Lehigh University Adviser Notes

& Comments System

February 7, 2007

This system is intended to permit advisers to put important notes and comments pertaining to their advisement of students in a secure environment. They sys tem will permit the notes to be shared with colleagues based on secure access designated by the note creator. Each department and college will be able to designate support staff to have access to coordinate and expedite actions.

The system is web based and available through the Faculty Self Service web package or the LU Portal. We will be working to make this a “one click” secure access in the portal and a “two click” access through self service. 

You access LU Adviser Notes & Comments from the Main Banner Menu by selecting the Faculty and Adviser Menu. 

The first item on the menu is Advisor Notes. Double click on Adviser Notes and select the current term from the drop down list.

Next you will be asked to select a student. Each note is specifically saved by unique adviser, student and date/time ID.

Identify the student that is the subject of the note on the screen image below, this is the same screen you have used to find a students transcript of degree audit in the past. Notice the use of the % as a wild card for faster data entry. Or you can just enter the LIN. This student will remain in context until you logoff or select another student form the Adviser Notes - Main Menu.
The Adviser Notes Main Menu has 4 items: (appendix D)
Create a Note

Display my Notes

Review all Notes

Select another Student

Create a Note: 

:Form example displayed on Appendix A:
Student was Present: This field (yes or no) is to reflect whether or not the student was present when the note was created. It is also to help a faculty member note that a meeting was set up with the student and the student did not show up. It is often helpful to have a history of the student’s attendance at scheduled advising sessions.

Meeting Type: Select from the drop/add list the most appropriate term to describe the purpose of the meeting or note.

Access: You may select up to 6 different departments/programs to share this comment/note with or select a check box for your department, three levels of Dean of Students and a list of college faculty/staff and program directors. 

If you do not select any group to share the note with when saved you will receive a response form the system telling you it is saved as a sole possession record. You me change access using the Display My Notes form.

Display my Notes

:Form example displayed on Appendix B:

This form permits you to review all notes that you created related to the student selected. It is designed fro review of notes and to allow you to change security access to add or remove people that can see the note.
This screen does no let the user delete or modify a comment/note, these are FERPA protected educational records and must be kept according to records retention policy.
Review all Notes

:Form example displayed on Appendix C:
This form allows the user to see all comments entered for this student for which the users role allows.

NO editing or commenting allowed. However, you may use cut and paste to print it in a response comment.

Appendix A
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Create a Note

Advisor Notes - Main Menu

Student Name: Lehigh, Demo O.
Student ID: 123456789

Date of Advisement/Meeting: FEB-07-2007
Student was Present: No v
Meeting Type: walk In v
Access: [7] ALL [] DOS1 [] DOS2 [] DOS3 [] DARS [] REGISTRAR [] MY DEPT Colleges: [7] AS [] ED [¢] BU [J EN [] IC [] IBE

You can select the Access that will be used by other advisors when reviewing this note by checking 1 or more of the boxes above. You
will automatically be granted access to any notes that you create yourself. You must select your own department and/or college in
order for other advisors within your department and/or college to see your notes.

Access (Dept 1/2/3): | thletics ~||sociology ~||Mechanical Engr & Mechanics

Access (Dept 4/5/6): |None ¥/ |None v|[None &

Using the drop down boxes above, you may select up to 6 additional departments (other than your own) in which advisors may see this
note.

Please limit your text to no more than 2000 characters. If you need
more space, simply create another note. Notes that exceed 2000
characters will be truncated to 2000. Notes will be brought together
and presented for review chronologically (newest to oldest)
according to the access that was granted when the note was
created. You may also Use references to other notes within a note.
To avoid spelling and gramatical errors, you could type your note in
a software application such as MS Word, run Spell Check, then
copy/paste the text into this box.

Note: This is 3 sample note that may be placed in 2 student record and must be less
than 2000 characters. Also be careful that the speling checker is not available in
the text entry tool. For more clarification please read th text along side this figure.

The Access that you have selected (above) will be saved along with your note.
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Appendix B

[image: image2.png]Display my Notes - Windows Internet Explorer

Edt Vew Favories Tooks Help

% 0 [25]~| @ orace sppication erver or.. | € Wekome t Tabbed Bonsing | @Display my Notes

g LEHIGH

Search SITE MAP | HELP | EXIT

Display my Notes

Advisor Notes - Main Menu

Student Name: Regina, Joshua B.
Student ID: 832433201

Date and Time of Advisement/Meeting: JAN-02-2007 - 03:35 PM Student was Present: No Meeting Type: Walk In
Access: [ ALL [ DOS1 || DOS2 [ | DOS3 [| DARS /| REGISTRAR | | MY DEPT Colleges: || AS [ | ED [ | BU [ |EN || IC

Access (Dept): No other specific Departments have been granted Access to this Note.
Partial contents of Note: Test of system

Click this button to view the full contents of this Note and/or change Access to it.
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Appendix C
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Review all Notes

Advisor Notes - Main Menu

Student Name: Lehigh, Demo O.
Student ID: 123456789

Advisor Name: Correll, Bruce S.
Date and Time of Advisement/Meeting: FEB-07-2007 - 02:54 PM Student was Present: No Meeting Type: Walk In

Partial contents of This is a sample note that may be placed in a student record and must be less than 2000 characters. Also be careful that the speling
Note: checker is not available in the text entry tool. For more clarific

Click this button to view the full contents of the Note above.
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Appendix D
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. _ . Bruce S. Correll
Advisor Notes - Main Menu 2007 Spring Semester
Mar 01, 2007 03:17 pm

Student Name: Regina, Joshua B.
Student ID: 832433201

Click this button to create a note and grant subsequent access to the note.
Click this button to see only your notes re: this student and/or change access to any of them.
Click this button to review all notes that you have been granted access to see re: this student.
Click this button to select a new Student.
o
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