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Advanced Advisor

Welcome to the Advanced Advisor module! This module contains the information and tools
needed to learn the common task an Advanced Advisor performs while working with students.

Goal To have the skills and knowledge to Advise Students

Participate at the end of this module, you will be able to.........
Objectives

1. Enrollment Request Search
2. Program/Plan
3. Term Activation/Increase student unit load

If you have any questions about this document please contact the Training group at 504-280-5645
or visit us at UCC-101Q.
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Navigation to Web-STAR

Step 1. Navigate to the UNO Home Page: http://www.uno.edu/
Step 2. Select the Faculty & Staff link.

THE UNIVERSITY of e .
NEW ORLEANS ABOUT ACADEMICS

ADMISSIONS ATHLETICS CAMPUS A-Z RESEARCH STUDENT LIFE

Apply Now
Current Students Fri, 07 Jan 2011 20:36:00 -0600
LFacuIty 2 Staff Researchers Find That Stress Does a Body Good

Step 3
P Web-STHR
Select the logo.
fflr."f £ TBE URINERSITY ({f (_Search UNO Q
\ue / NEW QRLEANS ABOUT ACADEMICS ADMISSIONS ATHLETICS CAMPUSAZ RESEARCH STUDENT LIFE
About
Academics Facu":y & Staﬁ
Admissions Web-STHER
Athletics Sign Up for Emergency Text Message Alerts
Campus A-Z

Faculty Resources: Check Your E-Mail: Qutlook Web Access (OWA)
Student Life
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| Step 4. | Select the Faculty/Staff link. |

The UNIVERSITY :‘.{f‘
NEW ORLEANS WebSThR

Faculty/Staff || Students

Step 5. Enter your UNO username and password. Note: Your user name is the same
password used to login to your email, computer or blackboard course.

ORACLE

PEOPLESOFT ENTERPRISE

Select a Language:

User ID: English Espafial
Dansk Deutsch
Password: | Francais Francais du Canada
[taliano Magyar
lm Mederlands Morsk
Polski Portugués
Suomi ovenska
Cesting BEEE
T P CCEWi
vy i A 2T
i At oyt

Set Trace Flags LIk English
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Add a New Plan to Student Record

Step 1. Navigation: Records and Enrollment, Career and Program Information, Student
Program/Plan.
ORACLE
Home | orkist | AddioFaverites | Signout
Favorites  Main Menu > Records and' Enroliment
Main Menu >

% Records and Enroliment

Enrollin classes, produce transcripts, process transfer credit, transcripts and graduation.
Enroll Students

Student Term Information Career and Program Information
Enroll students into classes and add milestones. Perform term based activities for individual students. Liaintain a student's caresr program, plan and student group information.
= Enroliment [l Term Activate a Stugent oramPlen
=] Enroliment Request Search =] Student Grades T SWaEn BIoUsE
= Search for Classes [ Term History
ﬁ? Enroliment Summaries ﬁ Term Processing ﬁ Transfer Credit Evaluation
View enroliment summaries for individuals or groups of students. Process appoiniments, permissions, term activation, waitists, withdrawals Add and evaluate course, test and other credits for transfer.
=l Enroliment Summary and other end of term activities.

[=] Transfer Credit Summary

L1 Class Permissions =) Academic Test Summary

[1 Appointments.

| Step 2. | Enter the Students ID number. |
ORrRACLE
Favorites Main Menu > Records and Enrelment > Career and Program Information > Student Program/Plan

Student Program/Plan

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

Find an Existing Walue

Maximurm number of rows to return (up to 200): |200

1D begins with |« |222099'1|
= o

Academic Career:

| ~
Student Career Nbr: |

= ot
Campus ID: begins with |+ |

MNational 1D: begins with ||
Last Name: begins with | ||
First Name: begins with |+ |

[ include History []case Sensitive

Search Clear |Basic Search [E] Save Search Criteria

Step 3. Select the Program you desire to change.

6
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Search Results

View All

(1} Academic Career Student Career Nbr Program Short Descr Institution Short Descr Name Gender Date of Birth Campus 1D
2220991 Mon Credit i) MonCredit LIMO Gator Ali Test Student Male 1012 blank)
[2220091 Graduate o |Bus Admn M (¥} |eator.ali Test Student Male 10112 (blank)
2220991 Graduate 0 [Educ M UMD |GatorAli Test StudentMale  10/M2 {(blank)
2220991 Graduate ] Educ I Oth (9] i]e] Gator Ali Test Student Male 1012 (blank)
2220991 Graduate 1] Grad Other UMD Gator Ali Test Student Male 1012 (blank)
2220991 |Undergrad 1] Educ U UMD GatorAli Test StudentMale 1012 blank)
2220991 Undergrad 1] GStudies U UMD Gator Ali Test Student Male 1012 (blank)
2220991 |Undergrad 0 Lib Arts U UMD GatorAli Test StudentMale 1012 blank)
2220991 |Undergrad 1] Sciences U UMD Gator Ali Test Student Male 1012 (blank)

| Step 4. ‘ Click on the plus sign to add a new row.

ORACLE’

Favarites Main Menu > Records andv Enrolment > Career and Prog'ramlnformation » Student Program/Plan

Student Program Student Plan Student Sub-Plan Student Attributes Student Degrees

Ali Gator 2220091 @ * [
Academic Career: Graduate Career Requirement Term Student Career Nbr: 0
Find | View Al First K1 4 of4 I L ast

Status: Active in Program =
“Effective Date: 08/22/2010 |5 Effective Sequence: [
*Program Action:; [DATA @ Data Change Action Date: 06/22/2010

Action Reason: lﬁo\ Filed Degree Application Joint Prog Appr: 0
*Academic Institution: UNOLA |Q University of New Qrleans
*Academic Program: MEDUC |Q Education Masters icati
*Admit Term: WO\ 2010 Fall ;ggicaajilr?:bonn

Requirement Term: WO\ 2010 Fall Application Program Hbr: 0

Expected Grad Term: 0980 Q@ 2010 Fall *Campus: [MAIN Q Main *Acad Load: | FUll-Time |+

B save | | ReturntoSearch| [+5 PreviousinList| [+ Nextiniist| |, Refresh | [ Updatemizplay | [ include History |

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees

Step5. The Effective Date will default in with the current date. The date MUST be on or before the
first of the term in which the plan is to be active for that student.

7
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ORACLE

Favarites Main Menu > Records and_EnroIIment » Career and Prog_ramlnforrmtion » Student Program/Plan

S =l 0 StudentPlan || Student Sub-Plan || Student Attributes || Student Degrees |

Ali Gator 2220991 @ * i
Academic Career: Graduate Career Requirement Term Student Career HNbr: 0
Find | Wiew All First | 1072 O Last

Status: Active in Program =]
*Effective Date: I Effective Sequence: ’_2
*Program Action: "_ Q Action Date: 06/22/2010

Action Reason: ’— Q Joint Prog Appr: O
*Academic Institution: UNOLA |Q University of New Orleans
*Academic Program: MEDUC | Q Education Masters
*Admit Term: logso |Q 2010 Fall :;;&ﬂﬂ%?

Requirement Term: losso | 2010 Fall Application Program Nbr: 0

Expected Grad Term: oss0 | Q 2010 Fall *Campus: |MAIN K Main *Acad Load: | FUl-Time (v

B Save | | ReturntoSearch| [+[F] PreviousinList | [4F NextinList | |e, Refresh | UpdateMizplay | [ JE] Include History |

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees

Step 6. Whether you are adding a plan the Program Action will be Prgc. Select the Look up
magnifying glass to select Plan Change.
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ORACLE’

Favorites | Main Menu »
o dadiaaan -

RecordsangEnrollment » Career and Prog'ram Information > Student Program/Plan

Look Up Program Action

Program Action:| begins with |

Description: hegins with |

| Look Up || Clear || Cancel ]Elasic Lookup

Search Results

ruiewmﬂ First [4] 1-2 a2 [}] Last|

Program Action Description

Flan Change
FProgram Change

LAST REVISED: 1/1/2011

| Step 7. ] Select the Student Plan tab.

| Step 8. ‘ Plan data from the previous row will default in. click the plus icon to add a new row. ‘

9
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OCRACLE

Favql"rtes Mainvl'l-'lenu » Records Emdv Enrollment > Career and ng'ramlnﬂ}rrmtion » Student Program/Plan

" Student Program ﬁ;ﬂliﬂ Student Sub-Plan || Student Aftributes || Student Degrees

Ali Gator 2220991 2 *

Academic Career: Graduate Student Career Nbr: 0 Car Req Term: 2009 Summer
Find | View Al First = 10f2 I [ast

Status: Active in Program Admit Term: 2010 Fall
Effective Date: 08/22/2010 Effective Sequence: 2
Program Action: FProgram Change Action Date: 01032011
Action Reason: Requirement Term: 2010 Fall
Academic Program: Educ M

Find | View &1l First B8 4 of 1 I L ast

*Academic Plan: GEDL Q Educational Leadership IMajaor
*Plan Sequence: W Degree: MED
*Declare Date: 08/22/2010 [ Degree Checkout Stat:
*Requirement Term: WO\ 2010 Fall Student Degree Nbr:
*Advisement Status: Completion Term:
B save L\ ReturntoSearch +F Previousinlist 4 Nextinlist | % Refresh | \H updaemisiy | | g include History |

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees

| Step 9. ] Add the new Academic Plan by clicking on the Look Up icon. ‘

ain Menu > Records and Enrollment > Career and Program Information > Student Program/Flan

Look Up

Look Up Academic Plan

Academic Institution: UMoLA
Academic Program: MEDUC

Academic Plan: begins with ||

| LookUp || Glear || Cancel |Basic Lookup

First [4] 1-87 ata7 [b] Lasq

Academic Plan Description Academic Plan Type Deagres
CGERA Curriculurm and Instruction Iajor
SACERT Ceification Major

Add on Cedification Only Major

Add on Cert Preceding Masters Major

Cedification Gnl hajor

Cettif Only {precedes Masters) Major

Cert-Masters-Level One Major

CerthMasters-Lewvel Two Major

10
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Step 10. Click the calendar icon 2! to choose the Declare Date.
Step 11. Notice now there are two rows. Click the Save button.

ORACLE

Fa\rc;rites Mainvl'l-'lenu » Records andv Enrollment » Career and Prog'ram Information > Student Program/Plan

" Student Program StudentPlan " Student Sub-Plan || Student Attributes || Student Degrees

Ali Gator 2220991 @ *

Academic Career: Graduate Student Career Nbr: Car Reg Term: 2009 Summer
Find | View Al First &) 1 of2 I Last

Status: Active in Program Admit Term: 2010 Fall
Effective Date: 0812212010 Effective Sequence: 2
Program Action: Froagram Change Action Date: 01/03/2011
Action Reason: Requirement Term: 2010 Fall
Academic Program: Educ M

Find | View All First & 2 082 10| 2=t

*Academic Plan: CGIHMA Q Curriculum and Instruction Major El
*Plan Sequence: IE Degree: WA
*Declare Date: Degree Checkout Stat:
*Requirement Term: WQ 2010 Fall Student Degree Nbr.
*Advisement Status: Completion Term:
[E seve| & RetumtoSearch |+ Previousinlist 4] Nextinlist ), Refresh |2 UndateDisplay | [ Include History |

Student Program | Student Plan | Student Sub-Plan | Student Aftributes | Student Degrees

Change a Students Program

Step 1. Navigation: Records and Enrollment, Career and Program Information, Student
Program/Plan.

ORACLE"
Home | workist | AddtoFavortes | Signout

Favortes  Main Menu > Records and Enroliment
Main Menu =
% Records and Enroliment
Enrollin classes, proguce transcripts, process transfer credit, transcripts and graduation.

ﬁ Enroll Students Student Term Information Career and Program Information
Enroll students into classes and add milestones. Perform term based activities for individual students. Liaintain a student's caresr program, plan and student group information
= Enroliment El Term Activate a Student aramPlan
=] Enroliment Request Search [El Student Grades ™= dent Groups
=] Search for Classes =] Term History
ﬁ Enrollment Summaries ﬁ Term Processing ﬁ Transfer Credit Evaluation
View enroliment summaries for individuals or groups of students. Process appointments, permissions, term activation, waitiists, withdrawals Add and evaluate course, test and other credits for transfer.
=] Enroliment Summary and other end of term activities. =) Transfer Credit Summary

(1 Class Permissions =) Academic Test Summary
L Appointments
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| Step 2. ‘ Enter the student ID number and Click the search button. \

ORA

Favorites Main Menu > Records ang Enrollment > Career and Program Inforrmation > Student Program/Plan

Student Program/Plan

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

Find an Existing Value

Maximurn number of rows to return (up to 200): |200

1D begins with v||222099‘1|

Academic Career: = - | -
Student Career Mbr:| = “| |

Campus ID: begins with |

National 1D: begins with | ||

Last Name: begins with |« |

First Hame: begins with |

[ include History []Ccase Sensitive

| Search || Clear ]Elasic: Search [B Save Search Criteria
| Step 3. | If the student is Active click the plus sign to add a new row. |
ORACLE'

Favorites Main Menu > Records ancvl Enrolliment > Career and Program Information > Student ProgramyPlan

LGS S Student Plan || Student Sub-Plan || Student Attributes || Student Degrees

@ * T3 =
Academic Career: Undergraduate Career Reguirement Term Student Career Nbr: 0
Status: Active in Program
~Effective Date: 11112009 ([ Effective Sequence: [ 1]
*Program Action: PLNC & Plan Change Action Date: 11M1/2009
Action Reason: Q Joint Prog Appr: (]
*Academic Institution: UNOLA | University of Mew Crleans
*Academic Program: UENGR |C Engineering Undergraduate
*Admit Term: 0870 | 2007 Spr :;pn:i;?:rﬁ‘:;n 00087323
Requirement Term: 0870 |3 2007 Spr Application Program Nbr: g
Expected Grad Term: (5 *Campus: |MAIN Q Main *Acad Load:
B save | |4 Returnto Search | |, Refresn | [Fl update/Dizplay,| [JE-inciute History.. |

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees
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Step 4. The effective date will default in with the current date. This date must be on or before the
first date of the term in which the program/plan is to be active.
Step 5. The Program Action will be Program Change (PRGC).

Note: If you forget to backdate a program/plan change, contact the Register’s Office or send and
e-mail to jldavis2@uno.edu.

View Term Activation

| Step 1. | Navigation: Records and Enrollment, Student Term Information, Term Activate a Student. |
ORACLE'
Home | Workist | AddioFavortes |  Sign{
Favgrites : Main Menu > Records and Enrolment
Main Menu >

% Records and Enroliment

Enrollin classes, produce transcripts, process transfer credt, transcripts and graduation.

Enroll Students ﬁ Student Term Information Career and Program Information
Enroll students into classes and add milestones, Perform = for individual students. Maintain a students career, program, plan and student group information
= Enroliment

= Stugent Program/Plan

[=] Enroliment Request = student Groups
= Enroliment Request Search = Term Histo ¥
= Search for Classes
ﬁ Enrollment Summaries ﬁ Term Processing ﬁ Graduation
View enrolment summaries for individuals or groups of students. Process appointments, permissions, term activation, waitlists, withdrawals Verify degrees & honors, update degree checkout statuses in batch, and
= Student Study List Reoort and other end of term activities audit changes.
= Enroliment Summa Y 71 Class Permissions

=] Stugent Degrees.
(1 Appointments
ﬁ Transfer Credit Evaluation

Add and evaluate course, test and other credits for transfer.

F=] Test Resuts

F=] Transfer Credit Summary

=] Academic Test Summary

Step 2. Enter the Student’s ID number and click search. If the ID is unknown search for the
Student by last or first name.

ORACL <

Fawvarites Main Menu > Records ang Enrollment > Student Term Information > Term Activate a Student

Term Activate a Student

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

Find an Existing Walue

Maximum number of rows to return (up to 300): |200
ID: begins with |~ |[222001]

Campus ID:| begins with |« ||

MNational ID: | begins with |« ||

Last Name:| begins with |« ||

First Name:l begins with |

[OJcase sensitive

Search || Clear |Basic Search [BEl Save Search Criteria
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Step 3. View the Term Activation page to determine if the student is eligible to register for the
term.

ORACLE"

Favarites Main Menu > Records zmdv Enroliment » Student Term Inforrmation > Termn Activate a Student

Al =ciu B Enroliment Limit

Ali Gator 2220991 @ *x
Academic Career: Mon Credit

Find | View Al First El 4071 I Last

Academic Institution: UMNOLA University of Mew Orleans ﬁ
Term: CEU Activation Date:

Student Career Nbr: 0

Override All Academic Levels: Academic Year:

Override Projected Level: Load Determination:

Academic Level - Projected: Form of Study: Enroliment
Academic Level - Term Start: Academic Load: N No Units
Academic Level - Term End: Billing Career: CMED

Level Determination: Eligible To Enroll:

Goto:  Calculate Tuition

|5 so= | @ RetumtoSearch 4] Previous inList | 4[] Nextin List

Term Activation | Farallment | imit

Increase Student Unit Load

| Step 1. ‘ Navigation: Records and Enrollment, Student Term Information, Term Activate a Student. |

ORACLE’

Home | Workist | AddloFavorites | Sign §
Favgrites : Main Menu > Records and Enrolmant

Main Menu >

% Records and Enrollment

Enrollin classes, produce i credit, ipts and b

ﬁ Enroll Students ﬁ Student Term Information Career and Program Information
Enroll students into classes and add milestones. Perform fe d activities fgr individual students. Maintain a student's career, program, plan and student group information
= Enroliment =) Stugent Program/Plan
= Enrolment Request T=] Sludent Grages = Stugent Groups
[ Enrolment Request Search =] Term History.
[ Search for Classes

ﬁ Enrollment Summaries ﬁ Term Processing @ Graduation
View enrolment summaries for individuals or groups of students. Process appeintments, permissions, term activation, waitlists, withdrawals Verify degrees & honors, update degree checkout statuses in batch, and
=] Student Study List Report and other end of term activities. audit changes.
= Enroliment Summary (71 Class Permissions [= Student Degrees

(1 Appointments
ﬁ Transfer Credit Evaluation
Add and evaluate course, test and other credits for transfer.
=] Test Results
=] Transfer Credit Summary
= Academic Test Summary

14
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Step 2. Enter the Student’s ID number and click search. If the ID is unknown search for the
Student by last or first name.
ORACLE"
Fawvarites Main Menu > Records ang Enrollment > Student Term Information > Term Activate a Student

Term Activate a Student

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

Find an Existing Value

Maximum number of rows to return (up to 300): |200

D

Campus I0:
MNational 1D:
Last Hame:

First Hame:

begins with |~ |[222001]

begins with

begins with

begins with

LIRS

begins with

[OJcase sensitive

Search Clear :Elasic: Search Bl Save Search Criteria
Step 3. Select, Enrollment Limit tab.
Step 4. Check the Override Unit Limits box.
Step 5. Enter new limits.
Step 6. El save
P Click -ﬁ -button.

Ali Gataor

Term:

Favorites | Main Menu > Records and Enrollment > Student Term Information > Term Activate a Student

Term Activation

2220991 Q@ *x

Find | View Al First = 10t 3 I Last

Academic Career: MNon Credit

Find | View Al First K1 1 0F1 I | ast

Academic Institution: University of New Orleans =

CEU

Primary Academic Program:

Academic Group of Advisor:

*Approved Academic Load: FullTime -

Override Unit Limits: Lo

Max Total Units: [ ] Max Audit Units: ]
Max No GPA Units; [ ] Max Wait List Units: [ ]
Min Total Units: D Max Total Courses: D

[Q\Retumtul?»earch

Term Activation | Enrollment Limit | Student Session | Terms In Residence | Term Control Dates | External Study
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