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How to Create a Student How to Create a Student 
Advisement folderAdvisement 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 How to label a Student 
Advising folderAdvising folder

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

123456 – Hurtt Jr., Ronnie



What documents should be What documents should be 
included in a student included in a student 
advisement folder?advisement folder?

General Information Form (if available)General Information Form (if available)
Course History recordCourse History record
Unofficial Transcript recordUnofficial Transcript record
Major/Minor Degree Audit Form(s)Major/Minor Degree Audit Form(s)
DARDAR’’s (Degree Audit Reports) from JICS:s (Degree Audit Reports) from JICS:

Advising Worksheet (and/or)Advising Worksheet (and/or)
Graduation ReportGraduation Report

Meeting notes, eMeeting notes, e--mails and any other related mails and any other related 
documents documents 



Student Advising folder Student Advising folder 
contents contents –– Course HistoryCourse History

123456 – Hurtt Jr., Ronnie



Student Advising folder Student Advising folder 
contents contents –– Unofficial TranscriptUnofficial Transcript

123456 – Hurtt Jr., Ronnie



Student Advising folder Student Advising folder 
contents contents –– Degree Audit FormDegree Audit Form

123456 – Hurtt Jr., Ronnie



Student Advising folder Student Advising folder 
contents contents –– Advising Advising 

WorksheetWorksheet
123456 – Hurtt Jr., Ronnie



Student Advising folder Student Advising folder 
contents contents –– Graduation ReportGraduation Report

123456 – Hurtt Jr., Ronnie



Student Advising folder Student Advising folder 
contents contents –– Meeting Notes, Meeting Notes, 

EE--mails and other documentsmails and other documents
123456 – Hurtt Jr., Ronnie



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

attention.attention. 

Contact or visit us if you have Contact or visit us if you have 
any questions.any questions.
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