than there is room to display them all, a View more link
appears. Click the link to view the full list of advisors. Click View less to close the full list of advisors.

Send a J1 Web Notification to Members of the Success Team

1. Click Contact. Contact options appear.
2. From the Message options, select:

a.

All advisors allows you to send a J1 Web notification to all primary and secondary
advisors.

All primary advisors allows you to send a J1 Web notification to all primary advisors. If
there are no primary advisors available for the student, this option is unavailable.

All secondary advisors allows you to send a J1 Web notification to all secondary advisors.
If there are no secondary advisors available for the student, this option is unavailable.

3. Once selected, the Send Message pop-up appears with the names of advisors under the select
group appearing in the recipients field.

4. Enter your subject and message.
5. Click Send message. The recipients will receive a J1 Web notification.

Send an Email to Members of the Success Team

1. Click Create communication. Contact options appear.
2. From the options, select:

a.
b.

All advisors allows you to send an email message to all primary and secondary advisors.

All primary advisors allows you to send an email message to all primary advisors. If there
are no primary advisors available for the student, this option is unavailable.

All secondary advisors allows you to send an email message to all secondary advisors. If
there are no secondary advisors available for the student, this option is unavailable.

3. The Create New Communication window opens with the type, recipients, and advisee
information completed for you.

If an advisor does not have an email address in J1 (Person Information Details page,
Contact Info tab), their email address is not included and they do not receive the email.

4. Select an Interaction Code, Name / Description from the drop-down.

5. If you want to associate the email with the advisee, select Yes.
This means the interaction will be associated with the advisee and viewable from their
interaction inventory and feed, but it will not actually be sent to them.

6. Select the email address to send the email from.

When you select a shared email address, anyone else assigned to that email address
with access to the interaction code can view, and depending on their permissions,
respond to the message you are sending.

7. Recipients and contact type are selected for you.
Recipients are the advisors associated with the advisee and contact type uses the email
address your school has designated as the most important one to use.

8. Enter a descriptive Subject.
9. Add your message to the Body field.
10. To add a hyperlink:

a.

Click the link icon.
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e.

Enter the URL.

Add an optional Text to display and Title.

From the Open link in... drop-down, select Current window or New window.
Click Save.

11. To add an attachment, click Attach file, navigate to and select the appropriate file.
12. Click Send. An email is sent to the selected recipients.

Access Information for an Advisor
Click the advisor's name. The Person page appears showing any available contact information.

Add a Coach to a Student's Success Team

This task is usually done by the advising administrator or IT.

To add a coach to a student's success team requires three things: 1) The team must have an advisor
role. 2) The coach must be assigned to the role. 3) The coach and the student must be associated with
the team in Sports Tracking.

1. Make sure the team has an advisor role:

a.
b.
c.

From the Advising Administration hub, click the Hub options drop-down.
Select Settings and Roles > Advising Roles. The Academic Advising Roles page opens.

Scroll or use the filters to see if there is a role for the particular team. (It will be a copy of the
Secondary Advisor - Access to Student by Athletic Roster role.) If there is, skip to Step 2. If
not, continue with Step 1.d.

Create the role for the team:

i.  On the row for Secondary Advisor - Access to Student by Athletic Roster, click the
Options drop-down, and select Copy.

i. In New Role Name, enter a name. Example: Field Hockey Coach
iii. In New Role Description, enter information as needed.
iv. Click the Save and continue button. The page advances to the Define Access panel.

v. Select or deselect permissions as needed. Keep Can view success team and Can
contact success team selected.

vi. Click the Copy role button.

2. Assign the coach to the role:

a.

f.

On the role's row, click the Options drop-down, and select Edit. The Edit Role page opens
to the Permissions tab.

On the Users tab, click the Add to Role button. The Add to Role pop-up opens.

In Search Users by Name, begin typing the coach's name or ID, and select the coach from
the list.

Click the Add to Role button. The coach is added to the role.

On the Module Access tab, on the rows for Advising and Advising Meeting, click the
Access button so it says Yes.

On the Associations tab, on the row for the team, click the Access button so it says YES.

3. Set up Sports Tracking:

Advising uses the Sports Tracking feature found in Desktop. In a future release, Advising
will switch to the Student Activities Administration feature in J1 Web.
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In Desktop, access the Sports Tracking window.

Click the Add Row button. The Add Sports Tracking Row pop-up opens.
In ID Number, enter the student's ID number.

Select the Year and Term.

Select a Sports Code from the drop-down. (If the team isn't there, click the Maintain
Sports Tracking Codes button. The Maintain Table Values pop-up opens, and you can
right-click to add a row for the team, and then click the Save icon.)

f.  Click the OK button. The student is added to the team.
g. Click the Save icon on the main toolbar.

® a0 oTp

FAQ

Why isn't there anyone listed on the success team?

Currently, there may not be anyone associated with the student. This can happen when a student is
newly entering the school. You can verify they have been assigned an advisor using the Manage
Advisees page.

Why is there no contact information available for a member of

the success team?

Contact information for members of the success team is managed using the Person Information Details
page. If a member of the success team doesn't have contact information there, it will not be available.
This also means you cannot email them.

What is the difference between a primary and secondary advisor?

= A primary advisor has a direct relationship to the student. For example, if Tom Thumb is
designated as a Primary Advisor for the student on the Manage Advisees page, then Tom will
show up on the success team as a Primary Advisor.

= A secondary advisor has a less direct or more distant relationship with the advising student.
For example, the head of the English Department can review all the advising students who have
selected English as their major. If the student switches their aim to Biology, the English Department
Head can no longer access that student.

What if there are several advisors, but | just want to contact one?
Click on the advisor's name. Their Person page appears with contact information that can be used to
get in touch with them individually.

Goals

Access this page from the Advisee Spotlight page Goals block. Use this page to view more information
about a student's goals, update a student's goals, and delete selected goals. Goals can be updated

to reflect a student's current progress status or to change the deadline for when the goal should be
completed.
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= Goal progress information can be helpful in identifying goals that aren't yet underway, but
have a pending deadline. You can follow up with a student to identify and address issues
that might be keeping them from meeting their goals. This helps ensure student success and
fosters student retention.

= Goals can help keep students on track for meeting key deadlines, but it is important to keep
goals manageable and within reasonable time frames. Work closely with your students to
outline the goals that have the highest priority to them and compare it to their course load to
prevent overloading them.

= Use the link feature in the Description field to provide information that will help the student
meet the goal. For example, if the student is planning to meet with your campus career
development center, you can link to their contact information.

Where Students See Their Goals

Students see their goals in the Campus Portal on the Student Home page (if your school has it set up).
It's in the Academics group, the Advising heading.

Example

Student Home Page

Registration

2024-2025 - Spring ¥

A Registration opens 1/1/2024 12:00 AM

@ Registration
9 hrs planned | 3 hr.
RGO Open through 12/31/2024 12:00 AM

]s Academic

Classification: Senior | Career GPA: 0.00 | Career Hrs:

View student grade report View unofficial transcript
1‘ Advising

Academic Program: Accounting | Catalog Year: Unknown | Advisors

View my advising worksheet (4 View my goals

Grace Marie B¢

Preferred Name: Grace Marie Exported by JICS
ID Number: 188 November 12, 2024 at 01:58 PM
Jenzabar One's Customer

00 | Expected Graduation: Unknown

My Goals

Currently Working On

Goal Name Due Date Category Status Entered By

Leadership Award 8/31/2025 Award In progress Isaac A. Baker
Description: Submit application and compete for leadership award

Maintain 3.0 GPA 8/31/2026 Academic In progress Isaac A. Baker

Description: Graduate with 3.0 or higher GPA

«" Successfully Completed

Goal Name Date Completed Category Status Entered By

Participate in competition None Competition Complete Isaac A. Baker
Description: Participate in academic-related competition
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How To

Find a Specific Goal

On the Advisee Spotlight page, click View all goals to reach the Goals page. You can use a combination
of the following options to find a goal:

= Type the goal name in the Filter these goals field.
= Sort the goals by clicking on any of the column headings.
= Select the appropriate Show Only checkboxes to only view goals for a selected status.

Update a Goal

1.

N Oa~oD

On the Advisee Spotlight page, click on the View all goals link and locate the goal to be
updated.

From the Options drop-down list, select Edit goal.

Click Edit details. Fields become editable.

Click on the Edit icon and make the appropriate changes.
Click Save.

Repeat steps 4 and 5 until all the updates have been made.
Click Done editing.

Click Back to return to the Advisee Spotlight page where the Goals block reflects the
updated information.

Create a New Goal

1.
2.

On a student's Advisee Spotlight page, view the Goals block.
Click Create goal. The Create goals form page appears.
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Example

Advisee Spotlight

4 Back fo spotlight home

© Create goal
Required *

Save & create another

What is this student working towards?
Type *

Educational T

Name *

Maintain 3.75 GPA

Enter what the student is trying to achieve. For example, get into graduate school

Description *

Use the list and link
features to outline steps
Josh would like to graduate with honors. needed tO COITIp'EtE the

goal and / or link to
additional resources.

B f Y A~-m@|- i=

iii
(]
1]
(]
]
%

2

Describe how the student achieves the goal in detsil. Including student action items 850 remaining

Status *

In progress v

Due Date

05/20/2020

Note
B / U A-A- £ E = = E £ £

Josh has a study partner and plan fo keep on track with this goal.

For Intemal Use Only. The student does not see this. 834 remaining

From the Type drop-down list, select the type of goal the student is working to accomplish.

Goal types are managed by your module manager. If you do not see a particular
category, contact them for more information.

In the Name field, enter the student's goal.

Use a name that can be easily identified by the student and other advisors or faculty
members who may have permission to view the student's goals.

In the Description field, enter information about the goal.

~
Text formatting options are available to list or highlight goal information. Use the Link
option to access another website with additional information. For example, link to
Harvard's application requirements if the student sets a goal to apply to Harvard.
From the Status drop-down list, select:
a. Not started if the student hasn't commenced with pursuing the goal
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b. In progress if the student has started pursuing the goal
c. Complete if the student has met the goal

7. If you want to assign a deadline when the goal needs to be completed by in order to track
progress, click in the Deadline field and from the calendar pop-up select the date the goal
should be completed by.

8. To create just this one goal, click Create goal. To create another goal for the student, click Save
& create another. The goal is created for the student and the goal progress bar is updated.

Create a PDF of the Goals

1. Reach the Goals page from the Advisee Spotlight page by clicking View all goals.

2. Click Export to PDF. A new web browser tab opens showing a list of the goals in PDF format.
You have several options for sharing the PDF with the advisee or keeping a copy of the PDF for
yourself:

a. From the PDF menu options, save the PDF to your local computer or network drive where
you can access it at any time and use it as an email attachment.

b. From the PDF menu options, print the PDF and provide it to the advisee or keep a copy for
your records.

Delete a Goal

1. Locate the goal to be deleted.
2.  From the Options drop-down list, select Delete goal. The goal is deleted.

Remind Students How to View Their Goals
Remind students that they can view their goals on the Student Home page in the Campus Portal if your
school has it set up.

Log in to the Campus Portal.
Navigate to the Student Home Page.
In the Academics section, look under the Advising Heading.

Click the View my goals button. The My Goals page opens. It shows each goal, its due date,
category, and status. It also lists who created the goal (usually the advisor), as well as a
description of the goal.

oD~

FAQ
Why can't | delete a goal?

If the goal has been completed by the student, it cannot be deleted. This helps ensure a record of the
student's goals is maintained and accurate.

Why isn't the PDF feature working?

You must have the Ghostscript application installed on your machine. This is typically installed when J1
Web is installed. Do not attempt to installation this yourself! Instead, contact your campus support team
for more information.

Career Coach in J1 Web Advising

Overview

Career Coach by Lightcast™ (formerly Emsi) is a powerful tool to help your advisees find potential
careers based on their interests. All of the information shown in the Career Coach feature comes
directly from the Lightcast Career Coach website.
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Students begin by accessing your school's Career Coach website, creating an account, and taking an
assessment. Their results will automatically be displayed in their Campus Portal and in J1 Web. You
can see your advisee's top traits, career matches, and saved careers, providing a great starting point

for you to discuss their goals and academic plans.

This block allows you to review the advisee's Career Coach assessment.

Example

Career Coach

|-

0 Joe completed the Career Coach long assessment survey on 4/1/2020

Joe's top 3 traite are:
Artistic

Maore information s

Social

Maore information s

Realistic

Maore information s

‘ Joe's top 3 career matches | Saved (9 total) %

@ Hairdressers, Hairstylists, and Cosmetologists
More information s

Median Salary (Regional): $35,135

@ Art, Drama, and Music Teachers,
Postsecondary
More inform ation s
Median Salary (Regional): $82,209

Related Programs
A | BA

@ Music Directors

More inform ation s

Median Salary (Regional): 548,817

Powered by.1l' Emsi

100% Match

99% Match

95% Match

Contact »

You can find this block on the student's Advisee Spotlight page. You will only see your advisee's Career

Coach assessment if:
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= Your school has integrated Lightcast Career Coach with J1 Web,
= Your advisee has taken the assessment, and
= You have proper permissions.

The assessment summary includes the advisee's top three traits and career matches. All of the
information displayed is brought into J1 Web Academic Advising directly from the Career Coach
website.

Sections of the Career Coach Block

Top 3 Traits

This section shows the top three traits, as determined by the advisee's assessment results. To read a
more detailed description of each trait, click on the More Information link, which will expand to show
the full description.

Top 3 Career Matches

This tab shows the top three careers that match the advisee's traits, as determined by the assessment
results. Also shown is a percentage that indicates how closely the assessment matches each career,
and the median salary for each career in your region. To read a more detailed description of each
career, click on the More Information link, which will expand to show the full description.

Saved Careers

This tab shows all of the careers that your advisee saved. To read a more detailed description of each
career, click on the More Information link, which will expand to show the full description. If there are
more than three saved careers, click the Show more saved link at the bottom to view all of them.

Contact Your Advisee

Reviewing your advisee's assessment is a great time to schedule a meeting to discuss the student's
goals. Click the Contact button to see your advisee's contact information.

FAQ

Why don't | see my advisee's assessment information in the Campus Portal?

The most likely reason for this is that the student used an email address when taking the assessment
that is different from the email address for this student in J1. There are several options to fix this:

= The student may need to add the email address they used for Career Coach to the J1 system
using Campus Portal (My Profile and Settings, Contact information).

= The student may need to create a new Career Coach account with their official university email.

= An administrator may need to change or add the email address on the the Student Information
Details page, Contact Info tab.

Advisee Test Scores

Use this page to review a student's reported test scores. Common tests may include achievement
tests, GREs, LSATs, and SATs. These scores can be used to determine if students meet prerequisite or
admission requirements, aptitude standards, and course level for admission and/or placement.
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How To

View a Student's Test Scores

1. On a student's Summary page, click the Person options drop-down.
2. Select Person and then Test scores. The student's Test Scores page opens.

3. Tofilter the list, click in the Quick Filters field, and select a category from the list. You can select
more than one filter.

4. To see all of a test's information, click the Expand icon +.

Edit a Test Score

1.  On a score's row, click the Actions drop-down, and select Edit. The Edit Test Score pop-up
opens to the Test Score page.

Edit any or all fields.

Click the Save and continue button. The pop-up advances to the Test Score Details page.
Edit any or all fields.

Click the Save button. Your changes are saved, and the pop-up closes.

ok 0N

Create a Test Score

1. Click the Create a new test score button. The Create Test Score pop-up opens to the Test
Score page.

Enter the information.

Click the Save and finish button. The pop-up advances to the Test Score Details page.
Enter the information.

Click the Save button. The informaiton is saved, and the pop-up closes.

ok DN

FAQ

What test scores are available?

Any test scores entered on the Test Scores page for the student are shown. The test scores available
to be entered for the student are defined on the Test Scores Definitions page.

Why am | not seeing a particular test score?

It may not have been entered for the student yet on the Test Scores page or it may not be a test your
school uses for placement/admissions or tracks.

Why am | not seeing the student’s test percentile information?

It may not have been entered for the student yet on the Edit Test Scores page or it may not be
information your school tracks for this particular test.

What does the orange icon with an exclamation mark mean?
When you click on this notification icon @, it lets you know:

= The score has been reported by the student and not the testing agency. Scores are identified as
self-reported when the Self-Reported checkbox has been selected on the Test Scores page.
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= The student has requested the official test scores be sent from the testing agency and
the Requested Scores checkbox has been selected on the Test Scores page.

Self-reported test scores are not included when the Highest Test Scores Recalc is run and cannot
be used to complete a requirement for a Candidacy.

Graduation Status List

This page is available from the Graduation Status block on a Summary page in Academic Advising. But
the link is available only if the block has 5 rows filled, and there are more rows.

Use the page to see advisees who are in the graduation process and identify potential issues that
may impact graduation. You can see who has applied to graduate and how many hours they have
earned. The graduation process varies according to how your school has set it up on the Graduation
Stage Definitions page And Graduation Stage Status Definitions page.

How To

View the Graduation Status List

1. In the Academic Advising hub, click the Hub options drop-down, and select Summary under
one of the categories (Primary, By Academic Program, All Students, etc.).

2. Scroll down to the Graduation Status block, or click the link to it in the Overview block.

3. If 5 advisees are listed in the Graduation Status block, but there are more advisees nearing
graduation, click the View all advisees nearing graduation link. The Graduation Status List
page opens.

Use Ctrl + click to open linked pages in a new tab.

4. To filter the list, enter a name or a stage in the filter field.

FAQ

Why does the Graduation Status block not have a link to the
Graduation Status List page?

The block shows up to 5 students nearing graduation. If there are more, the block has the View all
advisees nearing graduation link. It opens the Graduation Status List page.

Why aren't there any students in this list?
Graduation Status is derived from the Student Information page, Graduation tab. It may not appear if:

= The advisee isn’t close to graduating or hasn’t started the graduation process.

= The graduation stage hasn’t been selected for the advisee’s active degree.

= Graduation stages may not have been ordered using the Graduation Stage Definitions page.
= The advisee is a freshmen or sophomore student who hasn’t had this information defined yet.
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Student Summary Page

Most students have a page with general and contact information. This page may also have information
related to the student's academic plan, advising-related information, and test scores. For more
information, click on the help icon from any student block.

Blocks on Page

= Student Page Overview Block
o Student Insurance Information

= Programs Block

= Student Page Registration Approval

= Student Page Calendar Block

= Student Page Resident Housing Block

= Student Page FERPA Contacts Block

= Student Page Holds Block

= Student Page Registration Clearance Block
= Student Health Profile

See the Registration Help for more information about the Student page.

Person Options Menu

This drop-down button in the title section offers links to features related to this person, including some
that are not in a block on the page. It's divided into two sections: the Person section, and the Student
section. Here are some of the features listed in this menu:

Person Menu Section

= Person summary page

= Designate Person as Student (if they're not already designated as a student)
= Educational Organizations
= Emergency Contacts

= Events timeline

= Interaction inventory

» Manage Holds

= Person information details
= Prospective Transfer Entry
= Test Scores

= Workflows

Student Menu Section

= Student Submenu
o Academic plan

o Advisee spotlight
o External withdrawal count history
o FERPA permissions
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o GPA profiles

o Manage student details

o Manage student holds

o Prospective Transfer Entry
o Student account details

o Student activities

o Student aims

o Student health profile

o Student insurance information
o Student leaves of absence
o Student section list

o Student session details

o Advisee test scores

o Transcript requests

o TSI Student Status

o View student notes

= Register Submenu:

o Register: Opens the student's Planning Calendar where you can plan and register the
student's course sections

= Reports Submenu

o Advising worksheet (generates a PDF of the report)
o Grade report (generates a PDF of the report)
o Student schedules report (generates a PDF of the report)

= Transcripts Submenu

o Transcript requests
o Unofficial transcript
o Individual transcript notes

How To

Update a Person Image

1.
2.

Go to the Summary Page for a person or employee.
Click the Edit icon on the image next to the page title.

Example

Deana Abbott

ID Number: 13456

Click Choose image in the pop-up.
Navigate to the image you want to upload and click Open.

Select the Display image everywhere in J1 Web checkbox if you want the image displayed on
the current page and other places in J1 Web.
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6. Adjust the image placement and size in the Crop Image section.
7. Click Update image.

Delete an Image

1. Go to the Summary Page for a person or employee.

For places, spaces, or suites, go to the Place, Space, or Suite page.

2. Click the Edit icon on the image next to the page title.
3. Click the Delete image button.

If you accidentally click Delete image, you can restore the image by clicking the Restore
image button.

4. Click Save changes.

Access a Student's Interaction Inventory

Select Interaction inventory from the Person options drop-down. The Interaction inventory opens with
the view filtered to the student's interactions.

FAQ

Why can’t | upload an image?
You must have one of the following permissions to upload images:

= Can update images for employees (on Employee pages)
= Can update images for people (on Person pages)

= Can update images for places (on Place pages)

= Can update images for spaces (on Space pages)

= Can update images for suites (on Suite pages)

The System Administration Manager role has these permissions turned on by default. Contact your
campus support team for additional information about your permissions.

Can | send a communication to a student from their page?
Not at this time.

Related Topics

Student Information Details
Managing Student Information

Update Images

Student Page Overview Block

The Student Overview block shows some highlighted information from other blocks on
the student page. Depending on your role permissions, you may see the following details:
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= Financial Aid: current financial aid recipient status, Satisfactory Academic Progress (SAP) status
= Student Classification

= Current Academic Standing

= Academic Plan Progress

= GPA

= Registration Clearance Required

= Course Approval Required

= Student Insurance Information

How To

View a Student’s Student Summary Page Overview Block

On the universal toolbar, click the Search icon Q.. The Search panel opens with Person selected.
2. Enter part or all of a student's name or ID, and select it from the list. The student's Summary
page opens.
3. Click the Person options drop-down, and select Student and then Summary page. The
student's Student Summary page opens with the Overview block visible.

FAQ

Why do I need to see a student’s SAP status?

SAP status is used to determine financial aid eligibility. It's relevant even for students who aren’t
currently receiving aid because their financial aid status may change at some point in the future. It's
also a good way to quickly assess whether a student is struggling academically.

I don’t see the information | need. How do | change role permissions?

When assigning permissions to the role, it is important to consider the different levels of capability
you want users to be granted. You may want to create several roles with varying permissions to
accommodate different types of users.

To review detailed information about the role permissions, refer to Role Templates and Available
Permissions.

Only staff with permission can see certain information on the Student Overview page. To manage
advising roles:

1. Navigate to Advising Administration | Manage Advising Roles. Find the role you want to work
with, and click the blue options drop-down and select Edit.

2. On the Permissions tab, click Edit. The permissions checkboxes become available. Select the
checkboxes of the permissions you want to grant the role or deselect the permissions you want
to remove from the role.

3. Click Save. Several things happen:

a. Role permissions are immediately applied. A user will immediately have permission granted
or revoked according to the updated features of the role.
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b. Impacted users are notified about any removed permissions in a J1 Web message and
a notification banner on their Home page. These link to detailed information about the
changes.

4. On the Users tab, you can add or remove users to this role.

5. On the Associations tab (only available for secondary advisor roles), you can specify which
groups of students this role should have access to. For example, the head of your athletics
department may need advising access to all students who play sports.

a. From the Student Group drop-down options, select the access grouping.

b. Turn the Access switch to ON or OFF for each access group option.

To enable or disable multiple access options at the same time, select the appropriate
checkboxes or the All checkbox. From the Options drop-down, select Turn access
off or Turn access on.

Student Page Calendar Block

The student's calendar block on the Student Summary page shows staff and faculty important schedule
information for the student such as class times and advising appointments.

Click an item on the calendar to view details.
You can select a view: Agenda, Day, Week, or Month.

For more information on calendars in J1 Web, see the Calendar Features topic.

How To

View a Student’'s Calendar

1. On the universal toolbar, click the Search icon Q. The Search panel opens with Person selected.

2. Enter part or all of a student's name or ID, and select it from the list. The student's Summary
page opens.

3. Click the Person options drop-down, and select Student and then Summary page. The
student's Student Summary page opens with the calendar block visible.

Related Topics

Calendar Features

Student Page FERPA Contacts Block

This block on a student's Summary page displays the names of people the student has given FERPA
permission to. Only contacts with permissions that are active as of today's date are shown.

The information here is read only. You can create, edit, and remove permissions on the FERPA
Permissions page.

The block includes a count of contacts, and the following information on each contact:

= Name / ID: The contact person who receives permission. If they don't have an ID in the system, no
ID is shown. If the user has permission to view the contact's summary page, then their name is a
link.

= Date Range: The start and end dates of the permission.

= Relationship: For example, "Parent". Relationships are maintained on the Relationship Definitions
page in the Campus-wide Definitions hub.
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= FERPA Permission Details: This lists all the FERPA categories defined on the FERPA Category
Definition page that are designated there as Active and Show in Campus Portal. If the permission
for this parent is active, a green checkmark @ appears. If not, a red X X appears.

= Passcode for Phone Inquiries: A passcode the parent can use to identify themselves for phone
inquiries.

= Note: Text up to 32,000 characters.

How To

View a Student's FERPA Contacts

1.  On the universal toolbar, click the Search icon Q. The Search panel opens with Person selected.

2. Enter part or all of a student's name or ID, and select it from the list. The student's Summary
page opens.

3. Click the Person options drop-down, and select Student and then Summary page. The
student's Student Summary page opens with the FERPA block visible.

4. To see all the information for a contact, click the Expand icon +.

5. To go to the student's full FERPA Permissions page, where you can create, edit, copy,
download, and delete permissions for contacts, click the Manage all permissions link.

Student Page Financial Account Details Block

The Financial Account Details block provides a summary of the student's account balance, payment
plan balance, and other billing information. It also includes links to the Student Account Details and
Student Information Details pages for quick access to additional details.

Permissions Required

To view the student account information in the Financial Account Details block, you must be in a
Receivables Management role (or copy of it) with "Can view student account details" and "Can view
student payment plan" permissions.

To view student billing information, you must be in a Registration - Access to All Students role (or copy
of it) and in a Registrars role (or copy of it) with the appropriate permissions. For additional information,
see the Registrars Permissions help topic.

Block Information
The block can include the following details.

= Current Amount Due displays the amount due for the selected billing period or year/term.
= Total account balance displays the student's outstanding balance across all billing periods.

= The number of active Payment Plans, the Remaining Balance for all plans associated with the
student (active and inactive), and the Next Payment Due date.

= Any Discount Type Code, Tuition Code, or Third Party ID associated with the student.

How To

View a Student’s Financial Account Details Block

1.  On the universal toolbar, click the Search icon Q. The Search panel opens with Person selected.

2. Enter part or all of a student's name or ID, and select it from the list. The student's Summary
page opens.

J1 Web Academic Advising 81


https://jenzabarhelp.jenzabar.com/ews/help/J1Web/released/en/registrars-permissions.html

3. Click the Person options drop-down, and select Student and then Summary page. The
student's Student Summary page opens with the Financial Account Details block visible.

4. Select a year/term in the drop-down.

5. For more detailed information, click the Student Account Details link. The Student Account
Details page opens.

Change the Year/Term or Billing Period for Current Amount Due

*  Click the drop-down next to Current Amount Due to select a year/term or billing period from the
available options. The amount updates to reflect the selected option.

FAQ

Why can’'t | see Payment Plan information?

The Payment Plan section may be hidden because the student doesn't have any payment plans. If the
student does have at least one payment plan, you may not have the appropriate permission to view
payment plan information. If you need additional assistance, contact your campus support team.

Why can't | see the student's balance information?
You may not have the appropriate permissions to view student account details. If you need additional
assistance, contact your campus support team.

Why can't | see the student’s billing information?

You may not have the appropriate permissions in the Registrars role (or copy of it). If you need
additional assistance, contact your campus support team.

Student Page Holds Block

Use this block to review any registration or transcript problems related to this student. Depending upon
your school‘s holds setup, holds can be placed on students for academic performance, fines, unpaid
tuition, etc. Holds can impact a student’s ability to register for classes, retrieve transcripts, or receive
their grades.

How To

View a Student's Holds

1. On the universal toolbar, click the Search icon Q. The Search panel opens with Person selected.

2. Enter part or all of a student's name or ID, and select it from the list. The student's Summary
page opens.

3. Click the Person options drop-down, and select Student and then Summary page. The
student's Student Summary page opens with the Holds block visible.

4. To see all the information, click the Expand icon + or the View details button.

View Additional Hold Information
Click the Plus icon next to the issue. Additional hold information appears.

Resolve a Student's Hold

1. On the Holds block, the To Resolve column gives brief instructions for resolving the hold.

Resolution options are set up on the Holds Definitions page.
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2. Contact the appropriate office, department, or library to resolve the hold.

3. Then, when the issue is settled, click the Person options drop-down, and select Student,
Student, Manage student holds. The Manage Student Holds page for that student opens.

4. Click the Actions drop-down, and select Edit hold. The Edit Student Hold pop-up opens.
5. Enter an End Date / Time and other information as needed.

As an alternative, you could enter a Removal Date / Time. However, if the hold wasn't a
mistake, it's usually better to end the hold rather than remove it. That way the record of
the hold is preserved.

6. Click the Update button.

Student Page Registration Approval

This block will show any course approvals that this student has requested, and allow you to approve or
deny them (dependent on your role and permissions). After confirming your approval/denial, a message
will be sent to the student informing them of the action.

How To
How To

Approve or Deny Courses for a Student

1.  On the universal toolbar, click the Search icon Q. The Search panel opens with Person selected.

2. Enter part or all of a student's name or ID, and select it from the list. The student's Summary
page opens.

3. Click the Person options drop-down, and select Student and then Summary page. The
student's Student Summary page opens with the Registration Approval block visible.

4. Select the courses you want to approve or deny. When checked, the Approve/Deny toggle
button becomes active.

Be sure that you have the correct year/term selected in the drop-down menu in the top
right corner of this block.

5. Use the toggle button to select Approve or Deny.

6. Click the Apply button. A pop-up window appears to confirm that you want to make this change.
Click Yes, process. If your school has automated communications activated, the student will
receive a message informing them of your action.

Student Page Registration Clearance Block

Use this block to clear a student to register for classes. You can see when the student last had
an advising appointment and link to available appointment information, view any academic planning
information, and link to the Student's page for contact information.

How To

Clear a Student to Register

1. On the universal toolbar, click the Search icon Q. The Search panel opens with Person selected.

2. Enter part or all of a student's name or ID, and select it from the list. The student's Summary
page opens.
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3. Click the Person options drop-down, and select Student and then Summary page. The
student's Student Summary page opens with the Registration Clearance block visible.

4. After you have reviewed available planning information and are ready to allow the student to
register, select the year/term for which you are clearing the student to register.

5. Click Clear to register. The registration clearance confirmation pop-up appears.

6. Click Yes, clear. The confirmation window closes and the student can now register for their
classes.

View Advising Appointment Information
You may want to review any notes from the last advising appointment to verify the information doesn't

impact registration. To view advising appointment details, click the appointment date. Advising Meeting

information appears.

FAQ

Why is the advisee off plan?
= Your advisee may have registered for a course that isn't a part of their major/program, minor,
certification, and/or concentration.
= Your advisee may have dropped or failed a required course.

= Your Advising Administrator or Registrar may have made updates to the plan requirements that
impact your advisee's plan and courses.

Programs Block

Use this block to see at a glance a student's majors, minors, concentrations, and certifications. If the
student has more than one program, you can click each one to view its details. A student may have
current, active, and completed programs, as well as incomplete previous programs.

The block also shows the student's entry and catalog years, as well as their expected graduation date.

Finally, you can see whether the student is on track with their academic plan.
Program information comes from the Student Information Details page, Program tab.

= Current Program
> The row in Degree History that's flagged as both Current Degree and Active

= Active Program
° A row in Degree History that's flagged as Active but not as Current Degree

o The block displays up to two Active Programs in addition to the Current Program.

= Completed Program
> A row in degree history that has a date in Date Conferred

= Previous program
° A row in Degree History that has a date in Exit Date but not in Date Conferred

o The block displays up to three programs marked as either Completed or Previous.

If not all the information fits on the screen, a More link connects you to the rest of the information.
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This student has current, active, completed,

Programs i
and previous incomplete programs.

Current Program Active Progran

Graduate | Bachelor of Science
Cataleg ‘Year: 2015-2016 | Entry Date: Sep 15, 2015 | Expected Graduation: Spring 2018 {{a 80 =1}

Majors Minors
Chemistry MNone
Education

Concentrations Certifications

None Mental Health Assistant
Microsoft Certification —

Completed Program 1 Completed Program 2 Previous Program
Major

Undergraduate | Bachelor of Science r-.-tglée Computer Information Systems

| Computer Information Systems Honors

Entry Date: Jan 1, 1990 | Date Degree Conferred: May 13, 1994 MSQI"IEI Cum Laude

/l

[ Graduation date from a completed program ]

How To

View a Student’s Programs

1. Open the Course Roster page for any course.

2. Click a student's name. The student's Summary page opens and includes the Programs block.

Student Schedule Block

The Student Schedule Block appears on a student's Summary page. You can select a year/term to
show the student's schedule. You can view the schedule as a PDF in a separate tab.

Fields

= Section Code: The code for the section in the selected year/term, such as AVAN 101-01

= Course Title: The catalog course title such as Aviation for Beginners

= Campus / Place / Space: The location, from general to specific, including a link to the space's
Summary page

= Day / Time: Meeting days and times, if applicable, including multiple schedules

How To

View a Student's Schedule Block

1. Access the student's person page any number of ways.
a. Use the Search to search by Name or ID.
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b. From the Registration Operations hub, Manage Student General Information page, use the

filter to search by Name or ID.

2. From the student's person page, click Person options, Student, Summary page.The Student

Summary page opens.

Jenzabar

Gabriel Y Clark

ID Number: 5020

1 Person options ¥

Person

Cﬂ Student

Thereisr

4
4 I ISummary page Me
4

Student
Reports 2
Transcripts 2

3. If necessary, scroll down to see the Schedule block.

Schedule

Year / Term
2015-2016 - Fall A
Section Code Course Title
AVAN 001 (% Aviation for Beginners
ACTG 001 (5 Accounting for Beginners
ART 001 (% Art for Beginners

) Show textbooks in PDF

Campus ! Place / Space

NORTH/BLDGE /101 (%,

MORTH/BLDGE/ 100 (B

Day / Time

MWF/

08:00 AM - 08:59 AM,

Wi

09:00 AM - 09:50 AM

MWF/

03:00 PM - 03:55 PM

TR/

09:25 AM - 10:40 AM

Open as PDF ¢

Open as PDF

1. If you wish, select the checkbox labeled Show textbooks in PDF.
2. Click the Open as PDF button. The PDF opens in a separate tab. From there, you can use your

browser controls to download the PDF.

Student Aims

Use this page to maintain a student's aims. Aims are root-level advising requirements (ARCs) such

as major, minor, and a general education requirement. A student aim is an aim assigned to a

student. They're assigned automatically when a student is assigned a major, minor, concentration,

or certification program in Registration.
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The student aims appear in trees. In fact, they're copies of advising trees. The top level is the root, and

the lower levels are groups and courses.

Student Aims Collapse All | [ Expand Al |
CORE CORE o
— & FREERT Free Electives '

-_— FREEELEC Free Electives (In progress

ACTGO001 Accounting for Beginners 1 Met
ACTG201 Advanced Business Account (In progress
ART808 Arts of Western World: VE (In progress
ENG101 English Composition (Attempted
MATHO01 Math Level 1 (In progress

-_— GFNFD General Fdiicatinn

View Met Status

Ex

Navigation
You can reach the Student Aims page from several locations.
= The Advising Administration hub options

= A student's Summary page Student drop-down
= The Manage Advisees page Actions drop-down

If a student isn't already selected, use the Student / ID field to select a student.

Use the Student Aims Filter to find the aims you want to administer.

The aims appear in a tree. Use the Expand + and Collapse — icons or the Collapse All and Expand
All buttons to navigate in the tree. You can also double-click an aim to view its advising requirements

(ARCs).
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Click the View Met Status button to turn it on. Badges appear showing whether aims are met, in
progress, or attempted. (Attempted means the course was taken but not completed with a grade
that satisfies the requirement.)

Student Aims Collapse All | [ Expand Al

CORE CORE a
- FREERT Free Electives
- FREEELEC Free Electives (In progress
ACTGO001 Accounting for Beginners  Met
ACTG201 Advanced Business Account (In progress
ART808 Arts of Western World: VE (In progress
ENG101 English Composition (Attempted
MATHO01 Math Level 1 {In progress
+ GENED General Education v

View Met Status

Ex

Fields

The page has several areas.

= Student/ ID: Select the student whose aims you want to administer.

= Student Aims Filter: You can narrow the list of a student's aims by Advising Requirement (ARC),
Advising Requirement Type, Alterations (yes or no), and/or Status.

= The Student Aims tree
= The Detail panel: This shows details for the selected aim or ARC.

Details for Aims
When you click a node in the tree, the Detail panel appears.

= Aim Details

o

o

o

Type: The Aim Label Type (such as Root or Course Total Requirement)
Relation: AND or OR
Required: Yes or No

Aim Label: The sort of aim (such as Admin, Major, or Free Elective). These are the labels in
the main nodes of the tree. Aim Labels are defined on the Aim Label Definitions page.

Status: Active, Inactive, Prospective, and Other

Year: The academic year the aim applies to. When an aim is assigned automatically

this defaults to the Advising Requirement Year from the Student Information Details page,
Program tab (degree_history.adv_tree_yr_cde).

Note: Up to 30 characters

Primary: You can select one aim as the primary. If an aim is already selected as primary, it
becomes deselected if you select another one.
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= Date and Options

o

Print Order: Positive integers 1-999. The smallest number has the highest priority. This sets
the sequence for aims in the Advising Worksheet.

Start Date: Select from the date picker. Start and End Dates are when the aim applies to the
student.

End Date: Select from the date picker.
Print: When this checkbox is selected, the aim is available to print.

Display: When this checkbox is selected, the student aim is available to display on other
pages.

= Requirement Status

o

o

o

o

Met: There are 3 options:
* Met: The requirement has been completed.
* Not Met: The requirement has not been completed.
* In Progress: The requirement is in progress.

Reason Not Met: If the requirement isn't met, the reason stored on the Student Progress
table (student_progress.req_err_cde) is displayed here.

Alteration: If there's an alteration on this aim, the Requirement Met By Type Definition
description is displayed.

Transaction: Transfer, Local, or empty. The value indicates whether the requirement is being
fulfilled by a transfer course or a locally taken course. If neither, this is empty. The values are
pulled from the Student Progress table (student_progress.adv_trans_sts).

= Summary: This lists earned and needed hours, counts, GPA, etc., for the selected item. Some of
the fields display only under certain conditions.

o

o

Hours Earned: Up to 2 decimal places. 0.00-99.99.

Hours Needed: Displays if Hours Earned < Hours Needed. Up to 2 decimal places. 0.00—
99.99.

Count Earned: Integers 0-99.
Count Needed: Integers 0—99.
Quality Points Earned: Up to 2 decimal places. 0.00—999.99.

Quality Points Needed: Displays if Quality Points Needed > 0. Up to 2 decimal places.
0.00-999.99.

GPA Earned: 4 decimal places. 0.0000-9.9999.

GPA Needed: Displays if GPA Needed > 0. 4 decimal places. 0.0000-9.9999.
Hours Attempted: Up to 2 decimal places. 0.00-99.99.

Hours in Progress: Up to 2 decimal places. 0.00-99.99.

Maximum Hours: Displays if Hours Max > 0 and Hours Earned < Hours Needed
GPA Hours: Up to 2 decimal places. 0.00-99.99.

Grade Scale Needed: Values come from the Grade Scale Definitions page. Available only for
courses and cumulative courses.

Credit Type Needed: Values come from the Credit Type Definitions page. Available only for
courses and cumulative courses.

Grade Needed: Values come from the Grade Definitions page.
Requirements Needed: Displays if Count Earned < Count Needed.
Maximum Requirements: Displays if Count Max > 0 and Count Earned < Count Needed.

Details for ARCs

For ARCs, the Detail panel shows only the Requirement Status and Summary information.
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Actions

In the Student Aims section of the page, the Actions drop-down gives you access to several features.
The table below shows which features are available depending on whether a root, group, or course is
selected.

Table 1. Features in the Actions Button

Add aim: Opens the Add Aim pop-up

Create alteration: Opens the Create alteration panel v v v
Print: Opens a Student Progress Report pop-up to 4 v v
generate a PDF

Reuse and Priority: Opens the Reuse and Priority v

pop-up showing every aim containing the selected
ARC. You can edit their priorities for this student.
Editing the priorities is a kind of alteration.

Delete Aim: Opens the Delete Aim pop-up to let you \/
delete the aim from this student's aims.

Reporting and Processes

The Reporting and Processes drop-down gives you access to the Compute Student Progress process
and the Advising Worksheet report.

Options

The Options drop-down gives you access to other pages (which open in a separate tab):

= Advising Alterations: This option is available only if you have permission to manage alterations.
= Advising Trees: The option is available only if you have permission to the Advising Trees page.

= Student Section List: The option is available only if you have permission to the Student Section
List page.

Desktop Location

The corresponding Desktop location is the Maintain Student Aims window. Access it from the Maintain
Advisees window right-click menu.

Database Location

Data is stored on the Student Progress (student_progress) table. The Student Progress table is a copy
of the Student Aims (stud_aims) table applied to the invididual student.

The description (stud_aims.aim_desc), such as "Biology Minor" or "Free Electives" is populated with
the Advising Requirement Description from the selected requirement on the Advising Requirement
(advising_requirement) table.

How To

View a Student's Aims
From the Advising Administration hub:
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= In the Hub options drop-down, select Advisees and then Student Aims. The Student Aims page
opens.

From the Manage Advisees page:

= In the Actions drop-down on an advisee's row, select Student aims. The Student Aims page
opens with the student already selected.

From a student's Summary page:

= In the Person options drop-down, select Student and then Student and then Student aims. The
Student Aims page opens with the student already selected.

Navigate the Student Aims Page
1. If a student isn't already selected, then in the Student / ID field, begin typing a name or ID
number, and select a student from the list.
Click Apply. The Student Aims panel populates.
To narrow the list of aims, use the Student Aims Filter.
To see the status of aims and ARCs, click the View Met Status button to turn it on.

To navigate the aims tree, click the Expand + and Collapse — icons. (You can also double-click
to expand and collapse.)

6. To see details for any item in the tree, click on the item. Details appear in the Detail panel.

o~ oenN

Add a Student Aim

1. In the Actions drop-down, select Add aim. The Add Aim pop-up opens.

2. Enter information in the fields.
a. Year: Select the academic year that the aim should apply to. Required.

b. Select an Aim Label. Required. All active aim labels are available.

c. Requirement: Select an ARC. Required. (ARCs with a Cluster of Root, Course Total, or
Other are available.)

d. Select a Status: Active, Inactive, Prospective, or Other. Required.
e. Start and End Date: Use the date picker to select dates.

f.  Print Order: Enter a number 0-999.

g

Primary: Select the checkbox to make this the primary aim. (Enabled only if no other aim is
marked as primary for this student.)

h. Select Print to make the aim available to print.
i. Select Display to make the aim available for to assign to students.
j- Note: Enter a note of up to 30 characters.

3. Click Save.

Create an Alteration for an Item in the Tree

Click an item in the tree to select it.
2. In the Actions drop-down, click Create alteration. The Create Alteration panel opens.
3. Fillin the fields.
a. In Met By, select a Requirement Met By Type.
b. If your Met By selection is a substitution, then in the Substitution Requirement, select a
requirement.

*  For substitutions, the Show all course requirements checkbox is enabled. Select it to
display all possible course and cumulative courses in the drop-down.
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4.

c. Ifyouleave Approved By blank, an administrator can approve your alteration on the
Advising Alterations page. To approve it now, start typing a name or ID, and select from the
list.

Fields related to approvals are available only if Use Approval Track for Alterations
on the Advising Settings page is turned on.

d. Inthe optional Applied Date, Expiration Date, and Approved Date fields, click to open the
date picker, and select a date.

e. Inthe optional Note field, enter up to 30 characters.

f.  In the Overrides section, select values for each of the fields as needed.

Click Save.

View, Approve, Edit, or Delete an Alteration Directly from the Tree

If an item in the tree has an alteration, the Alteration button appears next to the item. If the alteration
is approved, the button is plain with blue lettering. If the alteration is not approved, the button has a
caution triangle, and the lettering is amber.

LANG Language Root

LANGRP Language Requirement
RUS Russian

RUS1001 Russian |
RUS1002 Russian Il
@ RUS1003 Russian Il

A\ Alteration

—_

Click the Alteration button. The Alteration panel opens showing the information on the
alteration.

To approve the alteration (if it's not already approved):

a.

b.
C.
d.

In the Alteration panel's Options drop-down, select Approve alteration. The Approve
Alteration pop-up opens.

In Approver Name / ID, begin typing a name or ID, and select from the list.
Optional: Enter an Approval Date and Expiration Date.
Click Yes, approve.

To edit an alteration:

a.

b.

In the Alteration panel's Options drop-down, select Edit alteration. The fields become
editable.

Make your changes, and click Save.

To delete an alteration:

a.

b.

In the Alteration panel's Options drop-down, select Delete alteration. The Delete Alteration
pop-up opens with a warning that deletion can't be undone.

Click Yes, delete.

Print a Student Progress Report

In the Actions drop-down, select Print. The Student Progress Report pop-up opens.

In the Report field, select a report. The Original report is provided by Jenzabar, and your school
may have other reports available.

Click Generate PDF. The report opens in a new tab.

To print or save the report, use your browser's functions.
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View or Edit the Reuse and Priority Attributes of a Student Aim

1. Select a course (or cumulative course) in the tree.

2. In the Actions drop-down, select Reuse and Priority. The Reuse and Priority pop-up opens
showing each aim that the selected course appears in.

3. To edit the information, click the Edit Priority button. You can edit Priority 1, Priority 2, and the
Bypass field.

4. A message warns you that editing any of these fields amounts to an alteration. Click Yes, alter
requirements. The alteration is added to the aim.

Delete a Student Aim

1. Select an aim label in the tree.

2. In the Actions drop-down, select Delete aim. The Delete Aim pop-up opens with a warning that
the deletion process can't be undone.

3. Click Yes, delete.

Run the Compute Student Progress Process

1. In the Reporting and Processes drop-down, select Compute Student Progress. The Compute
Student Progress pop-up opens.

2. See the Compute Student Progress topic for complete instructions and information on when to
run the process.
Generate the Advising Worksheet Report

1. In the Reporting and Processes drop-down, select Advising Worksheet. The Advising
Worksheet Report pop-up opens.

2. Select a report, and click Generate. The report opens in a new tab. See the Advising Worksheet
topic for more information about the report.
Jump to the Advising Alterations Page
1. In the Options drop-down, click Advising alterations. The Advising Alterations page opens.
2. See the Advising Alterations topic for complete instructions.
Jump to the Advising Trees Page
1. In the Options drop-down, click Advising trees. The Advising Trees page opens.
2. See the Advising Trees topic for complete instructions.
Jump to the Student Section List

1. In the Options drop-down, click Student section list. The Student Section List page opens.
2. See the Student Section List topic for complete instructions.

Student GPA Profiles

Use this page when you need to manually associate Program GPA Profiles to individual students (or
to view and maintain the associations). This lets you customize Program GPA Profiles for individual
students.

Program GPA Profiles are automatically associated with students when programs are assigned to
students in Registration.

If you make changes to a student's profile, it automatically locks to protect it from being overwritten by
the equivalent Program GPA profile.
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You can reach this page from several locations:

= The Advising Administration hub options menu
= The Manage Advisees page, from the Actions button on any advisee's row
= A student's Summary page Person options menu: Student > Student > GPA profiles

Where Student GPA Profiles Are Used

The GPAs from Student GPA Profiles appear on the Graduation Report and the Advising Worksheet
report. Both reports are available on the Manage Advisees page.

Fields

The page has two panels: Student GPA Profiles and Add Course Requirements.

The Student GPA Profiles Panel

This panel displays the student's GPA Profiles organized by program and academic year. Each of the
student's programs has the course requirements under it.

If a course requirement has a badge labeled Counted, it means the student completed the
course with a grade that has the "Add to GPA Hours" attribute.

Navigating the Trees
Use the Expand + and Collapse — icons to navigate the tree. (You can also double-click to expand.)

Each kind of item is marked with a unique icon.

Year

Element Type (Major, Minor, Concentration, Certification)

Element (a particular major, minor, concentration or certification program)
Course

Cumulative Course (such as a music practice course that a student can take multiple times
without counting as a repeat)
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Student GPA Profiles

- Major
- 2023-2024

-
CIS 103 Basic Computer Programing
CI1S1049 Comp Tools Competency
C1S1055 Computers and Application
C1S2107 Comp Sys & LL Programming
C152305 Mobile Computing Tech
C1S3219 Comp Graphics and Image
C1S4319 Comp Networks and Comm
C1S4324 Compiler Design
C154378 Computer and Net Security
CS 200 Intro to Computer Science

‘ Unlock ‘ ‘ ® Remove ‘ Add element

Locking, Removing, and Adding

When you make a change to an element (a major, minor, concentration, or certification program), the
element then automatically locks. This doesn't prevent further editing on this page, but it prevents edits
to the equivalent Program GPA Profile from synchronizing to this Student GPA Profile. This way, the
student's profile can stay customized and not be overwritten by the program'’s profile.

You can select an element and then use the Lock or Unlock button to lock it or unlock it.

Information process any time the equivalent Program GPA Profile is edited. If you've customized

An unlocked Student GPA Profile will be automatically updated by the Synchronize Advisee
the student's profile, keep it locked.

You can remove a program or any of a program's course requirements by using the Remove button.

At the bottom of the panel, the Add element button lets you select a year and an element type (major,
minor, concentration, or certification) to add to the panel.

The Add Course Requirements Panel

Select a program in the Student GPA Profiles panel, and then use the Add Course Requirements panel
to add course requirements courses to that program.

The top part of the panel (Course Requirements Search) helps you find course requirements. Your
search results appear in the bottom part of the panel (List of Course Requirements). There you select
requirements to add to the program.
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Desktop Location

The equivalent window in Desktop is the Program GPA Profiles for Student window. That window
is reached from the Maintain Advisees window. Right-click and select Program GPA Profiles for
Student.

Database Location
The data is stored in the ex_program_gpa_student_master and ex_program_gpa_student_detail tables.

Permissions

The permission needed to open this page is "Can manage GPA profiles". It's available on the Academic
Advising Module Manager role and roles copied from it. The page does not appear in the navigation
menu for users without this permission.

How To

View Student GPA Profiles

1. There are 3 ways to open the page:
a. From the Advising Administration hub Hub options drop-down, select Advisees and then
Student GPA Profiles.
b. From the Manage Advisees page, click the Actions drop-down on any advisee's row, and
select GPA profiles.
c. From a student's Summary page, click the Person options drop-down, and select Student
> Student > GPA profiles.
2. In Student/ ID, if a student isn't already selected, begin typing a student's name or ID, and
select from the list. Click Apply. (The field searches the Advising Master [adv_master)] table.)

3. Click the Expand + and Collapse — icons to navigate the tree. (You can also double-click to
expand.)

Lock or Unlock a Student GPA Profile

A profile locks automatically if you make changes to it. Locked profiles are editable, but they're
not synchronized to changes made to the equivalent profiles on the Program GPA Profile page.

In the Student GPA Profiles panel, click a program to select it.

2. To lock the profile, click the Lock button. The Student GPA Profile is now not affected by edits
to the equivalent Program GPA Profile (on the Program GPA Profile page). You can still edit the
Student GPA Profile.

3. To unlock a locked profile, click the Unlock button. With the profile unlocked, it's automatically
updated when changes are made to the equivalent Program GPA Profile.

4. Toremove it, click the Remove button.
Remove an Element (Program) or Course Requirement

1. Click an element or course requirement to select it.
2. Click the Remove button. The item is removed.
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Add an Element

Click the Add element button. The Add Element pop-up opens.

Select a Year.

Select an Element Type (Major, Minor, Concentration, or Certification).

Select the element (the particular Major, Minor, Concentration, or Certification program).
Click Save and add another or Add element and close.

O R wDd-~

Add Course Requirements to Student GPA Profiles

1. In the Student GPA Profiles panel, click the program profile you want to add course
requirements to.
2. In the Add Course Requirements panel, use the Course Requirements Search fields to find the
requirements you want.
a. If you know part of the course code or description, enter it in the Course Requirement or
Description field, and click Search. The List of Course Requirements populates with every
course that matches your search criteria.

b. If you're looking for a particular course requirement type:

These types are known as Requirement Type Clusters. They're provided as
default data and stored on the Requirement Type Clusters database table
(req_type_clusters).

i. Select one or more options from the Type drop-down. Options include these:
= CMCRS - Cumulative Course Requirement
= CRS - Course Requirement
= GCRS - Graduate Course
= NEW - New
= TCRS - Transfer Course
= URCRS - Undergraduate Course

ii. Click Search. The List of Course Requirements populates with every course of that

type.
3. Inthe List of Course Requirements, select the checkbox for one or more course requirements.

Then click Add requirements. The requirements are added to the profile you selected in the
Student GPA Profiles panel.

FAQ

What's the difference between a Student GPA Profile and a Program GPA
Profile?

A Student GPA Profile is a Program GPA Profile that has been customized for a specific student in the
program.

When exactly do Student GPA Profiles sync to changes on the Program GPA
Profiles page?

When a Program GPA Profile is edited, then the corresponding Student GPA Profiles (if they're not
locked) are flagged for syncing. The sync happens at either of these moments:

= Someone opens the student's Student GPA profile page.
= The Synchronize Advisee Information process is run (on the Manage Advisees page).
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Student Section List

Use this page to view a student's section for all terms. From here you can jump to the student section
record.

You can drop or withdraw one or more sections from the user, or you can delete a section completely
from the student's record.

To find this page: From a student's summary page, click the Student-Person drop-down, and
select Student and then Student section list.

In J1 Desktop, student sections are listed in the Student Registration window | Registration
tab.

Using the Section Filter

Use the filter to narrow down the list of sections. For example, if you select Undergraduate in Division
and both 2025 and 2026 in Year, the list shows all sections the student has in the undergraduate
division in either the 2025 or 2026 academic year.

Permissions

More than a dozen permissions control creating, entering, and editing grades. Permissions for editing,
deleting, dropping, and withdrawing student section records are in the Registrars and Registration
Module Manager roles.

Fields

= Section: The course section's code, long name, and short name, plus the division and hours.

= Errors: A warning icon appears if there is an error. Errors include Course Not Found, Course Full
Course Already Taken, Time Conflict, Prerequisite, Corequisite, and Prohibited.

= Term: Year, term, and subterm

= Grade: Grade, grade scale, and credit type

= Advising Req.: The Advising Requirement Code (ARC) that the course fulfills.

= Repeat: The type of repeat course (if applicable), such as Repeat, Forgiven, or Not Forgiven.

= Status: Also known as transaction status. Options are Current, Dropped, Preregistered, Reserved,

Waitlisted, and Withdrawn.
= Attempted Hours: Hours the student attempted to earn for the course.
= Earned Hours: Hours the student actually earned for the course.
» GPA Hours: Hours earned that are factored in the GPA.
= Quality Points: Quality points earned (the grade multiplied by the hours earned).
= Special GPA: Whether the course counts toward the Special GPA (Yes or No).

= Begin Date: The student course's begin and end dates can be different from the course dates an
the term or subterm dates.

= End Date: The student course's begin and end dates can be different from the course dates and
the term or subterm dates.

= Organization: School where the course was taken.

d
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= CBE Student Section: Whether the student section is CBE (Competency Based Education), Yes
or No.

Actions
Each section has an Action drop-down with options you can perform on that section.

= Grade History: Opens the Grade Change History window. There you can see the current grade
and any changes, including the date and time of the change and who changed it.

Users must have the "Can manage grade change history" permission, which is found in the
Registrars role and roles copied from it. To edit or delete grades with a History status, users
need "Can edit student course records that have History status" or "Can delete student
course records that have History status".

= Delete section: You can delete a section from a student's registration for a term. The confirmation
pop-up reminds you to proceed with caution—especially if the registration already has the History
status.

= Lock/Unlock Repeat Sections: For each section, you can set the repeat value, and you can lock
or unlock it.

= Manage Student section details: You can open the Manage Student Section Record page to
view or edit details of this student's engagement with the section.

= Update enroliment status: Select this to open the Update Enroliment Status pop-up. You can
change the student's enrollment status in the section. If you change the status to Dropped or
Withdrawn, several required fields appear.

Options
The Options drop-down acts on all the sections you select.
= Quick edit: Opens the Quick Edit window for all the selected sections. It's a version of the Grade

Entry page, and the information is stored on the Student Course History table (student_crs_hist).
You can enter and edit information as on Grade Entry.

Several permissions control grade entry and the ability to edit or delete records for student
sections that have a History status. See the "Registration Roles and Permissions" topic.

= Delete section: You can delete the selected sections from a student's registration for a term. The
confirmation pop-up reminds you to proceed with caution—especially if the registration already has
the History status.

= Update enrollment status: Select this to open the Update Enrollment Status pop-up. You can
change the student's enrollment status in the selected sections. If you change the status to
Dropped or Withdrawn, several required fields appear.

Select only sections from the same term to process together.

How To

View or Edit the Student Section Record

1. Next to a section on a student's section list, click the Actions button.
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2. Select Manage student section details. The Manage Student Section Record page opens.
3. Select tabs to view the complete details.
4. Click the Edit details button to edit the values.

Quickly Edit One or More Students’ Section Information

1. Select one or more sections.

Click the Options drop-down, and select Quick edit. The Quick Edit for Selected Student-
Sections window opens.

N

On the row for each section, edit the editable fields as needed.

Click the Save button.

3
4. Use the Undo and Redo buttons as needed.
5
6. Click the Close button.

View the Grade History for a Student Section

1.  Next to a section on a student's section list, click the Actions button.

2. Select Grade history. The Grade Change History window opens. You can view each grade
change including the date and time of the change and who changed it. The name of the person
who changed the grade is a link to their summary page.

3. Click the Edit details button to edit the values.

Set and Lock or Unlock a Repeat Value

Next to a section on a student's section list, click the Action button.

Select Lock / Unlock Repeat Sections.

In the pop-up, set the Repeat status if it isn't already set.

In the Lock / unlock all repeat sections above drop-down, select either Lock or Unlock.
Click the Update button.

ok wbd =

Delete a Section from a Student's Registration

1. To delete a single section:
a. Click the Action drop-down for a section, and select Delete section.

b. A message asks you confirm that you want to delete the section from the student's
registration. If the section is already in the student's course history, it will be deleted from
there, too.

c. Click Yes, delete.

2. To delete multiple sections:
a. Select the sections you want to delete.

b. In the Options drop-down, select Delete sections.

c. A message asks you confirm that you want to delete the section from the student's
registration. If the section is already in the student's course history, it will be deleted from
there, too.

d. Click Yes, delete.

Update the Enrollment Status for Sections

For drops and withdrawals, see detailed instructions below.
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1. To update a single section:

a.

b.
C.

Click the Action drop-down for a section, and select Update enroliment status. The
Update Enroliment Status pop-up opens.

Enter information in the required fields.
Click the Update button.

2. To update multiple sections:

a.
b.

Select sections from the same term.

In the Options drop-down, select Update enrollment status. The Update Enroliment
Status pop-up opens.

Enter information in the required fields.

Click the Update button.

Withdraw a Student from One Course

1. On the row of the course you want to withdraw, click the Actions drop-down, and select Update
enroliment status. The Update Enroliment Status pop-up opens.

2. In the Status drop-down, select Withdrawn.
3. Fillin the information. All fields are required except the checkboxes.

a.

Add to withdrawal counts (checkbox): Select the checkbox if you want this withdrawal to
add to the student's count of withdrawals. This is the usual practice. If you're changing an
existing grade, selecting or deselecting this checkbox overrides the previous setting.

Withdrawal Date: Select from the drop-down:
= First day of class

= Day before first day of class

= Friday before first day of class
= Date dropped

= Last date of attendance

= Manual date entry

Withdrawal Reason: Select from the drop-down. Options are defined on the Withdrawal
Reason Definitions page.

If you're withdrawing the student from all courses, select the Total withdrawal from
term option. This doesn't automatically withdraw them from all courses; you'll still
need to withdraw them from each course.

Drop Date: Select from the drop-down:
= First day of class

= Day before first day of class

= Friday before first day of class

= Last date of attendance

= Manual date entry
Drop Flag: Select Drop or None from the drop-down.
Last Date of Attendance: Enter a date.

Final Grade: Select from the drop-down. The options are defined on the Grade Table
Definitions page. Only grades designated as withdrawal grades are listed.

Update Midterm Grade Columns: If you select this checkbox, select a Midterm Grade
from the drop-down. The options are defined on the Grade Table Definitions page. Only
grades designated as withdrawal grades are listed.

4. Click OK. The pop-up closes, and your changes are saved.
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Withdraw a Student from Multiple Courses

1. Select sections from the same term.

2. In the Options drop-down, select Update enroliment status. The Update Enroliment Status
pop-up opens.
3. Fillin the information. All fields are required except the checkboxes.

a.

Add to withdrawal counts (checkbox): Select the checkbox if you want this withdrawal to
add to the student's count of withdrawals. This is the usual practice. If you're changing an
existing grade, selecting or deselecting this checkbox overrides the previous setting.

Withdrawal Date: Select from the drop-down:
= First day of class

= Day before first day of class

= Friday before first day of class
= Date dropped

= Last date of attendance

= Manual date entry

Withdrawal Reason: Select from the drop-down. Options are defined on the Withdrawal
Reason Definitions page.

If you're withdrawing the student from all courses, select the Total withdrawal from
term option. This doesn't withdraw them from courses that aren't selected; you'll
need make sure all courses in the term are withdrawn.

Drop Date: Select from the drop-down:
= First day of class

= Day before first day of class

= Friday before first day of class

= Last date of attendance

= Manual date entry
Drop Flag: Select Drop or None from the drop-down.
Last Date of Attendance: Enter a date.

Final Grade: Select from the drop-down. The options are defined on the Grade Table
Definitions page. Only grades designated as withdrawal grades are listed.

Update Midterm Grade Columns: If you select this checkbox, select a Midterm Grade
from the drop-down. The options are defined on the Grade Table Definitions page. Only
grades designated as withdrawal grades are listed.

4. Click the Update button. The pop-closes, and your changes are saved.

Drop a Student from One Course

1.  On the row of the course you want to withdraw, click the Actions drop-down, and select Update
enrollment status. The Update Enroliment Status pop-up opens.

2. In the Status drop-down, select Dropped. The drop fields appear.
3. Select a Drop Date from the drop-down:

First day of class

Day before first day of class

Friday before first day of class

Last date of attendance

Manual date entry (If you select this, select the date, too.)
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4. Click the OK button. The pop-up closes, and your changes are saved.

Drop a Student from Multiple Courses

1. Select sections from the same term.
2. In the Options drop-down, select Update enroliment status. The Update Enroliment Status
pop-up opens.
3. In the Status drop-down, select Dropped. The drop fields appear.
4. Select a Drop Date from the drop-down:
= First day of class
= Day before first day of class
= Friday before first day of class
= Last date of attendance
= Manual date entry (If you select this, select the date, too.)
5. Click the OK button. The pop-up closes, and your changes are saved.

FAQ

How Is deleting a section different from dropping or withdrawing?

= Deleting a section completely removes the record. Do it when the course was added to the
student's record by mistake.

= Dropping a section removes it from the student's transcript, but a record of it remains in the
student's course history.

= Withdrawn courses appear on a student's transcript.

Related Topics

Registration Roles and Permissions

Transfer Entry in J1 Web

Use this page to view and manage transfer courses from other institutions.

The page holds two spreadsheets. The top one is Prospective Transfer Sections. It shows the courses
that are available for transfer. They're not yet in the student's course history.

The bottom sheet is Student Section History. It shows the student's existing courses, including ones
previously transferred. Transferred courses have a Record Type of either Transfer Summary or Transfer
Detail.

In each spreadsheet's toolbar, you can use the Column Selector to select which columns to display.

On this page you import prospective transfer courses and then process the transfer to save them to the
student's course history. You can also run the advising worksheet report to see how the courses will
contribute to a particular program.

Prospective Transfer Sections

Columns

= Organization: The organization where the prospective transfer course was taken. Selected from
options defined on the Organizations page in the Organization Management hub. Required.
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= Transfer Status: Selected from options defined on the Transfer Status Definitions page. When
Transfer Completed is the saved status, the record can't be edited. Inactive statuses are marked
as such. New records are set to Review Required by default. This field can't be empty.

= Year: The academic year the course was taken. Selected from options defined on the Year / Term /
Subterm Definitions page, or you can enter a year not in the drop-down options.

= Term: The term the course was taken. Selected from options defined on the Year / Term / Subterm
Definitions page, or you can enter a year not in the drop-down options.

= Transfer to Year: The year you want to transfer the course to. Selected from options defined on
the Year / Term / Subterm Definitions page.

= Transfer to Term: The term you want to transfer the course to. Selected from options defined on
the Year / Term / Subterm Definitions page.

= Department: Selected from options defined in course codes. Required.
= Course Number: Selected from options defined in course codes. Required.
= Title: Course title populated by selecting the Course Number. Required.

= Advising Requirement: The ARC that this transfer course satisfies. Selected from options
defined on the Advising Requirement Code (ARC) Definitions page.

= Comments: Clicking the Comment icon .~ opens the Comment pop-up. There you can read
comments, add new ones, or mark comments as read. Up to 1000 characters. You can also attach
a file.

= Credit Hours: Credit hours your school awards the course. Must be between 0 and 999.99.
= Grading Type: Grade scale and credit type as defined on the Grade Table Definitions page.

= Grade: Selected from grades available in the grading type. Options are defined on the Grade
Table Definitions page.

= Transcript Division: The target division for the transfer course. Selected from options defined on
the Division Definitions page.

* Hours Attempted: Populated automatically. Not editable. Calculated from grade scale, credit type,
credits, and grade.

= Hours Earned: Populated automatically. Not editable. Calculated from grade scale, credit type,
credits, and grade.

= GPA: Hours that apply to GPA calculations. Populated automatically. Not editable. Calculated from
grade scale, credit type, credits, and grade.

= Quality Points: Populated automatically. Not editable. Calculated from grade scale, credit type,
credits, and grade.

= Transaction Status: Populated automatically with "C - Current" or "H - History".

= Entered By: Filled automatically with the username of the logged-in user who entered the
information.

= Date Entered: Populated automatically.

Database Location

The data in the Prospective Transfer Sections datasheet is stored in the Student Transfer Course table
(stud_trans_crs).

Run the Advising Worksheet

The Run Advising Worksheet button opens the Run Advising Worksheet pop-up for the student. You
can run an advising worksheet report for the student and a particular program against either the
prospective transfer courses or the courses already in student course history.

Processing the Course Transfer

When you've completed and verified the information in the Prospective Transfer Sections spreadsheet,
and you've set the Transfer Status to Ready to Transfer, you can process the transfer. You select the
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checkboxes of the courses that are ready, and in the Options drop-down, you click Transfer student
course history. If the transfer course doesn't have a matching course in your school catalog, a pop-up
asks if you want to create the catalog course.

Student Section History

Columns

= Error: If the course has an error, the error icon appears. Click the icon to view the type of error.

Errors include these types:

o Course not found

o Course full

o Course already taken
> Time conflict

o Prerequisite

o Corequisite

o Prohibited

= Organization: Institution where the course was taken. Prepopulated. Not editable.

= Record Type: The course type. Prepopulated. Not editable. One of the following values:
o L - Local Detail

o S - Local Summary

o T - Transfer Detail

o U - Transfer Summary
= Year: The course section's academic year. Prepopulated. Not editable.
= Term: The course section's term. Prepopulated. Not editable.
= Section: The course section's course code. Prepopulated. Not editable.

= Status: The course section's transaction status. Selected from the following values:
o Current

o Preregistered
o Reserved
Waitlisted
o History
o Dropped
= Subterm: Prepopulated but editable. Options are defined on the Year / Term / Subterm Definitions
page.
* Repeat: Prepopulated but editable. Forgiven, Not Forgiven, Repeat, Excluded or blank.

= Advising Requirement: The ARC that this course satisfies. Selected from options defined on the
Advising Requirement Code (ARC) Definitions page.

= Title: Full course title.

= Credit Hours: Prepopulated. Not editable.

= Lead Instructor: Prepopulated. Not editable.

= Tuition Hours: Hours that apply to tuition. Prepopulated but editable. 0 to 999.99.

= Grading Type: Grade scale and credit type as defined on the Grade Table Definitions page.

= Grade: Prepoluated if the course is complete. Selectable from grades available in the grading
type. Options are defined on the Grade Table Definitions page.

= Transcript Division: Selected from options defined on the Division Definitions page.

o
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= Attempted: Populated automatically. Not editable. Hours calculated from grade scale, credit type,

credits, and grade.

= Earned: Populated automatically. Not editable. Hours calculated from grade scale, credit type,
credits, and grade.

= GPA: Hours that apply to GPA calculations. Populated automatically. Not editable. Calculated from

grade scale, credit type, credits, and grade.
= Schedule Info: Days of week, dates and times. Not editable.
= Begin Date: The course section's begin date. Editable.
= End Date: The course section's end date. Editable.
= Academic Credit Label: The credit label for this record's transcript division.

Available only if "Academic credit varies by division" is selected on the Enroliment Settings
page.

= Dual Enrolled: Select Yes or No.
= Joint Enrolled: Select Yes or No.

= Quality Points: Populated automatically. Not editable. Calculated from grade scale, credit type,
credits, and grade.

Database Location

The data in the Student Section History datasheet is stored in the Student Course history table
(student_crs_hist).

Desktop Location
You can work with transfer courses in Desktop on the Transfer Entry window.

Permission
Permissions required are available in the following roles and in roles copied from them.

Table 2. Permissions Required

Can view student section list Advising - Access to all students
Primary Advisor - Access to assigned Students

Secondary Advisor - Access to Students by Academic
Program

Secondary Advisor - Access to Students by Athletic Roster
Secondary Advisor - Access to Students by Campus Location

Registrars
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Can view transfer sections

Can manage transfer sections
Can transfer sections
Can create students

Can edit student section
records that have History
status

Can edit student section
records that do not have
History status

How To

Advising - Access to all students
Primary Advisor - Access to assigned Students

Secondary Advisor - Access to Students by Academic
Program

Secondary Advisor - Access to Students by Athletic Roster
Secondary Advisor - Access to Students by Campus Location

Registrars
Registrars
Registrars
Registrars

Registrars

Registration Module Manager

Registrars

Registration Module Manager

View a Student’'s Prospective Transfer Entries and Existing Course History

1. On a student's Summary page, click the Person options drop-down.

2. Select Person and then Prospective transfer entry. (Or you can select Student, Student,
and Prospective transfer entry.) The student's Transfer Entry page opens displaying two
spreadsheets. The top sheet is Prospective Transfer Sections, and the bottom is Student

Section History.

3. To sort a spreadsheet by a column, click thte column heading. To reverse the order, click it

again.

4. To filter by a column, click the column's Filter icon [*], and make selections in the pop-up.
5. To show or hide columns from display:
a. Inthe spreadsheet's toolbar, click the Column Selector icon ...k.... The Column Selector

panel opens.

Select and deselect the checkboxes for columns as needed.

Click the Apply button. The selected columns appear in the spreadsheet, and the
deselected columns are hidden.

d. To close the panel, click the Column Selector icon ...E... again.

6. Some fields are editable, depending on your permissions. Proceed with caution when editing a

student's records.

Manually Add a Prospective Transfer Course

1. On the toolbar for the Prospective Transfer Sections spreadsheet, click the Add icon ©. A new
row appears at the top of the spreadsheet.

2. Enter information in the columns. For guidance, refer to the Prospective Transfer Sections

Columns information above.
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3.

Click the Save icon ®. The course is saved with a status of Review Required.

Import Prospective Transfer Courses

You can import courses from .xls, .xlIsx, and .csv files. Import of EDI and XML electronic (etrans)
transcripts is planned for a future release of J1 Web.

On the toolbar for the Prospective Transfer Sections spreadsheet, click the Import icon . The
Import File wizard opens to the Select Data Source page.

Select a source file:

a. Under File to Import, click the Choose file button. Your file explorer opens.
b. Browse and select a file to import. Must be .xls, .xlIsx, or .csv.)

c. Click Open. The file is selected.

Select a mapping template:

a. If you don't have a mapping template, or if you need to view or edit one, click the Manage
Templates link. The Data Mapping Templates page opens.

To edit a template and/or see its columns and which are required, click the Actions
drop-down, and select Edit. The Edit Mapping Template pop-up opens. View or edit
as necessary, and click Save and close or Cancel.

Click in the Mapping Template field, and select a mapping template from the drop-down.

Click the Preview and edit data button. The Import File Wizard advances to the Preview
and Edit Data page.

Review and edit the information as necessary.

Click the Import button. The wizard closes, and the course information appears in the
Prospective Transfer Sections spreadsheet.

Run the Advising Worksheet

AR

7.

Click the Run advising worksheet button. The Run Advising Worksheet pop-up opens.
Select a Degree. Required.

Select a Catalog Year. Required.

Select at least one Major and/or Certification.

Select a Minor and/or Concentration as needed.

In the Run Against drop-down, select either Prospective transfer only or Student course history
only. The first option runs for information in the top spreadsheet to see how the prospective
transfer courses affect the student's aims. The second runs for information in the bottom
spreadsheet to see how the student's existing courses affect their aims.

Click Generate PDF. The report opens in a new tab.

Process the Course Transfer

In the Prospective Transfer Sections spreadsheet, complete and verify the information.

When the information has been reviewed and approved, set the Transfer Status as Approved
for Transfer.

Select the checkboxes for the courses that are approved for transfer.
Click the Options drop-down, and select Transfer student course history.

If the person isn't already in your system as a student, the Designate Person as a Student
pop-up opens.
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a. Click in the Division field, and select a division for the student.
Click in the Web Registration Group field, and select an option.
Under Create Student User and J1 Campus Portal Login, click the button to select Yes
or No. If this is set to Yes, a student account is automatically created in the Campus Portal.

d. Click the Designate as student button. The person is now designated as a student.

6. If the transfer course isn't already a course in your catalog, a pop-up asks whether you want to

create it in the catalog.

a. |If so, click Yes, create. The course is transferred to the student's course history and created
in your catalog. The Recalculate Academic Record process runs for the student, and the
course appears in the Student Section History spreadsheet.

b. If you don't want that course created in your catalog, click Cancel. The course is
transferred, to the student's course history, but it's not created in your catalog.

Delete Definitions

1. Select the checkbox next to each definition you want to delete. You must select at least one to
enable the Delete button.
2. Click Delete on the toolbar. The Delete Definitions? pop-up opens.
The Delete Definitions? pop-up lists the selected definitions in two categories:
= Ready to Delete: Definitions that can be deleted.
= Unable to Delete: Definitions that cannot be deleted, either because they're in use or are
protected by the system.
3. If you decide not to delete a definition listed under Ready to Delete, click the Remove icon for
that definition to remove it from the list of definitions to be deleted.
4. When you are sure you want to delete all the definitions listed under Ready to Delete, click Yes,
delete.

Download to Excel
You can download either spreadsheet.

1. Select the checkbox next to each row you want to export.
2. Click Download on the toolbar. The Download to Excel pop-up opens.
3. Select options for the Excel format and data columns.

Download to Excel Options
= Workbook Creation Options: This option lets you choose how you want the data to be
organized when it's exported. If you are exporting a large number of rows, you may want
to separate the data into different worksheets or even workbooks. Once you select this
option, the Separate (Sheets or Workbooks) By drop-down becomes available so you
can choose the groupings for each worksheet or workbook.

= Separate (Sheets or Workbooks) By: This field becomes available when you choose to
organize your export into multiple worksheets or workbooks. In general, you'll have the
option to separate the data based on the columns. You will only see options for the visible
columns.

For example, if you are exporting a set of definitions, you might choose to organize
the data into two workbooks: one for active definitions, and one for inactive
definitions. Do this by selecting the Active column in this drop-down. All of your
rows designated as active will be in one workbook, and the inactive ones in a
separate workbook.

= Workbook Format: This section lets you set some Excel display options for your data. For
more information about each of these features, consult Microsoft Excel help.
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o Autofit columns: Fits column width to the data so that fields are not truncated.

> Turn on filtering: Turns on the AutoFilter feature, which allows you to show only rows
that meet your selected criteria.

o Freeze Top Row: Your worksheet displays the column title in the first row by default.
Selecting this option keeps the top row at the top so that as you scroll down through
your data, the column headings remain displayed.

o Show totals for numeric columns: If selected, this option includes the sum of a
column of numbers at the bottom of that column.

= Columns to Include: These options are specific to the page you are viewing, so they will
vary. You will only see options for columns that you can see on the page. All of the columns
are selected by default, but you can deselect any of the columns you don't want to include.

4. Click Download. Your .xlIsx or .zip file is saved in the file location that you have set in your
browser settings.

FAQ

Who can read the comments?
Anyone with "Can view transfer sections" permission.

Manage Student Leaves of Absence

Use this page to manage a student's leaves of absence. Information for each leave includes dates
requested, approved, start, and end, as well as the reason and comments.

You can also add comments, edit or delete a leave, and create a new leave.

Desktop Location
You can manage leaves of absence in Desktop, too, on the Leave of Absence window.

Database Location
A student's leaves of absence are stored on the Leave of Absence table (leave_of_absence).

Fields

= Absence Reason: Options are defined on the Leave of Absence Definitions page. Required.

= Leave Start / End Dates: Not required, but if provided, then the start date must be before the end
date.

= Comments: Click the Comment icon to view or add comments.
* Requested Date: Not required.

= Approved Date: Not required.

* Returned Date: Not required.

= Number of Days: Calculated from the Leave Start / End Dates.

Cross-Table Student Information Update

Leave of Absence affects several tables, so when you create or edit a leave of absence for a student,
you have options for updating the tables.

Cross-Table Student Information Update fields appear only if the Display cross-table student
information update pop-up window checkbox is selected on the Enroliment Settings page.
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On the Create and Edit pop-ups, when you enter or edit dates, you can populate the Special Status
information on the NSC Student Master table (nslc_student_mast) with these fields:

= Special Status Start Date: The checkbox is selected by default and populated with the Leave
Start date. If you deselect the checkbox, the information is not copied to NSC Student Master.

= Special Status End Date: You can select the checkbox and enter a date if you want the special
status to expire on a particular date.

= Special Status: The checkbox is selected by default, and the field is populated with the Leave of
Absence value from above. You can deselect the checkbox if you don't want this status in the NSC
Student Master table.

What if the Display setting is unselected?

If the Display cross-table student information update pop-up window checkbox is unselected on
the Enroliment Settings page, this is what happens:

= The Cross-Table Student Information Update fields don't appear.

= The following cross-table updates happen behind the scenes on NSC Student Master
o Special Status is populated with Leave of Absence.

o Special Status Start Date is populated with the Leave Start Date.
o No update is made to Special Status End Date.

How To

View, Edit, or Delete a Student’'s Leave of Absence

1. Access the Manage Student Leaves of Absence page either of these ways:
a. From a student's Summary page, click the Student drop-down, and select Student,
Student, and Student leave of absence.

Example

Robert Ad

Preferred Nama: Rob
1B Number: 343

v w|+|+

spotiight

dent detalls
Manage student hokis

Student account detalls

icifile

Presumed current Student leave of absence,

Tes! scores

View siudent nobes

b. From a student's Student Information Details page, Program tab, click the Edit details
drop-down, and select Manage leaves of absence.
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Example

14 Robert Ad

Preferred Name: Rab
1D Number: 343

i
®
n

Student Information Details 2

Genaral Information Enroliment Division Program Graduation

rin;_){:J ol W
[ | P | Remaove program
Bachelor of Science - Gurrent L BUCERLA el | Manage program history | ' ks

_— \:(JIJL-' this program

I Manage leaves of absence G .
b

Degree Summary Degree Dates
Current Degree Yes Entry Date
Active Y5 Reentry Date

2. Each leave of absence is a row in the list. To see more fields in the row, click the Expand + icon.
3. To view or add comments, click the Comment icon.

4. To edit a leave of absence, click the Actions button, and select Edit. The Edit Leave of Absence
window pops up.
a. You can edit each of the fields except Absence Reason.

b. If you edit dates, the Update NSC Special Status Information fields appear. Select the
checkboxes and enter or edit dates to share the dates with the NSC Student Master table.

c. Click Update.

5. To delete a leave of absence, click the Actions button, and select Delete. The Delete Leave of
Absence window pops up. If you're sure you want to delete, click Yes, delete.

Create a Leave of Absence for a Student
1. On a student's Manage Student Leaves of Absence page, click Create Leave of Absence. The
Create Leave of Absence pop-up opens.
2. Enter information in the fields.

a. Absence Reason: Select from the drop-down. Options are defined on the Leave of
Absence Definitions page. Required.

Requested Date: Click in the field, and select a date from the date picker. Not required.
Approved Date: Click in the field, and select a date from the date picker. Not required.

d. Leave Dates: Click in the fields to select start and end dates. Not required, but if you select
dates, then the Leave Start date must be before the Leave End date.

e. Returned Date: Click in the field, and select a date from the date picker. Not required.

f.  Under Update Special Status Information, select the checkboxes and enter values if you
want to update the NSC Student Master table.

3. Click Create and close or Save and create another.

FAQ

What's the difference between the Leave End Date and the Returned Date?

The Leave End Date is used with the Leave Start Date to calculate the Number of Days value. The
Returned Date is useful for marking the first day of the student's resumed attendance, such as the first
day of the next term.

Student Notes

Use this page to view notes about students from Notepad in J1 Desktop.
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If you need to edit the notes, use the J1 Desktop Notepad window.

How To

View Notepad Notes about Students

1.  From a student's summary page, click the Student-Person drop-down.
2. Select View student notes.

External Withdrawal Count History

Use the External Withdrawal Count History page to view and manage the number of courses a student
withdrew from at other institutions.

Why It's Important

Your records for transfer students (or students simultaneously enrolled at other institutions) may need to
include records of them withdrawing from courses at other institutions. For example, there may be state
limits on the number of withdrawals in an undergraduate career, so you need to track withdrawals from
both inside and outside your institution.

Where to Find It

Access a student's External Withdrawal Count History from the Person options menu on their
Summary Page.

E ‘*ﬂ Jenzabar Bookmarks Page Pins R
Gabriel Y Clark
ID Number: 5020
l Person » I
o Student »  Summary page
Student »  Academic plan
Reports P Advisee spotlight
Transcripts P Manage student details
Manage student holds
Student account details
Student health profile
Student leave of absence
Student section list
Student session details
Test scores
© 2023 Jenzabar, Inc.  2023.1.0 | Database DEV_2023_1 View student notes
e External withdrawal count history@
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Quick Filters

You can use a quick filter to limit the list of institutions to a particular school or to a search term, such as
Community College.

Fields

= Originating School: The institution where one or more courses were withdrawn
= Latest Withdrawal Count: The number of withdrawn courses by the student at that school

= Manage Associations: This is the count of additions to the count of external withdrawals.
Every time you add a new record, the number of associations increases by 1. When you click
Manage Associations, you can delete an association (that is, delete a record). This reduces the
associations count by 1.

Manage Associations: Shamrock Community College

e Lzse t 3e withdrawal counts, you can delete

BCOIT

Existing Associations
Count Record Date / Time Added By

=]

2 D022 7:19:00 PM DENEALON

Permissions Required

The "Can view external withdrawal count history" permission is available in the following roles (and
roles copied from them):

= Registrars
= Registration - Access to All Students

For adding and deleting external withdrawal records, the "Can manage external withdrawal count
history" permission is available only in the the following role (and roles copied from it):

» Registrars

How To

View a Student's External Withdrawal Count History from Other Schools

1. From a student's Summary page, click the Person options drop-down.

2. Select Student, Student, External Withdrawal Count History. The External Withdrawal Count
History Page opens. If the student has withdrawal records from other institutions, they appear.

3. To view the date and time the external withdrawal record was added, and who it was added by,
click the Manage Associations button. The Manage Associations pop-up opens. To close the
pop-up, click the Cancel button.

Delete an External Withdrawal Count History Record for a Student

1. To delete a record, click the Manage Associations button. The Manage Associations pop-up
opens.
2.  On the row of the the record you want to delete, click the Delete icon @.

3. Click the Update button. The pop-up closes, and the External Withdrawal Count History page
reflects the reduced count in the Manage Associations column.
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Add a New Withdrawal Count History Record for a Student

1. Click the Add new record button. The Add a New Record pop-up opens.

2. In the Originating School field, begin typing a name or ID. Select the school from the list that
appears.

3. In the External Withdrawal Count field, enter a whole number for the number of courses the
student withdrew from at the school.

4. In the Date and Time fields, make entries for the record. The current date and time are entered
by default, but you can edit them if you need to.

5. Click the Add button. The pop-up closes, and the information appears on the External
Withdrawal Count History page.

FAQ

Can | edit a record?
You can't edit a record directly, so the way to correct an error is to add a new record and delete the old
one.

Reports on the Student Summary Page

On a student's Student Summary page, you can access several reports.
Click the Person options drop-down, and select Student and then Reports.
Select one of the reports:

= Advising worksheet
= Grade
= Student schedules

For detailed descriptions and instructions, see the topics listed below.

Related Topics
Advising Worksheet Report

Grade Report

Student Schedules Report

Transcripts on the Student Summary Page

On a student's Student Summary page, you can generate official and unofficial transcripts, and you can
manage individual transcript notes.

When you generate an official transcript, the system automatically creates a transcript request record.
You can see the request on the Transcript Requests page.

Click the Person options drop-down. Select Student and then Transcripts. Select one of the
following:

= Generate official transcript
= Individual transcript notes
= Unofficial transcript

For detailed description and instructions, see the topics below.
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Related Topics

Individual Transcript Notes
Unofficial Transcript

Transcript Requests (Official Transcript)

J1 Web Academic Advising 116


https://jenzabarhelp.jenzabar.com/ews/help/J1Web/released/en/individual-transcript-notes.html
https://jenzabarhelp.jenzabar.com/ews/help/J1Web/released/en/unofficial-transcript-in-student-information.html
https://jenzabarhelp.jenzabar.com/ews/help/J1Web/released/en/transcript-requests-j1web-registration.html

Jenzabar Academy Feedback

Help the Help

Please let us know if you have any recommendations, issues, or feature requests you may have for
the J1 Desktop, J1 Web, and Campus Portal help products.

Take our survey See our resources Watch our videos Send us an email

We're Here for You

We're always happy to help, or just to say hello! Your suggestions are important to us and help us
constantly improve our help products.
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