Advising Notes Software
Based on initial meeting with Vishal Kurup, Andy Goodenow, Nancy Wilkinson, Susan Hathaway, Becky Bergman, Greg Hayes and follow-up meeting with Cindy Pemberton and Jennifer DeHaemers
Software Structure Phase 1

SSO Access with varying levels of access:  Student, Administrative Assistant, Advisor, Manager, Super User
Basic Note Entry View for Advisors:

· Advisors see default list of students drawn from those listed in Pathway with that advisor

· Advisors also have the option to search from broader list of students (for when there is more than one advisor, transferring student, etc.).
· Any advisor can add a note to any students

· Note includes the following information

· Date of Encounter: _________ (will hopefully be automatically entered when Phase 2 scheduling component is online)
· Date of Note: automatically time stamped

· Note entered by:  automatically adds user based on SSO

· Type of Visit
· Required Advising
· Probation Discussion

· Individualized Coaching

· Group Programming 

· Other advising
· Prospective Advising - in addition to the note, this view gives advisor option to add information in the system similar to that gathered at  https://umkc.umsystem.edu/psp/prdpr/EMPLOYEE/HRMS/c/UM_ADMISSIONS.UM_PIC_APP.GBL?AITS_HDR_CODE=3&IsFolder&campus=PICKCITY  if the prospective does not have a Student ID number – which many have.  Prospective note will route information back to the Admissions office.
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Advising Notes Software “FirstGiven Name:

Based on initial meeting with Vishal Kurup, Andy Goodenow,
Nancy Wilkinson, Susan Hathaway, Becky Bergman, Greg Hayes

Middle Name:

“LastFamily Name:

Software Structure Phase 1
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Basic Note Entry View for Advisors: Adtross
« Advisorssee defautistof students drawn from those listed n Pathway with that advisor
« Advisorsalso have the option to search from broaderist of students (forwhenthere ismore Address 3
than one advisor, transferring student, etc.)
« Note includes the followinginformation .
o Date of Encounter: (willhopefully be automatically entered when Phase 2 &z
schedulingcomponentis online) County: “Postal:
o Dateof Note:automatically time stamped a
State:

o

Note entered by: automatically adds user based on S50
o TypeofVisit

= Routine Advising

= Probation Discussion

= Individualized Coaching

= GroupProgramming

Citizenship, Residency, and Visa Information
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For International Students Only
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· Encounter Method:

· Prescheduled Appointment
· Walk-In

· Email
· Telephone

· Skype/Teleconference

· Group Advising/Programming

· Cancelled appointment

· No Show

· Note Access

· Private

· Advising unit only (viewable by Administrative Staff, Advisor, Faculty Advisor, Manager, Super Users within an academic unit)

· All advising (viewable by Administrative Staff, Advisor, Faculty Advisor, Manager, Super Users across campus)

· Student (Student Access is independent of the three listed above.  The note writer may include the student on any of the three access categories above.
· Documents can be attached to note entry and also designated by:
· Private

· Advising unit only (viewable by Administrative Staff, Advisor, Faculty Advisor, Manager, Super Users within an academic unit)

· All advising (viewable by Administrative Staff, Advisor, Faculty Advisor, Manager, Super Users across campus)

· Student (Student Access is independent of the three listed above.  The note writer may include the student on any of the three access categories above.

· Once a shared note is entered, an email is sent to the student indicating a note from _____has been added to their file.  

· Administrative Assistant can add an encounter on someone else’s behalf (with ability for the advisor to go back in and add notes, review and approve)
· Once submitted, notes can only be changed by Manager or Super User

Batch Note/Document Entry
· Users can upload batch notes using a file with all fields above (helpful for group advising, coaching program sessions, etc).  Notes may be all the same note for each student or individualized and uploaded all at once.
· Capacity to upload batch documents when multiple students require the same document.

Student View:

· Students can log in with SSO and see chronological listing of notes with all available attachments

· Students can comment or email advisor with questions from that view? (Communication from student in held in a queue and available to be viewed when the advisor logs in.  Advisor can then post communication from the student as a note in the student’s file)

UFirst Integration

· As UFirst alerts are issued on a student, the alert from the faculty is entered as a note in the system.  Settings for these notes will default as a private note unless future upgrades to UFirst allow an alert to be designated as private, shared, etc when first written.  Any comments/actions made about an alert would also automatically also appear in the notes system.

Standard Advisor Report View:
· Advisors see default list of students drawn from those listed in Pathway with that advisor

· Advisors also have the option to search from broader list of students (for when there is more than one advisor, transferring student, etc.)

· After clicking on a student, advisors can see all notes related to that student in chronological order
· Any notes with documents will show a document icon where you can click and open the document.

· Private notes can be included or excluded based on view default but private notes are highlighted in some way or marked as private.

· From this view, Managers have an edit button to revise notes.  Note is then designated as edited with the date and user name of person editing.
Optional Reports 
· View all documents on a specific student

· View all notes by a specific user 

· View all notes of a particular type
· Exportable reports of students, emails, date of visit, type of visit, type of encounter for mass follow-up by advisors and managers (evaluations, reminders, etc until Phase II incorporates automatic follow-up emails.)
· View all prospective students with capability of linking them once them become students
· Ability to search note system for any field above or for key words
Software Structure Phase 2
· Students can set-up a meeting with an advisor using an interface with Outlook

· All student meetings on advisor calendars are automatically entered as a note with the ability of the advisor to add comments after the encounter.
· Reminders about advising appointments (and expectations)

· Customizable follow-up information (customizable by user with evaluation information)
· Ability for walk in students to be in a queue for advisors

