Web Adwvisor for Faculty

Web Advisor FAQ’s

‘What is Web Advisor?
Web Adwisor 1s a web-based interface that allows access to certain data elements
that reside 1n Datatel’s Colleague software. Meredith College 1s using Colleague to
maintain student, financial, and employee information.

‘What can Web Advisor do for me?
Web Adwisor for faculty 1s designed to allow advisors access to student academic
records. You will be able to search for classes and see the capacity and seats
available mn 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?
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?
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 off-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?
Web Advisor provides a way to view the data that 1s in Colleague, it does not need a
copy of that data. The information viewed through Web Advisor 1s always up-to-
date.

‘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 lam to 3 am. When possible, you will be notified
ahead of time about upgrades. Support for Web Advisor 1s available Monday
through Friday from 8 am to 5 pm.



Using Web Advisor

You will be given a user name and password. The first ime 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
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/

Or you can use the Web Advisor link on the Meredith Enews page. It 1s 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
not 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.

Log Out Button Menu Button
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About this Documentation

These nstructions 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 frem_any screen.
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Accessibility

The following links may display confidential information.

I'm new te WebAdvisor My advisees
What's my user ID? Advisees
What's my password? Class roster
Change passweord Grading

Search for classes
My class schedule

Web Advisor 2,12 [ Menu | FAQ IEEEERD)

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

s oo gln
Web AdV'I SO[' |WEhAdvisnr Fr_equent\y Asked Questinnsl

Accessibility
Main Menu

WebAdvisor for Continuing Education

WebAdviseor for Prospective Students

WebAdvisor for Students

WebAdvisor for Faculty

WebAdvisor for Employees

WebAdvisor for Vendors

WebAdvisor for Advancement Officers

WebAdvisor for Alumni and Friends

WebAdvisor for Advisors

Menu___FAQ IR

Some pages shown 1in 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 In

A Log In 1s 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 1n this documentation.

You 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.

User Name: Igougea
Passward: I.o..o..o

Show my password hint: 7

What's my user ID? | What's my password? | I'm new to WebAdvisor

[ Menu T FAQ NI

Changing your password

The first ime 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

* regaired
I Your new password must be 6 to 9 characters in length and include both letters and numbers. I

*User Marne: lgm.lgea—
#Mew Password: lﬁ
+Confirm New F’asswurd.m
My password hint lm

ED \ 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.




Help Logging In
If you forget your User ID, Click on What’s my User ID?

Enter Your Last Name and Social Security number

* peguired
I In order to retrieve your User ID you must fill in your last name and one of the two additional identifying numbers, |
Last NamelGDuge *
SEN |123458?89
OR
Colleague \DI
[ Menu FAQ Nomom))

your log in name will be displayed

If 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 submut.



Searching for classes

From the Web Advisor Menu Term is required. To
Click on Search for classes- a search page will be returned select a term, click on
You will not be required to Log In to access Class Search the down arrow on the
— 3 B right hand side of the
term field, click on the
reained term that you want to

Term 2003F16-Fall 2003 seqrch_

Subject [B10- Biology -
Everything CourseNo [T
except for term Section Numser[s
is optional. s e Use subject to search
You may use as 1 P =l for one subject.
many of them as 2 - = You can enter
necessary to 3 = . multiple subjects
limit the results Classes Mting Ater [ 5] Clasces Enting Befors [ 5] here. You can
you receive. The include Course
more you limit Mon [ Tue I Wed [0 Thu I7 Fri 17 Sat [0 Sun [ Levels with the
your search, the subjects, it is not
fewer results you Course Tile Kepwore(s)] required.
will receive. T -

stmuctors Last Name [ |

[ Submit

& 0 |

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

Remember: ONLY CLICK ON SUBMIT ONCE.

the first number in this column refers

Your results will be displayed to the capacity of this section, the
second number refers to the number _
MEREDITH of seats still available. Continuing
- Web Advisor: / @\ Education

. You may use your browser's print feature to print this \.rieA'r. | Credits

1 BIO-101-A (00000000217 Gensrl Biolagy | ?g’_‘;;ﬁ HRTAR SR e i Open A8 300 U 200516

o BIO-015 (£I000200022) General Bioogy SHB 11BLECKINF 1200FM g e, B T i s T

3 BI0-101 < (D0000000023) General Biology | ?:"_‘530;5 EEGITHASEmME ) oy Open asM2 300 UG 200516

A R S s  BNB R TECTTHHSRIAM 1 oo — T - T —
Academic Level- UG undergraduate, GR Graduate, e only have
GRB Graduate MBA, DI dietetic Internship, CE Continuing Education ::i? ilsonig:lz?é q
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Checking 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

Select A Term | T

or Enter a Date Range

2003516 - Spring 2003 :
2003F16 - Fall 2003
M2004F16 - Fall 2004

Web Advisor 2,12

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

Menu  FAQ JIDHIDOED)

5 Select A Term I
submit o Enter a Date Range [080103 123103

[Submit
Results will be displayed according to the time frame you entered

Web AdvVisors

;)J

You may use your browser's print feature to print this view.

Building Name[Room|  Method Meeting days Meeting time Meeting dates

LED -Ledfard Hall 101 Lecture/Discussion Monday, Wednescay and Fridzy DS00AM - 0 S0AM DS/20/2008 - 052072003

[Faculty Contact]
[Faculty name| phone [Extension| E-mail address [instructional method
Angela R. Gouge 7602243 angela@meredith edu Lecture/Disoussion

Hone

[Equipment]

Nore

Click here to close ‘

| Class Name and Title T of Week Start Date|End Date]
02:00AM  OZ50AM LED 101 082003 12/04/03
2 PSY-33@-A Neuropsychology TH 11:00AM 12:20PM LED 111 082003 12/04/03
[ Menu | FAQ NEHOED)
Clicking anywhere on the
course nhame will take you to
the course description.
Title Introduction to Psychology
Secti
szﬂ‘h”e”' PSV-I00-A
o " Anintroduction to the scientific study of behavior and cansciousness, including such topics as the neurohiological t
BSEMRNON ¢ onsciousness, learning, memary and thinking, motivation, persanality, normal and abnormal behavior, psychetherapy,
Credits 3.00
CEUs
Start Date 20 August 2003
End Date 04 December 2003
f;flg"”“ UG - Undergraduate

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




Viewing 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 istructions on how to do this)

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

MEREDITH
e Web Advisor ﬂ

He
I Gourse Name and Title m Meeting Times |[Days of Week
[ PSY-330-4 Meumpsychology 2003F16LED 111 11:00AM - 12:20PK TH
2 \ FSY-100-4 Introduction to Psychology 200316 LED 101 D200AM - DR B0AM MWE
[ Menu — FAQ NN

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

You will get a list of students i this class

I T R T PR |

=]

Hel
To view the profile for one student, select the Student Profile checkbox next to that student's information and click i
'Submit.’

Course Name and Title

PSY-100-A Introduction to Psychology

Instructors

Angela R, Gouge

I Student m Student Profile

0070528 neredith.edu Mlew 300 I
2 A 0124120 Yrneredith edu FR hew 300 I
3E D077 628 V@ rmeredith edu FR hew 300 I b
40 011007 Prneredith.edu FFR e 3.00 O
6C I 002336¢ menedith.eduy FFR e 3.00 O
6L L. O0g2 62 2 meredith. edu FFR R 3.00 |
= 0123078 meredith.edu FFR R 3.00 ]
DL rane ek oA M7 08 L neisa e rmaradith acn co Plewer L=Ratl

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 i any of your classes.



Possible Degrees
EA Bachelor of Arts
BC Baccalaureate Help |
ER Bachelor of HMusic
Student ID 0053935 ES Bachelor of Science
Preferred Mame ESW Bachelor of Social Work
Freferred Address t MBA Master of Business Admin.
MED Master of Education
MU Master of Music Perf. & Ped.
MSH Master of Science, Hutrition —
KermpE @ meredith.edu

[ [Phone Numberlextension] _Type |
1 910348 Sohool Term
2 013362498 Hore

i Academic Anticipated Academic sy
UG BS

BS Bus. Admin., Management Bus. Adrnin.,
2 12107

Concentration k Management

Im Advisor Type |Phone Number E-mail Address

1 Busan B. Wessels First major, degree TE0-8475 WesselsS @ mersdith edu

2 Angela R Gouge  First major, degres TE1-2243 angelR@rmereditt ec

Counselor Type|Phone Numher E-mail Address \

\ L__ben EFiQ NS

JMAcademic Standing

G000 In Good Standing

DEAM  Dean's List

PRE1 &cademic Probation

PREZ Second Academic Probation
_|SUSP  Acadernic Suspension
“|waRM  Academic Warning




Getting a list of Advisees with GPA

From the Web Advisor Menu, click on Advisees
Enter the term or date range, click submuit

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

Do not click on submit more than once

A list of your advisees is returned

MEREDITH

Web Advisor

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.

J

1 0007678
2 Noanz24
30109196
4 00E35335
5 0007680
60007611

2.085
3761
4.000
3.388
3317

3.271
A

14.00
600
17.00
300
17.00
18.00

A 4
Student 1D Cum GPA|Ungraded Credits|Att Creds|Earne

53.00
12.00

0.00
51.00
&7.00
66.00

Help

96.00
300
125.00
74.00
74.00

Web Advisor 2.12

N\

AN

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

by this student

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

Ungraded Credits-

This means courses in progress and
includes current courses, incompletes,
and, after preregistration, courses for

the next semester.
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Information 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.

(| mame |  action |

1

~ om0 M

b, Susan M. | j
, April . | |

CMaryE. "
TRAMNS - Transcript

SCHED - Schedule
FREY - Program Ewaluation

| Wirginia B,

EllaL. TESU-Test Summary

atia L REG - Register
DRCL - Drop Class

,JodiL STPR - Student Profile

After viewing one of the options for one student, it 1s necessary to make sure that selection
1s removed before trying to select a function for another student. You may only have a
selection beside one student’s name.

|

~omo s

Name [ Action |

Eusan M.l

prild.  |SCHED - Schedule

ayE |

inginia E. |

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 actiod for

another
student.

Y, DusHAn L | =
Apld |
i, Mary E. ;
TRAMS - Transcript
| Wirginia B. | SCHED - Schedule
— PREY - Program Evaluation
i TESU-Test Summary
Katie L. FREG - Register
DRCL-Drop Class
5, Jodi L. STPR - Student Profile

11



Viewing Transcript 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.

MEREDITH e
_ Web Advisors

Hel
I Make a selection from one drop-down box in the "Action" column to get more information about one of your advisees. i

[ —— T
« ] =
2 | B
s | =
g | 5
5]

5]

PREY - Program Evaluation
TESU -Test Summarny

REG - Register
DRCL-Drop Class
STRRESnem Piofie Nenu FAQ TSN

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.

|| __Gourse/Section and Title __|Grade|Gredits|CEUs|Repeat] Term |

1 C54011 Grop Production B 4.00 [l 1977F16
2 EB-012 Econ Qrg Agric A 3.00 (| 1977F16
3 ENT-010 Gen Entomology C 3.00 - 1977F16
4 PE-246 Physical Ed F 1.00 [l 1977F16
5PO011 Poultry Production B 3.00 [l 1977F16
6 BAE-012 Farm Power Mach [} 3.00 - 1978516
7 EB{O011 Af Rec Aoctg =} 3.00 [l 1978516
BPE-100 = 1.00 [l 1978516

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

43 ENG-206 A Survey of American Litemturs B 3.00 r D2u e
44 REL-100 J Intro to Biblical Lit & His A a.00 C 2002F16
45 REL 266 A Pauline Literatune A 3.00 C 2003518
46 BUS-348 A Organizational Behavior A 3.00 I 03u31
47 FRE-101 A Elem French Conversation | I 2003F16

Total Eamed Credits 125.00

Total Grade Paints 410.00

Cumulative GPA, 3388

‘Web Advisor 2,12 Menu Y )
|:&] bone ,7’7,7 4D Internet

12



Viewing 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 ime period.

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

MEREDITH Menu
Sl . FAQ
Web Advisor L Log Ot
Hel
I Make a selection from one drop-down box in the "Action" column to get more information about one of your advisees, i
|-m'—m
2 I B
3 I E
g | =l
&
6 SCHED - Schedule
PREY - Prograrm Evaluation
TESU-Test Summany
REG - Register
DRCL-Drop Class
A e il fver—FAQ RO

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

Fall 2003

Total Registered Credits 17.00

I Course Name and Title Meeting Information m gt:t:

1 ART-130-A (000001291} Photography I GHA 122 STU TH DEOOAM 10°50AM N. Stort 300 0Er20/03

2 GER-307-A (000000228} Advanced Conversation Mew  JOY 234 LEG TH 11:00AM 12:20PM L. Kube 300 ETEae]

3 PSY-342-A (000001373) Autism Practicum New  TBA TBA FRA TBA TBA D. Faitank 200 082003

, PSY-424-A (000001376) Theory and Practice in | LED 004 SEM M D200PM D320PM D Heining- o - —
Counsel Boynton

5 P8Y-324-A (000001369) Conditioning and Mew  LED 111 LEG TH 02:00PM 03:20PM L, Aubrecht 300 0Ev20/03

Behavior Mod.

GPSY-410-A 1000001374) Social Psychology Ni‘ LED 004 SEM MWE 02:00AM 09:50AM R, Huber 300 082003

Menu _FAQ IGEGEE))

Clicking on the cl')urse
title will take you to the
course description

For more information
on course descriptions,
see checking your class
schedule

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

13



Viewing 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 ime period.
Click on the down arrow beside the student name in the ‘action box’, click on Test
Summary, click on submit.

[MEREDITH

Web Advisor:

Menu
FAQ
- Log Oiit

Hel

e
I Make a selection from one drop-down box in the "Action" column to get more information about one of your advisees, i

Web Advisor 2.12

|
1

e T e T

[Kil | EH) RRRRI

SCHED - Schedule

PREY - Prograrm Evaluation
TESU-Test Summany
REG - Register
DRCL-Drop Class

STPR.- Student Profile

Menu__ FAQ TN

MEREDITH

Web Advisor®

Admissiuns Tests|Date Taken Status Date
420

1 BAT Werbal 12/04/00 Motational 01/04/01
2 SAT werbal 10401/00 480 Aooepted 0272601
3 BAT Verbal 04/01,/00 420 Motational 140800
4 5AT Mathematics 120100 540 Accepted 022601
5 BAT Mathematios 1040100 =21 Motationzl 01/0401
5 SAT Mathematics 040100 510 Motational 110800
7 BAT Composite 120100 SE0 Motationzl 010401
8 5AT Composite 10/01/00 1000 Maotational 110800
9 5AT Composite 04/01,/00 980 Motational 102600

Placement Tests Date Taken Status Date|

No tests of this type hawe been recorded

Other Tests Date Taken Status Date|

Mo tests of this type hawve been recorded
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Viewing 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
adwvisee list, click on submit.

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

[SCHED - Schadule.
PREY - Program Evaluation
TESU-Test Summany

REG - Register
DRCL-Drop Class
e aciso i I NP O
Possible Degrees
EA Bachelor of Arts E
EC Baccalaureate
Student ID EM Bachelor of Music
Preferred Mame BS Bachelor of Science
Preferred Address BSW Bachelor of Social Wark
MEA Master of Business Admin.
MED Master of Education
MU Master of Music Perf. & Ped.
MSH Master of Science, Hutrition
I:P@meredﬂh.edu

| |phone Number|Extension] _Type |

il 0193624053 Schaol Term
2 0103624883 Home

5 Academic Anticipated Academic o it
Academic Program Degree Gompletion Date standing m Specialization
UG

BS Bus. Admin., Management Bus. Admin.,
12/07
Concentration Wanagerment

I Advisor Type |Phone Number E-mail Address

1 Susan B. Wessels First major, dagree TED-B476 WasselsS @mersdith edu
2 AngelaR. Gouge First major, degree 702243 angela@meredith.edy
CuunselurTvpe Phone NumherE—maiI Address A q ]
cademic Standing
A —_

GOOD  In Good Standing

DEAN  Dean's List

PRE1 Academic Probation

PREZ Second Academic Probation
_|3UsP  Acadernic Suspension
“|waARN  Acaderic Warning

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

15



Register, 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 help

Questions about how to use Web Advisor

Questions 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 1s she showing on my hst?

Read the documentation

Registrar’s Office X8878

Technical Problems
Examples: Can’t access Web page
Can’t login/password problems

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

For all other technical problems call X8989
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