Training Document for Advisors in WebAdvisor

You will approve each advisee’s Plan (course schedule) in WebAdvisor, ideally after discussing
it face-to-face. Your approval authorizes your advisees to register for the next term (semester)
on their designated day or on a later day during the registration period.

During the Add/Drop period you will have to approve any courses your advisees want to add.
Your advisees will then register for those courses. You yourself will drop courses your advisees
want to drop, unless you do not approve the drops.

Here is the URL for WebAdvisor:

https://dtwa.cooper.edu

This is the WebAdvisor login page:
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Continuing Education

Welcome Guest!
Prospective Students

WiehAdvizor gives students, staff, and the community access T guni ]
to our databases. i Students

Select your point of entry to the right.
Faculty

Employees

Advancement Officers
Alumni and Friends

Advisors

| Mair Meny | Conmact Us

Log in. You should have received at least one e-mail from the IT department with instructions
on how to create a password. If you do not know your login or password, click “I’m New to
WebAdvisor” or “What’s My Password?” at the bottom right near the Log In tab.

A note before you navigate: do not use the back-arrow in WebAdvisor, since it is unreliable. Itis
far better to click on Advisors Menu, or Main Menu (visible in the next screen shot).

Click on the Advisors tab (at bottom). The Advisors Menu page will appear:
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CHANGE PASSWORD Mas Mg | ADvisors MenU ConTacT Us

? FOR ADvISORS MEnU Welcome Diana!

Advisor Information

User Account

My Advizees

I'm Mesy to Wik Advisor Advisees

Wyhat's my User ID7 Search for Sections

Whist's my password Student educationsl planning

Chanoe Password My To Do List

Address Change Retention Caze Reminder Pret
Wy Contributions to Cazes

P ication Court of Open Retertion Cases

Closed Retention Cases

My Documents Cortribute Retertion Info

Retertion Cases for Student

CHANGE PASSWORD | LoG OuT | Mane MeU | ADVISORS MENU | ConTacT Us

test_portal environment WebAdwsorH

Click on My Advisees (top right). The My Advisees page will appear:

“) My Advisees - Mozilla Firefox
File Edit View History Bookmarks Tools Help

T My Advisees | +

(— "} cooperedu | https:/fdtwatest, cooper. edu,l'WebP.dvisor,I'WebP.dvisor?TOKENIDX=20523?90?3&SS=2&APP=ST&CONSTITUENCY= A ]
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Welcome Diana!

My Advisees

Select a term or date range to restrict your advizee list

Start Date I End Date I

SUBMIT |

CHANGE PASSWORD | LoG Our | Man MenU | ADVISORS MENU | Herp | Contact Us

test_portal environment WebAdvisor;..

¢ DATATET

Choose the term or enter the current date in the Start and End date boxes (to restrict your advisee
list to active advisees, enter the current date in both the Start and End date boxes):
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Welcome Diana!

My Advisees

Select a term or date range to restrict your advisee list

Term Spring 2013+
Start Date I End Date I

SUBMIT |

CHANGE PASSWORD | LoG OuT | Mai Menis | Apvisors MenNU | HELp | Contact Us

Click Submit, and your list of advisees will appear:
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Welcome Diana!

My Advisees

Make a selection from one drop-dovwn box in the "™ Action™ column to get more information about one of vour advizees.

Name Action
David Dstudsnt | [ = |

SUBMIT I

CHANGE PASSWORD | LoG OuT | Mawn Mery | ADUISors MENU | HELP | ConTacT Us

test_portal environment WebAd I3.:

In the drop-down box under Action, choose Student Educational Plan:
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CHANGE PASSWORD LoG OuT Main MeENU | ADWSORS MeNU HEeLP ContacT Us

5 Welcome Diana!

My Advisees

Make a selection from one drop-down box in the "Action™ column to get more information about one of your advizees.

Name Action
David Datudent | | Student Educational Plan v |

SUBMIT I

CHANGE PASSWORD | LoG Our | Mas Menies | ADWSORS MENU | Heip | ConTact Us

test_portal environment W@bd isor;..

Click Submit, and the Select a Program page will appear:
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Welcome Diana!

Select a Program

Matne David Detudent
Address Line 1
Address Line 2
Address Line 3
City
State
Zip
Country
ICr 0063294
Start Date
Transfer Institution

EOPS Term Eligihility Term End Status
| Thiz information iz not displayed on Student Ed Plan | I |

Choose One  Active Academic Program Catalog
| D MECH BE Bachelor of Engineeting in Mechanical Engineering | 201 3 Catalog |

SUBMIT |

CHANGE PASSWORD | LoG Our | Maw MeENU | ADWSORS MENU | Hei p | ConTact Us

test portal environment WebAdvisor:.

Click the Choose One box (lower left) to confirm your advisees academic (degree) program and
Submit. The Catalog year indicates the year the advisee applied to Cooper Union. The Modify a
Plan page will appear (next two screen shots):



Modify a Plan

. Ed Plan Changed Ed Plan Changed Delete
Name Academic Program Catalog 9 g
By On_ Plan?
Dravid MECH.BE Bachelor of Engineering in Mechanical | 2013 David Detudent 110200 2 D
Dr=tudernt Engineering | Catalog

Planned Term MNew Term Course Name Title Credits CEUs Delete
Term Term Credits Term CEUs

Suggested Courses

Proposed Course Added

New Term Title Credits CEUs Approve
Term Name By pp
Spring 2013 I P HSS-2 Texts and Contesds: Ol Worlds | 3.00 Studert |:|
Spring 2013 I - ME-105 Drawing & Skectching for 2.00 Studert |:|
Encios
Spring 2013 I P ME-116 Musical Instrumert Design 3.00 Studert |:|

Quick Add - Usze this table if you know the exact course numbers to add.

Additional Term Course Subject Number Location Course 1D
| v | 1] | v |
| il v | v
| v | 1] | 1]
| > |l v || | > |l
| | 1] | v |
I > 1l v 11 | > 1l

Private Comments

Public Cammernts

Studert's Worksheet Notes

E-mail Student Student’s E-mail Address Advisor's E-mail Address

Diana Dteacher has approved your Ztudent Ed Plan.

Student E-mail Text

*There are no ather active advizars *

E-tnail Other Advisors O

Aternatve Advisor E-mail Text (leave
hlank to use the Student E-Mail Text in
the Advizor e-mail)

Advisor Name Advisor E-mail Address Advisor Type Program Skip E-mail to This Advisor

Mexct Action w

SUBMIT |

CHANGE PASSWORD LoGc Our Mai Ment Apvisors MenU Heep ConTACT Us




In the upper half of this Modify a Plan page you can approve a plan or some of the courses in the
plan, add courses to the plan (these added courses are automatically approved), or even delete the
plan.

In the lower half of this page you can enter Private Comments available only to yourself or
Public Comments available both to you and your advisee.

To jump to the bottom of a long page, hold down the Ctrl key, then push the End key.

To approve the plan, check the boxes on the right side of the middle section in the upper half of
this page.

To add courses, click on Catalog Search and Add in the Next Action drop-down box at the
bottom left of the lower half of this page, and Submit:

Public Commerts

Student's Worksheet Motes

E-mail Student  Student’s E-mail Address Advisor's E-mail Address
| | ||chenki@cooper.edu

Liana Dteacher has updated your Student Ed Plan.

Student E-mail Text

*There are no other active advisors*

E-mail Cther Advisars I:|

Alternatve Advizor E-mail Text (leave
hlank to use the Student E-Mail Text in
the Advisor e-mail)

Advisor Name  Advisor E-mail Address  Advisor Type Program Skip E-mail to This Adviser

Mext Action | Catalog Search and Add A

SUBMIT |

CHANGE PASSWGRD | Lo Our | Maire Meni | Aovisors Mer | Herp | Contact Us

test_portal environment WebAdVvisor;.
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Welcome Diana!

Catalog Search and Add

Search results will include courses that meet ALL of the criteria you specify.

Subject Course Level Course Number
[ Biclogy ~ 1 v |10

| v v |

| v 1l A |

Department | -

Course Title Keyword(s) I
Location

Acacdemic Level

Course Type
Instructional Methoc | v
Session Cycle
“early Cycle

SUBMIT |

Choose the Subject, enter the Course Number, and Submit. The Catalog Search Results page
will appear.
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Welcome Diana!

Catalog Search Results

Marrow my search I:‘

Please select courses to add to the student's plan.

Course

gelect Planned Term Name and Department Credits CEUs Academic Location Course Session Yearly
ourse(s) Title Level Type Cycle Cycle

E 20135P Sprlng 2013 Izl Blo-101 3.00 Undergracuste
Biology for

Engineers |
(has
prerequisites)

SUBMIT |

CHANGE PASSWORD | LoG OuT | Mase Meny | Apvisars MeNU | HELP | ConTact Us

test_portal environment WebAdvisor;.:



Click in the Select Course box on the left side of the form, choose the Planned Term from the
drop-down, and Submit. The Modify a Plan page will appear, and the course just chosen will
appear near the top of the page:

Modify a Plan

Ed Plan Changed Ed Plan Changed Delete

Name Academic Program Catalo
9 9 By On_ Plan?
Drarvicl MECH BE Bachelor of Engineering in Mechanical | 2013 Cizana Cteacher 2112 D
Dstudent Engineering | Catalog
Planned Term New Term Course Name Title Credits CEUs Delete
| Spring 2013 | I v | Blo-101 | Biolocyy for Engineers | (has preregquisites) 3.00 | | D
Term Term Credits Term CEUs
[ spring 2013 | 300 |
Suggested Courses
Proposed New Term Course Title Credits CEUs Added Approve
Term Name By
Spring 2013 I w HSS5-2 Texts and Contexds: Old Worlds | 3.00 Studert |:|
Spring 2013 I v ME-105 Drawing & Skectching for 2.00 Studert |:|
Engcs
Spring 2013 I v ME-116 huszical Instrument Design 3.00 Studert |:|
Cuick Add - Usze thiz table if you know the exact course numbers to add.
Additional Term Course Subject Number Location Course 1D
| o ||| 1| | ol |
| v | v | | v |l
| =1l 1| | « |l
| v || v || | v |

Check the boxes under Approve at the right and Submit. The course you just added is
automatically approved, since an advisor added it:



Modify a Plan

Ed Plan Changed

Ed Plan Changed Delete

Name Academic Program Catalog
9 9 By On_ Plan?
Cravid MECH BE Bachelor of Engingering in Mechanical | 2013 Ciana Cteacher 212 |:|
D=tudert Engineering | Catalog
The modifications you submitted on 11212012 at 12:59PM have been made.
Planned Term New Term Course Name Title Credits CEUs Delete
Spring 2013 I s BIO-101 Biclooy for Endinesrs | (has prerecuisites] 3.00 |:|
Spring 2013 I - H55-2 Texds and Contexts: Sid Wiarlds 3.00 |:|
Spring 2013 I - ME-105 Drawving & Skectching for Enges 2.00 |:|
Spring 2013 I - ME-11E6 Muszical Instrument Design 3.00 D
Term Term Credits Term CEUs
Spring 2013 | 1.00 |
Suggested Courses
Proposed Term MNew Term Course Name Title Credits CEUs Added By Approve
Quick Add - Usze thiz table if vou knowe the exact courze numbers to add.

Additional Term Course Subject Number Location Course 1D
| v |l « |l | ol |
| v il | il
| v |l ol | | ol |
| v il | il
[ I I I I

Then e-mail your advisee that you have approved the plan and that the advisee is now free to
register. You can mention the course you just added, or perhaps you deleted a course whose

prerequisites your advisee did not complete.

An advisee is free to modify a plan before registration, but is not allowed to remove an approved
course from a plan. Any course an advisee adds to a plan requires advisor approval.




