Authorization & Advising Help Sheet


The Self-Service Advising tab provides you with access to information on your advisees as well as providing the ability to authorize students to register.  Here are a few items of note as you proceed with student advising and authorization.

Students and Advisees:  Use this link to look up student information.

To look for a particular student, simply enter some identifying criteria (i.e., first and/or last name).   Or, to access a list of all of your advisees, simply  make sure that the List field at the right of the screen shows My Advisees, then click on Search.   As necessary, switch between various student groups via the List field on the right.  It’s best to avoid clicking on the groups listed on the left of the screen since this may slow down your session.  See screen print below.
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Also, on the Students and Advisees screen, for now DO NOT use the Authorize Registration option on the left of the screen, right under Options.  Instead, to authorize a student, go to the main Authorize Registration link at the top of the screen.  
Authorize Registration link:  Use this link to authorize students to register.

Under Authorize Registration, search for the applicable student under the List My Advisees, or simply click on Search to bring up a list of all of your advisees.  The tabs along the top of the screen represent the terms that are available for registration authorization.  Select the tab representing the term for which you want to authorize the student.  Please see screen print below.
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Note that each tab includes a column for the semester (1) as well as each of the Mods in the term.  Click in the check box representing the sessions for which you want to authorize the student.  Note that if you click on the student’s name and choose Select All Periods, all of the boxes within the term will then be checked for that student.  Click on Save to save the authorization.  Again, please note that 1 represents the Semester.  Note that H represents the session for High School Dual Credit courses.
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