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Assign Advisors (SGAADVR)

The Multiple Advisor page (SGAADVR) allows a student’s advisor history to be
recorded.

1. Access Admin Pages through your myMemphis Portal. The link is in the Banner
Admin Pages portlet on your “Employee” page.

2. In the Search box, type “SGAADVR,” and press “Enter”.
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3. Inthe ID field type the student’s U number. If you don’t know the U number,
you may use the Lookup button to search on the student’'s name. After you
have selected the student, enter the Term. Click Go.

TERMS:
10 = Spring 201910 = Spring 2019
50 = Summer 201950 = Summer 2019

80 = Fall 201980 = Fall 2019
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X  @ellucian  Multiple Advisors SGAADVR 9.3.7 (TBANR) B 40D B RETRIEVE S, RELATED % TOOLS

insert [@Delete " Copy . Filter

T ADVISOR INFORMATION

From Term 201880 \'g Maintenance | ToTerm 999999

D Name Advisor Type Advisor Type Description Primary Indicator *

[ ] O
Record 1 of 1

NOTE: This form is term specific. The term you enter in the “Term” field in the key
block allows you to see the advisor assigned from the term entered until an advisor
change has been made. For the student above, no advisor assignment has been
entered for 201880 through the “To Term,” 999999, which means until the end of

time.

4. Click in the ID field and type the advisor's U number. If you do not know the U
number, tab to the Name field and type the advisor's name — Last name or
Last name [comma] First name. Press Enter.

If the ID and Name Extended Search form appears as below, choose “Press
To See Results”. Select the appropriate advisor, and then doubleclick on that

person’s name.
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5a. If no advisor is listed and the “To Term” is 999999, proceed to step 6.

5b. If a semester is shown in the “To Term” field, this means that a new advisor
assignment has been entered for the next term. Select Start Over to go back to
the key block and enter the term you saw in the “To Term” field. If the advisor
listed is incorrect, proceed to the instructions for “Changing an Advisor to Keep
Previous Advisor on Record”.

6. Place the cursor in the Advisor Type field. Select the lookup button. Double
click the appropriate Advisor Type.

This field does not have to be filled for the student to show on the Advisee
Listing in Self-Service.

X  @ellucian  Multiple Advisors SGAADVR 9.3.7 (TBANR) ADD B RETRIEVE  SLRELATED ¥ TOOLS

™ ADVISOR INFORMATION E2insert @ Delete TmCopy V. Filter

To Term 999999

From Term 201880 | & Maintenance |

D Name: Advisor Type Advisor Type Description Primary Indicator *

U000 Krech, Patsy A O
Record 1 of 1
Advisor Type Validation (STVADVR) x
Code Description ACTIVITY DATE

CAAS Cir Athletic Acad Svs 1
CARE CARES "
FEXL FEDEX Life 1
GRAD Grad Analyst "
PRIM Primary Advisor 01
SCND Secondary Advisor 01
UoMG Uafi Global "

Record 1 of 7

=

a | X SAVE

EDIT [— SGRADVR SGRADVR_ADVR_CODE [1] ©2000 - 2018 Ellucian. All ights reserved. ellucian.

7. Select the checkbox under Primary Indicator. This box must be checked for
the student’s name to be entered on the Advisee Listing on Self-Service. This
designation is usually given to the advisor for the student’s Primary or First
program on SGASTDN.
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8. Save. The upper right corner will display a Saved message.

X  @ellucian  Multiple Advisors SGAADVR 9.3.7 (TBANR) B 200 B RETREVE JLRELATED & TOOLS 1
1D: Term: 201880 o Saved successfully (1 rows saved)
~ ADVISOR INFORMATION b insert [ Delete " Copy = . Filler |
From Term 201860 \m| ToTerm 999999
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U000... Krech, Patsy A. PRIM Primary Advisor [l

Record 1 of 1

a | X SAVE

EDIT Recaord: 1/1 SGRADVR.SGRADVR_PRIM_IND [1] ©2000 - 2018 Ellucian. All rights reserved ellucian

9. To assign an advisor for another student, select Start Over.

10.To exit the page, click the white X on the left end of the page header.
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Remove an Advisor

This option should be used when a student changed majors prior to meeting
with an advisor or when an advisor is entered by mistake. Use the instructions
for “Changing an Advisor to Keep Previous Advisor on Record” for most other
advisor changes.

To remove an advisor's name, access the student’s record via steps 1-3 above.
Make sure you have highlighted the correct advisor's name, and then select Delete
from the record header. Save.

Change an Advisor to Keep Previous Advisor on Record

If the Term in the key block does not match the From Term in the Advisor
Information section, you will need to click on the Maintenance button, and choose

End Advisor.

&4 RELATED ¥ TOOLS

B a0 B RETRIEVE

X  @ellucian

Multiple Advisors SGAADVR 9.3.7 (TBANR)

Term: 201910 [ statover |

inset @ Delete TmCopy Y, Filter

~ ADVISOR INFORMATION

From Term | 201880 \ 2 Maintenance \ ToTerm 999999
(] Name Advisor Type Advisor Type Description Primary Indicator *
U000... Krech, Patsy A PRIM Primary Advisor ™|

Record 1 of 1

B RETRIEVE SR RELATED ¥ TOOLS

x @ ellucian Multiple Advisors SGAADVR 9.3.7 (TBANR) B 20D

Y Filte

+]
[1]
o

T ADVISOR INFORMATION

From Term | 201880 |2 Maintenance | ToTerm 999999
HH
ama D Name Advisor Type Advisor Type Description Primary Indicator *
uooo Krech, Patsy A. PRIM Primary Advisor [l
Q Record 1 of 1
E}
=
?
Option List x
s
Copy Advisor
End Advisor



Assign Advisors - SGAADVR
Page 6 of 6 — 11/14/18

Click Start Over and then click Go and you will be able to enter the new advisor
beginning with the term in the key block, using steps 1-8 above.

Use “Copy Advisor” if an advisor is already listed and you want to add a
secondary advisor for the terms given.

Note: Each month around the 6th, the Registrar’'s Office adds a Major Report to ePrint
which pulls students for the current term. The advisor listed on that report is for the
current term and beyond. If a student’s advisor has been updated for the next term or
later, the new assignment will not be included on the Major Report.

Another report that can assist with assigning advisors is located in Argos. It is
SYGHO003 - Students and Assigned Advisors and is in the Student and then General
folder. If you choose to save the file as a CSV, you can sort by your
college/department. For this report you choose a semester for the student and the
advisor as well as student classification, so to see how students are assigned to
advisors for Fall 2018, you would want to choose 201880 for each of these options.
The report is updated nightly, so this is a good way to make sure your changes have
been entered.

If you do not have access, your college advisor should be able to assist you.





