
 
 

Log into Web Reports; 
Choose Academic / Advisors from 
menu  

Choose “assign advisees” 



 
 
 
To assign advisees to an advisor: 

1. enter the advisor’s Username in the box at the top 
2. click on “view advisees” just below Username 
3. IGNORE the yes / no radio buttons on the left; to assign a student to the 

advisor whose name currently appears at the top of the page, click ON THE 
STUDENT’S NAME 

4. click on “update student advisor” at the bottom of the screen 
5. repeat the steps 1-4 for each advisor in your department 

 

3. Click on view advisees  

4. Screen will refresh with a list of 
all the students who are currently 
declared in the major you chose. 
RED = no advisor assigned 
GREEN = assigned to the advisor 
whose User Name is at the top of 
the page 
PURPLE = assigned to an advisor, 
but not the one currently selected 
Username of currently assigned 
advisor (if any) appears on the right 

 
1. Set Term 
2. Choose Major 


