Faculty Resource for Accessing Your Advisee List

Step 1:

Go to www.gvsu.edu
and click on “Faculty &
Staff” from the top
banner

Step 2:
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column click on
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GVSU Faculty/Staff Additi 4 ion Menu

Chick on one of the links below 1o process !

Adyisee List
Student by Major L, N g
Student Major Information,

Class List
View Midterm Grades by Student
View Final Grades by Student

Grade Report by Course per Instructor
Course Section Information
History of Graduates by Major, induding Student Advisor
Student Course Information, induding Transfer Equivalendes
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home = search apply library people finder email = blackboard

Advisee List
Enter the requested data below to select the advisee list.

Enter your G Number for instructor ID

contact us

Term: | 2012 Fall [=]
structor ID:
Class: | All classes of students :

Click on the DISPLAY button to display the advisee list.
Click on the DOWNLOAD button to download the advisee list to your PC.

Go back to Menu Go back to Banner Page Go to GVSU Homepage Contact Us Logoff

Grand Valley State University
One Campus Drive
Allendale, MI 49401-9403
©16.331.3327 voice
616.331.2000 fax

Step 4:

Enter your GVSU
Network ID and
Password

Step 5:

Click on “Advisee List”

Step 6:

Select the CURRENT
term in order to access
the list of actively
enrolled advisees for
that semester




Step 7:

apply library people finder email blackboard  contact

Enter YOUR G# and
then select which

Advisee List

Enter the requested data below to select the advisee list.

Enter your G Number for instructor ID grOU p Of StUdeI’ltS you
Term: 2017 Fal k= would like to contact
Instructor ID:
Class: | All classes of studerts &l « for a specific
All classes of students

Gapomors studens onty message...or leave as

Click on |Junior students only Ivisee list.
Click on the DOW Senior students only see list to your PC. “
All Undergrad Students a“ C|asses Of
Graduate and Doctoral students onk ”
Go back to Menu Go back to Banner Page Go to GVSU H Qe ContactUs Logoff students” to send to all

Grand Valley State University Students.

One Campus Drive
Allendale, MI 42401-9403

616.331.3327 voice
616.331.2000 fax
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Advisee List Select “Display” to
Enter the requested data below to select the advises list. generate the IISt a nd

Enter your G Number for instructor ID

send an email to the

Term: | 2012 Fall =] . .
Instructor ID: _ list from this system.
Class: | All classes of students El

Display J| Download | Reset Select ”DOWnload" to

Click on the DIST n to display the advisee list.
Click on the DOWNLOA—.— wmxWhload the advisee list to your PC. generate an excel

spreadsheet if you are

Go back to Menu Go back to Banner Page Go to GVSU Homepage Contact Us Logoff

looking for more ability
Grand Valley State Ulji:ﬁers\t‘f X
Allendnie, M1 45401 6403 to manipulate or sort

616.331.3327 voice

616.331.2000 fax the data
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Step 9:
Review the List

Email a specific student
by clicking on the email
address next to the
student’s information.

You can also send an
Email to the entire list
using the system at the
bottom.

Fill in your return email
address

Enter a subject that will
catch a student’s
attention

Enter your message.
This is plaintext only
format. No bold,
underlines, hyperlinks,
etc.

Be sure to include a
copy of your signature
that you use in your
email so a student
knows exactly who the
message is from and
how to connect with
you.

Click on “Email List”
you will be provide

with a confirmation
screen when it has

processed.




