Using Student Planning
Advisor Version

To begin, go to the Cedarville University homepage; login to Cedarinfo using your CedarNet user name and password.

Go to the Advising Transactions menu and click on “Student Planning.” This will bring you to the following screen:

Y CEDARVILLE

UNIVERSITY.

Welcome to Colleague Self-Servicel

Enter your user name and password to sign in.

UserName Password Sign in
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Enter your Cedarinfo user name and password in the designated fields and click “Sign in.”
The following screen will appear. Click on the Adyvising link.

& MaryF Campbell | ) Signout | (@ Help (B Motifications

‘lﬁl' CEDARVILLE

UNIVERSITY.

A8 Advising

Hello, Mary F. Campbell. Welcompé to Colleague Self-Servicel
Choose a category to get started.

0 Adwsmg/

Here you can access your advisees and provide guidance & feedback on their
academic planning.
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This will bring you to the following screen which provides you with a list of all of your advisees.

A veryF. campbel @k Signout | @ Hetp | [ Notifeations
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UNIVERSITY.

A8 Advising

Who would you like to work with?
Find a student by searching or selecting below.

Name or ID: \.ﬂl ' \ Filter: ® Student O Advisor

No Assigned Advisees, Please Try Searching

Locate the desired student from the list or enter the student’s ID number to go directly to a specific student’s record.



When the system has finished loading the student’s current plan, you should see the following screen:

A8 Advising

4 Back to Advisees

2

Course Plan ‘ Timeline | Progress ‘ Course Catalog ‘ Notes | Plan Archive ‘ Test Scores | Unofficial Transcript
» N

(«] |E|\prir§\semesu§€u15 \ﬂ

e meN N\ \ |
N\ \ \ \ |

Approve | Deny redits Instructor Time Location

£ Search for courses.
Review Complete

Advisor(s): Michael Weller, Evan Hellwig

X Planned: 0 Credits Enrolled: 16 Credits Waitlisted: 0 Credits

TTh 12:30 PM - 1:45PM Callan Athlefic Center, 208
1082015 - SH/2015 Lecture

W 1:00 PM - 1:50 PM Callan Athlefic Center, 130
1082015 - SH/2015 Laboratory

ANGN-1550A01: Basic Athfic Training
Stephens, W

MWF 12:00 PM - 12:50 PM Cir for Bib and Theo Studies, 208
Parreott, M 1082015 - SH/2015 Lecture

BEGE-2730-01. Rid Tesigment Litekature MWF 9.00 AM - 9.50 AM

@) Registered

@) Registered

3BI0-2010-01: Human Agatony & Phys

Miller, Chris

Bums, M

1/6/2015 - 5H/2015
MWF 8:00 AM - 5:50 AM
1/6/2015 - 5H/2015

M 1:00 PM - 2:50 PM
1/6/2015 - 5H/2015

Cir for Bib and Theo Studies, 104
Lecture

Enginesring and Stience Ctr, 245
Lecture

Engineering and Stience Cir, 350G
Lsboratory

HIST-1120-02- US History Il

TTh 11:00 AM - 12:15 PM Tyler Digital Gomm Center, 203
@) Registered

Sims, Kevin F 1082015 - SH/2015 Lecture

From this screen, you can move to any of the tabs provided to view the student’s timeline, progress toward degree, the
course catalog, notes, previously archived plans, and any test scores that have been recorded by the registrar’s office
for that student. At this time, the unofficial transcript tab is not yet working, so it is still necessary for you to view a
student’s transcript through the Cedarinfo menu.

Click on the “Timeline” tab to view a student’s term-by-term course plan. Grades will show for courses in past terms;
registered courses for a current term are designated with a check mark.

Progress Plan Archive

v
Course Plan Timeline

Course Catalog | MNotes

Test Scores | Unofficial Transcript |

=+ Add a Term

Completed Non-term Courses === Fall Semester 2014 [ Spring Semester 2015 =] Fall Semester 2015
ENG-PROF: Englizh Proficiency 7 ATRN-1300-01: Emergency Care B ~ ATRMN-1550-01: Basic Athletic Training 7
GCredits: 0 Credits: 3 Cradits: 3
GMTH-PROF: Mathematics Proficiency 7 ATRN-1500-01: Intro to Athletic A BEGE-1720-05: Spiritual Formation 7
Credits: 0 Training Credits: 3
Credits: 1
LANG-HS03: HS Language-3 yrs 7 BEGE-2730-01: Old Testament 7
Credits: 0 CHEM-1000: Prin of Chemistry K Literature
Cradits: 4 Credits: 3 }
COM-1100: Fundamentals of Speech K GBIO-2010-01: Human Anatomy & Phys 7
Credits: 3 1
Cradits: 4
ENG-1400: Composifion K
Credits: & HIST-1120-02: US History Il Vi
Credits: 3
E55-1400: First Aid/5afety Educ K w
Credits: 2
GPA: 2.84 32.50 Enrolled Credits GPA: 0.00 16 Enrolled Credits




Click on the “Progress” tab to view the student’s progress toward degree and also to see what course requirements
are still needed.

Course Plan Timeline Pregress Course Catalog Notes Plan Archive Test Scores Unofficial Transcript

Load Sample Course Plan

BA Athletic Training + | View a New Program

(1 of 1 programs)
At a Glance
Cumulative GPA: 2.839 (2.000 required) Program Complation must be verified by the Registrar
Institution GPA: 2.839 (0.000 required)
Degree: Bachelor Of Arts Progress
Departments: Kinesiology & Allied Health
Catalog: 2014 Total Credits (495 of 128)

335 16 128

Description
Total Credits from this School (315 of 32)

Program Notes
155 16

Show Program Notes

Requirements
Gen Ed Proficiency Requirements
Complete all of the following items. Q 2 of 2 Completed.

A. English Proficiency

Achieve the minimum required score in ACT.ENG, SATV, Placement exam or ENG-1000.

Show Details o 1 of 1 Courses Completed.

Status Course Grade Term Credits Hide -

o Completed ENG-PROF English Proficiency 0

Q Fulffilled ENG-1000 Basic English

B. Math Proficiency
Achieve the minimum required score in ACT.MATH, SATM, ALEKS, DEV-0900, or GMTH-1020.

1.0f1 Caursas €

Notice the color coding:

Dark green indicates that the course or requirement is completed & satisfied

Lighter green indicates the course is in progress

Yellow indicates that the course is planned

Red indicates that the course has not been started or that the requirement has not yet been completed

YV VY

The academic requirements that are listed on the progress report reflect the catalog year that is listed for that
student in the administrative computer system. If the catalog year is not correct, the student needs to contact
the office of the registrar.

All courses a student has taken, is taking, or has planned will show on the progress report.
e This includes credit earned by examination (grade of “CE”) or through transfer (grade of “K”).
¢ [f you or the student thinks a course has been taken or a requirement satisfied that is not indicated on the
progress report, the student needs to contact the registrar’s office.



To add a course to the student’s plan or timeline from the Progress tab:

1. Click on the course number for a “Not Started” course from the listing on the progress tab

General Education Requirements (BA)

e T

Complete all of the following itens. 2 of 6 Completed.

A. Biblical Education
Biblical Education (15 credit holrs) Take BEGE-1720 BEGE-2730 BEGE-2740 BEGE-3755 BEGE-3765

Show Details 0 of 5 Courses Completed.

Status | Coursel @ | Grade Term Credits
O In-Progress BEGE-4720 Spiritual Formation 20155P 3

@ In-Progress BEGE-E730 Old Testament Literature 20155P 3

o Not Started BEGE-2740 New Testament Literature

© Not Started BEGE-3755 Theology |

o Not Started BEGE-3765 Theology Il

B. Communication

A imin b an O mre it e ead Tala CRIS 4 AAA And CERd 4400

2. At the next screen, click on “Add Course to Plan”

Filters Applied: None

BEGE-2740 New Testament Literature (3 Credits) Add Course to Plan

Survey of the entire New Testament including the historical background of the Inter-Testamental period, giving special attention to majn-eve
content of each book with attention to literary genre, and the unfolding of God's redemptive purpose through the Lord Jesus ChriskPrerequisites: BEGE-1720 Spiritual

Formation, BEGE-2730 Old Testament Literature
Requisites: Take BEGE-1720 BEGE-2730 - Must be completed prior to taking this course,

Terms Offered: FalliSpring/Summer

All'Yearz

Years Offered:

b View Available Sections for BEGE-2740

3. After you click on “Add Course to Plan,” you will come to the Course Details screen.



4. When the Course Details screen appears, click in the Term dropdown box and select the desired term:

Credits
Locations Offered
Requisites

This course is typically gffered: Fall/Spring/Summer

This course is typically offered: All Years

Term |3e|ectaTem(.. v|

5. When the desired term has been selected, click on “Add course to plan.”
6. Repeat this process, as needed, to complete a student’s plan for one or more terms on the timeline.

7. You may also add a course to the student’s timeline from the “Course Catalog” tab. To do so, complete the
steps on the following page.



Adding a course to the student’s timeline from the Course Catalog tab:

o
1 Advisor(s), Michael Weller, Evan Heliwig

Course Plan Timeline Progress Course Catalog Notes Plan Archive Test Scores Unofficial Transcript

Search for a course subject: | O A |

Aerospace §tudies
Allied Health
Anthropology
Arabic

Art

Here you can search by the subject grouping of the course or you may search by the course number or by words in
the course title.

After choosing a course from the catalog, follow the same steps provided in the preceding section to assign the
course to the desired term in the student’s timeline.

Developing a student’s timeline may be completed at any time, and is not limited to the “formal” registration
period. Advisors should encourage students to develop course plans for future terms as early as possible in their
program of study.

= Important note: When you add courses to the student’s timeline for one or more future terms, you are only
developing a plan for when the student expects to take those courses; you are not activating a course
schedule or registering the student for specific course sections in those terms.



Registering a Student for Courses in Student Planning:

When the semester course schedule is activated to the website a couple of weeks before the registration process,
the advisor and/or the student can use Student Planning to select course sections for the courses that are listed on
the student’s timeline for the upcoming term, as follows:

Go to the “Course Plan” tab and click on the “Calendar” link to access the following screen:

Course Plan meline Progres etirse Catalo

E] E] SpriWr 2015 Planned: 0Credits  Enrolled: 16 Crediis  Waitlisted: 0 Credits
iE List M caidfiar

ATRN-1550-01: Basic Athletic
Training TFam

+ | GEIC-2010-01

Fomaton T o TRN-1550-01 RN-1550-01
Formation T 5
— b

amott,
1672015 to 5172015

11am

} Meeting Information

 View other sections

ALY
s
BEGE-1720- 01 Spirilual Formation

5 g () eecelesce | F=oa () BtcElBEGE.
A gam K2 2rst (] e EIZ N 4 arss- (] 1 |172(H13 i

Time: MJ\.FDJEAI"I 35CAM PR
Dale=

20
fu Blb and ThEo Studies

i
101 (Lecture)

O is section s full

BEGE-1720- 02: Spiritusl Formation
Seats Available: 0

Instructor: Estes, Daniel J

Tima: MWF 2:00 AM - 9:50 AM
Dates: 1/8/2015 - 51/2015

Location: Ctr for Bib and Theo Studies
201 (Lecture)

BEGE-1720- 03 Spiritual Formation
Seats Avsilable: 1

Instructor: Paratt, M

Time: MWF :00 AM - .50 AM
Distes: 1/8/2015 - 51/2015

Location: Cir for Bib and Thea Studies
115 (Leciure)

| N
BEGE-1720- 04: Splnlu | Formation
Seats Available:

Instructor: Hutchison, Th

Time: MWF 11:00 AM - 1 SE AN

Dates: 1/6/2015 - 51/201

Click on the desired course section to access the following box:



Click on “Add Section to Schedule.”

BEGE-1720-04: Spiritual\Rormation
Spring Semester 2015

Instructors Hutchison\[homas (hutch@cedarville edu, 937-766-7641)

Meeting Information MWFE 11-00 AM - 11-50 AM
1/6/2015 - 51720
Ctr for Bib and Thed\Studies 101 (Lecture)

Dates 1/6/2015 - 5/1/2015
Seats Available 2 of 40 Total

Credits 3

Requisites None

v

The nature and process of spiritual formation is examined from a biblical perspective™with an emphasis upon
thn mrantinn AF cririboal dicsinlinas The cmorea omdaemierds stodamte anth o thanlamr ~F g Rikla and Aan

Add Section to Schedule

This action will add this specific course section to the student’s timeline for the term. Repeat this process for each
course on the student’s plan to develop the desired schedule for that term.

= Important Note: The student’s registration is still not active at the conclusion of this process.

The additional steps for activating a student’s registration are provided in the following section.



Activating a Student’s Registration from Student Planning

1. Approximately 1-2 weeks prior to the beginning of the early registration period, the office of the registrar sends
an e-mail to notify faculty that registration set-ups are in place.

2. Upon receipt of this notification and when the advisor is ready to clear a student for registration, he/she should:
a. Loginto Cedarinfo
b. Go to the Advising Transactions menu
c. Click on “Advisee List & Registration Approval”

3. When the advisee list appears, the advisor will be able to see an “Approve” button for each student, along with
that student’s registration day and time and any holds that may prevent the student from activating a schedule.

4. The advisor should click on the “Approve” button for each student that is being cleared to register in Student
Planning.
Note: Advisors who prefer to assist students with the registration process should not use the Cedarinfo process to
“Approve” those students for registration. If no approval is given, the students will have to meet with their advisors to
activate their schedules.

5. Once the student’s registration day and time has arrived, the advisor or the student may login to Student
Planning and click on the “Register Now” button at the top, right section of the screen.

C‘/ Student Planning

Home My Progress Plan & Schedule Course Catalog ~ Test Summary  Unofficial Transcript

Plan your Degree and Schedule your courses

Schedule Timeline Advising
4| |» | Spring Semester 2015 |+

Y Filter Sections b a Print [ Save toiCal Planned: 0 Credits Enrolled: 17 Credits Waitlisted: 0 Credits

Thu

6. The student will then be registered for all open class sections that are on his/her planned schedule.

7. The status of a course section that is filled at the time of registration will show as “Class Filled” and the student
will have to request waitlisting or choose an alternative class or section.

8. Contact the office of the registrar if you experience difficulty in using the Student Planning process.



