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How to Assign Advisors to Students

This job aid describes how to assign an advisor to a student, assign multiple advisors with the same
effective date, assign multiple advisors with discrete effective dates, and replace an advisor.

1. After logging in to CalCentral CALCENTRAL
(calcentral.berkeley.edu) using Wbt My Carpiss My Toobor
your CalNet ID and ColCental Update A CalGeial 7 1 Release
passphrase, you arrive at your Up Neot X0 =l
Cal Central My Dashboard i RN i —
page. A T A
e \ Youcumentydonothave sy it sk ot s B
2. Here, click the Advising e ; " e
Assignments link under it ame, U0 or 50
Advising Resources. - ' L=

My Classes Advising Resources

f

My Groups
b LASGOA First Year FLAT
3. Next you arrive at the Student ]
. . Student Advisor
Advisor page, where you will
. . Enter any information you have and click Search. Leave fields blank for a list of all values.
enter whatever information
you have about the student, Find an Existing Value
such as last and first name, or —
Search Criteria
student ID.
ID: beains with ¥ 12345678 |
You can also locate Campus ID:| begins with

. National ID:| begins with v
the student using ——
the Student Looku Last Name: | begins with ¥ H
e P First Name: | begins with *

search box and

Include History Correct History Case Sensitive
then select
Advising .
Assignments Search Clear | Basic Search 2 Save Search Criteria
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4. Click the Search button. .
Student Advisor

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

ID: begins with v |[1234567
Campus ID:| begins with v
National ID:| begins with v
Last Name: | begins with v
First Name: | begins with v

Include History Correct History Case Sensitive

) ] .
Search Clear Basic Search 2 Save Search Criteria

5. Click the Academic Career Student Advisor
Look Up icon, and Select the Jennifer Abajo 25403137 i 5
. Find | View Al First ‘&' 10f1 &' Last
approprlate career. *Academic Institution: ucBa1 Q  UC Berkeley HE=
% & 03/182016
EEEEINE ate: 5 Look Up Academic Career
Help
*Advisor Role: Advisor Empl ID: 25403137
*Academic Career: Academic Career:| = v ¥
*Academic Program: =
Academie Man Q Look Up Clear Cancel Basic Lookup
Academic Advisor: Q Search Results
Advisor Percentage: View 100 First ‘& 1061 W) Last
Committee: Academic Career
Undergrad
| Advised by Comm'mel
) Must Approve Gradual
[5lSave || Return to Search =] Notify
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H —
6. Select an Academic Program Lok Up Academic Program
. Student Advisor
from the list that appears Help
. . Jennifer Abajo Empl ID 25403137
when you click the Academic Acadenic Instiuton ucso1
. = Academic Career: Undergraduate
. ftution: ucBo1 -
Program Look Up Icon. Academic Institution: A UC Berke Acacemic Program: [ begins with v
*Effective Date: 031872016 £
. Look Up Clear Cancel | Basic Lookup
(The search results may display — o 1
. emeen Search Results
multiple rows, if the student is *Academic Career: UGRD & Undergra] ey 100 = i S
B *Academic Program: ﬂ Academic Program Description Program Status
en ro' Ied In more tha none Academic Plan: Q. UCLS Undergrad Letters & Science Active in Program
college/program. Academic Advisor: @ b
H Advisor Percentage:
Select the appropriate row for
“ Committee:
which the student is“Active in N e
” ) Must Approve Graduation
Program”.)
[5]save ||t Return to Search | |[=] Notify E = Include History |2 Correct History
7. Select the Academic Plan Look Up Academic Plan ir
Student Advisor Haip
A ] EviD 25403137
St = Academic Institution: UCBO1
Academic Career: Undergraduate
*Academic Institution: ucBsoi QUG Berkeley Academic Plan: begins with v
*Effective Date: 03182016 E] Description: begins with v
- - Look Up Clear Cancel Basic Lookup
*Advisor Role: | Advisor v
*Academic Career: UGRD Q Undergraduats Search Results
i 1 Dy gy TS et View 100 First & sor1 @& Last
: qr
: _ a Academic Plan Description Program Status
AcReHE 25000U Letters & Sci Undeclared UG Active in Pragram
Academic Advisor:
Advisor Percentage:
Committee:
) Advised by Committee
| Must Approve Graduation
[Flsave |G Return to Search j [=] Notify “;_1 Include History ’ Caorrect History
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8. The next step is to select the Student Advisor
advisor. If you know the Jenniter Abajo 25403137 ]
advisor's |D type it in the Find | View All First ‘4 10f1 ‘b Last
’
. . : i itution: ucaot Q arkeley FHE
Academic Advisor text box. ‘Academic Institution S UC Berkeley
*Effective Date: 03182018 El
Find | View All First &' 10f1 &) Last
*Advisor Role: Advisor T *Advisor Number: E [H[=]
*Academic Career: UGRD Q. undergraduate
*Academic Program: UcLs Q Undergrad Letters & Science
Academic Plan: 250000 Q. Letters & Sei Undeclared UG
Academic Advisor:
Advisor Percentage:
Committee:
Advised by Committee Must Approve Enroliment
Must Approve Graduation Graduation Approved
jJJSave [Gh Return to Search =] Notify J.J Include History 27 Caormect History
If you do not know it, use the
Look Up icon to locate it. Advisor Search Page
The:' n thedLOOk Up Look Up Academic Advisor
Academic Advisor page, enter o
. . Page, Academic Institution: | beginswith v [[JUCBO1 Q
as much information as you EmplID: beginswilh ¥
know about the advisor, then Academic Organization: [D8gins witi v
click the Lookup button. National ID: begins with ¥
campus ID: beginswith
Last Name: begins with ¥ ||GUASTAVING
First Name: begins with v | JANET
Lookup E I Clear Cancel

Advisor Search Page

9. Click the Select button for the -0k UpAcademic Advisor

appropriate adVisor. Academic lnstitution:
Empi ID:

Academic Organization: | 2=
Hations ID:
Camgpus 10;

Last Name:

Hosl Name:

Lnokup Claar

Name Campas ID Lust Name First Name
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10. Click the Save button.

Student Advisor
Find | View All First ‘&' 10f1 ‘B Last
*Academic Institution: ucsoi Q #=
*Effective Date: 031812018 Bl
Find | View All First ‘' 1of1 ‘&' Last
*Advisor Role: Advisor v *Advisor Number: ! [#=]
*Academic Career: UGRD Q Undergraduate
*Academic Program: ucLs a Undergrad Letters & Science
Academic Plan: [25000U QU Letters & Sci Undeclared UG
Academic Advisor: B A Guastavino,Janet Andrea M
Advisor Percentage:
Committee:
Advised by Committee Must Approve Enroliment
Must Approve Graduation Graduation Approved
b Return to Search [=7] Notify J._'I Include History 27 Correct History
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Replacing an Advisor

LCENTRAL
11. After logging in to SEGISSERE 8 Wy G /- Wy Tocker
CalCentral Friday Tasks + New Task Notifications
(calcentral.berkeley.edu)
using your CalNet ID and
passphrase, you arrive at oo T e st
your Cal Central My )
Dashboard page. e ¥

aduled far Unacheduled Completed You have no nolifications af this time

Advising Resources

My Groups

12. Click the Advising T

Assignments link.

Prepare for Advisor Assignments webin

13. Click a checkmark in the
Include History checkbox.
Input the student’s ID, and
then click the Search
button. Find an Existing Value

Search Criteria

Student Advisor

Enter any information you have and click Search. Leave fields blank for a list of all values.

10: begins with v |§2345678

Campus ID:| begins with v

Last Mame: | beg
First Name: | begins with v

e
e

Mational ID:| begins with *
egins with v
e

¥| Include History Correct History Case Sensitive
Clear | Basic Search 19“'5 Save Search Criteria
14. Select the Add a Row
button (-£) in the top
right-hand corner of the Find|ViewAl  First ‘4 foft * Last
Effective Date row. *Academic Institution: UCB01 % UC Berkelay l
*Effective Date: 0272272016 {0
Find |View Al  Frst ‘& 1of1 '} Last

"Advisor Role: *Advisor Number: 1 ud

"Academic Career:

“~  Undergraduate

*Academic Program: -4 Undergrad Engineering

Academic Plan: 162820 1 Bloengineering BS

Academic Advisor: _Y C

Advisor Percentage:

Committee:
Advised by Committee Must Approve Enroliment
Must Approve Graduation Graduation Approved
nl Save ||G" Return to Search | <] Notify 21 Update/Display & His Correct History
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15. The new Effective Date row
number will appear between
the arrow toggles at the top
right-hand corner. The
Effective Date will default to
the current date. The date
cannot be equal to the
effective date of previous
advisor.

Note: The Advisor Role and
Advisor Number fields will
auto-populate.

16. Review Steps 5-10 for
instructions on how to
populate the Academic
Career, Academic Program,
Academic Plan, and Academic
Advisor fields.

17. Click the Save button at the
bottom, left of the window.

18. From within My Dashboard,
you can carry out some other
task or logout of CalCentral by
clicking on your name in the
upper right-hand corner of the
page, and then clicking
Logout.

(Logout capability is available
from all three of your
CalCentral pages.)

How to Assign Advisors to Students

Find | “iew Al

*Academic Institution: UCEL
*Effective Date:

Find | View All
Advisor v

*Advisor Role: *Advisor Number: 1

*Academic Career: UGRD & Undergraduste
*Academic Program: Q
Academic Plan: Q
Academic Advisor: L

Advisor Percentage:
Commitiee:

Advised by Committee
Must Approve Graduation

" Return to Search || =] Notify

Must Approve Enroliment
Graduation Approved

] Update/Display

Correct History

CALCENTRAL

# My Dashboard B2 My Campus & My Toolbos

- M Tk

Friday

Unseheduiea Completed

s @i

(i) sanat

6/25/18
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Adding Multiple Advisors

19. While you are still in the Student Advisor
Student Advisor window for i 5
the same Student, click the Find | View All First ‘&' 1of1 "Jth
. ip ey s *Academic Institution: ucBo1 QUG Berkeley 4| 1=
Include History button, if it is R e |5
not already selected. Find | View Al Fist (4 1011 @) Last
*Advisor Role: Advisor T “Advisor Number: 1 ==
*Academic Career: UGRD Q. Undergraduate
*Academic Program: ucLs Q Undergrad Letters & Science
. Academic Plan: [25000U @ Letiers & Sci Undeclared UG
Kdyo‘u EXIt.thde StUde(r;t Academic Advisor: [B4644102 R Guastavino Janet Andrea M
VISOr window, an Advisor Percentage:
return to CalCentral’s Commitee:
. Advised by Committee Must Approve Enroliment
My Dashboard, yOU W|“ Must Approve Graduation Graduation Approved
:fafve t.o adDd and [§lSave ||Er Returnto Search ||[=] Notify 27 Update/Display
ective Dated row —_—

first, dated the
following day, before
doing Step 9 that
follows.

20. Click the Add a Row button to Find [View Al First (4 10f2 () Last
the section for a new advisor. “Academic institution:; LGB0 QUG serkeley FHE
*Effective Date: 03/18/2016 El
Find | View All First ‘&) 10f1 b t
*Advisor Role: Advisor M *Advisor Number: 1
21. Review Steps 5-10 for *Academic Career: UGRD QU Undergraduate Adda el
Instructlons on hOW tO *Academic Program: ucLs Q Undergrad Letters & Science
. Academic Plan: 25000U @ Letters & Sci Undeclared UG
populate the AcademIC Academic Advisor: g4644102 & Guastavino Janet Andrea M
Career, Academic Program, Advisor Percentage:
. . Committee:
Academlc Plan’ and Academlc Advised by Committee Must Approve Enrollment
Advisor f|e|ds. Must Approve Graduation Graduation Approved

22. Click the Save button at the
bottom, left of the page to
save your additional advisor.

| I o Save I Return o Seanck hotly r | Updale/Twepiey Cofnadt Misor I
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Support:

For questions or assistance, please contact SIS Production Support:

e Email: sishelp@berkeley.edu
e (Call 510-664-9000 (press option 6)

For additional SIS resources, please visit: http://sis.berkeley.edu/training
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