FADV - Adding Advisees in Colleague
Before starting, remember: 

In order for a faculty member to be able to use the Advisees screens in Web Advisor, 

1. Faculty must have a Web Advisor account.

2. Faculty must be made “advisors” via the Colleague (Datatel) screen FCTY

3. Advisees must be assigned in Colleague as illustrated in this document
At the Student System Main Menu, type in FADV in the box labeled Mnemonic, and click on Go:
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Colleague prompts for the name of the faculty to whom advisees are to be assigned (see sample below.) Key in the name (or Colleague ID or Social Security Number) of the faculty advisee.
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The FADV screen for the particular advisor will now appear.  FADV will have the names of current advisees only.
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Here are some things to remember before adding names to the list:

1.  Advisees without an Advising End Date will move to the top of the list.

2.  Advisees with a future Advising End Date will stay on the list, appearing at the bottom of the list after saving and exiting. 

3.  When the Advising End Date for an advisee is the same as “today’s date”, the system removes the  advisee’s name from FADV and moves it to the FASS screen (Former Faculty Advisees screen.)

To add advisees, go to a blank line and click on the detail in  icon  [image: image4.png]


  (or insert your cursor in the box next to the line number and click on Edit→Wide Edit)
You will be prompted for an advisee name.  Key in the Name, Social Security Number or the Colleague ID number for the student to be added as an advisee.
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The FADT (Faculty Advisee Detail) screen for the advisee name entered will appear next.
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Today’s date will default in on the start date.  

Enter an End Date and Acad Program if desired.  Only active academic programs for the student may be entered in this field.   Remember to save by clicking on File→Save or clicking on the save icon [image: image7.png]


. The system will return to FADV.
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Note that the last advisee entered appears at the bottom of the list.  Names added with blank Advising End Dates will be moved to the top of the list after saving out of FADV.
After returning to the FADV screen remember to Save and Exit again by clicking on the save icon on the toolbar [image: image9.png]


 or by clicking on File→Save.  Otherwise names just added to the list will not be saved.
To delete an advisee, click on the number in the leftmost column.  A dialog box prompting you to select the Window Operation to perform opens.  Click on Delete.  

[image: image10.png]FADV-Faculty Advisees

. Mis. Barbara A

Nyack NY 10

Advising  Adv  Student Grad
Advisess EndDale  Type  Progiam Date
0364105 Gonzalez, Jessica M. :I
0085765 i, Dariel .

0172453 Cedeno, Patlo A. 12/31/02 [AA5.DTET.G

Select Window Operaton to Perform

Delete Cancel

NENRRSRNCARN





A second dialog box appears, offeing the opportunity to confirm or cancel the delete:
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Click on Delete again to confirm removing the one advisee (referred to as a “whole group”) from the list, then Save out of FADV to permanently save this change to the advisee list. 
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