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Academic Advising 
Viewing Advising Contact Information 

Overview 
 
During or after an advising session the advisor may wish to record what was discussed/accomplished 
during the session. Some of this information will be useful for the student to be able to view. Other notes 
may be for the advisors to use in preparation for future meetings with the advisee. When entering notes 
it is helpful to keep in mind that other advisors may refer to your notes in the event the student changes 
major or moves to a different campus. In accordance with the Family Educational Rights and Privacy Act 
(FERPA), it is important to remember that students may request and receive a complete copy of 
anything entered into the system. Nothing in the student’s record is confidential from the student. The 
second page that is not viewable in Self-Service, was created to allow for longer notes or other 
information that would be too large for the Self-Service view.   
 
Once an advising contact note is added to the student’s record, you can view the note using the 
Advising Contacts link in the Administrative Center. 
 
Steps 
 
Viewing Advising Contact Information 
 

1. Navigate to: Self Service > Administrative Center. 

2. Click . 

 

 
 

3. Enter the student’s ID or Last Name and First Name. 

4. Click . 

5. Click on the academics 2 tab. 
 



SES Training & Support © 2007 Indiana University Page: 2 
  Revised 06/03/08 
  No portion of this document may be 
 reproduced or distributed externally without the express 
 written permission of Indiana University. 

Academic Advising 
Viewing Advising Contact Information 

 
 

6. If the student has Advising Contacts/notes, the Advising Contacts link will be displayed.  Click on 
the Advising Contacts link to view the information.  
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• If there is only a single contact saved for the student, the contact will display immediately. A 
selection screen will not display. 

• If the advisor made more than one note/contact with the student on the same day, the 
Contact # field will reflect this.  The contacts will be numbered in consecutive order. 

• When a student has multiple contact rows, the name of the advisor who entered the note will 
be displayed in each row.  This will provide a view of the advisors a student has seen, as well 
as help pinpoint a specific past meeting that staff may want to review. 

 
7. Click on the checkmark of the contact note that you would like to view. 

8. The Advising Contact information page will be displayed.  
 

 
 

9. If you would like to select a different Advising contact, click the Select a Different Advising 
Contact link to return to the previous page.  If you would like to return to the academics 2 tab, 
click the Return to My Academics link. 

 


