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PROCEDURES MANUAL EagleLINKS Student Records
9.0 Business Process:
Faculty Self Service

Navigation: Faculty Center
Screen Page

View My (Assigned) Advisees

Office of Records & Registration
Effective: 2008/09/29

Action(s) to be taken

s — 1. Click the Faculty Center tab
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PROCEDURES MANUAL
9.0 Business Process:
Faculty Self Service

Screen Page

EagleLINKS Student Records Office of Records & Registration

Faculty Center

Select Term

Select a term then click Continue.

Term

Institution

CONTIHUE |

(E}}all 200z

A
Spring 2004
Fall 2003

Spring 2003

O|0|0|0

Fall 200z

Coppin State University
Coppin State University
Coppin State University
Coppin State University

Coppin State University

CONTIHUE |
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Effective: 2008/09/29

Action(s) to be taken

3. Select the Term for which you wish to change a
final grade by pressing on the radio button beside
the term in the listing.

4. CIICk CONTIMUE |

[continued on next page]
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PROCEDURES MANUAL EagleLINKS Student Records Office of Records & Registration
9.0 Business Process: Effective: 2008/09/29
Faculty Self Service

Screen Page Action(s) to be taken

faculty center | class search || browse catalog faculty search

5. Click View My Advisees

Faculty Center

Wiaw My Advizsess

Surmmary
Fall 2008 | Coppin State University change term

Select divplay option:

@ Show All Classes Show Enrolled Classes Onby

My Teaching Schedule > Fall 2008 > Coppin State Universily

Class Class Tithe Emralled Days & Times Roam Class Dates
5 2 [ econzoi. TRG TO 13 TBA TEA Sap 2, 2008-

40 ECONCMICS. Det 15, 2008
(AD032 ) {Lectura)

TRA TBA Sep 3. 20008~
Dwc 13. 2008
i F0 5 MNSC 323 MANAGERLAL 23 Tu 3:120PM - T130PM GRACE HILL Sep 2, 2008-
FITY STATISTICS (Lectura) JACOES AM  Dec 13, 2008
{i00sa) 220
Tu 3:20PM - 7:30PM GRACE MikL  Sap 2. 2000

[continued on next page]
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PROCEDURES MANUAL
9.0 Business Process:
Faculty Self Service

Screen Page

EagleLINKS Student Records

View My Advisees

Advisee Roster

‘@] View FERPA Staternent

Find | ¥iew All | i First "1 1-3 of 3 LZ| Last
Notify | ID Mane View Student Details
1 O Wiew Student Details
2l O Student Info ion blurred for confidential purposes view Student Details
2l O Wiew Student Details

notify selected advisees | notify all advisees

SIEW DATAFOR OTHER STUDENTS |

My Advisees Student Center General Info Transfer Credit Academics

View My Advisees

Advisee Roster
‘E] View FERPA Staternent

i F .
Find | Wiew All | == First 1-3 of 3 Last

Notify | ID Name Vview Student Details
-
1 O ( view student Details )
z2( O Student Information blurred for confidential purposes Yiew Student Details

3l O Wiew Student Details

notify selected advisees | notify all advisees I

WIEM DATAFOR OTHER STUDENTS |

My Advisees Student Center General Info Transfer Credit Acaderics
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Office of Records & Registration
Effective: 2008/09/29

Action(s) to be taken
6. The Advisee Roster will appear

To view Student Details: Weekly Schedule, Personal
Information, Advisor Details, Acdemics, etc.

1. Click View Student Details
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PROCEDURES MANUAL EagleLINKS Student Records Office of Records & Registration
9.0 Business Process: Effective: 2008/09/29
Faculty Self Service

Screen Page Action(s) to be taken
my advisees student center ]( general info ]( transfer credit ]( academics ]

Brandon's Student Center

Academic Options Available

My Class Schedule BBoeadiine: L= T [ aradebook * To Do List
Shopping Cart
My Planner This Week's Schedule ~ Enrollment Dates

Class Schedule

(othar st VIO) B FEONZTLOL B e Academic Requirements

LEC (10022) for the Winter 2009

2. Click a link or tab to view information

TuTh S:20PM - Regular Academic Session H
B NSanET G s * Course History

JACOBS RM 309

TuTh 11:008M - details b [ G rad es

Ea KMES 202-001 12:20PM

LEC [10193) GRACE HILL - - = -
sacoss w122 e Transcript (Unofficial View)

MoWeFr 11:004AM - Program Advisor

En PHSC 101-002 11:504AM .
? e o920) e 7 elores Reaes e Transfer Credit Report
Tu &:004M - details =
R eterrt N s e Academics: Institution/Career/Program, etc.

SCIEMCE RM 224
MoWeFr 10:00AM -
10:50AM

Roorn: TBA

[, SOCT201-001
D LEc (9448)

weekly schedule P

~ Personal Information

Contact Information

Demographic Data
Ernergency Contack

Student Information blurred for confidential
purposes

My Adwisess Student Center General Info Transfer Credit Acadernics
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PROCEDURES MANUAL
9.0 Business Process:
Faculty Self Service

Screen Page

Proprietary and Confidential Coppin State University

EagleLINKS Student Records

Office of Records & Registration
Effective: 2008/09/29

Action(s) to be taken

To send an e-mail message to All Advisees

no

CIICk View My Advisees

Click notify all advisees |

Students name automatically filled in the BCC
window

Highlight existing Subject text and enter new
text

5. Enter and spell-check message text

- SEND MOTIFICATION
Click

Feturn to Advizes Raoster

Click

To send an e-mail message to Selected Advisees

1. CIle the View My Aduisees

2. Click the Notify checkbox next to the student
name

[continued on next page]
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PROCEDURES MANUAL EagleLINKS Student Records Office of Records & Registration
9.0 Business Process: Effective: 2008/09/29

Faculty Self Service

Screen Page Action(s) to be taken
CI'Ck notify selected advisees I

4. Students name automatically filled in the BCC
window

5. Highlight existing Subject text and enter new
text

6. Enter and spell check message text
. SEND MOTIFICATION
7. Click

w

Feturn to Advizee Roster

8. Click

To send an e-mail message to single Advisees

Ui s 2X 1. Click Yiewty advisees
S — ) At the Advisee Roster, click on advisee name
(7o, Student e-mail address appears here link

da. 3. If you are working on campus, the Outlook
St application will open with the student’s name
H3 4R~ i é.‘ BIU ‘g 2 =i *ga.g automatically filled in the To... line

: — 4. Proceed to enter subject, message text, spell

check and set message options.
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PROCEDURES MANUAL EagleLINKS Student Records Office of Records & Registration
9.0 Business Process: Effective: 2008/09/29
Faculty Self Service

Screen Page Action(s) to be taken

To View Other Students [Drop-In Advisee]

sludent services Center 1 Click VIeW My Advisees

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

{ Find an Existing Value | 2 VIEW DATA FOR OTHER STUDENTS |
Use Saved Search: M

3. Enter any information you have [e.g. Student
ID: begins with + ID, Last Name, and First Name]

Campus ID: begins with

]

4

National ID: begins with

Last Name: begins with ~

]

First Name: begins with

4, Click Seareh

|Case Sensitive

Search | Clear | Basic Search [E Save Search Criteria  Delete Saved Search

[continued on next page]
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PROCEDURES MANUAL
9.0 Business Process:
Faculty Self Service

Screen Page

EagleLINKS Student Records

my advisees student center ]( general info ]( transfer credit ][ academiecs W

Brandon's Student Center

My Classz Schedule

Class Schedule
E% ECON 201-401

Lte (10022) Room: TBA
TuTh 5:20PM -

(s EMeL1D1-103 £150PM

D Lec (ss7e) GRACE HILL

JACOBS RM 309

TuTh 11:004M -
Ea KMES 202-001 12:20PM

Eoeadines B e [ oradebook  To Do List
0 ~ Enrcliment Dates

LEC (10193) GRACE HILL
JACORS RM 122

MovweFr 11, 004M -

Program Advisor

SCIEMCE RM 224
MoveFr 101 004AM -
10:504M

Room: TBA

[, SOCI201-001
0 ke (9448

weehly schedule b

[ PHSC 10t-002 11:504M
D LEc (3924) PER.CY JULIAN Bleies Fommes
SCIENCE RM 007
Tu 8:004M - details b
[, PHSC101-L02 10:504M
D Lae (9922) PER.CY JULIAN
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Office of Records & Registration
Effective: 2008/09/29

Action(s) to be taken

At the Student Center click on a link or tab to view
information such as: Weekly Schedule, Personal
Information, Demographic Data, Emergency
Contact, Holds, To Do List, Enrollment Dates, and
Program Advisor, Academics, etc.

Academic Options Available

e Academic Requirements

e Course History

e Grades

e Transcript (Unofficial View)
e Transfer Credit Report

e Academics:
Institution/Career/Program, etc.

[continued on next page]
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PROCEDURES MANUAL EagleLINKS Student Records Office of Records & Registration
9.0 Business Process: Effective: 2008/09/29
Faculty Self Service

Screen Page Action(s) to be taken
Dermoaraphic Data Contact Information 5. To proceed with Advisee functions perform one

Ermmergency Contack Of the fOIIOWing:

Student Information blurred for confidential purposes

e Click a link at the bottom of the page; or
e Click ona tab [at the top of the page] to

My Advisees Student Center Seneral Info Transfer ©redit Academics Continue
[ my advisees W student center W general info W transfer credit ]I, academics ]
View My Advisees
Advisee Roster
L 6. To return to Faculty Center, from the EagleLinks

menu, click Faculty Center.
Search:
|
Campus Systems
C5U Employee
Timekeeping
FeopleSott
iy Content
Faculty Center
Emergency Matification Sig
Up
Access Emplovee Metwark:
Files
Faculty 7 Staff Directary
Course Catalog
Schedule of Classes

hy Account Sign On
Change Passwiord
Dictionar
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PROCEDURES MANUAL
9.0 Business Process:
Faculty Self Service

Screen Page

My Advisors

EagleLINKS Student Records Office of Records & Registration
Effective: 2008/09/29

Action(s) to be taken

To e-mail the Student’s Advisor

1. Click on the Advisor’s name link. If you are

Academic Program Undergraduate Education

Advisor Name

Advisor's name appears here —Click on advisor's name

Cancel

Proprietary and Confidential Coppin State University

working on campus, the Outlook application

opens with the Advisor’s name automatically
filled in the To line.

2. Click __a<e!_| to return to the Student Center
page.
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