STUDENT PLANNING

ADVISOR INSTRUCTIONS & INFORMATION

Student Planning is an Ellucian (Datatel) module that allows a student to plan their courses for a single

upcoming semester or — ideally — through graduation and provides an alternate route for registration.

Advisors are able to provide feedback to the student on their course selections and progress to gradua-

tion through the module. Student planning is an advising tool that can enhance the advisor/advisee re-

lationship; advisors must still clear students through IRIS.

When a student has requested that you review their plan for the semester (or through graduation), you

will receive a system-generated email that the student has requested a review.

Log in to the Laker HUB.
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User name:
Password:

Let's Portal

A yellow hourglass will appear
to the right of the name of any
student who has requested a

review of their plan for the se-
mester or through graduation.

Student, Name A.

IRIS

Select “Advising” and then

< FACULTY

“Student Planning” in the Advising

R faculty menu in IRIS in the

HUB.

Click on the student’s name to
access their records.

Daily Work v Advising v Advising Overview

Who would you like to work with?

Find a student by searching or selecting below.
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Student, Name A,

Manage advisee Student, Name A, (0000000)

Advisee Information

Advisees/Email

Mandatory Advisement and Clearance
Search for Sections

Student Planning

Screens designated with an asterisk below are unique to the student planning system.

Course Plan*

Identifies courses that the student has planned for a specific semester.

If the student has planned for
more than one semester, you
may tab through the semesters
to view what is planned for
each planned term.

(<] (5] spring2019 (=] [+

J Show the next term n period for Spr

By clicking in the box to the left of the
course name, you can approve or deny
each course by selecting the “approve” or
“deny” icon at the top of the list of cours-
es.

Approving a course DOES NOT CLEAR a
student to register. It simply lets the stu-
dent know that their chosen course is ap-
propriate for their major. Please do not
use the “protect” and “un-protect” func-
tions on this screen.

© approve Q Deny @ Protect of Unprotect

Lt course

BIO-226: Human Ana/Phys Il

EMS-063: Paramedic |

A Concurrently enrolled in
prior to taking this cours

EMS-067: Paramedic Skills |

A Concurrently enrolled in
prior to taking this cours




Timeline*

Provides a semester by semester overview of the student’s planned courses.

Student, Name A.

Review Complete
Student ID: 0000000

Program(s): Other Major

Educational Goal: High School Diploma

Advisor(s): Your Name

student@|akelandcollege.edu

Course Plan | Timeline | Progress | Course Catalog | Notes | Plan Archive Test Scores Unofficial Transcript ‘ Grades ‘

‘ Remove Planned Courses ‘ ‘ Add a Term
Spring 2018 [==] Summer 2018 =] Fall 2018 = Spring 2019 X Summer 2019 x Fall
BIO-100-3848: Bio Science | A BIO-225.7634: Human Ana/Phys | 7 BIO-226: Human Ana/Phys I
Credits: 4 Credits: 4 Credits: 4
EMS-050-45074: Emergency Medical Tech- PSY-271-41970: Intr/Psychology 7
Basic A Credits: 3
Credits: 7.50

Progress

Status Course
Same as Degree Audit. ® completed BIO-050 Basic Anatomy & Physiology
@ In-Progress BIO-225 Human Ana/Phys |
Color coded to identify completed, fully planned, and not
Planned EMS-067 Paramedic Skills |
started status of specific degree requirements. o | moze e s

Course Catalog

Provides a list of all course offered by the College.

Course Plan ‘ Timeline ‘ Progress ‘ Course Catalog ‘ Notes ‘ Plan Archive ‘ Test Scores ‘ Unofficial Transcript ‘ Grades ‘

Search for a course subject:‘ £ Type a subject... |

Adult Education

Aeronautics

Agriculture

Notes*

If a student leaves you a note, you may access it from this screen.
The system does not generate an email to you if the student leaves a note.
Please check this screen each time you access a student's record.

You may also leave notes for the student on this screen.

Course Plan ‘ Timeline ‘ Progress ‘ Course Catalog ‘ Notes ‘ Plan Archive ‘ Test Scores ‘ Unofficial Transcript | Grades ‘

Compose a Note View Note History

No advising notes have been entered.

‘ Save Note




Plan Archive*

After you complete a review and select the "Review Complete" button, the system will ask you if you
would like to archive the student's plan as you have approved it. Links to saved plans are held on this
screen.

Please ALWAYS ARCHIVE plans that you approve.

Daily work Advising v Advising Overview v The review has been completed.

Advisee Details
< Back to Advisees

. H ?
seorchd || Would youlike to archive this course plan?

| concel || archive

Student, Name A.

‘ Review Complete ‘
Student ID: 0000000

Course Plan last reviewed on 10/24/2018 by Advisor, Name A.
Programis): Non-Credit, Business, Horticulture by

Educational Goal: Masters
Advisor(s): Advisor Name

student@|akelandcollege.edu

Course Plan ‘ Timeline ‘ Progress ‘ Course Catalog ‘ Notes ‘ Plan Archive | Test Scores Unofficial Transcript ‘ Grades ‘

Archived PDF Archive Date Archived By

B Download 9/27/2018 10:03:01 AM Advisor, Name

Test Scores Unofficial Transcript ~ Grades
Same as test scores you currently A copy of the student's unofficial Same as grades you currently view
view in IRIS transcript in IRIS

fan | Timelie | Progress | Course Cataog | Notes | Plan Archive | Test cores | Uroffical Transcript | Grades e Plan | Timeline | Progress | Course Catalog | Notes | plan Archive | Testcores | unofficial Transaript | Grades |

Admission Tests

Spring 2018
o tests o s ype e een recorces A hese documents are unofficial and should not replace the official signed and sealed transcript provided by the registrar. T

Placement Tests Course Section Title Final Grade Credits

BI0-100-3848
Bio sclence A
11872018 - 57712018

EMS-050-45074

Emergency Medical Tech-Basic A 7.50
11872018 - 57712018

Review the student’s course plan and records to determine if their selected courses are appropriate for
their degree.

Provide feedback to the student in the following ways:
« Approve or deny planned courses in the Course Plan screen.

o Click on the "Review Complete” button to send an automated message to the student to let them
know you have reviewed their plan. Please ARCHIVE the plan when prompted.

e You may leave a note for the student in the “Notes” screen.
e You may email the student by clicking on the link to their email on the left side of the screen.

Remember to CLEAR THE STUDENT THROUGH IRIS as you have done in the past. You cannot clear a
student in student planning.

Please remind the student to submit an intent to graduate if they are seeking approval for their final
semester.

After you have finished all of your work with a specific student, click “Back to Advisees” to return to your
advisee list.

Call Counseling Services at 217-234-5232 or email counsel@lakelandcollege.edu with questions
regarding Student Planning use.



