How to make an AdvisorTrac appointment.

Student Perspective:
How students should make and delete appointments from AdvisorTrac; reminders are emailed to students.

If students are unsure of who their advisor is, they should go to the Student Information System and look
under DEGREE WORKS, click VIEW AUDIT and under ADVISOR 1 see if they have a faculty advisor or are
assigned to the college’s Advising Center.

Student Guidelines to schedule an appointment with Advising Center staff:
Log on to: https://advisortrac.radford.edu

Enter RU Username:

Enter RU Password:
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i Students: AdvisorTrac is currently being RU User Name: |:| Tracking Software
updated. Students will be notified via email o s
when the program is again ready for RUPeswors: [ Redrock Software

student use. Remember: *Fall 2010 classes
begin on August 30th at 8:00 am.
*Schedule adjustment for new students
must be completed by 5:00 pm September
3. *Schedule adjustment for returning
students must be completed by 7:00 pm
September 5 -- it is in your best interest to
complete all schedule adjustments by 5:00
pm, September 3. *Advising Centers serve
students on a "walk-in" basis during the
first week of school.
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To make an appointment with your advisor click on Search Availability
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Under “select a center”: Select College (EDUCATION)
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Enter the search criteria and click Search.
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You can then pick the specific advisor (Consultant) you would like to meet with. Available from: Lists by
default one week’s worth of appointments available with advisors. Students can change this time frame.
Students need to be aware that if they do not see available appointments with their advisor that they may
just need to change the dates of availability!

Then click Search.
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The availability will show up for every advisor that is available for the Center (Education) you selected.
Click on the appointment time you would like to meet with the advisor. Appointment times are typically 30

minutes long.
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Mon
9/6/2010

You m
e appointment.
09/17/2010 3
Donna Dunn
Tima: 2100 PM - 2:30 PM

2:30 PM - 3:00 PM
3:00 PM - 3:30 PM
3130 PM - 4:00 PM

Brittany Hall

AM - 8:30 AM
8:30 AM - 9:00 AM
9:00 AM - 9:30 AM
9:30 AM - 10:00 AM
2:00 PM - 2:30 PM
2:30 PM - 3:00 PM
3:00 PM - 3:30 PM
3:30 PM - 4:00 PM

Gwyn Moseley
10:00 AM - 10:30 AM
10:20 AM - 11:00 AM
11:00 AM - 11:30 AM
11:30 AM - 12:00 P
1:30 BM - 2:00 M
2:00 PM - 2:30 PM
2130 PM - 3:00 PM
3:00 PM - 3:30 PM
3:30 PM - 4:00 PM

or group

Tue

9/7/2010

10130 AM - 11:00 AM

Briftany Hall
8:00 AM - 8:30 AM
8:30 AM - 9:00 AM
9:00 AM - 9:30 AM
9:30 AM - 10:00 AM

Gwyn Moseley
1:30 PM - 2:00 M
2:00 PM - 2:30 PM
2:30 PM - 3:00 PM
3500 PM - 3:30 PM

Gabiel Villarreal
M - 10:30 AM

10:30 AM - 114
11:00 AM - 1
11:30 AM - 12:00 PM

Lindsey Wade
2:00 PM - 2:30 PM
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Wed

9/8/2010

9:30 AM - 10:00 AM
10:00 AM - 10:30 AM
10120 AM - 11:00 AM

Gabriel Villarreal
100 AM

9:00 AM - 9:30 AM
9:30 AM - 10100 AM
10:00 AM - 10130 AM

Thu
9/9/2010

Britiany Hall
1100 PM - 1120 BM
1:30 PM - 2:00 BM
2:00 PM - 2:30 PM
2:30 PM - 3:00 PM

Gwyn Moseley
8:00 AM - 8:30 AM
8:30 AM - 9:00 AM
9:00 AM - 9:30 AM
9:30 AM - 10:00 AM
1:30 PM - 2:00 BM
2:00 PM - 2:30 PM
2:30 PM - 3:00 PM
3:00 PM - 3:20 PM
3:30 PM - 4:00 PM
4100 PM - 4:30 BM

Gabriel Villarreal
10:00 AM - 10:20 AM
10:30 AM - 11:00 AM
11:00 AM - 11:30 AM
11:30 AM - 12:00 PM

Lindsey Wade
12:30 PM - 1:00 PM

y to view the location and other

Fri
9/10/2010

Iy not book sooner than 7 days prior o the appointment, and no later than 24:00 hours prior to the

Denna Dunn
30 AM 9:00 AM -

11:30 AM - 12:00 PM

Gabriel Villarreal
8:30 AM - 9:00 AM

9:00 AM - 9:30 AM
9130 AM - 10:00 AM
10:00 AM - 1
10530 AM - 1

11:00 AM - 11:30 AM
12:00 PM - 12130 PM
12:30 PM - 1:00 PM
1:00 BM - 1:30 PM
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Then you will need to enter the reason you need to meet with the advisor. Then click save.
Then click Main Menu.
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Your upcoming appointment that you just made will appear on your main menu.
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If you need to cancel your appointment, you click on the “X” to the right of your upcoming appointment and

you will get the below screen. You will then need to put in a reason you are canceling your appointment and
“confirm cancellation”.
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Appointment Cancellation (%]

Are you sure you want to cancel this appointment?
Enter areason for the cancellation and click Confirm Cancellation.
Detalls:

EDUCATION appointment on 2/6/2010 at 2:00 PM with Donna Dunn,
reason: Teacher Education Program , location: Peters A104

Reason: ‘

Keep Appointment Confirm Cancellation «
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