
 

Advisor Tracking Tool BPG  Page 1 of 21 

 

    

 

 

 

 

Advisor Tracking Tool 
 

 

 

 

 
 

 

 
Business Process Guide 

 
 

Student Records 
 

January 2014 

 

 

 

 

 

 



 

Advisor Tracking Tool BPG  Page 2 of 21 

 

TABLE OF CONTENTS 

 
Topic   Page 

Purpose ............................................................................................................... 3 

Navigation .......................................................................................................... 3 

Prerequisites and Assumptions ......................................................................... 3 

Using the Advisor Tracking Tool ........................................................................ 4 

Helpful Hints ........................................................................................................ 7 

Track a Student Using the Advisor Tracking Tool ............................................ 8 

Status Tab .......................................................................................................... 10 

Mark the Status as Reviewed .......................................................................... 12 

Change a Student’s Track Term ...................................................................... 13 

Set Milestone for Student ................................................................................. 14 

Review Course Details for a Student .............................................................. 15 

Review the On/Off Track History of a Student ............................................... 16 

Access to Tools ................................................................................................. 17 

Re-Evaluate ...................................................................................................... 18 

Retention Dashboard ....................................................................................... 19 

What a Student Sees ........................................................................................ 21 

 

 

 

  



 

Advisor Tracking Tool BPG  Page 3 of 21 

 

Purpose 

 

The Advisor Tracking Tool provides a way for Advisors to view on/off track status by student.  It also 

gives Advisors the ability to put students on track by overriding individual critical requirements.  

 

Navigation 

 

ASU Customization > Student Records > ASU Advising > Advisor Tracking Tool.  

 

 

Prerequisites and Assumptions 

Before you can use the advisor tracking tool, it is assumed that each of the following conditions has 

been met.  

 You have attended the on-line FERPA refresher course at http://myasucourses.asu.edu and 

passed the test. 

 You have attended either the on-line “Advisor 201: Use ASU Advising to clear system 

generated service indicators” class at http://myasucourses.asu.edu or attended the 

instructor-led Advisor 201 class (schedule can be found at http://www.asu.edu/hr/training)  

 You have requested and been granted the PeopleSoft Access roles of: 

 SR Standard Student Pages 

 SR Catalog Schedule View 

 ASU Enrollment Advising Update 

(request access at https://www.asu.edu/go/oasis/AddSecurityRequest/)  

 

 

 

http://myasucourses.asu.edu/
http://myasucourses.asu.edu/
http://www.asu.edu/hr/training
https://www.asu.edu/go/oasis/AddSecurityRequest/
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Using the Advisor Tracking Tool 

REVIEW -- Actions to Take When Reviewing Students (also see attached chart) 

 

Any time during a semester or after end of semester processing 

 Set the track term back.  If a student is working on prerequisite coursework to critical 

requirements and as a result causes the student to be falsely off track in the current track 

term and future track terms, an advisor can set the track term back.  This function can be 

used throughout the semester to re-baseline what tracking term a student is assessed 

on.  Setting the track term back to 0 is only recommended when a first semester student 

changes a major in the middle of a semester and as a result is being evaluated on courses 

in the new major that they have not had an opportunity to enroll in.   

  

Any time before course withdrawal deadline of a semester 

 If a student is taking prerequisite courses or is awaiting transfer coursework from another 

institution you can use the Prerequisite/Transfer checkbox.  This is recommended to be used 

early in the semester to avoid students from receiving email notifications and an eAdvisor 

hold.  This is a preferable option when the advisor has already had communication during 

the semester with the student and wants to stop the student from getting email notification 

and holds for being off track. Also, this option does not change the students’ status.  The 

student will remain off track.  At end of semester processing (typically 10-14 days post all 

grades submitted) the Prerequisite/Transfer checks will be expired.  These waivers do not 

carry forward to another semester.  

 

After final grade processing for a semester 

 Review student data and take no action, leaving the student’s off/on track status as is.  If a 

student is truly off track, their status should remain off track. 

 

What are the main things that cause a student to go off track or get a hold?  

A student will have an off track status if they have not met a critical requirement by the 

term in which it is required. Critical requirements include registering for specific courses, 

obtaining a minimum grade in a course, maintaining a minimum GPA (overall and/or 

within their major), and meeting major-specific milestones. Critical requirements are 

indicated on the major map for each major with a  symbol. 

  

Holds are placed when a student’s status is off track either for two consecutive terms in 

their current major (S74, S67) or once for the current term (S57). The difference between 

the S74 and S67 hold is that the S74 is a positive hold (doesn’t restrict future registration) 

which is initially placed to indicate that the student is potentially twice off track. We place 

the S74 hold to provide an opportunity for the advisors to reach out to the students to help 

them avoid being officially twice off track. 

 

When an advisor removes an S74 hold from a student, indicating that they do not want 

that student to receive the twice off track hold and messaging, a S57 hold is applied 

instead. 
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What happens when they are off track more than twice, we have heard they can get 

kicked out of their program? 

 

Students who have an S67 hold are required to change their majors.  In the 

communication to students we say “may be required” because advisors do have the 

ability to not follow through with this requirement.  However, technically the policy is that 

they are required to change their majors and most colleges do uphold this policy.   

Remember that the whole point of critical tracking is to identify a major for a student, early 

on in their college career, in which they are going to be successful.  So, if they are twice 

off track, they have not been successful in those items/classes which the faculty have 

identified as predictors of future success in that major.  It is in the best interest of the 

student to get into a major in which they can be successful as early as possible. 

 
If a student changes majors and no previous credits carry over is the student off-track?  

 

If a student changes majors, they will be re-evaluated against the critical requirements for that new 

major based on their current track term, courses they have already completed, current GPA, etc. 

They won’t be off-track automatically if none of their previous credits apply. 

  

All credits earned at ASU are applicable towards the basic 120 hours necessary to graduate.  What 

changes is the degree applicability of certain hours and classes.  The student’s past classes and 

credits will be evaluated against the degree requirements for the new major and applied 

appropriately. 

 

REMINDER 

 

The following actions in the Advisor Tracking Tool are informational only and do NOT perform any 

action in the system or student’s record: 

 Selecting Reviewed in the “reviewed” pull-down menu – this is so the next time you search 

any of your students in the Tool you can filter out the ones that you have already reviewed. 

 Selecting a reason in the “reason” pull down menu next to the change term box—this only 

indicates the reason for setting the term back, it does not apply any action to the student’s 

record. 
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Scenarios 

 

If a student is truly 

offtrack; their status 

should remain off-

track 

If student working on 

pre-requisite or transfer 

coursework that 

precludes critical 

requirement 

If student changes 

major during their first 

semester and has not 

had the opportunity to 

enroll in critical 

coursework for new 

major 

If student 

communicates to 

advisor they are 

transferring in critical 

coursework OR are 

currently enrolled in 

prerequisite for critical 

course 

ACTIONS: No Action Set Term Back 
Set Term Back to 

Zero 
PreReq/Transfer Box 

What 

advisor 

can do 

No action necessary 

Set term back the 

number of terms 

anticipated for 

student to get on 

track  

 should only set 

back to terms 1-4 

 term zero not used 

for this case 

Set term back to zero 

Check the transfer/pre 

requisite box for the 

specific requirement(s) 

When  

Advisors can review 

student’s tracking 

status any time but 

especially prior to 

eAdvisor notifications 

going out to students 

(end of drop add 

through course 

withdrawal deadline 

and end of semester 

processing) and mark 

the record as 

reviewed even if no 

action is taken.  

Any time during the 

semester; especially 

prior to eAdvisor 

notifications going out 

to students (enrollment 

period; end of 

semester processing) 

As soon as student 

changes major 

(recommend doing 

now for CT08 major 

changers) 

As early in the semester 

as possible   

 expires prior to end of 

semester processing 

  student's status is off-

track until critical 

requirement is met 

Effect of 

action 

 Student’s overall 

tracking status for 

the term is off-track 

and counts as one 

term off track 

 eAdvisor hold 

applied and email 

note sent to student 

 Student’s overall 

status adjusted if 

setting back term 

results in student 

being on track 

 If on track, no 

eAdvisor hold or 

email note sent if 

student remains on 

track 

 Tracking term 

increased by 1 at 

end of semester 

 Student is not 

assessed against any 

critical requirements 

(“free pass”) 

 no eAdvisor hold or 

email note sent   

 Tracking term 

increased by 1 at 

end of semester 

 No eAdvisor hold or 

email sent to student 

between end of 

drop/add and course 

withdrawal deadline 

for that specific 

requirement 

 Student’s overall 

track status at the 

end of the semester 

will be off-track and 

will receive eAdvisor 

hold and email at 

end of semester 

 Status can change to  
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Helpful Hints 

 Notice that there may be a  or   that appear next to the available 

fields.  When you click on the down arrow or the hour glass, all available choices for this field 

will display. OR, if you already know what to type in any given field, you may just type it in 

without utilizing the arrow or hour glass.  

 Remember, for any given field, all current and up to date choices may be viewed by 

clicking on the down arrow or the magnifying glass.   

 Notice the operators available to broaden or narrow your search. Available operators may 

include “begins with”, “contains”, “=”, “not=”, “<”, “<=”, “>”, “>=”, “between”, or “in”, 

depending on the type of field you are searching on. 

 Notice the  link in the upper right hand corner of the page.  This allows you to 

open another window in People Soft, while still keeping the current window open. 

 Notice the link in the upper right hand corner of the page.  This link takes you to ASU’s 

collection of Job Aids, Tutorials and Business Process Guides. 

 The link to DARS (available on the “tools tab) will open DARS in a new window. 

 The link to Student Services Center (also available on the “tools” tab) will replace your 

current page, taking you away from the current screen. 

 

javascript:submitAction_win0(document.win0,'STDNT_TERM_SRCH_INSTITUTION$prompt');
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Track a Student Using the Advisor Tracking Tool 

 

1. Navigate to the Advisor Tracking Tool Page: ASU Customizations > ASU Student Records > ASU 

Advising > Advisor Tracking Tool  

 

Type in all information about the student you want to track, and then click Search 

  

This is the Advisor Tracking tool search screen.  Numbered notes about each field are on the next 

page.  

 

 
 

  



 

Advisor Tracking Tool BPG  Page 9 of 21 

 

 ID = Affiliate ID of the student (1000….  or 1200…) 

 Student Career Nbr = Each active major of a student will have a career number.  

 Enrolled Term = This is a required field and works in conjunction with the Academic Load 

field.  ***See detailed explanation below. 

 Academic Load = Pick from different enrollment loads – from “Enrolled full time” to “not 

enrolled” 

** advanced search tip: To eliminate students who are active, but not enrolled in classes for 

the enrolled term, pick the “Load” of “Not Enrolled” and set the comparator to “not =”   

***See detailed explanation below. 

 Campus = Tempe, Downtown, West, Poly or Online 

 Name = (Last Name, First Name) Enter the last and first name of the student.  

 Academic Plan = Student’s major, minor or certificate 

 Track Status = “On Track”, “Off Track” or “On Track by Override” 

 Reviewed =  “Not Reviewed or “Reviewed” 

 eAdvisor Student Group and Student Group =  Now you can search for students that are in 

two student groups at the same time:  All athletes that are critically tracked, for example.  

 

Academic Standing Action = pick from 14 different standings 

**advanced search tip: to NOT see disqualified students, select the “Standing Action” of 

“Disqualified” and set the comparator to “not =” 

Search Tips: 

Always click on the Include History checkbox in order to get all information about your 

student.  If you don’t you will only see one row of history, and it will look like the student had 

not been evaluated! 

Once you set your search criteria, you can save it by clicking on “Search Save Criteria”.   

You will be asked to name the search, and then it will appear in a drop down field at the 

top of the screen.    

You can change the comparator from “begins with” to other comparisons for better 

searches.   

 

***The tracking tool allows you to search based on a student’s enrollment status as 

of the time the search is executed.  You can “pair up” term and academic load to 

perform powerful searches:  

1.  Enrolled term = 2087 / Academic load = blank.  This will show you all students 

currently active in their program and active in a CT student group.  This may 

include students who attended last spring but who have not enrolled for 

fall.  These students will have a discontinued row but it is future dated for the 

end of the term – so while they are not here, they do still show as active. 

2. Enrolled term = 2087 / Academic load not= No Status.  This will filter out all 

students who are not enrolled in at least one hour.   

3. Enrolled term = 2087 / Academic load = Full Time or Part Time etc.  This will show 

you only students who are enrolled with the selected status. 

4. Enrolled term = 2081 / Academic load = Full time – This could even be used to 

filter by enrollment in a past or future term. 
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Status Tab 

This is the eAdvisor On/Off Track Status critical tracking screen.  Numbered notes are on the next 

page.  

 
 

 A student’s on/off track status will be checked nightly and evaluated when one of these 

things occur:  

o change of major  

o add or drop a class 

o new transfer work 



 

Advisor Tracking Tool BPG  Page 11 of 21 

 

o final grades are posted 

o milestone is posted 

o tracked term is changed by an Academic Support Specialists 

 Each evaluation creates a new row to be reviewed.  Click on “include history” to see all 

rows.  

 

 If the student is evaluated more than once in the same day, the effective sequence will 

increment by one.  

 

 Click on the “Include History” button to make sure you see all effective dated rows.  You 

can scroll through each row to see how the student’s on/off track status has changed over 

time.  

 

 Each evaluation creates a new row of information to be reviewed.  Click the left and right 

triangles, or click “view all” and scroll through the rows top to bottom.  

 

 Student’s Enrollment, Student Groups and FERPA flag are visible on this screen.  

 

A note about the Student Enrollment by term.  This includes enrollment for the most recent 

past term enrollment, the current term and the future term if registered.  The hours will be a 

reflection of hours the student took.  It will not include units for classes the student dropped 

or received a W. 

 

  Current Plan.  This field shows the current plan of the student.  Notice further down in the 

row is a field that displays “evaluated plan”.  The tracking tool will now show all rows for the 

student, including past plans.  If the student has changed plans, previous rows will show that 

the evaluated plan will be different from the current plan.  

 

 The current track term is indicated for the student.  This is the track term that the student is 

currently being evaluated against.  This is cumulative – if the student’s current track term is 2, 

the overall track status will be evaluated based on all term 1 and term 2 Critical Major 

Requirements. The track term is initially determined by when the student was admitted.  

Students admitted Fall 07 were evaluated on track term 1 in Fall 07, now Spring 08, they are 

evaluated on track term 2 requirements. 

You can now set the track term back if necessary.  For example, if a student has been at 

ASU for 3 semesters (typically track term 3), but has just changed majors, you can set the 

track term back to term 1 or 2, as needed, to track the student in their new plan.  

 

 The bottom of the page includes a date/time stamp of the last time the page was updated 

along with the ASUrite ID of the person who made the last update.  You can tell that the 

record has been updated by the weekly update process if the ID is a system ID (i.e. 

ASU_CRITICAL_TRACKING, for example).  

 

 Give feedback about the screen using the email feedback link at the bottom of the page.   

 

 Highlighted information indicates changes to the student data since the last row marked 

“Reviewed”. You can go back through the rows to see what the specific change. The 

changes will continue to be highlighted until a new row is added and set to “Reviewed” 

 

 ** This symbol indicates a change occurred to a course associated with the requirement. 

Other information will include, grades, milestones, term taken and evaluated plan. 
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Mark the Status as Reviewed 

If you have reviewed a student in the Advisor Tracking Tool, you will want to set the status from Not 

Reviewed to Reviewed. This must be done manually and the record must be saved. This flag will 

reset if the student’s track statue goes from On Track to Off Track. 

 

Instructions: 

 

 Navigate to the Advisor Tracking Tool Page: ASU Customizations > Student Records > ASU 

Advising > Advisor Tracking Tool  

 Search for your student.  

 Click on the + sign to add a new effective dated row.  

 Change the Reviewed box from Not Reviewed to Reviewed.  

 Click “Save” 
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Change a Student’s Track Term 

 

If a student changes major, or studies abroad, or works ahead in their classes, you can change the 

track term of a student.   

 

Instructions:  

 Navigate to the Advisor Tracking Tool Page: ASU Customizations > Student Records > ASU 

Advising > Advisor Tracking Tool  

 Search for your student.  

 Click on the + sign to add a new effective dated row.  

 Change the term to better reflect the student’s current status.  

 Select a reason from the list.  If you don’t see a reason that fits, email the team by using the 

email link in the bottom right corner of the screen.   

 If a course related reason was selected, a comment is required that indicates the course 

the student needed to enroll in.  For example, if the reason is “Courses not offered”, enter 

the course that was not offered in the Comment field.  

 Click “Save”  
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Set Milestone for Student 

If a milestone is available in a student’s term, you can complete the milestone by clicking on the 

button.  You will be asked to confirm your request.  The next time the record is evaluated, the 

milestone will be included in the evaluation and the milestone button will no longer display.   If you 

click on the milestone button many times, it will give you a message that says that the milestone has 

already been entered.  (There is no danger to clicking on the milestone multiple times.) 

Note: You do not need to add a new effective dated row to complete the milestone. 
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Review Course Details for a Student 

 

This is the “Course Details” Tab.  This screen includes a history of all courses where a student earned 

a passing grade and all transfer courses that ASU has accepted for credit. It also includes AP, IB 

and other test credit. 

 

 
 

You can filter the results to show “Critical Major Requirements”, “Major Requirements”, classes “Not 

Applied in Terms 1-8” and/or “Non-critical/Non-necessary” classes.  Click on the check boxes and 

then the “filter” button.  

 

Note: “Not applied in terms 1-4” means they could apply to degree requirements in terms 5-8 or not 

apply at all. 
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Review the On/Off Track History of a Student 

You can see the history of the student by term from the “History” tab.  

 
 

This will be populated after end of term processing, once per term.  It will indicate the student’s 

official track status for a given term. 
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Access to Tools 

There is a “Tools” tab that contains links to pages that are related to advising 

 

 
 

Notes:  

 

A student’s additional academic plans (certificates, minors and majors) will display on the page.  If 

the student has more than one major, a link to the concurrent major critical tracking record is 

provided.  

 

All the links open in a new window 

 

DARS will take you to the DARS system.  

Student Services Center will take you directly to the Academics tab 

Student Advising Sign off and Notes Page will take you to that page.    

Remove eAdvisor or S21 hold will take you to the page to edit service indicators directly.  

Major Map – will pull up the pdf major map for the student and it’s smart enough to know the 

student’s catalog year and pull up the right one. 

Student Milestones  If you have access to enter milestones or can go to view. 

Academic Status Report This will take you to the page to view if an academic status report was 

submitted for the student   

Request Unofficial Transcript – Request (create) an unofficial transcript immediately as a .pdf for 

saving or printing.  
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Re-Evaluate 

You can have the system re-evaluate a student immediately.  Most often you would do this if you 

set a student’s track back to a previous term or if you change the student’s major. The system will 

re-evaluate the student based on the new track term or major of the student.  

 

 
 

To initiate a reevaluation of the student’s record, click on the “Request Evaluation” button.  

Periodically click on the Refresh button.  Once the evaluation has completed, it may take a couple 

of minutes, you will be returned to the “Status” tab where the updated information will be 

displayed. If nothing is returned within four minutes, the evaluation has failed. 

 

In some instances, the refresh may return an error message.  The next page shows what that error 

screen looks like.  
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Retention Dashboard 

From My ASU, advisors can access Dashboards, located under the Quick Links section.  

 

 
That will take them to the Dashboards homepage. On the left will be listed various dashboards. 

Click on Retention.  
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This is another way you can view large groups of students or individuals and see their tracking 

status. If a student has an advising hold, you can remove that through the dashboard as well. 

Simply click on the hold and the system will take you to the advisor tracking tool where you can 

remove the hold. 

 



 

Advisor Tracking Tool BPG  Page 21 of 21 

 

What a Student Sees 

When student’s sign into My ASU, they will see their eAdvisor status located in the My Programs and 

eAdvisor section of their My ASU page. This will only be true for the first four semesters they are 

students at ASU. If a student is off-track, there will be a hold on their account preventing them from 

registering for classes. They will need to see their advisor in order to get the hold removed.  

 
 


