
Advisor FAQs 
• 8-Semester Plans 

How do I load a student’s 8-Semester Plan in the Student Planning system?  What does the SPL- prefix mean on those 
plans? 

See Using Sample 8-Semester Plans in Ellucian Student Planning 

 
• Dropping a Class 

Where are the drop buttons in Student Planning? 

The drop buttons are in Calendar View under each course on the left side of the screen.  Switch to Calendar View from 
List View by clicking on Calendar at the top of the course planning and approval screen. 

    
 

 

• Overrides for Closed Classes 

What is the process for a student to request an override into a closed class (or to override pre-requisites)? 

Use the Student Petition to Add a Course form.  This is a printable form that can be found on FACeT or the 
Registrar’s Office portal page (where there is also a lot of other helpful information).  Copies are also available at the 
Advising Office and the Registrar’s Office.  This form is initiated by the advisor, and must also be signed by the instructor 
and school dean.  Justification for the petition must be checked.  Completed forms are submitted by students to school 
deans’ offices, where they are processed. 

 
• Communication with Advisees 

How do I e-mail all of my advisees as a group?  When or how often should I do so? 

You can e-mail all of your advisees on I-Assistant.  The e-mail function is at the bottom of your list of students under My 
Advisees.  You can also copy and paste individual e-mail addresses from here. 



Bulk Grades by Term, is another helpful item on I-Assistant that will show you a list of grades for all of your advisees. 
 
You should plan to e-mail your students at least 1) at the beginning of each semester, to give them your availability 
during drop/add, and 2) just prior to advising week/registration.  You should also contact your advisees individually 
when they get Student Success Alerts, and shortly after midterm.  It is particularly important that any students who are 
getting multiple D, F, or U grades at midterm hear from you. 

 
• Change of Program/Major or Advisor 

How do I request a change of academic program (major and/or minor) or a change of advisor?  

Advisors can request program and advisor changes for their students using on-line interactive forms on the Advising 
portal page.  Just log into the portal and select Advising from the menu on the left (under Faculty and Staff Services).   
Advisors can also e-mail advising@ferrum.edu to make these requests. 
 
Students can fill out paper forms which are available outside the Advising Office door. The Program Change Form is on 
gold paper and the Advisor Change Form is on pink paper.  Both of these forms can also be downloaded and printed 
from the website. 
 
You can use any of these methods to change or add minors or second majors to existing programs.  The student’s 
advisor should change when their program does; you or the student can request a specific advisor but re-assignment will 
depend on advising loads. 
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• Degree Audit 

When and how should I do a full degree audit for my advisees?  What form or on-line tool is most useful for this? 

A full degree audit should be conducted during the second semester of each student’s sophomore year, just prior to 
registration for the fifth semester.  We will be implementing a program to ensure that this is done in the spring.  The 
program evaluation tool in the original WebAdvisor is the best, most accurate, tool for check students’ requirements 
and completion.  Access it by choosing My Advisees under Advisor Information instead of going to Academic Planning.  
You can then choose  Evaluate Program from the drop-down menu by each advisee’s name. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Working with Students on Warning or Probation 

How do I know if I have advisees who are on academic warning or probation?  What do I need to know about advising 
these students? 

The easiest way to tell if your advisee is on warning or probation is if they are registered for a CSK course; CSK-092 is for 
students on warning, and CSK-096 is for students on probation.  You will get copies of e-mails with recommendations 
from the Academic Support Counselor, and you can also look up students’ gpa’s on I-Assistant.   

If you have an advisee on academic warning or probation, please make sure he or she stays in the CSK class. CSK courses 
are added to every course plan for students who are on warning or probation, so if you see a CSK class on the course 
plan and the student is still building a schedule, please make sure the student gets into a section. The CSK class does not 
count toward full-time status. Please be sure that your student has at least 12 credits plus CSK on his or her schedule.  

Students are only permitted to have 19 credits each semester; that means students on warning or probation can only 
have a maximum of 18 credits on their schedules. The student may request an overload, but should be encouraged to 
attend CSK whether they are on the roster or not until they are officially in the class. The advisor should work with the 
student to drop something so that CSK will fit and then work to get into the class they dropped on overload status.  

Students on academic probation are not eligible for financial aid; in order to appeal many of them need a Financial Aid 
Academic Plan to be on file. This is a federal policy.  It is recommended that students who need greater than a 2.0 
semester GPA have a Financial Aid Academic Plan. If your advisee asks you to sign it, please understand what it is. It only 



gives the student access to Financial Aid; it does not offer them any guarantee from being suspended. Students on 
academic probation who do not meet standards at the end of the semester will be suspended academically.  If they have 
a Financial Aid Academic Plan and have met that plan, though, they can use that to support their appeal and will not 
have to fight for financial aid if they get back in.  

On replacing D grades – the federal government allows one attempt at replacing a D grade, after that they will not allow 
federal funds to be used to replace a D grade. Therefore, a student who is on their second attempt at replacing a D 
grade must be sure to have at least 15 hours on their schedules, in addition to CSK.  

Every student on warning or probation is sent recommendations of F and D grades they can consider replacing; advisors 
get copies of these. Students who were on warning or probation at the end of the previous spring semester are 
informed what semester GPA they would need in fall if they did not replace anything over summer or modify their fall 
schedule in any way.  

 
• Searching for Courses by Type in Student Planning 

For instructions on how to search for courses of a particular type (eg., E-Term, W, GA, IL, QR)  in Student Planning, 
see Filtering for Course Types in Student Planning. 

 
 

Do You Have More Questions?   

E-mail Betsy Smith (bsmith@ferrum.edu) or call the Advising Office at 540-365-4270. 
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Using Sample 8-Semester Plans in Ellucian Student Planning                Updated Fall 2018 

Advisors and students 
can load sample 8-
Semester Plans onto the 
student’s Timeline.  
Under the Progress tab, 
click on the Load Sample 
Course Plans button at 
the top right of the 
screen.   
 
 

 

In the dialogue box, 
either skip selecting a 
term or choose the 
current term.  Use the 
radio button to choose 
the plan for the program 
the student is currently 
in, or search for a 
different one.  
The sample plan will 
come up in another pop-
up box.  Scroll through it 
to review planned 
courses. Clicking the 
Load button will place 
these courses onto the 
student’s plan, which can 
then be viewed under 
Timeline.  Be careful not 
to click Load if you are 
just reviewing a sample 
plan. 
 

 

 



 

SPL courses are 
placeholders for core 
classes, minor 
requirements and 
electives. 
 

 Examples: 
 SPL-ENGLIT 
 SPL-COREWI 
 SPL-RELPHI 
 SPL-HIST 
 SPL-ELE1 
 SPL-MINOR1 

 
English Literature Core Requirement 
Writing Intensive Requirement 
Religion/Philosophy Core Requirement 
History Core Requirement 
Elective 
Minor Requirement 

They also list 2 options 
for courses that are on 2-
year rotations.   
 

 Examples: 
SPL-MTH10 MTH-324 or MTH-246 
SPL-RLP9 REC-410(odd) or REC-413(even) 
SPL-ACC8 ACC-306(odd) or ACC-304(even) 
SPL-ENG29 ENG-311, 338, or 433 
SPL-CHM2 CHM-341 or CHM-305 

 

A good example is the 
sophomore and junior 
years of the math major. 
 
 
 
STUDENTS SHOULD PLAN 
TO TAKE WHICHEVER OF 
THESE ALTERNATE 
COURSES ARE BEING 
OFFERED DURING THE 
SEMESTER THEY NEED TO 
SCHEDULE. 

 

Students and/or advisors 
should use the course 
catalog to select 
particular classes to 
replace these.  
 

 



 

Of course, some tweaking 
may be necessary, 
especially if the sample 
plan is loaded after the 
freshman year.  Drag and 
drop is not yet available, 
but courses can be 
moved to different 
semesters on students’ 
Timeline plans by clicking 
on them and choosing a 
new term in the dialog 
box. 

 
If a student changes his 
or her major, the new 
Remove Planned Courses 
button will allow you to 
remove all previously 
planned courses from the 
Timeline. 
 
Semesters and individual 
courses can still be 
deleted using the  in 
the right corner. 
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To filter for specific course 
types  in Student Planning, 
go to Course Catalog and 
select a subject. 

Filtering for Course Types in Student Planning 

 

 

You can then clear the subject by 
clicking on the  next to it at the 
top of the page. 

On the left side of 
the screen, courses 
can be filtered by 
days and times, 
instructors, and 
course types 
including on-line, 
writing intensive, and 
E-Term. 

You can also filter for 
courses designated 
as Integrated 
Learning, Global 
Awareness, and 
Quantitative 
Reasoning under 
Course Types. 


