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Advising Overview 
 

Advising Menus may be accessed from the hamburger button at the top left side of the screen or from the home page: 
 

      
 
The next screen will show the assigned advisees from Colleague: 

  
 

The list of advisees may be export to Excel by clicking  



Note:  An Advisor can email all advisees at once:  
 
OR 
 
Individually by clicking on the email next to the student name:   

 
 
The email signature block defaults to the current signature block existing in Outlook. 
 
 
 
This screen also allows an Advisor to look up a specific student: 

 
 
OR 
 
This screen allows an Advisor to look up another Advisor’s students: 

 
 
 
 
 



By clicking on View Details, an Advisor will see the advisee’s student record:  
 

 
 
 
If the student has any flags or holds, they will be indicated in the Notifications ribbon as well as in the upper right-hand 
corner along with action to be taken to clear the flag/hold: 

 

 
 
 
 



There are eight tabs under the Advisee Details for Advisors: 
 

 
 
Course plan shows the courses for a specific term: 

 
 
Progress shows the exact same screen that the student sees when reviewing the degree plan: 

 
 
This page changes based on course registration and transfer credit. 
 
Progress is Institutional credit and Total Credits include transfer credit. 
 
 

Be sure and toggle to the 
preferred term and click the 
arrow. 

Be sure and toggle IF a 
student has more than 
one program of study. 



Each piece of the Degree Plan shows the progress of the student through their requirements.  For example: 
 

 

 

 

 



 
Just like with EVAL, the other courses fall to the bottom of the degree plan until waivers or substitutions are submitted 
and processed: 

 
 
Course Catalog allows searching for course sections by Subject or by an Advanced Search tab: 

 
 
The Advanced Search feature allows cross-term review if using Meeting dates for the whole semester: 

 



Both the student and the Advisor can further filter results by using the left Filter options: 
 

  
 
 
 
Notes are not currently accessible: 
 

 
 



Test Scores will show all tests entered into Colleague: 

 
 
 
Just like the students, Advisors are able to print unofficial transcripts by level: 

 
 
 
Transfer Summary shows all credit entered into Colleague by institution: 
 

 
Advisors can Expand All institutions or open each one separately to see the transfer equivalencies: 

       OR             



 

 
 
 
Grades are stored by term: 

 
 



 
 
 
 

Notes: 
• Registration can be completed through Colleague RGN 
• Degree Audits (EVAL) are still available through Colleague EVAL 
• Affirmative Consent forms, completed by the Student are still required when the 

student does not register themselves.  The form may be found on the Office of the 
Registrar, Faculty or Advisor tabs alphabetically titled Registration Affirmative Consent 
Form: 

 

 
Registration Affirmative Consent Forms MUST be completed by the Student. 

 

The Ranger Portal Navigation Guide for Staff, Advisors and Faculty list all forms under the 
Student Menu (Office of the Registrar), the Advising Menu (Daily Work), the Faculty Menu 
(Daily Work) and the Employee Menu (Employee Forms). 


