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INTRODUCTION
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Mission and What is Advising?
Advising Mission
Academic Advising at SPCC educates and empowers students to achieve academic and career
success through intentional advising partnerships, meaningful learning opportunities, and
purposeful self-discovery.

What is Advising?
“A series of intentional interactions with a curriculum, a pedagogy, and a set of student
learning outcomes. Academic advising synthesizes and contextualizes students’
educational experiences within the frameworks of their aspirations, abilities and lives to
extend learning beyond campus boundaries and timeframes” (NACADA, 2006).
“Advising is a process in which advisors and advisees enter a dynamic relationship
respectful of the students concerns. Ideally, the advisor serves as teacher and guide in an
interactive partnership aimed at enhancing the student’s self-awareness and fulfillment”
(O’Banion, 1994).

What is Virtual Advising?
Virtual Advising allows us to connect with students that are located on a different South
Piedmont campus, or from any location. We connect with students through Skype for Business
or Microsoft Teams to video chat with the student to provide academic advising. We are able to
share screen with the student and video with the student, and even print documents when
students are virtually advised on campus. Throughout the session, we guide students through
logging into their accounts, pre-health planning, reviewing program curriculum maps, program
evaluation, transfer resources, registration steps, and more.

Advising is Teaching at SPCC!
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Advising Syllabus
The Academic Advising Syllabus is designed to present the student with their shared roles and responsibilities with
the advising center and their personal advisor. The advising syllabus relay information regarding roles,
responsibilities, potential course outcomes, and labels the responsibility for the student. The advising syllabus also
outlines what advisors do in return for the student’s efforts. Students are encouraged to use this syllabus as a guide,
and advisors are encouraged to ensure students have and are using the provided syllabus.

Advising Syllabus
Advising Information
Advisor’s Name: _________________________________
Advisor’s Email: _________________________________
Advisor’s Phone: ________________________________
Advisor’s Office: _________________________________
Major: _________________________________________
Catalog Year: ___________________________________
Academic Advising Center: advising@spcc.edu
L.L Polk Campus: Garibaldi Building – Room 264
Monroe Campus: Braswell– Room 2405

(704) 290-5213

Student Learning Objectives and Outcomes
Responsibility

Readiness

Resourcefulness

Students will fulfill their
responsibilities throughout
the advising process.

Students will design an
academic plan to achieve their
educational goals.

Students will determine the most
appropriate resources that are
pertinent for their academic success.







Differentiate their
role form their
advisors
Schedule
appointment with
advisors
Attend advising
appointments
Create questions to
discuss with advisor
during their
appointment










Identify an educational
goal
Differentiate between
the purpose of general
education, major, and
elective courses
Define pre/co-requisites
Identify graduation
requirements
Interpret their degree
audit
Create an academic
plan




Identify resources available
at the college
Create a list of resources
needed for student success
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About Academic Advising at SPCC
Values - Academic advising at SPCC values and supports student development, goal setting and
advising relationships.
Mission Statement – Academic Advising at SPCC educates and empowers students to achieve
academic and career success through intentional advising partnerships, meaningful learning
opportunities and a purposeful self-discover.

Expectations for Students

Expectations for Advisors

Know your academic advisor

Be knowledgeable about programs, graduation
requirements, and policies and procedures
Refer students to appropriate campus resources
Guide students in the development of an academic
plan
Be accessible to students by phone, email, and
appointment
Assess and document students’ academic progress
Be respectful of student diversity

Contact your advisor when needed
Actively participate in the academic advising
process
Become knowledgeable of college policies,
procedures, and resources
Make progress toward program completion
Access resources necessary for academic
success
Accept responsibility for your decisions and
actions

Maintain confidentiality
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ADVISING
HOW TO
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Advising Discussion
Questions to help understand your advisee’s needs and where to
start:
What are your career/ transfer goals with this program?
Do you work? How many hours per week?
Do you have a family?
Have you taken college classes before? (new students)
How many classes do you feel comfortable taking at a time? (review grades to help
frame if this load is sustainable for each student)

How long do you see yourself taking to complete this degree?
Help the student define a potential graduation date!

Address expectations to encourage responsibility:
Share with the student your expectations of your time together during advising
appointments.
 Why is advising important?
 Take this time to teach them how to read curriculum maps, transfer
information (if applicable), and their program evaluation.
Ask the student to share their expectations with you and address any questions,
comments, and/or concerns they may have regarding these expectations, their
program, and their needs at SPCC.
Share the next steps.
 When should the student make their next appointment?
 What follow up “homework” or research do they need to complete?
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Advising Checklist
1) To begin



Run EVAL (PSPR for AGE Health Students) in Colleague (colleague.spcc.edu) or pull up student Eval in
GO
Confirm program of study and degree (if degree is incorrect, a Change of Program will need to be
completed)

2) Discussion



Pull and review curriculum map or health admissions booklet with student
o For transfer students, also pull up and discuss the transfer page (spcc.edu/register/transferstudent-resources/)
Review and discuss the students current EVAL
o Begin with Transition course needs by reviewing the test scores and “other courses” section
o Discuss each line item of the EVAL beginning with the General Education section all the way
through to the end – This teaches the student how to read the requirements for their program




Discuss credit/course loads with students and other work/ life events to work around



Enter Academic Plan in Aviso

Begin to pick and plan courses by looking at the class schedule on the website or within GO with the
student

3) To register





Confirm student knows their GO login information, which is the same for Moodle
o If in need of a password reset, students can reset themselves in GO if enrolled in password reset
service. Otherwise, IT Support or Library Services can assist
o If student is brand new, write down ID, username, email, and temporary password for them in a
technology guide
Guide students to their GO accounts on a computer (go.spcc.edu) and walk students through how to
register themselves
o Refer to Advising Handbook page with GO use tutorial
If student is underage or cannot register themselves for certain sections you can register them in
Colleague
o Pull up RGN in Colleague (colleague.spcc.edu)
o Refer to Advising Handbook page for tutorial
o MUST complete and sign a registration form in this case (you and the student)

4) Follow up





Review class schedule with student to ensure appropriate sections, days, campus, and times
o Student can print from their account or,
o Print in Colleague by going to the RGST screen (use SCHD when tuition is not set)
Ask students if they have applied for financial aid
o Refer to financial aid office for questions
o Review payment deadline dates with all students
If student is new, sign up for New Student Orientation (www.spcc.edu/orientation/)
Document any relevant information about your conversation with the student in the “note” section in
AVISO
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Academic Plan – Applied Sciences
1) To Begin
 Run EVAL
 Review catalog year (for your frame of reference)
 Review PERC holds (students on academic probation cannot plan a full time load until



they have a GPA above 2.0)
Review test scores/ high school GPA/ waivers/ developmental education equivalencies
Explain how to read the EVAL to students. Go through each section and explain/ show
the requirements in each section so students will learn how to read an EVAL and
understand what is involved in their education journey.

2) Discussion
 After explaining the EVAL, show the student a curriculum map for this program.



o Explain that program specific classes are typically offered only once per year
(fall OR spring). The curriculum map provides a general guide to follow as to
when to take each class and in what order.
Before you begin the plan, discuss how many classes the student feels comfortable
taking each semester. How much time do they have to devote to college? Are they
interested in summer classes?
o This gives you an idea of how many classes per semester is feasible for each
student. Suggest that they set aside 10-12 hours per week, per class, including
seat time, if applicable. That allows for study/reading time outside of class.
o The summer term is a great time to plan for general education courses if a
student is interested. Program-specific courses are generally not offered during
the summer semester.

3) Plan
 Begin to plan out each semester based on semester class availability and course load




needs for the student.
o Refer to the college catalog, or curriculum map, for course semester availability
o Always start with transition coursework, if needed
o After transition courses, plan in the recommended beginning sequence courses
for the program according to the curriculum map.
o Pay very close attention to sequenced classes and classes that build upon one
another with prerequisites.
Helpful Trick: To ensure you don’t miss anything on the EVAL, write the semester in
which each course will be taken (SP21, SU21, etc.) in the blanks beside the courses.
This will help you verify that a requirement is not missed.
Advisor will review or enter new plan in Aviso and show the student how they can
access their plan. The student can view this from home and adjustments can be made at
any time.
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Academic Plan – Transfer Programs
1) To Begin
 Run EVAL
 Review catalog year (for your frame of reference)
 Review PERC holds (students on academic probation cannot plan a full time load until



they have a GPA above 2.0)
Review test scores/ high school GPA/ waivers/ developmental education equivalencies
Explain how to read the EVAL to students. Go through each section and explain/ show
the requirements in each section so students will learn how to read an EVAL and
understand what is involved in their education journey.

2) Discussion
 These students are in an Associate in Arts, Science, Engineering, or Fine Arts which

means they probably intend to transfer. Start a conversation with questions like, “What
school(s) are you interested in transferring to?” and “What would you like to study
at a four year school?”
o
o




Students will need to know this information to make a complete and accurate plan to fill
in all elective categories
If students do not know yet, assist with a 1-2 semester plan and set a follow-up
appointment. Offer to meet with them again once they spend some time visiting and
gathering information from other colleges.

If students know where they would like to transfer, and what they would like to study,
ask if they have researched admissions requirements, minimum GPA requirements,
and/or recommended classes for their chosen program.
Before you begin the plan, also discuss how many classes the student feels comfortable
taking each semester. Are they interested in summer classes?
o

This gives you an idea of how many classes per semester is feasible for each student.
Remind students to allot at least 10-12 hours per class per week including seat time.

3) Plan
 Plan out each semester based on semester class availability and course load needs for the
student.
o
o
o
o




Refer to the college catalog for course semester availability
Always start with transition coursework (if applicable) and required general education
classes
ACA 122 should be in the first or second semester and HUM 115 should be in the last
semester.
Plan for students to meet with an ePortfolio Assistant their second to last semester

Helpful Trick: To ensure you don’t miss anything on the EVAL, write the semester in
which each course will be taken (SP21, SU21, etc.) in the blanks beside the courses.
This will help you verify that a requirement is not missed.
Advisor will review or enter new plan in Aviso and show the student how they can
access their plan. The student can view this from home and adjustments can be made at
any time.
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Health Application Plan
1) To Begin
 Run a PSPR for the student’s intended health program



o Never run an EVAL for health students. EVAL lists the wrong course
requirements.
o Use the program codes found in the catalog or admissions booklet.
 Use diploma code for Medical Assisting
o Always run the newest catalog year.
Review PERC holds (students on academic probation cannot plan a full time load until
they have a GPA above 2.0)
Review test scores/ high school GPA/ waivers/ developmental education equivalencies


2) Discussion
 Grab the latest version of the health application booklet and give to the student.
 Explain to the student that they must follow the application booklet for the year they





intend to apply since requirements are subject to change annually.
Encourage students to read through the booklet at home in its entirety. You as an
advisor will only touch on the basic requirements.
Turn to the page in the booklet with the curriculum map. Go over the general education
classes required for the specified program.
Turn to the booklet’s application pages. Review the deadlines with the student and
discuss if the program has day/night/weekend options. Move to Phase 2 of the admission
requirements.
Go through each requirement in Phase 2 and the extra point section, if included
o




You will explain to the student that everything in Phase 2 is required to apply to the
program (unless otherwise stated).

Students will need to attend the “Information Session” that is a mandatory part of the
Phase 2. Please encourage them to attend the next available one.
Find out which year the student intends to apply to the program.
o This knowledge will help you determine how many semesters you have available to
space out coursework since deadlines are generally the same year to year.

3) Plan
 Plan out each semester based on class availability and course load needs for the student.
o
o





Always start with transition coursework, if applicable. Verify the transition courses
needed for application to the program.
Pay very close attention to sequenced classes and classes that build upon one another
with prerequisites.

Plan the best times to complete any noncredit classes (if required) and TEAS tests.
Helpful Trick: To ensure you don’t miss anything on the EVAL, write the semester in
which each course will be taken (SP21, SU21, etc.) in the blanks beside the courses.
This will help you verify that a requirement is not missed.
Advisor will review or enter new plan in Aviso and show the student how they can
access their plan. The student can view this from home and adjustments can be made at
any time.
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RISE Placement Guide
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Direct Placement into MAT 271, Calculus I
A student may place directly into MAT 271 if the student has met at least one (1) of the following
criteria within the past five (5) years:
• A score of 2 or higher on the AP Calculus AB Exam.
• A grade of C or higher in an AP Calculus course and an unweighted HS GPA of 3.0 or higher.
• A score of 90 or higher on the ACCUPLACER College-Level Math (CLM) test.
• A score of 46 or higher on the trigonometry section of the ACT Compass Math Placement Test.
• A score of 580 or higher on the old (prior to March 2016) SAT Math and a grade of C or higher in the
North Carolina Standard Course of Study Pre-Calculus course or an equivalent course from another
state.
• A score of 600 or higher on the new (March 2016 and beyond) SAT Math and a grade of C or higher in
the North Carolina Standard Course of Study Pre-Calculus course or an equivalent course from another
state.
• A score of 27 or higher on the ACT Math and a grade of C or higher in the North Carolina Standard
Course of Study Pre-Calculus course or an equivalent course from another state.
• A score of 560 or higher on the SAT Subject Test in Mathematics Level 2.
Temporary MAT 271 Direct Placement Policy Addition*
• Local diagnostic exam or challenge exam which demonstrates proficiency in Pre-Calculus course(s)
competencies.
• An unweighted HS GPA of 3.5 or higher and a grade of C or higher in the North Carolina Standard
Course of Study Pre-Calculus course or an equivalent course from another state.
*Temporary for Fall 2020 term
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Determining Co-requisites and Pre-requisites
Determining Which Mathematics Class Your Student Needs at SPCC
South Piedmont Community College ensures all graduates of its degree and diploma programs
have achieved competence in mathematics, English, and science. The student’s individual
program of study may require curriculum level mathematics that will require additional transition
courses. The RISE criteria on page 10 will help guide you on where the student places. In the
SPCC College Catalog, there are course descriptions provided that shows prerequisites and corequisites that are needed for each class.
For example, you can find the following information about BIO-111 and MAT-152 in our course
catalog:
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Registration Holds – “PERC” Holds
When you are advising students, you may notice holds on the student’s file. The following is a
list of holds that you may encounter, their meaning, and the potential impact of these holds on
registration. Please see the notes associated with the student’s registration status and ensure that
they get in touch with the appropriate departments on campus.

Code

Description

Office Code

Can or Cannot Register

AD

See Admissions Office

Admissions

ADV

Advising Hold

Advising

AI
ADVOC
AP

Warning: GPA below 2.0
Advocacy &
Accountability
Academic Probation

Counseling
Advocacy &
Accountability
Counseling

BO/BUS

Business Office

Business Office

CCPP

Career and College
Promise

High School
Programs

CN

Counselor’s Office

Counseling

DISP

Disciplinary

Student Services

DNP-A
DNP-B
DNP-F
DUEN
FA
HSLC

Student Services
Business Office
Financial Aid
Admissions
Financial Aid
Admissions

IF

Do Not Purge – Admin
Do Not Purge – Bus. Off
Do Not Purge – FA
Dual Enrollment Form
Financial Aid
Home School Licensing
Card
Incomplete File

LF

Library Fine

NODEV
ORNT

Developmental Courses
New Student Orientation

Learning
Resource Center
Financial Aid
Admissions

PCARD

Permanent Resident Card

Admissions

RGAM

Residency Grace Period
Ends
Must Re-Apply to be
Readmitted

Admissions

Cannot Register – see
Admissions
Cannot Register – see Director
or Coordinator
Can Register – discuss GPA
Cannot Register-contact Elaine
Clodfelter
Cannot Register – see
Counseling
Cannot Register – see Business
Office
Cannot Register – student must
be registered by Coach or
Advisor
Cannot Register – see
Counseling
Cannot Register – Call Elaine
Clodfelter or Makena Stewart
Immediately
Can Register
Can Register
Can Register
Can Register
Can Register
Cannot Register – see
Admissions
Cannot Register – see
Admissions
Cannot Register – see
Library/Business Office
Can Register
Can Register – show students
where to locate the online course
Cannot Register – see
Admissions
Cannot Register – see
Admissions
Cannot Register – see
Admissions

READM

Admissions

Admissions
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R2W

Road to Wingate

RESAP

Residency Applications

Advising/
Admissions
Admissions

RM

Returned Mail

Registrar

RO
STP

Registrar’s Office
Stop-Out

Registrar
Admissions

UDA

Undocumented Alien

Admissions

VET
VISA

Veteran
International Student

Financial Aid
Admissions

VPREQ

Vice President Hold

XFILE

Paper File Needed

VP Student
Affairs
Admissions

Can Register – used to further
identify R2W students
Cannot Register – see
Admissions
Cannot Register – complete
Student Information Change
Form
Cannot Register – see Registrar
Cannot Register – see
Admissions
Cannot Register – see
Admissions
Can Register
Cannot Register – see
Admissions
Cannot Register – see VP of
Student Affairs
Can Register
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Colleague Mnemonics
Colleague Mnemonics are the “forms” to search within a student’s record.
MNEMONIC
DESCRIPTION
EVAL
Evaluate Student
Program
FADV
Faculty Advisees
PERC
PSPR
RGN
RGST
SACP
SCHD
SECT
SHAP
STAC
ST-CRI
ST-IASU
TSUM
XRISEA

Person Restrictions
Proposed Student
Program
Registration
Registration Statement
Print
Student Academic
Program
Student Schedule Print

USE
Degree audit
To view the list of students assigned to a faculty
member
Hold restrictions on a student’s account
Proposed degree audit for perspective program
Class registration
Schedule and tuition print out
To view all programs a student has been in

Schedule printout without tuition (used when tuition
is not available)
Sections
To view course section information (census, start
dates, etc.)
Application
To view a student’s application and status
Student Academic Credits To view all classes a student has ever taken or
attempted
Communications Code
To review admissions and financial aid document entry
Entry
(i.e. transcripts)
Institutions Attended
To review all attended secondary and post-secondary
Summary
institutions and date ranges
Test Summary
To view test scores
Advisor View Rise
To review high school GPA and RISE placement
Program
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Logging into Colleague
Use the address below to access Datatel/Colleague.
http://colleague.spcc.edu
Step 1: Log-In

Please use your standard username for the User ID. To access the system for the first time, use
your temporary password: TempMMDD+. This will be the word Temp, followed by the twodigit month and the date of your birthday, followed by the plus sign (+). You will be prompted to
change your password upon your first login. Please pay attention to the rules for setting up your
password. Note that there must be a number or special character within the first 8 characters of
your new password.
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Finding a Student in Colleague
Step 1: Entering Student Identifying Information The most direct way to locate a student is
by entering their student ID number into the box in the upper search bar.

If you do not have the student’s ID number you can enter their name and search for them. If you
enter a student ID number the student with that ID will appear in the person card at the top of the
screen. However, if you use the student’s name to search for them, you may find that numerous
entries appear:

Step 2: Selecting Student At this point you will want to talk to the student more to find out
which of the records belongs to that student. Remember, if this is the first time that you have met
a student face-to-face it is okay to ask to see photo identification to ensure that you are not
sharing student information with anyone other than the actual student.
Once you have determined which student record needs to be pulled you can double-click the
student entries at this point, their information will load into the top of your screen. You will
know when the student’s files has been opened when you see it populate as below:
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Running an Evaluation (EVAL)
Step 1: Switching to Form Search If you click on the icon to the left of the search box you can
change from searching for a person to searching for a form.

Step 2: Starting an EVAL Form EVAL stands for Evaluate Student Program and can be found
by simply typing EVAL into the Form Search box.

Once you have typed in EVAL you will have the opportunity to select the entire name from a
drop down menu, or you can simply hit enter or click select once the entire acronym is present in
the search box.
Step 3: Running the EVAL You will then be prompted to type in a student's name or ID
number. After, a list of the students' programs may appear like below.

Step 4: Select Current Program Choose the student’s current program, designated with a status
of “A” or active. Please disregard, for this purpose, any program labeled “Basic Skills” or
“Continuing Education.” In the example above, we will click the first program. (A25120,
Business Administration)
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When presented with the screen above check the student’s information and make sure it matches
your advisee. Then, click “Save All”

After Datatel has updated the student record, you will see the evaluation which will open in a
pop up screen.

Step 5: Printing the EVAL Export the EVAL to a PDF which will be easier to provide your
student with a copy. If you export to a PDF, please utilize the settings below to ensure proper
viewing following export:
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How to Read an Evaluation
Step 1: Open EVAL Once you have the EVAL you can begin by looking at the student’s test
scores and course requirements. Then make your advising recommendations.

Step 2: Confirm Student & Look for Holds To begin, you will want to again ensure that the
student name at the top of the document matches the student with whom you are speaking. To
begin any advising session, look for holds on the student’s account. This area is found just
above the test scores and should always be your first check. Refer to PERC holds earlier in this
handbook.
Step 3: Verify Test Scores & Transition Course Needs Check RISE Placement at the top left
corner under Test Scores. Students are placed based on high school GPA or previous
measurement if they graduated high school within the last 10 years. If it is past the 10 years,
students can take the placement test. Admissions will let the student know if they have to take
the test. There may also be older test scores in test area. Please refer to the RISE Placement
Guide to determine where the student places.
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Example #1:

Example #2:

Test scores help the advisor determine which English and math classes a student needs to start
with based on high school GPA, rise placement test scores, or transitional scores.
.In order to determine additional course needs of students, it is critical to understand the program
in which they are enrolled. To determine a student’s program of study, look at the top of the
EVAL and locate the highlighted portion below:

You can then find course requirements and suggested course sequencing via the Curriculum
Maps. Please utilize the College Catalog to ensure that all advising is in alignment with stated
pre/co-requisites.
For questions about test scores please contact the Academic Advising Center, if needed.
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STEP 4: Reading the EVAL Examine the below cut out from a Business Administration
student’s EVAL:

We can see this student has registered to take ACC 120 in the Fall of 2018. However, note that
there is still a blank line and that three additional credits are needed. The course that is needed to
complete these three credits is listed as ECO 252. Once the student has completed this course
the blank line will disappear.
Reading an evaluation and making course recommendations is really about filling in the blanks.
An additional example for this is provided below:

Here the student needs to complete four credits from the “Natural Sciences/ Math”. However
there are numerous blanks and several courses listed. Please note the highlighted portion that
dictates the student “Take 1 group”. The student needs to complete one of the following groups:
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 PHY 110 & PHY 110A
 MAT 143
 MAT 152
 MAT 171
Below is another grouping example where the student must select a group. Once this sequence is
started, the proper line will fill in and will resemble this:

We can see here that this student has selected to fulfill their “Natural Sciences” requirement
through the CHM 151 & CHM 152 group. They have registered to take CHM 151; this now
shows up on the evaluation. Once the student has registered for and completed both of the
chemistry courses the requirements will be fulfilled and the other Group lines will disappear.
Students cannot get credit for this group by taking one course from two or more groups; both
courses in a group must be completed to fulfill this requirement.

This student above has completed all of the “Required Courses” listed. Note that the blanks have
been filled in. While the examples here are general education courses, the same process applies
to core classes.

25

Below is a student in the Medical Sonography program who has some core class requirements
that are blank:

This student is in progress for completion for SON111BB and SON242. Thus, these classes have
the *IP or in progress designation. There are additional requirements, so there is a blank line
showing that 5 additional courses are needed. This also shows that this student has received
credit for BIO163 as a transfer credit, noted by the *TE next to the credit hour.
* Completed ENG and MAT courses are found in the “other courses” section of the EVAL on the
last page. *
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Confirming Students’ Grades (STAC)
The below class codes and definitions can be found on the STAC screen. These codes are used to
determine how a class is notated on a student’s file.
Credit Code
A
C
D
N
NC
NP
TR
X
XT

Definition
Course added during drop/add
Course cancelled
Course dropped during drop/add
New course (added & completed)
Non-course equivalency
Dropped for non-payment
Transfer Credit
Registered then unregistered
Transfer Credit

Step 1: Run STAC Form Type STAC, Student Academic Credentials, in to the form search:

Step 2: Review Student’s Academic Credits You will be able to see all of the classes the
student has attempted, is currently taking, and has registered to take in a future term displayed as
such:
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This student has earned the first 4 courses listed through transfer credits. Classes 6-15 are listed
as NC or Non-Course equivalency. This means the student is given the equivalent of the course
either through test out or transferred in college level coursework. If we continued to the second
page of their STAC, we see more N and X courses, then completed classes:

Note that some courses shown are listed as “N" which means New Course- Added and
Completed. The student withdrew (W) from Course #20. The student deleted Courses #22 and
#24 from their registration before the semester began (see the “X”). However, there are a few
new examples on the last page of the student’s STAC seen here:
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Lines 34-38 are the courses the student has registered to take next term. Should the student
decide, prior to the start of the term, to not take one of these courses, the course would show a
status of “X”. Should the course be canceled, the status will change to a “C”. Should the student
attend the first day and then drop the class during drop/add week, they would receive a “D” as
the Stat code.
Student can the same course up to three time before having to submit an appeal. Withdraws also
count as an attempt. In addition, remember that sometimes students may think they have taken or
are taking one class when, in fact, it is another. Utilizing STAC ensures that we have all the facts
when advising students.
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Student Course Registration (RGN)
It is HIGHLY recommended that students register themselves through
Go! This promotes student independence and makes them an active part
of the process. The student how to guides are at the end of this guide.
Step 1: Registration Form If you are registering a student you must fill out a registration form
with your signature and the student’s signature.
Step 2: Confirm Student & Run RGN Form Please ensure that you have brought up the right
student and their information is accurately displayed at the top of the screen. Then change your
search to FORM and search for RGN:

Step 3: Confirm Current Registration Once you have opened the RGN Form you will see a
list of the classes for which the student is registered, either in the present term or the next
semester.
Step 4: Locate a Blank Line In order to register the student for an additional course, scroll to
the next page using the arrows shown:

You will want to do this through as many pages as necessary until you come across a blank line:
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Step 5: Enter needed course Once you have located this line, enter the course in which to
register the student. To do this, utilize the below format for an ENG 111 course in spring 2021:
“2021SP ENG 111 2W1”:
Four Digit Year: 2021
Term Code: Spring = sp, Summer = su, Fall = fa
SPACE
Course Code: (i.e. PSY, ECO, ENG, BIO)
SPACE
Course #: (i.e., 150, 252, 111, 112)
SPACE
Section #: (i.e., IN1, 2W2, 2B3)
***Refer to the schedule on the college website (www.spcc.edu) to plan a student’s schedule and
select appropriate course sections (days/times/availability) before entering into Colleague***
The following is an example of an Introduction to Computers CIS 110 class for Fall semester
2018:

Step 6: Save Selected Schedule To add additional courses to the student’s schedule, repeat the
previous steps. Once you have added all of the classes needed, select “Save All” at the top of the
screen:

Failure to click “Save All” will result in the student not being registered for their classes.
Step 7: Run RGST
If you register a student for classes through Colleague you MUST:
1. Have a Registration Form Completed and signed by you and the student
2. Click “Save All”
3. Run RGST and provide the student with a printed copy
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Creating a Registration Statement (RGST)
Step 1: Run RGST Form After you and the student have completed the Registration Form and
you have completed the Registration (RGN) process, use the form search to search FORM and
search for RGST (Registration Statement Print):

Step 2: Enter Student ID for RGST Enter the student’s ID number into Student Line 1, Make
sure the Term shows the semester for which you registered the student. You can enter multiple
semesters if needed: 2020FA, 2021SP, etc.:

***If the red highlighted boxes are blank, enter in the criteria as seen below on your screen***

Once you have entered the student’s ID # correctly their name will also populate in this box.
Ensure the name/ID matches your advisee.
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Step 3: Confirm RGST Run Click “Save All”:

You will then see this screen. Click “Save All” :

You will see this screen. Click “Save All”:

Click “Finish” when processing is complete.
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Step 4: Export RGST You will then be able to see the report. Click “Export PDF” if you want
the report

When exporting to PDF use the following settings:

Once you have the PDF, print it using the portrait orientation and provide it to the student prior
to the end of the advising session.

Step 5: Print RGST & Give to Student Review the schedule with the student. This will ensure
the student understands what classes they are in, in what format, and the length of the courses.
This also allows you the chance to double check you registered the student in the intended
section.
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Student Schedule Print (SCHD)
This screen is used to print a student schedule, only. This does not include tuition rates.
This would be used to provide a student their schedule after registration for a fall semester
when tuition has not been set by the state yet (for example, registration in April for August
courses).
Step 1: Run SCHD Form

Step 2: Enter Student ID Enter the student’s ID number into the “Students” line. Ensure the
correct term is also displayed beside “Terms.” If you must type in a new term follow this
format: 2020FA, 2021SP, etc. This form saves the previous student you may have printed a
schedule for. Ensure you are viewing the correct student.

***If the red highlighted boxes are blank, enter in the criteria as seen above on your screen***
Step 3: Confirm SCHD Run Click “Save All” for the next four screens.

35

Click “Finish” when processing is complete. You can also choose to have the report screen close
automatically when complete and move straight to the registration statement. To do this, check
the box beside “Close automatically when complete.”

Step 4: Export SCHD
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When exporting use the following format:

Once you have the PDF, print using the landscape orientation and provide it to the student prior
to the end of the advising session.
Step 5: Print SCHD & Review with Student Review the schedule with the student. This will
ensure the student understands what classes they are in, in what format, and the length of the
courses. This also allows you the chance to double check you registered the student in the
intended section.
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Proposed Student Program (PSPR) Change
This screen is used when/if a student wishes to see what credits would transfer
if they changed programs, and for all AGE health program’s.
Step 1: Run PSPR Form Then change your search to FORM and search for PSPR (Proposed
Student Program):

Step 2: Enter Student’s Potential New Program of Study The system will then prompt you to
enter the proposed new program of study code for the student. Enter the new program’s code,
found in the college catalog, and click Ok:

Step 3: Select Current Catalog Year The following will then appear. Select the most current
catalog. This is not optional – students wishing to change programs must enter into the most
current version of the program.

Step 4: Select Evaluate Once you have selected the catalog year, you will be presented with the
following. Click on the magnifying glass next to Evaluate:
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Step 5: Open Projected Program EVAL EVAL will appear in an additional tab. Click “Save
All” to run the revised program evaluation.

You will then see EVAL. Confirm that the information at the top of the EVAL now reflects the
new program of study (see example).
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Step 6: Export to PDF Make sure your settings are as follows. Click create PDF:

Step 7: Print PDF To print the PDF, use the landscape orientation. If the student wishes to
change their program to the proposed program, the student must fill out a Change of Program
form through Etrieve. The link to login to Etrieve is located on the “Student Panel” at
www.spcc.edu.
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Profile Settings in AVISO
Step 1: Log-In To begin, log into AVISO via the SPCC homepage link: www.spcc.edu using
your Outlook email and password.

Step 2: Click on your picture on the right-hand side of the screen. You can then choose
“settings”.

Step 3: Adjust any settings by checking or unchecking the boxes on the left hand corner.
Step 4: Caseload will always have “Current Students” checked. This is for student’s
registered for the current or future terms.
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If you are faculty, you can choose to “Automatically follow students you instruct”;
however, it will show all those students on your caseload. It is recommended not to check
this box. You can still access your student’s that you teach through your courses on the
main page.
“Continuing Students”, are students who may have attended SPCC in the past but are not
currently registered for classes. It is not recommended to check this box, unless for a
specific purpose of needing this information.
Step 5: Faculty or Staff that have advisees, the “Staff Initiated Alert” is automatically
checked for you. This will notify you when any of your students have an alert for a class. This
alert will also show on your main dashboard.
You can choose to check any of the other boxes below if you would like to be notified of any of
those other challenges that your advisee may have.
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Creating an Alert for a Student in AVISO
1. Please log in to AVISO using your SPCC email and password- go to spcc.avisoapp.com, or
click on AVISO from the “Student Panel” on the main website (www.spcc.edu), or you can
click the hyperlink of AVISO in Moodle.
2. On your homepage, you should see “My Dashboard”. See picture below.

3. Click on the designated section that you would like to identify students for alerts.
4. The course roster will appear with your students’ names.
5. Check the box on the left-hand side for the student you would like to raise an alert.

6. Once you check that box, click “Alert” that is toward the top of the page.
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If you check the box next to “Student” you will select everyone in your list. Please note that
sometimes the list of students will be presented on more than one page and you may need to
scroll to see all of the students listed.
6. Once you check that box, click “Alert” that is toward the top of the page.

7. A “New Staff-Initiated Alert” window will appear
8. Please select an “alert reason” from the drop-down choices.
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Please write in the message box why you are raising the alert. . Please continue to use clear,
objective language in these flags. It will let you know under “recipients” who will be
receiving this alert. Press, “send” when you are finished.
9. Please write in the message box why you are raising the alert. It will let you know under
“recipients” who will be receiving this alert. Press, “send” when you are finished.

Staff member name will show
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Types of Alerts in AVISO
There are two primary different types of alerts you will use to raise an alert on a student’s file at any
time. These alerts are assigned to a success coach (SPCC counselor), a career coach (CCP students in
High school), or one of our early college liaisons at the college and they will be notified within 24 hours
of the alert being raised. The staff member that is assigned to the student will be the primary person
that will reach out to the student regarding the alert to offer support, guidance, etc. to help the
student. The listed academic advisor is also notified of these student alerts. Please continue to use clear,
objective language in these alerts.
Alerts:
Course Performance Concern
-

Raised when an instructor is concerned with the students class performance and/or they
are in danger of failing the course
Students do not receive an email alert, but the assigned success coach and the listed
academic advisor is notified

Counseling Concern
-

Raised by an instructor when there is a true counseling or mental health concern with a
student
Students do not receive an email alert

Other Alerts:







Referral to Academic Advising (Registration and Course Planning)
Referral to Academic Support Center (Tutoring)
Referral to Career Services
Referral to Financial Aid
Success Skills
Technology Assistance

You will notice that once you select an “Alert Reason”, the staff members that will be notified are listed
below. You can see exactly who will be notified of this alert.
If none of these alerts are associated with the concern for your student, or if you want to track
information you are sending to a student, please consider sending the student a “message” in AVISO
and select “Create note from message”. This email will show up on the students account under the
“note” section. This is essentially an email and is sent directly to the student’s email account and would
be saved in AVISO. You will also be able to view if the student has read the email message you have
sent.
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Student Documentation in AVISO
1. Locate “Students” on the top of your screen on the taskbar.

2. You can search the students name under your caseload or by searching under everyone.
Depending on your permission is what you will see. Faculty will mainly see “Caseload”
and you can search for a student there. Advisors will see “Everyone” and you can type in
the name of the student you are looking for.

Type students name here

3. Click on the student’s name that you are searching for.
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4. Please verify this is the student you are looking for by their ID# or date of birth on their
profile.

5. Click on “Note” to make a documentation on a student’s account.

48

6. You can also review previous notes for the student under “Notes” on the task bar.

7. Once you click on notes, you can see any previous notes left by staff.
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Sending a Message in AVISO
Step 1: Click on “Messages” on your dashboard.

Step 2: Click on “+ New”

Step 3: Select your recipients from the list or type in the recipient(s) that you would like to
send the message too. It automatically has the “institutional email” checked for you. This
email will be sent through AVISO and will go to the students Office 365 email.
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If you have created a template, you can choose the one you want by selecting “Select a
message template”

Creating Office Hours in AVISO
.

Step 4: Once your message is drafted, you can select “Create a Note from Message”, which
will save this message to the students account. Other Staff or Faculty can see your note on
the students file, and this is saved documentation that you contacted the student.
If you don’t want to Create a Note from Message, just press “send” at the bottom.
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How to Create a Plan in AVISO
Step 1: Log into AVISO through the SPCC homepage (www.spcc.edu) by locating the “Student Panel” tab
in the top right-hand corner of the SPCC homepage.

Step 2: Select AVISO.
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Step 3: Log in using your SPCC email address and password.

Step 4: Locate the “Students” tab in your navigation bar located at the top of your AVISO homepage.

Step 5: Once you click on “Students” you can search for the desired student. You can search in the
“everyone” category or the “caseload” category. (Not everyone will have an “everyone”)
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Step 6: Once you search and select desired student. You will see the “Academic Plan” link on the right
hand side of the student’s profile.

Step 7: Once you Plan on plan, you will see:
1. A Template option where you can apply the template for the student’s current program listed at the
top of the page.
2. A curriculum map with the list of courses required for the students program on the right-hand side.
3. A key is provided at the top to explain what each icon means.
- Courses that students have completed with a passing grade will have a green checkmark next to them.
- Courses that students are currently in progress for, retaking, or have already planned for will have a
clock icon next to them.
- Courses that students have not received a passing grade for the course have a red X icon next to them
indicate.
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Step 8: You can plan future semesters by dragging classes from the curriculum map on the right-hand
side to the “add course box” on the left-hand side.

Step 9: Once you’re done planning, you can send the plan to the student for review and feedback by
clicking the “Send to Student” for approval button at the top.
** Keep in mind that creating a plan does not register students for classes. They will still need to
register for these planned classes using their GO Student Portal.

Students can also submit their plans to you. There will be a notification under the “Plan” button in the top menu
bar. Once you review a submitted plan and it is accurate, you can “Approve” the plan and the student will be
notified.
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Step 10: You and the student can also explore different majors by selecting another template by clicking
the pencil icon next to the program name above the curriculum map on the right-hand side. Changing to
a different template does not mean you changed the students major.
This feature allows you and the student to explore the option of what classes they would need to take if
they did change their major.
***Keep in mind that changing the template will not change the students program, officially changing a student’s
program would be done by having the student fill out a “change of program" request in Etrieve.
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How to Register for a Class in GO!
Step 1: To register for a class you must log in to GO! Student Portal. You can do this by going to
https://go.spcc.edu/ or through the SPCC homepage (www.spcc.edu) by locating the four green
boxes at the bottom, left-hand side of the page.

Step 2: The following page should appear.





If you are a new student your username will be the first letter of your first name, the first
three letters of your last name, and the last four digits of your student ID. For example, if
your name were John Smith, student id number 0001234, your username would be
jsmi1234. You will be assigned a temporary password which will be the word “Temp”
followed by your two digit birth month and birth day and the “+”. The "T" in the word
Temp must be capitalized, example “Temp0123+”.
If this is your first log in, there will be a prompt to change your password. The new
password must contain at least 8 characters, 1 number or symbol, a capital letter, and
cannot be part of your name.
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Step 4: Select the Click to Register link located on the right-hand side of the screen under Student Quick
Links.

Step 5: In the top right-hand corner there is a search bar where you will search for your desired classes.
If you are unsure of the classes you need, please refer to your academic plan in Aviso.

Step 6: Once you search for your desired class, you will need to view the available sections.

Step 7: Here is where you will get important information such as:
• Term
• Seats available
• Days/Times class will be held
• Location
• Instructor information
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Step 8: Once you have selected the section you would like to register for you will need to add the
section to your schedule. You can add the section by selecting the Add Section to Schedule button on
the right-hand side next to the desired course.
This is similar to adding something to your “cart” when shopping online. It does not mean you have
registered for the course, just that you have selected the section you’d possibly be interested in.
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Step 9: Once you have added the section to your schedule you will see a green pop-up in the right-hand
corner alerting you that the section has been planned to your schedule.

Step 10: Once your course(s) is planned, you will now need to register. In order to get back to your
schedule (“cart”) you can select the graduation cap on the left-hand side of the screen labeled
“Academics”.

Step 11: From here, you will select Register for Classes.
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Step 12: Something to keep in mind is that your schedule will show all active terms. Therefore, if you are
trying to register for the fall semester while the summer semester is still active it will automatically show
the first active semester.
You can use the left/right arrows indicated below to shift to your desired semester.

Once the correct term is showing you will see your planned courses. There are two ways to register:
1. You can register for all classes in your cart by selecting the blue “Register Now” button in the
top right-hand corner.

2. You can register for an individual class in your cart by selecting the blue “Register Now” button
located below the desired course.
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Step 13:
If you choose to register for all classes planned in your schedule you will know you have registered when
you see “Registered, but not started” under each class.

If you choose to register for an individual class planned in your schedule you will know you have
registered when you see “Registered, but not started” under the desired class and “Planned” under the
other.
You can remove courses from your schedule (“cart”) by selecting the X in the right-hand corner of the
course. Green classes indicate what you are registered for, yellow indicates what is planned.
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Step 14: Once you have registered you can print your schedule by selecting the “Print” button.

Your schedule will indicate classes you have registered for, as well as, classes you have planned.

Step 15: You will be able to view your schedule under the Student Planning section on the Self Service
homepage.
Green classes indicate what you are registered for, yellow indicates what is planned.
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How to Drop a Class in GO!
Keep in mind, once the class has started you will be charged 25% for a dropped section. If you
are dropping a class and adding another in its place you must complete this change in the same
transaction to negate the charge. If you drop the class the day before the class begins or sooner,
you will not be charged.
Step 1: Log into Go Portal through https://go.spcc.edu/ or through the SPCC homepage
(www.spcc.edu). From the SPCC homepage, locate “Student Panel” tab in the top right-hand
corner of the SPCC homepage.

Step 2: Select Go Portal.

Step 3: Log in with SPCC student username and password.
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Step 4: Select the Click to Register link located on the right-hand side of the screen under
Student Quick Links.

Step 5: Once you click the link, the following page should load.

1. If you are planning to add another course in the place of the dropped course, this should

be planned first so that you can you exchange them without incurring a charge.
2. Once you have added the new course to your plan, or you are ready to drop the course,

locate the desired course to drop and click “Drop”.
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Step 6: If you are adding another course in the place of the dropped course, the following
should appear:

If you are not planning to add another course, accept the dialogue box and you should now be
dropped from the course.
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