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Advising folder

Ronnie Hurtt Jr.

Director of Academic Advising
Office of Academic Advising
Phone ext. 5082



How to Create a Student
Advisement folder

Be sure you have (either letter or legal size...for whichever size of
drawer/cabinet you are using) manila folders to create student folders for
your files.




How to label a Student
Advising folder

123456 — Hurtt Jr., Ronnie

Next, label an advisee’s folder by simply typing or writing in the following

student information:;

1. Student ID Number: 123456 (example)
2. Student Last Name: Hurtt Jr.

3. Student First Name: Ronnie




What documents should be
included In a student
advisement folder?

= General Information Form (if available)
= Course History record

= Unofficial Transcript record

= Major/Minor Degree Audit Ferm(s)

= DAR’s (Degree Audit Reports) from JICS:
Advising Worksheet (and/or)
Graduation Report

= Meeting notes, e-mails and any ether related
doecuments



Student Advising folder
contents — Course History

123456 — Hurtt Jr., Ronnie

Advisee Roster - Course History Detail

Advises Roster » Adwises Details = Course Histary Detail

Course History for Ronnie A. Hurtt Jr.

Holds
Hold Type

SW - SURWEY HOLD - ACADEMIC ADWSE Grade report hold
Registration hold

2003-2004-TRANSFER CREDIT

Course Title Division Credits Grade Type Grade Requirement
ENC 101 EMGLISH COMP | Undergraduate 3,00 Transfer Credit EMGL1133
ENC 201 EMGLISH COMP I Undergraduate 3,00 Transfer Credit ENGL1Z233
MATH 1011 INTRO TO ALGEBR Undergraduate 3,00 Transfer Credit MATHOO33
MATH 1012 LIBERAL ARTS tA& Undergraduate 3,00 Transfer Credit MATH1313
SPAN 201 BEG SPANISH Il Undergraduate 3,00 Transfer Credit LANGT 244
SPAN 101 BEG SPANISH | Undergraduate 3,00 Transfer Credit LANGT 144
PEY 101 PEYCHOLOGY BASI Undergraduate 3,00 Transfer Credit PEYC1133
Py 301 MARRIAGE & Farl Undergraduate 3,00 Transfer Credit S5CI2133
Py 302 FIXIMNG THE QUAC Undergraduate 3,00 Transfer Credit PEYC3103
REL 101 OLD TESTAMENT Undergraduate 3,00 Transfer Credit BIOT1133
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Student Advising folder
contents — Unofficial Transcript

123456 — Hurtt
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Student Advising folder
contents — Degree Audit Form
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Student Advising folder
contents — Advising
Worksheet
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Student Advising folder
contents — Graduation Report
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Student Advising folder
contents — Meeting Notes,
E-mails and other documents

Hurtt Jr., Ronnie

le

| RE: - Message (HTHL)

i Ele Edi Miew Insert Format  Iooks  Actions  Help

i CgReply | CliReplytonl | Forward | B o [ LA | ¥ |23 X | @ - o - A @2

From:  Ronnie &, Hurtt Sent: Fri 7/27/2007 3:58 AM

To: Kevin 5. Caminsky
Coi Email advisingoffice@seuniversity edu
Subject: RE:

Attachments: | RE: (289 KE)

Ronnie

| just wanted ta let you know that our Associate Academic Dean - Dr. Halland has approved general education course requirements you were seeking thraugh appeal. Dr. Halland has determined that both the MAT
151 - Buginess Mathematics (for the College Algebra requirement) and the ART 232 - Introduction to Yigual Communication Il (for 2 Humanities reguirement) courses you completed at your former institution are
adequate substitutions far callege algebra and a humanities requirement here at SEU. | am waiting hear hack from the Dean of the Callege of Business and Legal Studies-Dr. Bowlin to see if he will approve of you
other appeal major/specialization requests

e will be able to complete this substitution approval within your electronic audit once you arrive to campus and declare your intended major of interest. Attached ig an e-mail for your documentation and records.
Thig is great news.

Blessings,

Ronnie Hurtt Jr.

Director of Academic Advising
Southeastern University

1000 Longfeliow Bivd
Lakeland. FL 33801

863 667-5082
rahurtt@seuniversity.edu

Focus - Consi: = Discipii 1y - Analytical

CONFIDENTIALITY NOTICE: The i i ined in this e-mail is from the Office of Academic Advising at S i ity. and may be privileged ial, and/or
exempt from disclosure under applicable law. If you are not the intended recipient, any further discl or use, di: inati. istribution, or copying of this message or any attachiment is
STRICTLY PROHIBITED.

From: Kevin S, Cominsky

Sent: Wednesday, July 18, 2007 1:46 PM
Ta: Ronnie &, Hurtt

Subject:

FRonnie Hurt,

BB Howto Createand . | B Navigaking JICS AY .o | 1) Documents - Micros.., | &) hktpsifwen seunive ..




This concludes our ‘How to
Create and Manage Student
Academic Advisement folder’
session. Thanks you for your

attention.

Contact or visit us If you have
any guestions.
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