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Web Advisor for FacultyWeb Advisor for FacultyWeb Advisor for FacultyWeb Advisor for Faculty    

    

    

Web Advisor FAQ’s 
 

What is Web Advisor?What is Web Advisor?What is Web Advisor?What is Web Advisor?    

Web Advisor is a web-based interface that allows access to certain data elements 

that reside in Datatel’s Colleague software. Meredith College is using Colleague to 

maintain student, financial, and employee information.  

What can Web Advisor do for me?What can Web Advisor do for me?What can Web Advisor do for me?What can Web Advisor do for me?    

Web Advisor for faculty is designed to allow advisors access to student academic 

records. You will be able to search for classes and see the capacity and seats 

available in each class. For any student in your classes, you will be able to view her 

student profile. Student Profile includes name, preferred address, telephone 

numbers, classification, Meredith email address, advisor, and major. For your 

advisees, you will have access to student profile information, their transcripts and 

schedules. In the future, advisors will have the ability to register their advisees. 

Who will have access to Web Advisor?Who will have access to Web Advisor?Who will have access to Web Advisor?Who will have access to Web Advisor?    

Full-time faculty members will be the first group to have access to Web Advisor. 

Other groups will be given access in the future. 

What do I need installed on my computer to access Web Advisor?What do I need installed on my computer to access Web Advisor?What do I need installed on my computer to access Web Advisor?What do I need installed on my computer to access Web Advisor?    

You only need an Internet connection and Internet Explorer (version 5 or greater) 

or Netscape (version 4 or greater). If you are not sure which version you are 

running, open your browser, click on help, and click on about Internet Explorer or 

About Netscape. Your version will be listed there. 

Will I be able to access Web Advisor from offWill I be able to access Web Advisor from offWill I be able to access Web Advisor from offWill I be able to access Web Advisor from off----campus?campus?campus?campus?    

Yes, if the computer you are using from off-campus has an Internet connection, 

you will be able to access it. 

How often will the data in Web Advisor be updated?How often will the data in Web Advisor be updated?How often will the data in Web Advisor be updated?How often will the data in Web Advisor be updated?    

Web Advisor provides a way to view the data that is in Colleague, it does not need a 

copy of that data. The information viewed through Web Advisor is always up-to-

date. 

Will Web Advisor be available 24 hours a day?Will Web Advisor be available 24 hours a day?Will Web Advisor be available 24 hours a day?Will Web Advisor be available 24 hours a day?    

Web Advisor will be not be available during the nightly backup or during upgrades. 

The nightly backup runs from 1am to 3 am. When possible, you will be notified 

ahead of time about upgrades. Support for Web Advisor is available Monday 

through Friday from 8 am to 5 pm.   
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Using Web AdvisorUsing Web AdvisorUsing Web AdvisorUsing Web Advisor    
    

You will be given a user name and password. The first time you login you will be prompted 

to change your password. Your password must be 6 to 9 characters in length and contain 

both letters and numbers. The information that you will be viewing is confidential. You The information that you will be viewing is confidential. You The information that you will be viewing is confidential. You The information that you will be viewing is confidential. You 

must not share your password with anyone.must not share your password with anyone.must not share your password with anyone.must not share your password with anyone. The student records that you will be able to 

access are determined by your login. If your e-mail password meets the requirements for 

the Web Advisor password, you can use the same password for Web Advisor and e-mail 

unless you have shared your e-mail password with others.  

 
Accessing Web Advisor 

You can type in the address https://advisor.meredith.edu/https://advisor.meredith.edu/https://advisor.meredith.edu/https://advisor.meredith.edu/   

Or you can use the Web Advisor link on the Meredith Enews page. It is located on the 

right hand side, under happenings and Acad Calendars 

This will take you to the Web Advisor menu. Click on Web Advisor for Faculty. 

 

Once you have sent a request through Web Advisor by clicking on the submit button, 

make sure you do not click on submit again. This causes the system to try to complete both 

of your requests. This will result in error messages. 

    

You can print any page in Web Advisor by clicking on File, then Print. The output will 

print on your windows default printer. 

 

When you are finished with a Web Advisor page, you can use your browser’s back button, 

or you can click on Menu on the Right Hand side of the top navigation bar. 

 

When you are finished with Web Advisor, you need to click on the Log Out button. Do Do Do Do 

not close the browser without logging outnot close the browser without logging outnot close the browser without logging outnot close the browser without logging out. The Log Out button is on the right hand side of 

the top navigation bar. After 5 minutes of inactivity, you will be logged out automatically. 

 

 

 

 

    
    

Menu Button Log Out Button 
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About this DocumentaAbout this DocumentaAbout this DocumentaAbout this Documentationtiontiontion    

    
These instructions are written assuming you are starting from the Web Advisor for Faculty 

Menu.  If you are starting from anywhere else, you need to modify the instructions.  You 

can return to this menu by clicking on Menu from any screen. 

 

    
    

If you find yourself at the Web Advisor Main Menu, click on Web Advisor for Faculty. 

 

    
    

Some pages shown in this documentation have a gray square covering the data, this is not 

part of the screen, this was added to cover identity of students used as examples in this 

documentation. 
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Web Advisor Log InWeb Advisor Log InWeb Advisor Log InWeb Advisor Log In    

    
A Log In is not required for the search for classes page. Any other page you try to access 

will require you to Log In. You only have to Log In once, then you can access all the pages 

listed in this documentation. 

 

You will not be asked to Log In until you access a page that requires a Log InYou will not be asked to Log In until you access a page that requires a Log InYou will not be asked to Log In until you access a page that requires a Log InYou will not be asked to Log In until you access a page that requires a Log In.  Simply 

enter your user name and password in lower case, then click on submit. 

 

    
    

 

 

Changing your passwordChanging your passwordChanging your passwordChanging your password    

    
The first time you log in, you will be prompted to change your password. 

You can also change your password anytime by clicking on Change password in the left 

hand side of the menu 

    

 
 

My password hint- 
Enter something that will remind 
you what your password hint is. 
You can retrieve this hint. Do not 
make your hint be the same as 
your password, others may be 
able to retrieve this also. 
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Help Logging InHelp Logging InHelp Logging InHelp Logging In 
 

If you forget your User IDIf you forget your User IDIf you forget your User IDIf you forget your User ID, Click on What’s my User ID? 

 

Enter Your Last Name and Social Security number 

 

 
 

your log in name will be displayed 

 

If you forget your PasswordIf you forget your PasswordIf you forget your PasswordIf you forget your Password    

You can retrieve your password hint by clicking on What’s my password, Show my 

password hint, entering your User Id and clicking submit. 
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Searching for classesSearching for classesSearching for classesSearching for classes    
 

From the Web Advisor Menu    
Click on Search for classes- a search page will be returned 

You will not be required to Log In to access Class Search 

 

 
 

  

 

When you have entered all your selection criteria, click on Submit. 

Remember: ONLY CLICK ON SUBMIT ONCEONLY CLICK ON SUBMIT ONCEONLY CLICK ON SUBMIT ONCEONLY CLICK ON SUBMIT ONCE. 

 
 

Your results will be displayed 

 

 
 

 

 

Term is required. To 
select a term, click on 
the down arrow on the 
right hand side of the 
term field, click on the 
term that you want to 
search. 
  

the first number in this column refers 
to the capacity of this section, the 
second number refers to the number 
of seats still available. 
 

Academic Level- UG undergraduate, GR Graduate,  
GRB Graduate MBA, DI dietetic Internship, CE Continuing Education 
 

Continuing 
Education 
Credits 

We only have 
one location, 
this is not used 

Everything 
except for term 
is optional.  
You may use as 
many of them as 
necessary to 
limit the results 
you receive. The 
more you limit 
your search, the 
fewer results you 
will receive. 

Use subject to search 
for one subject. 
You can enter 
multiple subjects 
here.  You can 
include Course 
Levels with the 
subjects, it is not 
required. 
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Checking your Class ScheduleChecking your Class ScheduleChecking your Class ScheduleChecking your Class Schedule    
    

From the Web Advisor Menu, Click on My Class Schedule 

Select the term or date range that you need to see your schedule for 

 

Use the down arrow beside the term field to see a list of terms you can select, click on the 

desired term and click submit 

 

 
 

or 

Enter a date range with a 2 digit year and click on 

submit 

 
 
 
Results will be displayed according to the time frame you entered 

 

 
 
 

 

 

 
    

Clicking anywhere on the 
course name will take you to 

the course description. 

You will not be able to use 
the back button from this 
page, scroll to the bottom 
and click on Click here to 
close 
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Viewing Class RostersViewing Class RostersViewing Class RostersViewing Class Rosters    
    

If you are not on the Web Advisor for Faculty Menu, click on Menu 

Click on Class Roster 

Select a Term or Date Range (See previous page for instructions on how to do this) 

 

You will get  a list of your classes for that time period 

 

 
 

Select the class by clicking in the box, then click submit 

 

You will get a list of students in this class 

 

 
 

From here can view a student’s profile by clicking in the student profile box next to the 

student’s name, then click on submit (you may have to scroll down) 

 

You can see this information for any student in any of your classes. 
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Possible Degrees 

 
 

Academic Standing 
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Getting a list of Advisees with GPAGetting a list of Advisees with GPAGetting a list of Advisees with GPAGetting a list of Advisees with GPA    

    
From the Web Advisor Menu, click on Advisees 

Enter the term or date range, click submit 

 

 

This may take longer than other screens, GPA has to be calculated 

Do not clDo not clDo not clDo not click on submit more than onceick on submit more than onceick on submit more than onceick on submit more than once    

    

A list of your advisees is returned 

 

 
 

 

    

 

Cum GPA- Overall GPA, 
includes Meredith and any 
other institutions attended 
by this student 

Ungraded Credits-  
This means courses in progress and 
includes current courses, incompletes, 
and, after preregistration, courses for 
the next semester. 

Att Creds- This means all courses completed at 
Meredith for a grade:  standard A-F courses 
and any P/F courses that a student has FAILED.  
It doesn't include any pass fail courses that the 
student has passed. 

Earned Credits- This 
would mean all 
credits from all places:  
AP, transfer, P/F 
courses passed, etc. 
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Information viewed from My AdviseesInformation viewed from My AdviseesInformation viewed from My AdviseesInformation viewed from My Advisees    
    

For your advisees, you will be able to view the following: transcript information, student 

schedules, test scores, and student profile information. Specifics on each of these are on 

the following pages.  

 

When you go to the My Advisees Page, you will get a list of advisees with a blank box 

beside each name. You will use the drop down arrow to select the function you need, then 

click on submit. 

 

 
 

 

After viewing one of the options for one student, it is necessary to make sure that selection 

is removed before trying to select a function for another student. You may only have a 

selection beside one student’s name. 

 

For example: If you had looked at a 

schedule for student #2 then decided to 

look at a schedule for student #5, you need 

to remove schedule from the action box 

beside student #2. You can do this by 

clicking on the down arrow in the action 

box, above transcripts is a blank line, select 

it. Then you can select an action for 

another 

student. 
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ViewingViewingViewingViewing Transcript InformationTranscript InformationTranscript InformationTranscript Information    

    
You can view transcript information for your advisees only. 

From the Web Advisor Menu 

Click on My Advisees, select the term or date range for your advisee list, click on submit. 

You will get a list of your advisees for that time period. 

Click on the down arrow beside the student name in the ‘action box’, click on Transcipt, 

click on submit. 

 
 

Select the transcript type, undergraduate or graduate, by using the down arrow 

Click on submit. You will get a list of all the courses the student has taken. 

 

 
 

At the bottom of the listing, you will see credit and GPA’s, you may have to scroll down. 
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Viewing Student SchedulesViewing Student SchedulesViewing Student SchedulesViewing Student Schedules    

    
You can view student schedules for your advisees only. 

From the Web Advisor Menu 

Click on My Advisees, select the term or date range for your advisee list, click on submit. 

You will get a list of your advisees for that time period. 

Click on the down arrow beside the student name in the ‘action box’, click on Schedule, 

click on submit. 

 

 
 

Select the term that you want to see the student’s schedule for, click submit 

 

  
 

Status refers to the 
student’s registration 
status in the course 

Clicking on the course 
title will take you to the 
course description 
For more information 
on course descriptions, 
see checking your class 
schedule 
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Viewing Test ScoresViewing Test ScoresViewing Test ScoresViewing Test Scores 
 

 

You can view student test scores for your advisees only. 

From the Web Advisor Menu 

Click on My Advisees, select the term or date range for your advisee list, click on submit. 

You will get a list of your advisees for that time period. 

Click on the down arrow beside the student name in the ‘action box’, click on Test 

Summary, click on submit. 
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ViewinViewinViewinViewing Student Profile Informationg Student Profile Informationg Student Profile Informationg Student Profile Information    

    
You can view student profile information for your advisees or any student in any of your 

classes. 

To view student profile information for your advisees: 

From the Web Advisor Menu Click on My Advisees, select the term or date range for your 

advisee list, click on submit. 

Click on the down arrow beside the student name in the ‘action box’, click on Student 

Profile, click on submit. 

 

 
 

 

 

 
 

 

 

 

For information on Viewing Student Profiles for Students in your classes, see viewing class 

rosters. 

Possible Degrees 

 

Academic Standing 
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Register, Drop Class, and Program EvaluationRegister, Drop Class, and Program EvaluationRegister, Drop Class, and Program EvaluationRegister, Drop Class, and Program Evaluation    

    
These three items are listed under My Advisees but are currently not available . Clicking 

on them will give you an error message and require you to Log Out and Log In again 

before accessing anything else. 

 

 

 

 

 

 

 

 

 

 

 

 

Where to get helpWhere to get helpWhere to get helpWhere to get help    

    
Questions about how to use Web AdvisorQuestions about how to use Web AdvisorQuestions about how to use Web AdvisorQuestions about how to use Web Advisor    
    

 

 

Questions about the dataQuestions about the dataQuestions about the dataQuestions about the data                                
Examples: What does this data mean?        

I need to be able to search on additional terms 

I’m no longer her advisor, why is she showing on my list? 

 

Read the documentation 

Registrar’s Office  X8878Registrar’s Office  X8878Registrar’s Office  X8878Registrar’s Office  X8878    

 

 

Technical ProblemsTechnical ProblemsTechnical ProblemsTechnical Problems                                    
Examples: Can’t access Web page        

Can’t login/password problems 

 

For password problems- refer to documentation first, then call technology services  X8989  

FFFFor all other technical problems call X8989or all other technical problems call X8989or all other technical problems call X8989or all other technical problems call X8989    

      


