Daemen University
Self-Service Advisor Guide

Self-Service Overview

Self-Service is an interactive web application that enables users to access and view their individual or advisee information
contained in your institution’s Colleague® databases.

Self-Service Modules

Self-service consists of several modules that allow users to perform tasks, such as advising students or applying for
graduation. These modules include:

e Student Planning

e Graduation

e Student Finance

e Grades

Self Service allows a student and advisor to work together to achieve the desired outcome for a selected course plan.

To Review a Student’s Plan and Approve/Deny Courses

1. Logonto MyDaemen and click on Self Service from the Quick Tools menu. This link will automatically take you to the
Self-Service.
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2. Select “Advising” from the menu

DAEMEN

'S Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

o Student Finance % Banking Information
- Here you can view your latest statement and make a payment online. Here you can view and update your banking information.
o~
= =
[~ Student Planning i) Course Catalog
Here you can search for courses, plan your terms, and schedule & register you sections. Here you can view and search the course catalog.

o Grades

= Graduation Overview
Here you can view your grades by term

Here you can view and submit a graduation application.

-~ Advising

Here you can access yoy#advisees and provide guidance & feedback on their academic planning.

o Faculty

Here you can view your active classes and submit grades and waivers for students.

3. Your advisees will appear. Click "View Details" for the student you want to access.

v @ Advisees- Daemen College Sel X +
€« C % selfservice.daemen.edu/Student/Planning/Advisors

88 | @ MyDsemen [f] GPA Calculator [l Daemen GIFs - Find.. & NACADACUES [Gar.. N¥fl The VARK Question.. [EJ Daemen College 5t CASA Explore Your.. ] MarCom @ Daeme.. @ Mindful Self-Care A.. ) Adv.. @

» | [3 AlBool

DAEMEN T T

il A
“® Daily Work  Advizing s Overtiew ® You have one or more advisees who have requestec
areview.

Which student do you want to work with?

Find a student by searching or selecting below.

3 © student

" o Q 2 Email All My Advisees | ¢ Export v
Advisor
S
Name Review Assigned D Program(s) Date of last Advisor(s) Advisee Preferred Email
Requested Advisee advisement
& \/) & o undeclared- Nursing 1-2-1 N/A Michelle L. semski (Major) R
‘ '8 N// - ) View Details |
B
Wildcat, Willie i illie. wil T T
@© 0000000  yndeclared 1/15/2025  Michelle L. Semski (Major) willie.wildeat@daemen.edu ( View Details ]
@® student Athlete ~—
& Undeclared N/A Michelle L. Semski (Major) o ( e H
A
. " &8 Undeclared N/A Michelle L. Semski (Major)

R .|
{ View Details
0.3 J

You can also use the Search box to search for a particular advisee.

¥ | 4@ Advisees - Daemen CollegeSe! X | # - o x

T

C % self d. edu/Student/Planning/Ad

* ® O L @ e

Adv. o B » [ AllBockmarks

Search Tips

e Enter Student ID Number

e Enter Name in first last name order;
or last name, comma, first name Ol B terieatnas duecite fone requested <

¢ You can also enter a portion of the

oo
]

@ MyDaemen [ff] GPACalculator [ Daemen GIFs - Find.. & NACADA CUES [Gar.. ¥f The VARK Question.. [EJ Daemen Co

DAEMEN

Advising - Advising Overview

& msemski (> signout @ Help 1

E

Which student do you want to work with?

ﬁ Find a student by searching or selecting below. adViSee}S name. FOr eXampIe, usmin
o T T~ would find all advisees whose last
3 Student . . .
=~ = Wilis Wildcat name begins with “Smi.” E ’d
viso
-
- Name Review  Assigned D Programis) Date of 18 @
Requested | Advisee advisement
é ‘ :j@ ey o Undeclared- Nursing 1-2-1 NIA Michelle L. er Do ™ @
A

Wildcat, Willie

= 4
Py 0000000 yndeclared 1/15/2025 Michelle L. semski (Major) View Detail
(@ Student Athlete

& Undeclared N/A Michelle L. Semski (Major)
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Progress

The Progress tab is a student’s degree audit and outlines their degree requirements. Specific student information will be
displayed at the top.

DAEMEN e

Daily Work Advising Advising Overview

Advisee Details
=l < BacktoAdvisees

Search for courses.

@ student Athlete

Programs):
Business Administration-Marketing SP BS

Advisement Complete

Last advised on 11/12/202¢

Course Plan last reviewed on 11/12/202¢

Dr. Aaron Joya

Willie Wildcat
Student ID: 0000000

B2 wille.wildcat@daemen.edu

View Full Profile

Course Plan Timepo€ Progress Catalog Notes Test Scores Transfer sSummary Grades Graduation Application
: e = = ¥ N
> Business Administration-Marketing SP BS ( View a New Program ) Load Sample Course Plan
(1 0f 1 programs) N AN
At a Glance
Cumulative GPA: 3.576 (2.000 required)
Institution GPA: 3.576 (2.000 required) Program Completion must be verified by the Registrar.
Degree: Bachelor of Science
Majors: BusAdmin - Marketing SP
Departments: Business Administration Progress
b S ]
Anticipated Completion Date: 5/31/2027
Description Total Credits

This Progress tab is an interactive degree audit. Click the Search box to see a list of courses that meet that requirement.

Status Course I Saarch ) Grade Term Credits
A\ »

@® Not Started

Breadth - Exploration Psychology

Complete all of the following items. A\ 3 of 4 Completed. Hide Details

A. Natural Sci & Math

Complete 6 credits from the Natural Science and Mathematics Exploration from subjects: Math, Biology. Biochemistry, Chemists
Complete all of the following items. v 1 of 1 Completed. Show Details

ental Science, Physics, and Computer Science. All courses counting in the Exploration must be General Education approved.

B. Social Sciences

Complete 6 credits from the Social Science Exploration from subjects: Anthropology. Economics. History, Linguistics. Political Science. and Socl
Complete all of the following items. v 1 of 1 Completed. Show Details

ting in the Exploration must be General Education approved.

C. Humanities

Complete 6 credits from the Humanities Exploration from subjects: Art, English, Language (French or Spanish), Music, Philosophy, Religion, Theater.
Complete all of the following items. /A 0 of 1 Completed. Hide Details

g in the Exploration must be General Education approved.

£\ 3 0f 6 Credits Completed. Hide Details

Status Course ( searcn ) Term Credits
R
« Completed U112 Approach to Lit A- 20245P 3
D. Electives

First Year students must complete 3 credits in a First Year Seminar course and 6 credits in a Learning Community Experience. If your First Year Seminar or Learning Community Experience fulfills a major or breadth requirement you will have to complete additional
electives from this section. The follow subjects are allowed: Anthropology. Art. Biochemistry, Biology, Chemistry, Composition, Computer Science, Economics, Environmental Science, French, Geography, History, Linguistics, Literature, Math, Music. Philosophy, Physics,
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This search feature will take you to the Course Catalog and lists the courses that meet the requirements. From here, you see

all the active courses that meet your search criteria. Use the filters on the left to filter the list to sections available by
choosing a term, instructor, time of day, location, and/or course types.

DAEMEN

@ Help

& msemski

> signout

=

Advising - Advising Overview

Daily Work

Advisee Details
< Back to Advisees

@ student Athlete

Ze

i

Villie Wildcat
e 10: 0000000
willie wildeat@daemen.

=]

View Full Profile

Catalog

ack To Course Catalog

Filter Results ( vide )

Availability ~

Open and Waitlisted Sections
Open Sections Only

Subjects ~

ART Art (5)
CMP Composition (9)
ENTR Entrepreneurship (2)
FRE French(14)

IND Interdisciplinary (9)

Show All Subjects

Locations A

Main Campus (154)
Branch Location (2)

Terms ~
Fall 2025 Preliminar (33)
Spring 2025 (30)
Fall 2024 Alternative (1)
Intersession 2025 (1)

Days of Week ~

Monday (36)
Tuesday (15)
Wednesday (35)
Thursday (15)
Friday (24)

Time of Day A

Select time range.

Starts by Ends by

hhenm AM/PM A

Instructors A

Charlie Wesley (7)

Dr. Denise R, Emer (1)

Dr. Erica Frisicaro-Pawl
Dr. Hamish Dallev (3)

Dr. Kurt Blankschaen (4)
w Al Instructors

wski (3)

Academic Levels ~

rgraduate (154)

Course Levels ~

Three Hundred Level (71)
Twe Hundred Level (55)
One Hundred Level (27)
Four Hundred Level (1)

Course Types. 2

Breadth Humanities (S0)
General Education Course
Liberal Arts (50)
Lecture (a1)
Close Reading (30)

Show All Course Types

Instruction Type A~

Not Online (47)
Online (6)

The following results match requirement: Complete 6 credits from the Humanities Exploration from subjects: Art, Er
counting in the Exploratien must be G

Advisement C¢

Last advised on 11/12/2024 by Dr. Aaron Joyal

Course Plan last reviewed on 11/12/2024 by Dr. Aaron joyal

- radL application

Notes

S rades

Music, Philosophy, Religion. Theater. All courses

Language (French or Spanish

ucation approved,

Filters Applied: None

(' Add Course 1o Plan

MUS-100 Intro to Music (3 Credits)

Basic concepts and terminology: survey of selected periods in music history. with study of representative compositions.
Requisites:

None

Locations:

Main Campus

Offered:

As Needed

View Available Sections for MUS-100

Spring 2025

MUS-100-01
Intro to Music

Add Saction to Schedule

Runs from 1/22/2025 - 5/2/2025
Seats @ Times Locations Instructors
28/30/0 T/Th 400 PM - 5:25 PM Main Campus, Duns Scotus DS336 Sebnem Mekinulov (Lecture)
Fall 2025 Preliminar
Intro to Music
Seats @ Times Locations Instructors
20/20/0 T/Th 5:00 PM - 6:25 PM Main Campus, Duns Scotus D5236 Sebnem Mekinulov (Lecture)

9242025 - 12/5/2025 Lecture

Add Course to Plan )

ART-101 Intro to Visual Ar

Fulfills core competency: Affagil
lecture and discussion g

eative process in the plastic arts through a series of studio projects in a varlety of media: periods of

Requisites:

Helpful Tip!
Use the filters on the left to
narrow the list by term,

it - . instructor, time, location, level, or
Locati course type.

gdld Course to Plan

Is designed to develop th ki, speak. read and

SPA-101 Elem Spanish | (3

Fulflls core competency: Communication Skills. A study of the basic grammar and vocabulary of
write Spanish, Prerequisite:No previous language experience required. (UG) Modality: face-to-face, hyD

Requisites:
None

Locations:

Main Campus

Offered:

Fall and Spring, All Years

View Available Sections for SPA-101

FRE-102 Elementary French Il (3 Credits)

Fulfills core competency: Communication Skills. A study of the basic grammar and vocabulary of French through of
wrrite French. Prerequisite: Credit for college level Elementary Language | study. or 3-4 years of high school lang

Requisites:
Credit for college level Elementary Language | Study. or 3-4 years of high school language study. with an a
taking this course.
Locations:

Main Campus
Offered:

Spring, All Years

Student Planning for Advisors
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You can add a course to the Student’s plan or schedule.

The following results match requirement: Complete 6 credits from the Humanities Exploration from subjects: Art, English, Language (French or Spanish), Music, Philosophy, Religion, Theater. All courses

Filter Results (" Hide in the Exploration must be General Education approved
B Filters Applied: None
Availability ~
Open and Waitlisted Sections MUS-100 Intro to Music (3 Credits) Add Course to Plan
Open Sections Only Basic concepts and terminology: survey of selected periods in music history, with study of representative compositions.
5 i
Sutuecls ~ Requisites:
None
Locations:
ART Art (5) Main Campus
CMP Composition (9) gff':‘gm::
ENTR Entrepreneurship (2) EEEREs
FRE French (14) : )
D interdisriplinany () View Available Sections for MUS-100 v
Show Al 3 (
Locations ~ Spring 2025

Main Campus (154)
" Mus-100-01 Add Section to Sched
Branch Location (2) Intro to Music
Runs from 1/22/2025 - 5/2/2025
Terms ~
Seats @ Times Locations Instructors
Fall 2025 Preliminar (33)
Spring 2025 (30)
Fall 2024 Alternati

28/30/0 TiTh PM

- 25 PM Main Campus, Duns Scotus D5336 Sebnem Mekinulov (Lecture)

1/22/2025 - 5/2/2025 Lecture

Intersession 2025 (1)

Fall 2025 Preliminar
Days of Week

Monday (36)
Tuesday (15)
Wednesday (35)
Thursday (15)

“Add Course to Plan” will add the course
to a specific semester.

“Add Section to Schedule” will select that

specific section of the course to the listed

semester

Time of Day

Select time range.

Starts by Ends by

‘exploration of the principles of design af srouIo projects in a variety of media: periods of

#1id the history of art. Non-majors only
Instructors A

Charlie Wesley (7)
Dr. Denise R. Emer (1)

Offered:
Dr. Erica Frisicaro-Pawlowski (3) Fall and Soring

The course will now be “Planned” on the student’s Progress.

C. Humanities

Complete 6 credits from the Humanities Exploration fram subjects: Art, English, Language (French or Spanish), Music, Philosophy. Religion, Theater. All courses counting in the Exploration must be General Education approved
Complete all of the following items. /A 0 of 1 Completed. Hide Details

A\ 0 of 6 Credits Completed. Hide Details

Status Course (" Search > Grade Term Credits

@ Planned MUS-100 Intro to Music 20255P 3
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View a New Program

Self-Service's “View a New Program” feature allows you to view the degree requirements for any program an advisee may be
interested in.

1. Select the “View a New Program” button

DA E M E N £ msemski C> signout @ Help i

- Advising Overview

Advisee Details

{ Search for courses. (o ] }
{ih < Backto Advisees

® student Athlete

(]

Programis) -
Bugess Administration-Marketing SP BS ( Advisement Complete )
= Last advised on 11/12/2024 by Dr. Aaron joyal
- Advisors):
~F R Dr. Aaron Joyal m
Student 1D: 0000000
& B willie. wildeal@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron joyal
View Full Profile
CoursePlan  Timeline Progress  Course Catalog Notes Plan Archive  TestScores  Transfer Summary Grades Petitions & Waivers on
- .
< | > | Business Administration-Marketing SP BS ( View a New Program Load Sample Course Plan )
(1 of 1 programs)
At a Glance Berint
Cumulative GPA: 3.576 (2.000 required) 1
Institution GPA: 3.576{2.000 required) . Program Completion must be verified by the Registrar. ‘
Degree: Bachelor of Science < g B by the Regt
2. Then search and select the desired major.

Academic Programs

View the degree requirements for any program you are interested in, by searching and selecting a
program below.

Search for a program:

(

() Adolescence Ed: French BS

O Adolescence Ed: Mathematics BS

O Adolescence Ed: Social Studies BS

O Adolescence Ed: Spanish BS

O ABA- Distance Education-Adv Certification
() ABA-Distance Education MS

O ABA-Distance Education TTI Adv Certification
() ABA-Distance Education TTI MS

O Accounting (Amherst)-Certificate

O Accounting (Brooklyn)-Certificate

() Accounting BS

O Accounting MBA

O Accounting/Professional Accountancy (BS Portion) BSMS

View Program

Student Planning for Advisors Page 6



3.

Please note that this is not an official evaluation, but gives the degree requirements and a general idea of what

previously taken credits will count toward a different degree

DAEMEN

Daily Work - Advising - Advising Overview

Advisee Details
< Back to Advisees

© Student Athlete

(s):
< Administration-Marketing SP BS

Advisorls):
Dr. Aaran Joya!

Willie Wildcat

Student1D: 0000000
6 viliewidcai@daemen.edu

View Full Profile

Course Cat: Notes Plan Archive Tes

Transfer Summary Grades

8 msemski

@ Help

(> signout

Advisement Complete

Last advised on 11/12/2024 by Dr. Aaron Joyal

Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal

etitions & Waivers Graduation Application

f 7
Biology BA \)F() View a New Program L Load Sample Course Plan \)
(2 of 2 programs) . -
Student is not enrolled in this program. The display of this program information is temporary and it will be removed as you leave or refresh this page. ‘
Ata Glance S Print
Cumulative GPA: 3.576 (2.000 required)
Institution GPA: 3.576 (2.000 required) Program Comple Pt be verified by the Registrar.
Degree: Bachelor of Arts
Majors: Biology BA
Departments: atural Sciences Progress
Catalog:
Description
P - i 101 of 120
program Notes [
Show Program Notes
Total Credits from this School 101 of 30

Requirements expand all~

Major Requirements

Student Planning for Advisors
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Course Plan

The Course Plan will default to the current term if the student is currently registered or if they are not registered, it will
default to the last term registered. You can switch between the List view and the Calendar view

& msemski

(> signout

@ Help

Daily Work - Advising - Advising Overview

Advisee Details
< Backto Advisees

5]

@ student Athlete

o

Willie Wildcat

Student ID: 0000000
& 2 wille.wildeat@daemen.edu

B

View Eull Profile

Course Plan

Timelins

< \> Spring 2025 | +

This is “List” view which
shows all courses with

details and status

(Planned, Registered)

Advisement Complete

Last advised on 11/12/2024 by Dr. Aaron Joyal

Review Complete

Course Plan last reviewey z 11/12/2024 by Dy

( @pint ) Planned:
List al
v Approval  Course Credits  Instructor Time Location
=
6] ACC-225-01: Financial Acctng 3Credits  Corinne Jones MWF 1:25 PM - 2:20 PM Main Campus
+ Registered, but not started 1/22/2025 - 5/2/2025 Business Building,
Lecture
ﬁ HSC-221-01: Issues in Women Hith 3 Credits Dr. Amanda Park 1/22/2025 - 5/2/2025 Main Camp
+/ Registered, but not started Arranged Co
Online Course
6] MGT-208-01: Princ of Management 3Credits  Stacy Roland MWF 12:20 PM - 1:15 PM Main Campus

The Calendar view is more beneficial when you are helping a student plan their schedule for a particular term because
you can easily see section conflicts by clicking “View Other Sections.”

Course Plan Timeline

Progress ourse Notes Plan Archive Transfer Summary Grades Petitions & Waives Graduation Application
| % > | spring2025 | 4
Green classes are registered,
\( B Print ) red means the course iS f:UI.l olled: 15 Credits ~ Waitlisted: 0 Cre
Calendar or conflicts, and yellow
means the course fits the
CMP-101: Composition : sun Mon Tue schedule and has seats sat
available. =
11am
A View other sections
12]
: é< e - ‘f
ipm { S— 30201 f
CMP-101-01 Composition | ac2sn
Seats Available @:1/20/0 { A
Instructor: Dr, Susan E. Cozzi 2l
Time: MWF 9:05 AM - 10:00 AM {
Dates: 1/22/2025 - 5/2/2025 3pm
Location: Main Campus Duns Scotus DS221 (Lecture) cevmmmoermmmmmmns: | N |- S
4pm PHL247.01
5pm
o 6pm
7pm
8pm
CMP-101-04 Composition
Waitlisted: 0 9pm

| Instructor: Dr. Susan E. Cozzi

Student Planning for Advisors
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COURSE APPROVAL PROCESS

From the Course Plan, you can see what the advisee has planned. A student can plan to take both courses and sections.
You can also APPROVE, DENY, and/or PROTECT courses by selecting the course and clicking on the appropriate label in
“List” view. Students must receive approval to register.

Student Planning will give a warning that a prerequisite or co-requisite exists for a course if it is not currently planned, in
progress, or completed.

DAEMEN ey s

Daily Work

Advising - Advising Overview

Advisee Details

< Back to Advisees

@ Student Athlete

cering SP BS ( Advisement Complete )

Check each box and
click appropriate
button to approve or

deny planned courses

Last advised on 11/12/2024 by Dr. Aaron Joyal

Raview Complata

Course Plan last reviewed on 11/12/2024 by Dr. Aaren Joyal

rse Catalog Plan Archive Test Scores ansfer Summary rades Petitions & Waivers  Graduation Application

‘i’ N \’) Planned: 6 Credits  Enrolled: 15 Credits ~ Waitlisted: 0 Credits
s Prerequisite alert if
(0 povroe N @ 0o ) & Pt ) student is missing a
r ] Approval | Course rEqUirement ; U Location

0 ACC-225-01: Financial Acctng. SCredits  Corinne jones MWF 1:25 PM - 220 PM Main Campus
+ Registered. but not started 1/22/2025 - 5/2/2025 Business Building, 8102
Lecture
BA-443-01: Proseminar reqits  Dr. Carol Bartlo TTh 10:00 AM - 11:20 AM Main Campus
e 1/22/2025 - 5/2/2025 Business Building, 8104
\A\ Complete FIN-325 and Senior status - Must be completed prior to taking this course HYBRID-Combin. web/class
—
- €MP-101: Composition 3credits  No Section Selected No Section Selected o Section Selected
ﬁ HSC-221-01: Issues in Women Hith 3cCredits  Dr. Amanda Park 112242025 - 57212025 Main Campus
+/ Registered, but not started Arranged Course, ARR

Online Course

0 MGT-208-01: Princ of Management 3 Credits  Stacy Roland MWEF 12:20 PM - 1:15 PM Main Campus
+ Registered, but not started 1/22/2025 - 5/2/2025 Business Building, 8102
Lecture
0 MKT-302-01: Phys Dist Mgt 3Credits  Tito Rodriguez TTh 1:00 PM - 2:20 PM Main Campus
+ Registered, but not started 112212025 - 5212025 Business Building, 8102

Protect a course to prevent a student from removing a course from their plan or moving the course from one term to
another. To remove a lock on a course, select the course, and then “Unprotect”
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Timeline

You can also choose Timeline to see multiple terms at the same time. You can see past terms and also plan for future terms.

& msemski > signout @ Help

Daily, Work Advising Advising Overview
A
Advisee Details =
Search for courses.

EoBl ¢ Backto Advisees

© student Athlete

3
- Program(s) Ve N
s Business Administration-Marketing SP BS Advisement Complete
= 3 v ’ Last advised on 11/12/2024 by Dr. Aaron joyal

A =)
Dr. Aaron Joyal
Willie Wildcat Review Complete

Student ID: 0000000
F B wilie.wildeal@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal

View Full Profile

Course Plan Timeline Progress Course Catalog Notes Plan Archive  TestScores  Transfer Ssummary Grades Petitions &Waivers  Graduation Application
Add a Term Remove Planned Courses
Fall 2023 we= | | Spring2024 _— Fall 2024 === | | Spring 2025 — Fall 2025 Preliminar Spring 2026

BIO-117-LCEO7: Human Nutrition B BA-201-01: Intro Int'| Business A BA101-02: Intro Business Administration A ACC-225-01: Financial Acctng 77 BA-202; PrésiBranding&Sustainability ACC-226: Managerial Acctng

Creats: 3 Credis Creaies: 3 % Credis: | Credis Creais: 3 Creaits Credits: 1 Cracis Crecis: 3 Crecits

BA-303: Business Profession

CMP-101-02: Composition A E5-107-01: Major and Carcer Discovery  p BA-211-01: Effec Business Comm A
Cresies 3 Credits Credies 1 Credis Credies: 3 Credis Crecies 1 Credis
ECO-201-02: Prin Microeconomics B HSC-112-03: Hith Promotion Across Lifespag EC0-202-01: Prin Macroeconomics A MGT-321; Organizational Behav. MGQ427: Mgl Decision Making
||| crams comin o 3 s o 3 Cri i3 o et 3 Crecis
MGT-101.03: Intercollegiate Athietics Expr p HSC:211-01: Caring for the LGBTQ Commnty MIS-280-01: Comp Stud/Prob Solv A MKT-210; ECommerce
Credis: 1 Creds Credits: 3 Credits Credits: 3 Credits CMP-101: Composition Credits: 3 Credts
Credis: 3 Credics
PSC114.01: State/Local Gov't o LIT-A12.6Y501: Approach to Lit A MKT.209.01: Princ of Marketing A MKT-312: Promotional Strat
Credics 3 Credits Credics 3 Credis Credics: 3 Credis HSC221.01: Issues inWomen Hith (Crecits: 3 Crecies MKT-310: Foreign Mkt Intl Bus
Credits: 3 Credits Crecits 3 Crecits
PSY-103-LCEO7: intro to Psychological Scieng MTH.124.01: College Aigebra A MTH.104.01: Survey of Statistics c
Credics: 3 Credits Credis: 3 Credis Credits: 3 Cradis MGT-208.01: Prine of Management
Credits: 3 Credits i
GPA:3.340 16 Enrolled Credits GPA: 3.820 16 Enrolled Credits | | GPA:3.569 16 Enrolled Credits 15 Enrolled Credits, 6 Planned Credits 16 Planned Credits 10 Planned Credit

The number of planned, enrolled or completed credits appears at the bottom of each term. The GPA appears if the term is

completed.
On the Timeline view, we can remove planned courses. To remove all planned courses, select Remove Planned Courses and

choose the term. You cannot undo this option, so use cautionl!

To move courses from term to term:
1. Add afuture termifit is not displayed on the timeline
2. Click“Add a Term”

Q msemski [ signout @ Help

DailyWork - Advising - Advising Overview

Advisee Details -
Search for courses.
ol ¢ BacktoAdvisees

@ student Athlete

-
~ Programis) % N\
a Business Administration-Marketing SP BS ( Advisement Complete
= & Last advised on 11/12/2024 by Dr. Aaron Joyal
s [ (s):
Willie Wildcat - Review Complete
Swdent ID: 0000000
N & williewildcal@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal
View Full Profile
CoursePlan  Timeline Progress  Course Catalog Notes PlanArchive  TestScores  Transfer Summary Grades Petitions & Waivers  Graduation Application
Add a Term ( ove Planned Courses
Fall 2023 me== | | Spring2024 w= | | Fall 2024 == | | Spring 2025 - Spring 2026
B : ' Business e BA-101.02: Intro Business Administration o ACC.225.01: Financial Acctng 7 BA202: PristBrandingSustainability X ~ACC.226: Managerial Acctng
Creas 3 Crats Crea: 3 Crecis Creds: 1 Crods Creats 3creas Credts 1 Credes Craces: 3 Crodis
CMP-101.02: Composition A £5-107.01: Major and Career Discovery BA-211.0%: Efec Business Comm A [T ——
[ Credis:1 Crecits [ Cracts 1 Crecis
£C0-201.02: Prin Microeconomics B HSC-11203: Hith i itespap, : pri A MGT.321: Organizational Behay MGQ-427: Mgrl Decision Making
< |} | camscmsm 3 e Crcis:3 o v 3G Crades 3 Credes
MGT-101.03: Intercoliegiate Athletics Expr p HSC211.01: Caring. % A
Credns 1 Crdis Crean: 3 recis Crodie: 3 Creas
PSC114.01: State/Local Gov't A LIT-112.F¥501: Approach to Lit A MKT.209.01: Princ of Marketing e MKT.312: Promotional Strat
a3 Cresis Creses 3 Cracts Creaie:3 Crass HSC221.01: Issues in Women Hich Cradi 3 Creces
Cradie 3 Crades
: ieng A MTH-104.01: Survey of Statistics c
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3. Select atermto add to the plan

Add a Term to Your Plan

Please select a term to be added to your plan:

Spring 2025

Fall 2024 Alternative
Spring 2025

Spring 2025 Alternative
Summer 2025

Fall 2025 Preliminar
Spring 2026

Summer 2026

4. Click “Add Term”

Add a Term to Your Plan

Please select a term to be added to your plan:

Spring 2025

Courses can now be dragged and dropped between semesters. Please know that specific sections cannot be moved between
semesters as they are unique to that individual semester.
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Course Catalog

The Course Catalog tab allows you access to the entire College catalog. You can use the Search box in the top-right corner
to search. Or you can use the Advanced Search and search by subject, location, course type and more!

DAEMEN E———

Daily Work - Advising - Advising Overview

Advisee Details
Pl ¢ BacktoAdvisees
€
@ Student Athlete
= \
‘ 0t Complete
0 k J
>
- i viso
- Aa
Willie: Wildcat ‘eview Complete
Seudent 1D: 0000000
¥y B3 willie wildeat@daemen.edu Coull Plan last reviewed on 11/12/2024 by Dr. Aaron joyal
’ '
Course Plan Timeline ogress Course Catalog Plan Archive Test Scores Transfer Summar Grades etitions & Walvers
subject Searc Advanced Search

Catalog Advanced Search

Results View
Catalog Listing

Q) section Listing

“Advance

Search” allows

you to search
classes by

Term Meeting Stag

Select Term ~

Courses And Sections

-~ . several factors
Subjec . like term, There is also a
%. subject, course search box in the
:,T ’ type. top right course.
o Heondey sy Course Code
e o e works best, for
e example CMP
Select Location hd

101 instead of

Academic Level

" HY ”
Select Academic Level v Composition.
Time Of Day Time Starts by Time Ends by
Select Time Of Day v hh:mm AM/PN hhemm AM/PM
Course Type
Select Course Type v

! e ) @
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Registration/Drop/Add

After selecting courses, go back to the Course Plan tab and select the Calendar view.
1. Thestudent’s planned courses are listed. If the semester schedule is available, select “View other sections” for each
course to get a real-time view of availability for semester planning.

Calendar

£ME-101: Camposition x Sun Mon Tue Wed Thu Fri sat
e [’“T@T,*_] [-_TE.} rﬁﬁ -
11am

These are the 1 e g
available sections ] |

for the selected
semester

A View ather sections

This section is full

CMP-101-01 Composition
Waitlisted: 0
Instructor: Dr. Susan E. Cozzi

Time: MWF 9:05 AM - 10:00 AM
Dates: 1/22/2025 - 5/2/2025
Location: Main Campus Duns Scotus DS221 (Lecture)

CMP-101-03 Composition

Seats Available @:1/20/0

Instructor: Dr. Susan E. Cozzi

Time: MWF 12:20 PM - 1:15 PM

Dates: 1/22/2025 - 5/2/2025

Location: Main Campus Duns Scotus DS218 (Lecture)

This section is full
CMP-101-04 Composition
Waitlisted: 0
Instructor: Dr. Susan E. Cozzi

Time: TTh 2:30 PM - 3:50 PM
Dates: 1/22/2025 - 5/2/2025
Location: Main Campus Duns Scotus DS218 (Lecture)

MP-101-08 Composition
eats Available @:9/20/0
nstructor: Dr. Susan F. Co7zi

2. Select an appropriate section on the left to review the section details.

3. Click Add Section to Schedule

Section Details
CMP-101-03 Composition
Spring 2025
Instructors Dr.susan k. Cozzi  (scozzi@daemen.edu )
Meeting Information M, W, F12:20 PM - 1:15 PM
1/22/2025 - 5/2/2025
Main Campus, Duns Scotus DS218 (Lecture)
Dates 1/22/2025 - 5/2/2025
Seats Available © 1/20/0

Credits 3

Grading Graded

Requisites None

Course Description Fulfills core competencies: Communication Skills: Information Literacy. Writing
Intensive. The primary emphasis is on developing rhetorical awareness: an
understanding of the contexts, purposes, and expectations that govern college-
level writing. Course topics include: the technical and stylistic skills of expository
writing; strategies for critical and purposeful reading, writing, and inquiry: and
information literacy. These skills will be addressed through group and individual
instruction and through assignments in expository writing and research.
Prerequisite: college-level proficiency as determined by standardized test scores
and high school GPA.

Bookstore Information

Add Section
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4. If the registration period is open and the course is approved, “Register Now” will enroll the student. While you do
have the ability to register students, we recommend they take the final step in completing their registration.

DAE ME N & msemski [ signout (D Help

DailyWork - Advising - Advising Overview

Advisee Details .
Search for courses.

Foll ¢ Backto Advisees

@ student Athlete
= Program(s)

o Business Administration-Marketing SP BS ( Advisement Complete
K
— 6 Last advised on 11/12/2024 by Dr. Aaron Joyal
= ¢ Advisor(s)
. Aaron Joya
Student 1D: 0000000
& B2 willie. wildcat@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal

Yiew Full Profile

Course Plan Timeline Progress Course Catalog Notes Plan Archive  TestScores  Transfer Summary Grades Petitions & Waivers  Graduation Applicatiog

Register Now

< H > | Spring2025 | +

Planned: € Credits  Enrolled: 1 ditlisted: 0 Credits

( 4 Print D

List Calendar
SR LD X sun Mon Tue wed Thu Fri sat
9am -
A View other sections
10am BA44301 x BA4301 x
K< of1 %
11am
12pm
CMP-101-01 Composition
Waitlisted: 0
Instructor: Dr. Susan E. Cozzi g
Time: MWF 9:05 AM
2pm

Dates: 1/22/2025 -

5. Thestudent will be registered for all eligible sections. If there are any reasons a section is not registered,
Notifications will display.

A X
D E M E N Contact the Student Accounts Office regarding your

account balance-839-8213

Daily. Work Advising Advising Overview

& " X
Advisee Details @ Contact Safety & Security about unpaid parking fines
¢ Back to Advisees

2]

@ student Athlete

= . s
Advisement Complete
\ y
= L Last advised on 11/12/2024 by Dr. Aaron Joyal
- N Adwvisor(s;
X | Dr. Aaron Joya
Willie Wildcat Review Complete
Suudent 10 0000000
‘ E3 wime wiidcat@dasman.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron joyal

view Full Profile

Course Plan Timeline Progress Course Catalog Plan Archive Test Scores Transfer Summar Grades Petitions & Waiver Graduation Applicatior
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6. The student will still be registered for all other eligible sections. The section will display a status of Registered and
turn green.
=

List Calendar

CMP-101-04: Composition X

1am
+ Planned

12pm

Grading: Graded {m ey e
Instructor: Dr. Susan E. Cozzi e
1/22/2025 10 5/2/2025

2pm

Waitlisted: 0

\/ Meeting Information 3pm

This section is full apm [y
Spm

v View other sections

epm

. 7pm
HSC-221-01: Issues in Women Hith
«) Approved e
+ Registered, but not started 9pm
Credits: 3 Credits 10pm
Grading: Graded
Instructor: Dr. Amanda Park 11pm
1/22/2025 to 5/2/2025 -

\/ Meeting Information

Sections with no meeting time

v/ HSC-221 Issues in Women Hith Section 01 Faculty: Dr. Amanda Park

Once registered, drop a section by:
1. Clicking Drop button on that particular section.

List Calendar
Sun Mon Tue Wed Thu Fri Sat
HSC-221-01: Issues in Women Hith -
11am
) Approved
12pm

pm

mun
Credits: 3 Credits ,Tlml ,—\ ==
Grading: Graded 2om

-~ :

[0 5/2/2025

3pm

\/ Meeting Information

m P21

spm
v View other sections

6pm

7pm
MGT-208-01: Princ of Management

8pm
) Approved

9pm
' Registered, but not started

10pm

Credits: 3 Credits
Grading: Graded P

2. Choose the sections to drop or add and click “Update” and the section will be listed as planned.

Register and Drop Sections

You have override permissions and may enroll this student into the sections below even if the
section is full or waitlisted. Select the sections you would like to enroll the student in or select the
waitlist checkbox to add the student to the waitlist.

You have elected to drop: HSC-221-01 (3 Credits)

Select sections to drop:

() ACC-225-01 (3 Credits)
HSC-221-01 (3 Credits)
() MGT-208-01 (3 Credits)

() MKT-302-01 (3 Credits)

() PHI-247-01 (3 Crediits)

Select sections to add:

(] cMP-101-04 (3 Credits)

This section is full

Cancel Update




Adding Notes

Select the Notes tab to view notes to and from an advisee. All notes made for the student’s plan are listed. Add a note to
the plan in the Compose a Note section.

The Notes tab should be used to send a note to your advisee and your advisee can send a note to you as well. Please be
careful when sending notes because they cannot be edited or deleted once saved. The notes do remain with the student’s
record, so if a student changes majors or advisors, it will still be accessible to any advisor who can view the student’s plan.

The notes are considered a part of the student’s record under FERPA and should be one of your primary methods of
communicating with and maintaining notes on the advisee.

DAE M E N & msemski (> signout @ Help

DailyWork - Advising - Advising Overview

Advisee Details o
= ¢ Back to Advisees

@ Student Athlete
=

Advisement Complete
+ . g

ﬁ “v Last advised on 11/12/2024 by Dr. Aaron Joyal

Student ID:
3 £ wilie.w Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal
-
o Course Plan Timeline Test Scores Transfer Summary Grades Petitions & Waivers Graduation Application
-

Compose a Note

&

View Note History

Willie and | met to discuss a possible major change or adding a minor in Spanish. Willie is going to take one course this Spring as an elective and
we will follow up later in the semester.

Michelle Semski on 1/21/2025 at 2:56 PM
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Completing the Review

Once satisfied with the student’s plan, mark it complete by clicking “Review Complete.” It will also let you know the
review is complete and ask if you want to archive the plan.

DAEMEN e

DailyWork - Advising - Advising Overview

Advisee Details ”
Search for courses.
= ¢ Back to Advisees
@ student Athlete
= Program(s)
a Business Administration-Marketing SP BS
= e Last advised on 11/12/2024 by Dr. Aaron J&
eam A Advisor(s):
Dr. Aaron Joyal
Willie Wildcat y Review Complete
Student1D: 0000000
& B2 willie. wildcat@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaroj
View Full Profile
=
Course Plan Timeline Progress Course Catalog Notes Plan Archive Test Scores Transfer Summary Grades Petitions & Waivers Graduation Application
=
Compose a Note
é

View Note History

Willie and | met to discuss a possible major change or adding a minor in Spanish. Willie is going to take one course this Spring as an elective and
we will follow up later in the semester.

Michelle Semski on 1/21/2025 at 2:56 PM

ALWAYS ARCHIVE the plan by clicking the Archive button. Archived Plans are permanently saved and remain with the
student’s record. This will also remove the time piece next to your advisees’s name on your advisee roster and remove
them from the top of your advisee list.

DAEMEN S

Daily Work

Advising Advising Overview The review has been completed

Advisee Details
< Back to Advisees

Would you like to archive this course plan? ‘

r R
© student Athlete f\ Can /\f Archive
Program(s): / = N\
s Business Administration-Marketing SP BS L AUVISEIIEN L e )
K e
\e i " Last advised on 11/12/2024 by Dr. Aaron Joyal
Advisors)

Dr. Aaron Joya
Willie Wildcat Review Complete

Student ID: 0000000

B3 wilie vidcal@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal

View Full Profile
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To view the archived advising sessions, select the Plan Archive tab. A list of all the archived course plans is displayed. - Click
the Download PDF link for the version of the course plan you want to view.

When prompted by your browser, open the PDF to see all the details of the course plan as it looked at the time it was
archived.

& msemski [ signout @ Help

DailyWork - Advising - Advising Overview

Advisee Details

Search for courses.
Pl ¢ Backto Advisees
@ Student Athlete
=
o inistration-Marketing SP BS Advisement Complete )
s P

Last advised on 11/12/2024 by Dr. Aaron Joyal

e D
Student ID: 0000000
¥y B2 willie.wildcat@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal

View Full Profile

Course Plan Timeline <s Course Catalog Plan Archive ~ TestScoreSWg  Transfer Summary Grades Petitions & Waivers  Graduation Application
Archived PDF Archive Date Archived By
B pownload 1/21/2025 11:50:23 AM Michelle L. Semski
B pownload 12/5/2023 1:51:32 PM Michelle L. Semski

© 2000-2025 Ellucian Company L.P. and its affiliates. Al rights reserved. Privacy

Test Scores

To view the admission, placement, and other tests for an advisee that have been reported to or administered by the
college, select Test Scores. Information about each of the tests is displayed including the test type, date taken, and test
score.

& msemski > signout @ Help

DailyWork - Advising - Advising Overview

Advisee Details
[l < BacktoAdvisees

® student Athlete

-
Advisement Complete
3 | —
= é Last advised on 11/12/2024 by Dr. Aaron Joyal
= i
s TN
Student ID: 0000000
* [=F ical@daemen.edu Course Plan last reviewed on 11/12/2024 by Dr. Aaron Joyal

View Full Profile

Course Plan Timeline Progress Course Catalog Notes Plag Test Scores Transfer ary Grades Petitions & Waivers Graduation Application
Admission Tests
Test Date Taken Score percentile Status Status Date
RSAT TOTAL 4/13/2022 1340 of 1600 v Accepted 10/10/2023
RSAT MATH 411312022 680 of 800 v Accepted 117212023
RSAT RW 4/13/2022 660 of 800 Vv Accepted 10/10/2023
Placement Tests
Test Date Taken Score Percentile Status Status Date
Math Placement Score 6/1/2023 145 of 254 /' Accepted 6/12/2023

Arbne Tacen
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Help

One other great feature is the Help menu at the top of the page. The Help menu has a detailed list of the most the
common questions. It covers most of the basic functions of Student Planning.

If you need additional assistance, please contact: studentplanning@daemen.edu

& msemski (> signout @ Help

Advising Qverview Advising Help

Advisee Details > How can | view a summary of an advisee's progress?

< Back to Advisees
> How is the Progress bar calculated?

@ student Athlete

v

What are Program Notes?

ness Administration-Marketing SP BS

Willie Wildcat SHSCSEEESE
Student ID: 0000000

3 willie.wildcat@daemen.edu

How can | approve courses for an advisee?

How can | complete an advisement for an advisee?

Which courses do | need to approve or deny?

>

How do | protect a course on an advisee's plan?
View Full Profile

> How can | load a sample plan for an advisee?
Plan Timeline Course Catalog Plan Archive Test Scores Transfer Summary Grades Petitions & rs Graduation Applicatic
How can | compare course plans for different catalogs for an
advisee?
Admission Tests > How can | add or change a program for an advisee?

> How can | use a wildcard with the Keyword Search?
Test Date Taken Score Percentile Status
> How can | search for a course?
RSAT TOTAL 4/13/2022 1340 of 1600 v Accepted
> How can | search for a courses or sections by term?
RSAT MATH 4/13/2022 680 of 800 ' Accepted
How can | search for a courses or sections by section
> 2
RSAT RW 41372022 560 of 800 & frrEm] meeting start date and section meeting end dates!
> How can | search for courses or sections under multiple
subjects?
Placement Tests g
> How can | search for multiple courses?
Test Date Taken Score Percentile Status
> How can | search for specific sections?
Math Placement Score 6/1/2023 145 of 254 « Accepted )
> How can | search for a specific section using a Synonym?
How can | search for courses or sections within a specific
Other Tests

academic level?

Student Planning for Advisors Page 19



Three Quick Methods to Create a Plan for a Student

Select Student from List or enter ID Number

Method #1
1. Select “Progress.”

2. Select a course that is marked Not Complete OR Select Search for an area Not Complete
3. Add the course to the plan

4. On the picklist, select the term to which you want to add the course.

5. Go back to the Progress View

6. Repeat from Step 2

Method #2

1. Click on “Course Catalog”
2.Search for the course in the top right field, using the specific course subject and course number (i.e. PSY 103)

3. Add the course to the plan
4. From the picklist, select the term where you want to add the course to.
5. Repeat from Step 3

Method #3

1. Click on Course Catalog

2. Click on the subject that you would like to search for (i.e. Psychology).
3.Select the course (i.e. PSY 103)

4. Add the course to the plan

5. From the picklist, select the term which you want to add the course.
6. Repeat from Step 2

Helpful Tips

e Youcanclick on “Progress” or the “Timeline” at any time.

e Progress will display the courses by requirement that are COMPLETED, NOT STARTED, or PLANNED in the
student’s audit.

e The “timeline” will display the courses by term as COMPLETED, NOT STARTED OR PLANNED. - You can move
courses from term to term via Timeline; click on the course and select a different term from the drop-down
menu.

e You candelete any course or term from the Timeline view by clicking the top, right X.

e Students and advisors are not notified when notes are added but are useful to provide additional information
about the plan.

Your advisees can request a review of their plan at any time. If they request a review, you will receive email notification.
You will also have a notification when you log in and an hourglass notification next to the requesting advisee’s name.
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