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New Drop-In Advisees 
This guide outlines the process to look up student’s information in order to advise them with their 
academic career.  Processes that are included are Academic Information, Address, Class Schedule, 
Grades, Telephone, To-Do List and Unofficial Transcripts. 

Self Service > Advisement > New Drop-In Advisees 
 

 

1.  Click the Search button 
 

2. If the department assigns 
students to an individual, 
click on the View My 
Advisees button 

 
 

 

 

 

 

3. Enter the students ID or 
Last name, First Name 
 

4. Click the Look Up button 
 
5. Select the Student from 

the Search Results 
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6. Use the drop down menu 
from the Student Details 
section 

7. Click the Change button 
 
 

 

 

 

 

 

Academic Information 

 

8. Click Cancel button to go back 
to the Student Details list 
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Address 

 

8. Click the Cancel button to go 
back to Student Detail list 
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Class Schedule 

 

9. Click the Change Term 
button to look at the 
appropriate term needed 
 

10. Click the Cancel button to 
go back to the Student 
Details list 
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Grades 

 

11. Click on the Change Term 
button to view another 
terms grades 
 

12. Click the Cancel button to 
return to the Student 
Details list 
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Telephone 

 
 

 
13. Click the Cancel button to 

return to the Student 
Details list 

 

 

 

 

 

To-Do List 

 

 
14. Click the Cancel button to 

return to the Student 
Details list 

 

Unofficial Transcript 

 

 
15. Select Working Copy from 

the Report Type drop down 
menu 
 

16. Click the Go button 
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17. Click the Return link to go 

back to the Unofficial 
Transcript Request 
 

18. Click Cancel to go back to 
the Student’s Detail list 
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