E-Advising for Advisors
Advising Classes With the Student’s ID or SSN
1. Visit http://webadvisor.wau.edu.
2. Click on “Log In” in the upper-right corner.
3. Log in using your WAU username (called User ID) and your WAU e-mail password (password).
4. Look for “Welcome (your name)!” on the left side.
5. Click on the gray “Faculty” menu on the right side.
6. Click on “Student educational planning” under the category “Faculty Information.”
7. Enter the student’s Datatel ID number (all 7 digits) or the student’s social security number (all 9 digits).
*You need to enter the Student ID OR the SSN, not both numbers.
8. Under “Action,” select “Evaluate Program.”
9. Push “Submit.”
10. On the “Select a Program” screen, select an “Active Academic Program” by clicking on the box to the left.
*This may be by clicking on the dot for your current program or selecting your new chosen major from the dropdown menu. Choose only one program at a time. If the student has more than one active program that must be
advised by you, this process must be repeated.
11. Make sure the option “All” is selected by the question with the red asterisk.
12. Push “Submit.”
13. Do NOT click “OK.” Wait for the page to load.
14. Print the evaluation that appears below.
15. Any category that states “In Progress,” “Incomplete,” “Pending” or “Not Started” contains courses the student still
needs to complete. Any category that states “Completed” contains courses the student has already completed.
16. The student can now plan their courses online after you advise them. 
17. Please see the Records Office with any question, but be sure you know what the error is when you contact the
Office.
Advising Classes With the Student’s Name
1. Visit http://webadvisor.wau.edu.
2. Click on “Log In” in the upper-right corner.
3. Log in using your WAU username (called User ID) and your WAU e-mail password (password).
4. Look for “Welcome (your name)!” on the left side.
5. Click on the gray “Faculty” menu on the right side.
6. Click on “My Advisees” under the category “Faculty Information.”
7. Choose the desired term by clicking on the drop-down arrow under “Select Term.”
8. Push “Submit.”
9. Scroll down the list of advisees to find your student.
*This list is in alphabetical order by the student’s last name.
10. Under “Action,” select “Evaluate Program.”
11. Push “Submit.”
12. On the “Select a Program” screen, select an “Active Academic Program” by clicking on the box to the left.
*This may be by clicking on the dot for your current program or selecting your new chosen major from the dropdown menu. Choose only one program at a time. If the student has more than one active program that must be
advised by you, this process must be repeated.
13. Make sure the option “All” is selected by the question with the red asterisk.
14. Push “Submit.”
15. Do NOT click “OK.” Wait for the page to load.
16. Print the evaluation that appears below.
17. Any category that states “In Progress,” “Incomplete,” “Pending” or “Not Started” contains courses the student still
needs to complete. Any category that states “Completed” contains courses the student has already completed.
18. The student can now plan their courses online after you advise them. 
19. Please see the Records Office with any question, but be sure you know what the error is when you contact the
Office.
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Approving Classes With the Student’s ID or SSN
1. Visit http://webadvisor.wau.edu.
2. Click on “Log In” in the upper-right corner.
3. Log in using your WAU username (called User ID) and your WAU e-mail password (password).
4. Look for “Welcome (your name)!” on the left side.
5. Click on the gray “Faculty” menu on the right side.
6. Click on “Student educational planning” under the category “Faculty Information.”
7. Enter the student’s Datatel ID number (all 7 digits) or the student’s social security number (all 9 digits).
*You need to enter the Student ID OR the SSN, not both numbers.
8. Under “Action,” select “Add or Change Plan.”
9. Push “Submit.”
10. On the “Select a Program” screen, select an “Active Academic Program” by clicking on the box to the left.
*This may be by clicking on the dot for your current program or selecting your new chosen major from the dropdown menu. Choose only one program at a time. If the student has more than one active program that must be
advised by you, this process must be repeated.
11. Push “Submit.”
12. The “Modify a Plan” screen will appear, showing a list of the classes the student has proposed.
*If you suggest the student to take a course in a term other than their “Proposed Term,” select the new term using
the drop-down arrow under “New Term.”
13. If the information the student proposed is correct, click on the corresponding box under “Approve” to approve the
class.
*Approve only classes for your department. The student’s other advisors (major and/or minor) will approve their
classes for the student. All classes that have prerequisites must be met in order for the student to register online.
An Add/Drop form must be completed, with your signature, for all exceptions.
14. Push “Submit.”
15. Use the table on the second-half of the page to add classes the student may have forgotten.
16. Select the “Additional Term” and “Course Subject” for the class (2011 Fall and ENGL English).
17. Enter the “Number” of the course (101 for ENGL 101).
18. You must select “Takoma Park” from the drop-down menu under “Location”
19. Click on the box to the left to “E-mail Student”
*A generic message will be sent to the student. If you need to add additional text, enter it in the box for “Alternate
Advisor E-mail Text.” You must alert the student to check their WAU e-mail accounts, as this is where all
correspondence will be sent.
20. You may “E-mail Other Advisors” or “Skip E-mail to This Advisor” by clicking on the corresponding boxes.
21. Push “Submit.”
22. An e-mail confirmation will appear on the screen.
23. You have successfully approved this student’s classes. 
24. Please see the Records Office with any question, but be sure you know what the error is when you contact the
Office.
Approving Classes With the Student’s Name
1. Visit http://webadvisor.wau.edu.
2. Click on “Log In” in the upper-right corner.
3. Log in using your WAU username (called User ID) and your WAU e-mail password (password).
4. Look for “Welcome (your name)!” on the left side.
5. Click on the gray “Faculty” menu on the right side.
6. Click on “My Advisees” under the category “Faculty Information.”
7. Choose the desired term by clicking on the drop-down arrow under “Select Term.”
8. Push “Submit.”
9. Scroll down the list of advisees to find your student.
*This list is in alphabetical order by the student’s last name.
10. Under “Action,” select “Student Educational Plan.”
11. Push “Submit.”
12. On the “Select a Program” screen, select an “Active Academic Program” by clicking on the box to the left.
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*This may be by clicking on the dot for your current program or selecting your new chosen major from the dropdown menu. Choose only one program at a time. If the student has more than one active program that must be
advised by you, this process must be repeated.
Push “Submit.”
The “Modify a Plan” screen will appear, showing a list of the classes the student has proposed.
*If you suggest the student to take a course in a term other than their “Proposed Term,” select the new term using
the drop-down arrow under “New Term.”
If the information the student proposed is correct, click on the corresponding box under “Approve” to approve the
class.
*Approve only classes for your department. The student’s other advisors (major and/or minor) will approve their
classes for the student. All classes that have prerequisites must be met in order for the student to register online.
An Add/Drop form must be completed, with your signature, for all exceptions.
Push “Submit.”
Use the table on the second-half of the page to add classes the student may have forgotten.
Select the “Additional Term” and “Course Subject” for the class (2011 Fall and ENGL English).
Enter the “Number” of the course (101 for ENGL 101).
You must select “Takoma Park” from the drop-down menu under “Location.”
Click on the box to the left to “E-mail Student.”
*A generic message will be sent to the student. If you need to add additional text, enter it in the box for “Alternate
Advisor E-mail Text.” You must alert the student to check their WAU e-mail accounts, as this is where all
correspondence will be sent.
You may “E-mail Other Advisors” or “Skip E-mail to This Advisor” by clicking on the corresponding boxes.
Push “Submit.”
An e-mail confirmation will appear on the screen.
You have successfully approved this student’s classes. 
Please see the Records Office with any question, but be sure you know what the error is when you contact the
Office.
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