Slate Training for Advisors

Advising Notes Management

Link: slate.okstate.edu/portal/advisor

TAB: Primary Advisees

List of advisor’s primarily assigned students — default view is alphabetical order by last name

Portal/Slate Database

e C(Click on headings (Banner ID, Preferred, Last) to sort by these data points; click again to reverse sort

e Use theto filter

e Click on “Notes” to enter notes and/or upload materials

Zxit Impersonation
Academic Advising Management Dashboard
Home Primary Advisees Other Advisees Today's Appts Upcoming Appts Past Appts Follow-Up
Alerts in Progress All Alerts Queries & Reports
My Primary Advisees
Use the Search Bar Below To Filter Record:

Banner ID Preferred First Last Classification Major Slate Notes
b Jay. Ja At Junior AES m ‘—
A - Br. Br Add Senior AES m
Acccivnd Kal - Kaem Ay Junior AES Record m
’ 9 Air, Ain. Ak Freshman AES m
2 La Le Ald. Freshman AES m
Al bl Jes. Je. - Al Senior AES Record m

Screen: Academic Advising Notes Form: Advising Notes (internal to slate)

1.
2.
3.

Student Success CRM (bdw)

Choose a reason for the note from the menu
Add written notes as needed
Upload Materials based on type (if applicable)

05U Student Success

Academic Advising Notes Form

Record: Jacob Testing (david. mariott@okstate.edu) Registrant Name or Email Address

First Name
Jacob This information is pre-populated
L?:stt:\JnEJmE based on the student selected

from the dashboard

Email Address
david.marioti@okstate.edu

Advising Notes

Please use the following section to provide any notes or documents to assign to the student’s record. Anything you include in this section will NOT be visible to the student.

Note Reasons

4 Year Plan

A&S Graduation Check
Block Rate Exception
Career Services

CASNR Liaison Consultation
CASNR SSC Consultation
Change in Study Plan
Controlled Electives
Deficiency Letter

Degree Sheet -

Motes

Upload Advising Materials

. N“““h“e“:l- Up to 10 separate materials

() Add Another Material

osustudentsuccess@okstate.edu
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Advising Notes Management
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Screen: Academic Advising Notes Form: Advising Notes for Student Access (viewable to student on portal)

4. Add notes that the student can access via their student portal

5. Upload materials based on type which the student can access via their student portal (if applicable)

6. SELECT of you want to also email the notes to the student at this time

Student Motes
4.

5. Upload Advising Material for Student Access
| Choese File [No file chosen U p to 10 separate mate rials

[ Add Another Material

6. | Would you like to email this student with a copy of your student notes?
~

Please use the following section to provide any notes or documents for your student that you would like for them to access via their student portal. Anything you include in this section will be visible to the student.

Screen: Academic Advising Notes Form: Advisor Follow Up

7. Choose Follow-Up status (Follow up needed or complete)
8. Choose Follow-Up date (if applicable)

9. Include follow up notes (as needed)

10. SUBMIT

Advisor Follow-Up

This section is optionzl and will llow you to flag your advising notes for any future follow-up. Your notes and follow-update will be available in your advising portal for you to reference.

Form Status
7. [Follow-Up Needed +

Follow Up Date (MM/DD/YYYY)

9 Follow Up Notes

10.

canee!

View Uploaded Materials:

e From ANY Dashboard Tab with student records listed, click on “Student Record” to navigate to

previously uploaded materials:

Nicholas Holmes.

Advising Management Dashboard

Instructions My Assigned Students Upcoming Past Advising Notes with Follow-Up

My Assigned Students
Ufe the Search Bar Below To Fittr Record:

proerea st st Casstcation i Aaviing Notes
Aan an Aigoos Froshman o
cana canen sato oo o
can e sanara oo o
e Reare ool Festman o [Voee]
T e canign Fresm oo [Fows |
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Advising Notes Management

Once in the student record on the slate database, choose the Materials tab:

Testing, Jacob F

Dashboard Timeline Profile Materials M Details Advising Class Schedule
Dashboard
Banner ID College Program
A20270833 College of Engineering, EN BSCV CIVE
Architecture, & Technology
Academics Advisor Student Type
GPa: David Mariott Continuing

Total Credit Hours: 45
Current Hours: 16

0SU Student Success

Student Level
Undergraduate

Admission Type

Freshman

Page 3 of 5

Uploaded Materials are ordered by date and have a description with the material category

*New materials can be uploaded here on this screen as well

TEStiﬁg, Austin
Dashboard Timeline Profile Materials W Details  Advising g Class Scheduls
Date Description Record User
MNew Material
11/30/2021 Advising Materials Folio Nicholas Holmes
> 1130201 Advising Materials Folio Nicholas Holmes
Click on the line that contains Material =
the material you wish to review Record [Foi ~]
Material [ Degree Sheet v]
. . Memo | |
o To view the full-size i —
document in a viewer
Pages (5) Metadata
mode:
= Click on “Display” = e e =
OR | —— - -
= C(Click on the e = =
thumbnail image
of the material
o Use the Save, Delete,
Close, and Edit buttons to
continue your navigation
Save Delete Close Edit
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Advising Notes Management

View Previous Notes from Slate Dashboard:

Page 4 of 5

o From ANY Dashboard tab with student records listed, click on “Student Record” to navigate to previously

recorded notes:

Advising Management Dashboard

My Assigned Students

BannerID Preferred First Lost Classifcation Wajor
" Alzan Alzan Algoos Fresnman uno
1 Camden Camden Baira Freshman Ko
3 Carter Joe Bamard Fresman uno
1 Blake Richard Barthold Freshman unD
3 Tayior Tayior Cartaugh Freshman uno

Instructions My Assigned Students Upcoming P Advising Notes with Follow-Up

Nicholas Hoimee.

Usk the Search Bar Below To Filter Record:

StudentfRecord Advising Notes

e Once in the student record on the slate database, choose the Timeline tab:

Testing, Jacob F

Dashboard Timeline Profile Materials M Details | Advising Class Schedule

Total Credit Hours: 45
Current Hours: 16

0SU Student Success

Dashboard
Banner ID College Program Student Level
A20270833 College of Engineering, EN BSCV CIVE Undergraduate
Architecture, & Technology
Academics Advisor Student Type Admission Type
GPa: David Mariott Continuing Freshman

e The timeline records all interactions in chronological order
o Advising Notes are stored as the interaction type “Form Submitted”

Testing, Austin

Dashboard Timeline Profile Materials M Details Advising Class Schedule

2021 November
11/30 11:05:23 AM 7| Form Submitied  Academic Advising Notes Form
1 & Email Opened’™1) Advising Appointment Reminder
~| Skipped SM5
Email Opened (+5) A

ising Appointment Reminder

Email Link Clicked (+2) Advising

Email Link Clicked {(+1) Advising Appointsent Reminder  slate. okstate.edu/portal/student_portal

Sent Message  Advising Appointment Remin.

[ 1yzozonn | | 1ymezom |

New Interaction

Email Link Clicked (+2) Adwjsing Appointment Reminder slate.okstate.edufregister/mobile?cmd=checkin&id=d3f04602-823e-4...

vintment Reminder  slate.okstate.edu/register/*k=d3f04602-823e-4648-a56 - 244d646884...

Enrolled

Timeline
Interactions
Campaigns

141924822

o Click on the blue linked¥“Form Submitted” for the date in question to view the note
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Advising Notes Management
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A new window opens as a pop-up with the many details recorded within the note

o There are sections for the Advising Notes portion, the Advising Notes for Student Access section,
as well as the Advisor Follow-Up section

o Use the scroll bar on the right to navigate to the additional information
Use the Return, Display (opens a new tab with ALL information visible), Edit, Cancel Registration, and
Export PDF buttons to continue your navigation

Display Response

Registrant Testing, Jacob F

Form Academic Advising Notes Form

Submitted 12/28/2021 at 02:26:39 PM by David Mariott

Last Updated 12/26/2021 at 02:26:39 PM

Created 12/25/2021 at 02:26:39 PM

Status Registered

Referrer https://slate.okstate.edu/manage/form/form?id=5eeddefc-7d3d-4105-9ffd-74a72955a02d

IP Address 74.195.253.26

User Agent Mozilla/5.0 (Windows NT 10.0; Wing4; x64) AppleWebKit/537.36 (KHTML, like Gecko)
Chromef96.0.4664.110 Safari/537.36

First Name Jacob

Last Name Testing

Email Address david. mariott@okstate.edu

IAdvising Notes

Please use the following section to provide any notes or documents to assign to the student's record. Anything you include in this
section will NOT be visible to the student.

1
Mote Reasons

Notes
Add Another Material

P\dvising Notes for Student Access

Return Display Edit Cancel Registration Export PDF

AN

Advising Notes for Student Access ]

Please use the following section to provide any notes or documents for your student that you would like for them to access via their
student portal. Anything you include will be visible to the student.

Student Notes test 12/29/2021
Add Another Material

Advisor Follow-Up

This section is optional and will allow you to flag your advising notes for any future follow-up. Your notes and follow-update will be
available in your advising portal for you to reference,

Form Status Follow-Up Needed

Follow Up Date
(MM/DDAYYYY)

Follow Up Notes

Retumn Display Edit Cancel Registration Export PDF

Use the scroll
bar to access
additional
information
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