
 
 

Instruc�ons for adding an advisor to a student in Campus Connec�on 
 

1. Campus Connec�on > Students Records Tile > 
Enrollment and Records > Student Advisor 

a. You can also save the Student Advisor �le to 
your Campus Connec�on homepage for easier 
access 

 
 
 
 
 
 
 

 
2. Search Criteria 

a. Empl ID = the student’s ID number if you know 
it 

b. *Academic Ins�tu�on = MISU1 
c. *Academic Career = Undergraduate 
d. Last Name = if you don’t know the student’s ID 

number you can also search using their name 
e. First Name = if you don’t know the student’s ID 

number you can also search using their name 
f. Then hit enter on your keyboard, or click the 

Search buton 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

3. Add a row to the Student Details by clicking the plus (+) 
sign at the top right corner. This will update the Effec�ve 
Date to the date you are making the change.  

a. When the effec�ve date is updated, the system 
will pull in the student’s current enrollment 
informa�on so that you can add advisors to 
their ac�ve programs/plans. 

 
 
 
 
 

 
 

 
4. If the student already has an advisor for a different 

program (example: their major is History and so they 
have an advisor for that) and you are adding an 
addi�onal advisor to them, you may have to add a row 
under the Student Academic Details a�er adding the 
row to Student Details. This will open an addi�onal 
advisor sec�on so you can add their new advisor using 
the same steps as above.  

a. If they don’t already have an advisor, skip to the 
next step. 

 
 
 
 
 
 
 
 
 
 
 
 

Clicking this 
plus sign adds 
a new row. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Now you can make your changes in the Student 
Academic Details 

a. *Advisor Role = Advisor (should be there 
automa�cally) 

b. *Advisor Number = If they are the only advisor, 
make sure they are number 1 

c. *Academic Career = UGRD (undergraduate) 
d. *Academic Program = This is where you will put 

the student’s current primary program. Use the 
magnifying glass to open the dialog box that will 
show all the student’s programs, and make sure 
the one you are choosing says Ac�ve in 
Program in the Program Status. If it says 
Completed or Discon�nued you will get an error 
message when you try to save. 

e. Academic Plan = This is where put the plan you 
are adding the advisor for. This might be a 
major/2nd major/minor/concentra�on. Make 



sure you are selec�ng the program you want, 
and again, make sure it says Ac�ve in Program. 
 

f. Academic Advisor = If you know the advisors 
EMPLID number you can type it in and hit enter 
to bring them up. If not, use the magnifying 
glass to search for them by their name. 

g. Once everything is filled in, click Save. 
 
 
 
 
 

TROUBLESHOOTING 
6. If you try to save and receive the error message below, chances are there is a row under the Student Academic Details that has empty informa�on.  

 
 
 
 
 
 

a. This frequently happens if the student had 
previously had mul�ple advisors in mul�ple 
programs, and then when you add a row to the 
top to update the effec�ve date and now that 
student only has one ac�ve program, those 
other rows stay and you will have to delete 
them. 

i. To figure out if that is the issue, click on 
View All under the Student Academic 
Details and see if there is a row with 
blank informa�on. If there is, you can 
delete the row by clicking the minus (-) 
sign in the top right corner of that 
specific row. Then you should be able to 
save like normal. 

ii. You should never delete a row that has 
informa�on filled in. 

 



7. If you are receiving the “Invalid Value” error message below a�er trying to put in an advisor’s ID number, it may be that that faculty member has not had 
their role set up to advise for that specific program/plan combina�on.  

 
 
 
 
 
 
 

a. This may happen if a faculty member is new, or if a student has a program that a faculty member wouldn’t typically advise for. In this case you’ll 
need to contact the Registrar’s Office (at this �me Kacey Donamaria) to update the advisors role before you are able to add them. 

i. They will need an email with the student’s ID number, the advisor’s Id number if you have it, and what program/plan you want to advisor 
to be set up form. 

 
 


