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My Planner- Individualized Advisement Plan

The following are steps on how to complete and review a student’s Individualized Advisement Plan using the My Planner tool as an Advisor.

The Individualized Advisement Plan will be a roadmap for Students approved by their Advisors to ensure graduation in their current degree
program in a timely manner.

ADVISOR STEPS:

Verify Student Data in
Advisor Center

Final IAP Approval after GE

. Add or Remove Courses in
and Major are approved

the planner
*Final Approval will produce el s
IAP Link Using the course catalog
Approve or
Reject Planner Move courses to specific
*One approval needed for GE terms in the planner
AND Major

View the PDF and Add any neccesary
notes/comments in planner

Save the planner for Student
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Instructions

Log In to My CSUEB

Advisor Center

Navigation: Main
Menu>Self Service>Advisor
Center> My Advisees

Follow the navigation to get
to the Advisor Center. After
selecting “My Advisees, click
the “View Data For Other
Students” button to enter one
of the following data to look
up a student.

ID: EMPLID/PS ID
Local Campus ID: NetID

National ID: Social Security
Number

Last Name: Sudent’s last name

First Name: Student’s first
name

Note: GE Advisors and Major
Advisors will be identified
based on your advisor role
this will determine which part
of the IAP you will be allowed
to approve (GE or Major).

Screen Shots

7y CSUEB

https://cmsweb.csueastbay.edu/psp/HEBPRD/EMPLOYEE/HRMS/h/?tab=GUEST

7#yCSUEB
Faculty Center Advisor Center Search Learning Management
my advisees student center || general info transfer credit | academics

My Advisees

@ There is no information for the transaction you requested.

Faculty Center Advisor Center Search Learning Management

My Advisees Student Center GeneralInfo Transfer Credit Academics

Favorites = Main Meru « > Self Servicew » Advisor Center» > My Advisees > Advisee Student Center
#yCSUEB

Advisee's Student Center
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
D begins with ¥ Q

Campus 1D begins with *

Local Campus 1D:| begins with ¥

National ID begins with ¥
Last Name begins with ¥
First Name begins with ¥

Case Sensitive

Search Clear | Basic Search &7 Save Search Criteria
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Instructions

Advisor Center

An Advisor will have a similar
view into the Student Center
as a Student. Click on the
IAP link to enter the Student’s
IAP page.

IAP -Header Information

Here you will see the header
information for the Student:

At this point you will be able
do the following:

1. Current Academic
Objective- Student’s
currect objective based
on the Program/Plan
Page.

2. Current Academic
Summary- Based on
Student’s standing

3. Course Catalog- will
link to the Course
Catalog- Ability to add
courses by subject area

4. Delete All Courses in
Planner- Will delete
current planned courses.

5. Go to What-If Report-
Will navigate you to the
What-If report page

6. Go to Advisor Planner-
Will navigate you to the
Advisor planner to assist
with adding courses to
the planner.

7. Save Planner-Will save
current planned courses
in the planner.

8. View As PDF- Will
consolidate planner
information into a PDF
version.

9. Last Modified Data-
Will display the time,
date and name of the

Screen Shots

#yCSUEB

Home

Worklist Add lo Favorites Sﬁ

Faculty Center

my advisees student center

Advisee Student Center

My Class Schedul Vo
=abooping Cart
1ap

Schedule Planner

other academic... bl (_‘}E}

Advisor Center

aeneral info

=)

Class
HDEV 3101-01
LEC {1002}

HDEV 3201-0¢
SEM (3322)

HDEV 3301-01
LEC (1085)

W HDEV 3304-02
g LEC (1090}

Search

Schedule

TuTh 10:004M -
11:504M

Meiklejohn Hall, Rm.

2032
TuTh 4:00PM -
5:50PM

Meiklejohn Hall, Rm.

3047
MoWe 10:004M -
11:504M

5

Web Online-ONLY
Class

waekly schedule b

transfer credit

Meiklejohn Hall, Rm.
32

Learning Management

academics

Fully Admitted
detaits B

GE Evaluation Status

Orientation - Recommended
-Direct Loan Promissory Note
Individualized Advisement Plan

more P

™ Esroliment Dates

Qpen Enroliment Dates

7y CSUEB

Home

Worklist Add to Favontes Sign

Faculty Center

my advisees student center

IAP

Current Academic Objective

Career: Undergraduate

Program: UG Matriculated

Plan: Criminal Justice Admin BS
Sub-Plan: Justice and Enforcement

Graduation Status:  Not Applied

Advisor Center

general infa

Fall
Quarter
2015

Fall
Semester
207

Fall
Semester
2017

Fall
Semester
2017

Add courses to Planner using:

(7]

9 Last Modified by
Last Modified on

Search

transfer credit

Current Academic Summa

2

|Last Term Registered: Fall Quarter 2016

| Academic Standing:

| Overall GPA:

| CSUEB GPA:

1l Major Approved by

Learning Management

academics

3.189
MAJOR APPROVAL | 12
RETURN MaJoR | 13

5 Go to what-if Report

6 Goto advisor Planner
7 Save PrLanuse
8 WViewAsPor |
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Instructions

last person who
modified the planner
(Advisor/Student)

GE Approved by- This
will list the name of the
GE approver.

11. Major Appoved by-
This will list the name of
the Major approver.

12. Appove Planner-
Approval Buttons of the
GE and the Major. An
advisor will only be
allowed to appove the
area in which they are
identified. GE, Major, or
Both.

13. Return Planner- Return
buttons of the GE and
Major. An advisor will
only be allowed to return
the area in which they
are identified. GE,
Major, or Both.

10.

Planned Courses

Here you will see courses in
the My planner, planned by
the Student and/or Advisor.

Here are a few key areas:

1. Planned Courses for
Future Terms- All
courses when initially
added to the planner will
be added into the
Planned Courses for
Future Terms area.
Once added, courses
can be moved to a
specific term.

2. Notes- This section is for
notes pertaining to an
individual course. Notes
will stay with the course
if moved to a different
term

3. Move Selected courses
to Term- After Selecting
a course, use this drop
down to selet the term
you'd like to move a
course(s) to.

4. Delete- Trash Can icon
is used to delete
individual courses from
the terms.

Screen Shots

Select .Course Description Units |Notes Delete
COMM 2200 Intro to Journalistic Writing 4.00 ,,@ o
COMM 2300  |21st Century Communication 4.00 p el i}
@ |coMM3002  |Communication, Media & Culture (4.00 A3 a
Move selected courses to Term \d move |
\ Fall Quarter 2016
Uz J Fall Quarter 2017
Select |Course Description Unit{ Fall Semester 2018 Delete
Spring Quarter 2017
BIOL 1000 Basic Concepts in Biology 5.00| Spring Quarter 2018 D
. Spring Semester 2019 1
ENGL 1001 College Writing I 4.00| symmer Quarter 2017 a
Summer Quarter 2018
Move selected courses to Term | Winter Quarter 2017 - move |
D 0 G
Select |Course Description Units |Notes Delete I
BIOL 1001 Introduction to Biology 4.00 J E) o
COMM 1000  |Public Speakin 4.00 JEL i
Move selected courses to Term v move |
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Instructions

Student/Advisor
Comments

This comment’s section will
display any comments/notes
left by Students, they will be
time and date stamped.
Advisors will have the ability
to add/answer any
comments/notes left here.
Comments will create a log
of messages.

Course Detail Search

An Advisor can search for
courses to add to a
Student’s planner by
searching the alphabetical
list of subject areas.

Each letter will list
associated subjects. Each
subject will listed associated
courses.

Multiple courses can be
added at once.

Screen Shots

} Student/Advisor Comments

Comment

Comment History

Last Saved: Nov 7, 2016 01:04 PM
Does it matter if I take Cash Management before Cost Management?

| Save Comments

7#y;CSUEB
—

[. Search ' Plan ” Enroll
| iap shopping can ||

IAP

goto ...

My Academics

course history

Browse Course Catalog

GBEDEFGHIJKI_MNOF‘QRS!I_IVWXYZ

0123456728219

COLLAPSE ALL ! EXPAND ALL ADD To PLANNER| RETURN PLANNER

SearcH By ATTRIBUTES

Select subject code to display or hide course information.

% ACCT - Accounting

Select| S2ULEE coupce Title

7900 [pora Tax
7810 Einancial Accounting

7500 Management Accounting

74314 Auditing Standards and Practice
7413 Auyditing

7412 Business Taxation

7410 Adv Accounting
7406

Agcoynting for Nonprofit Organizations

7404 Intermediate Accounting 111
7403 Intermediate Accounting II
7402 Intermediate Accounting 1

740 Introduction to Financial Accounting

7401
£999 Issues in Accounting

Typically
Nbr O ffered
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Instructions

Course Attribute Search

An Advisor can search for
courses to add to a
Student’s planner by
searching the General
Education Course
Attributes.

Each area will list courses
associated to the attribute
selected from the list.

Multiple courses can be
added at once.

Screen Shots

#yCSUEB

( Search ” Plan Enroll ( My Academics
| iap | shopping cart Il course history
IAP
Browse Course Catalog
Aoo To Pu.-.-.sal RETURN PLANNER| SEARECH By S.JS.'EC']
Select course attribute to display course information.
Course Attribute Value v
GE Al
GE A2
GE A3
ADD To PLanner | GE A4
GE B1
GE B2
GEB3
| GE B4
GE BS - Science Elective
Search Plan Enroll My Ad cppg
lap Shopping Car; Course Hisy GE C1
L GEC2
o GE C3 - Arts or Humanities
{
goto... * @ lgecs
GE CGW
GED
GED4
GEE
GEF it
#y,CSUEB
I Search ( Plan | Enroll My Academics I
iap shopping cart course history
IAP

Browse Course Catalog
App To F-‘-.Awr:i RETURN PLawn nl SgangcH By SuauecT
Select course attribute to display course information.

Course Attribute Value | GE B3 v

Select Course Nbr [Course Title

Elements of Statistics and Probability

{STAT100%
vail 1163017
Calculys |
(MATH]
wiv vail
STAT1000 Elsments of Probability and Statistics
MATHI110 The Noture of Mathematics

MATH1120

College Algebra

L L1 alytic Geomelry
MATH]1304 'Calculus |
MATHIS] Mathematics for Bysiness and Social Sciences
Elsments of Statigtics for Business an
STATIOLO 2 Latigt: ar By 23 and
Edonomics
EIN23I00 Personal Finance
FIN2301 Personal Finpnee
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Instructions

View as a PDF

This PDF will produce an
easy to read summary of
Student data, courses
planned, as well as

comments from the planner.
This summary is just a draft,

not to be confused with the
official IAP.

Approved IAP

Once a General Education
AND Major Advisor
Approves the plan an
Approved IAP link will
display on the IAP page.

Screen Shots

SAST BAY Individualized Advisement Plan-Draft

Disclaimer: This ladividuslized Advi Tan (IAF) s a p lired guide for degree Claws offerings and availabiliny
are subject b change. Students must meet all degree requirements as specified bn their catalog. It b recommended that vou regularly
meet with your advisor.

I 11142016 11:46:17 AM

Current Academic Objective Current Academic Summary
Carcer: Undergraduate w Qraarier Last Term Fall Quarter 2016
Spring Quarter Academic i
Program UG Matriculated 2015 Standing: Good Standing
Plan Communication BA oo Overall GPA: 2.781
Spring Quarter
SUbPn e Camm et 2018 CSUEB GPA: 208

Planned Courses - Future Terms

Course Description Units Notes
MATH 800 Introduction to Algebra 4
| MATHB05 1 Beginning Algebra 4
MATH 806 Algebra B ]
MATH 807 Algebra C 4

Course Description Units Notes
ACCT 3150 Econ Hist Of Us 4
ACCT 4223 Business Law for

Go to What-if Repor;
Add courses to Planner using:

Save PLANNER
Counse CataLoo =

Deiete AL Courses In PLanner View As Pos ]
AP b n i GE and Major
adwvi n 11/ 4:20 PM
Last Modified by Wendy W Chen GE Approved by Jessica Owens - Consultant
Last Modified on 11/07/16 9:42:00AM Major Approved by  Wendy W Chen
CAL STATE

'\

EASTBYY  individualized Advisement Plan

Plan (LAP) Is a personalized guide for degree completion. Class offerings and
mwmmﬂmmnp Students must meet all dogree requirements as specified in their catalog. Mtis
that you moot with your advisor.

]

Approved IAP By GE and Major Advisors on 11/09/2016 12:44:58 PM
GE Approved by : Queen Bey
| Major Approved by : Queen Bey
Current Academic Objective Current Academic Summary
Careor: Undergraduate Spring Quarter 2015 Last Torm Fall Quarter 2016
Registored:
Program UG Matriculated Spring Quarter 2015 Academic Standing:  Good Standing
Plan Communication BA Speing Quarter 2015 Overall GPA: 2761
Sub-plan Prolessional Pubbc 8 Org  Speing Quarter 2015 CSUEB GPA: 208
Planned Courses - Future Terms
Course Description Units Notes
MATH 800 Introduction to Algebra 4
[MATHB05 | Beginning Algebra E
MATH 808 Algebra B 4
MATH 807 Algebra C 4
Winter Quarter 2017
Course Description Units Notes
ACCT 3150 Econ Hist Of Us 4
ACCT 4223 Business Law for Accountants 4
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Instructions

The IAP To Do Item will also
be removed from the To Do
List.

Screen Shots

Schedule Planner

other academic...

1@

mographi ta
_Emgrggng'.' g gn;a;;
Emergency Confidential
Contact

Class
‘.‘jb ES 3430-04
DIS (2980)

3. |PHYS 3750-01
o LEC (2741)

. REC 3202-04
SEM (1492)

Contact Information

Home/Permanent
Address

Home

Schedule

Web Online-ONLY
Class

Web Online-ONLY
Class

Web Online-ONLY
Class

weekly schedule

" personal Information

Mailing/Local Address

Horizon email

|' Faculty Center I| Advisor Center I Search || Learning Management |
| myadvisees ||  studentcenter general info || transter credit “ academics |
Advisee Student Center
My Class Schedule |‘;‘b eadline Q Fully Admitted
h in rt
1P  This Week’s Schedule | detaits P

* To Do List

-Direct Loan Counseling
=Direct Loan Promissory Note
EOP Application

EOP Letter of Rec 1

EOP Letter of Rec 2

GE Evaluation Status

more P

* Enrollment Dates

Open Enrollment Dates
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