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Purpose

Use this procedure to look up information about someone who does not appear in your advisee list.

Trigger

Perform this procedure when a student who is not one of your advisees seeks advising advice from you.

Prerequisites

· Must have advising access to iSIS.

Menu Path

Use the following menu path(s) to begin this task:
· Faculty Center
Helpful Hints

· The same information and reports that are available for your advisee list are also available for walk-in advisees.

Procedure seq steps \r0 \h 
1.
Faculty Center
Self Service Faculty Center
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2. SEQ substeps \h \r0 
Click [image: image2.png]advisement
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Advisees Information
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3. SEQ substeps \h \r0 
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4. SEQ substeps \h \r0 
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SS Advisor View: Any Student
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5. SEQ substeps \h \r0 
As required, complete/review the following fields:

	Field Name
	R/O/C
	Description

	ID
	R
	Description of the Last Name:.

Example:
(left blank)

	Campus ID
	R
	Description of the First Name:.

Example:
(left blank)

	National ID
	R
	Description of the First Name:.

Example:
(left blank)

	Last Name
	R
	Description of the Last Name:.

Example:
Griffiths

	First Name
	R
	Description of the First Name:.

Example:
Cole


6. SEQ substeps \h \r0 
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 .

7. SEQ substeps \h \r0 
Click the name of the desired person from the search results.  For the example, we will click [image: image8.png]Griffiths,Cole




 .

SS Advisor View: Any Student
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8. SEQ substeps \h \r0 
You can view the same information (service indicator detail, reports, etc.) as for the students on your list of advisees.

[image: image10.bmp]
Refer to Reviewing Advisee Information for detail on the reports and information available to advisors.
9.
You have completed this task.

Result

You have successfully looked up a walk-in advisee.

Comments

Reviewing Advisee Information contains detail on the various reports and information available to you for walk-in advisees, including DARS reports, Academic History, contact information, Enrollment Appointments, etc.

Viewing Your Advisee List contains detail on looking up Service Indicator data.
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