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Student Planning Advisor Training  
  
Colleague Student Planning & Advising Overview  

Colleague Self- Ser vice Over vi ew  

Colleague Student Planning & Advising is an interactive web application that enables users to view their individual or 

advisee information contained in SHU’s Colleague® database.  

  

Colleague Student Planning & Advising modules  
Colleague Student Planning & Advising consists of a number of modules that enable users to complete tasks.  

  

Student Planning is the Self-Service module we will be working with.  

Colleague Student Planning & Advising enables students to better plan and register for the courses they need to complete 

their academic program.  

  

In the Colleague Student Planning & Advising module, students can perform academic planning activities such as 

searching for courses, planning their terms, and scheduling and registering for course sections.  

  

Student Planning allows a student and advisor to work together to achieve the desired outcome for a selected course plan.  

  

Using the Advising pages, advisors can access advisees to provide guidance and feedback on their academic 

planning.  
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To Review a Student’s Plan and Approve/Deny Courses  

  

To log in to Colleague Student Planning & Advising go to MYSHU portal and click on Colleague Student Planning & 

Advising (SPA) and login with your credentials (be sure to login with your user name in lower case letters.)  

This link will take you to the Student Planning module.  

Select the Advising Tab  

  
  

You can view the list of your advisees on this page. Advisees who have requested a review of their plan will 

appear first in the list.   

  

Choose the Advisee you would like to access by clicking on their name:  

  
  

Or use the Search box to search for a particular advisee.   

•Enter the advisee ID number with leading zeroes.   
•Enter the advisee name in either first name and last name order, or last name, comma, first name order.  

•Enter a portion of the advisee name such as "Smi" to find all advisees whose last name begins with "smi".  
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Your advisees can request a review of their plan at any time. If they request a review, you will receive email notification. 

You will also have a notification when you log in and those advisees will pop to the top with an hourglass notification next 

to the requesting advisee’s name.  

 

We’re going to go through each of the tabs individually but we’re going to start with Progress.  

  

Progress  

  

The Progress tab is a student’s degree audit/program evaluation.   

  

Student information is displayed at the top which includes their program, their Cumulative and Institutional 

GPAs, degree, major, department, catalog, progress toward the degree, total credit completed, total credits 

toward residency. How to Read a Student’s Progress is available on the Registrar’s Website. 
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Progress is now an interactive degree audit.  

  

For example, if you are working with a student and you want to help them choose a Literature requirement, you 

can click the Search box to see the list of courses that will meet that requirement.  

 

It takes you over to the Course Catalog and lists the courses that meet the requirement. From here, you see all the active 

courses that meet your search criteria.  

  

Using the Filters on the left, you can filter the list by what sections are available by choosing a term, instructor, 

time of day, location, levels, and course types.  

  

Use the Filters on the left to filter the list to sections that are available by choosing a term, instructor, time of day, location, 

levels, and/or course types.  
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View a New Program  

  

A student may want to change their major.  By using “View a New Program” you can see the new requirements.  

This may affect the student’s progress towards graduation. If a student wants to change their major, direct them 

to the new major department.  

  

View the degree requirements for any program an advisee may be interested in, by searching and selecting a program 

from the list.  

  

Review the related programs during each advising session in order to assist students in selecting courses or electives that 

may enable them to complete an additional degree or certificate.  

  

   Select a program the student is interested in  
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   Click View Program  

  

You will see what the student’s requirements and credits look like in that program.  

This will not change the student’s major. They will still need to go through the official change of major process.  

  

  
  

  

  

  

Course Plan  

  

The Course Plan will default to the current term if the student is currently registered or if they are not registered, it will 

default to the last term registered.  

You can switch between the List view and the Calendar View  

 

The Calendar view is more beneficial when you are helping a student plan their schedule for a particular term because 

you can easily see section conflicts by clicking View other sections. It is not necessary for you to assist students with 

scheduling but this is a good feature to either check on what they are doing or to help them.  
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From the Course Plan, you can see what the advisee has planned. A student can plan to take both courses and sections. 

You can also Approve, Deny and Protect courses. Planned courses will show on the left hand side and specifically 

planned sections will appear on the calendar grid.  

  

Student Planning will give a warning that a prerequisite or corequisite exist for a course if it is not currently planned, in 

progress or completed. Some sections are restricted to a specific group of students (for example, Honor students.)  To 

view a restriction for a course section click on the section link within the calendar grid to view the restriction details.  

  

In the example below, the advisor has already approved two courses and denied ENG-105 because he/she 

doesn’t think it is a good idea for the student to take it yet. She must meet the prerequisite.   

  

Please note: Just because you deny the course does not mean it will stop a student from taking it if all conditions 

are met.  

 

You can also Protect a course. This will keep a student from moving it to a future term or removing it. This is a 

good idea if we know the course is only offered in that term or may not be offered again for a year. You may also 

want to protect the course because the student has been avoiding taking the course.  You can remove the lock 

by selecting the course and then Unprotect.   
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Timeline  

  

You can also choose the Timeline to see future, past terms and multiple terms at the same time.  

 

The number of planned, enrolled or completed credits appear at the bottom of each term. The GPA appears if the term is 

completed.   
  

On the Timeline view, you can remove planned courses.   

  

The planned course you denied can be removed from the student’s plan. Keep in mind, the actions you perform 

are reflected on the student side, so if you remove it from their plan, the student will see that it’s gone.   

  

If you want to remove all the planned courses for a term that has not started, you can select Remove Planned  

Courses and choose the term. You cannot undo this option, so be careful! DO NOT USE THIS OPTION!!! 
  

You do have the ability to move planned courses to future terms, add or delete courses or even assist a student in 

registering for a course.  However, we recommend that you leave those tasks to the students.  

  

Notes  

  

Once a student requests a course plan review, select the Notes tab to view notes to and from the advisee. All notes made 

for the student’s plan are listed. Add a note to the plan in the Compose a Note section.  

  

The Notes tab should be used to send a note to your advisee and your advisee can send a note to you as well. Please be 

careful when sending notes because once saved, they cannot be edited or deleted. The notes do remain with the 

student’s record, so if a student changes majors or advisors, it will still be accessible to any advisor who can view the 

student’s plan.   

  

The notes are considered a part of the student’s record under FERPA and should be one of your primary methods of 

communicating with and maintaining notes on the advisee.  
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Completing the Review  

Once satisfied with the student’s plan, mark it complete by the clicking Review Complete. This will alert the student that 

you have reviewed the plan. It will also let you know the review is complete and ask if you want to archive the plan.  

  

  
  

You always want to archive the plan! Each time you complete a review of a course plan, a notification is 

generated that indicates the review is complete and asks if you would like to archive the reviewed course plan. 

When you select "Archive," Student Planning takes a snapshot of the course plan as it is and generates an entry 

on the Plan Archive tab for that student in the Advisor view.   

  

Always archive the plan by clicking the Archive button. Archived Plans are permanently saved and remain with the 

student’s record.   

  

When you want to view an archived course plan, select the Plan Archive tab. A list of all the archived course 

plans is displayed. Click the Download PDF link for the version of the course plan you want to view. When 

prompted by your browser, open the PDF to see all the details of the course plan as it looked at the time it was 

archived.  

  

To view the plan, select the Plan Archive tab. A list of all the archived course plans is displayed.   

• Click the Download PDF link for the version of the course plan you want to view.   

• When prompted by your browser, open the PDF to see all the details of the course plan as it looked at the time it 

was archived.  
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The archived plans includes all notes from the student and/or advisors as well as any classes approved or denied 

by the advisor. It also indicates who added courses to the plan and when they were added.  

  

Advisors and administrators have access to the plans.   

  

  

How is the advisor block lifted?  

  

Once you are satisfied with the student’s plan you must follow these steps to have the student’s advisor block lifted:  

1. You must approve at least one course for the semester that the student will be registering.  

2. You must click on Review Complete  

3. You must archive the plan  

  

These steps are important – an automated process will run every 15 and 45 minutes after the hour and will end 
the block when all three of the above steps have been completed.  This process needs to be repeated for each 
Fall and Spring registration period.  
  

  

Grades  

  

You can also click the Grades tab to view the advisee’s grades by terms.  

  
  

Help  

There is a Help menu at the top of the page. The Help menu has a detailed list of the most the common questions for each 

section that you are viewing. It covers most of the basic functions of Student Planning.  

  


