Directions for How to Obtain a List of Your Advisees and to
Determine Whether They Have Any Holds on Their Account

November 2010



Log-in to My Charleston and go to the Faculty tab. Then, click on “Banner Self-Service”.
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Please note that these forms are only accessible from on campus. You
may be prompted to log in to access a form. If so, use your Cougars
login and password. Please contact the Registrar's Office if you are not
able to open a form.
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Once the Banner Self-Service folder opens: click on the “Faculty and Advisors” folder; then click on the “Student Information Menu”.
Then click on “Advisee Listing”.
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When you click on Advisee Listing, you’ll be asked to “Select Term”. Select the appropriate semester for which you would like to view your

advisees. Then click “Submit”
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“Advisee Listing” will show you the screen below. This is a list of all majors officially assigned to you as your advisee (I've removed the names and
ID numbers of my advisees). If a student should be listed here and is not, please let Courtenay know. If you are “informally” advising a student
who is assigned to another advisor, please have the student request through Courtenay that you be made her/his official advisor.

To determine whether your advisee has a hold on her/his account, click on the View link. If this student has a required advising hold for
Sociology, it will be reported here.
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