
Where can I find the new advising platform? 
https://www.northpark.edu/selfservice 

• Log into Self-Service using your NPU username and password.
• Then scroll down to Advising

• When you log in, you will see your list of advisees and you can click into their
information there or you can search by ID number or name.

What is an academic plan? Why do students need one? 
Instead of searching for sections and putting them in a cart as they did in WebAdvisor, 
students will put them on their academic plan. An academic plan is the list of courses for which 
students intend to register, as shown below. You, as an advisor, will review students’ academic 
plans prior to registration.  If you advise traditional undergraduates, then you will need to 
release them for registration via the Advisement Complete button after reviewing their 
academic plans.  



When reviewing a student’s academic plan, I have options for giving feedback. These include: 
Protect, unprotect, approve and deny. What do these mean? 

• Protect is a strong suggestion that students should take that course for the upcoming
semester. Unprotect would reverse what you originally stated.

• Approve lets the student know you suggest this course and they need it for their degree.
• Deny tells the student they should choose another course. You could deny because of

missing prereq’s, they’ve already completed a requirement, or any other reason you
deem reasonable.

• The actions that are taken on the academic plan are noted on the archived plan:

• Please note: These recommendations do not impact a student’s ability to register. In the
future, we may amend registration rules to consider these actions.

• Note about registration: Students will need to be released every semester prior to
registration, as they do now in WebAdvisor.

Traditional undergrads need to be "released" for registration.  How do I do that? 
• You will release students to register by clicking the Advisement Complete button on

their Academic Plan for any given term.
• Once a student hits the “Request Review” button, the advisor is emailed immediately

that this request has been submitted. The advisor will also immediately see the student
in their queue of advisees that have requested review in Self Service.

• The student is not required to request review in order for you to be able to complete
advisement. For example, if you are meeting with the student and reviewing their plan,
then you can go ahead and click the Advisement Complete button.

“Review Complete” vs. “Advisement Complete” buttons: 
Clicking Review Complete will take the student out of your Requested Review queue and will 
send an email notification to the student that their plan has been reviewed. Clicking 
Advisement Complete will release the student for registration and notify them via email that 
they are free to register when their registration window opens.   

• Reminder: You can click Advisement Complete without students submitting an
academic plan for review (i.e. If you are meeting with a student in person, you can still
release them without the student planning anything in the system).

• We strongly encourage you not to hit the Advisement Complete button until a plan is
reviewed, whether that is in person or electronically.



How do I know when an advisee wants me to look at their plan? 
You will get an email asking you to sign into Student Planning. You will then know which 
students are ready when you log in. 

• On the Course Plan screen, you will see what the student has selected or planned for
the upcoming term.

• You can then approve or deny courses based on their Academic Progress, prereq’s the
students have taken or the course availability in your academic department.

o Check the courses on the left column you want to approve or deny.
o Note: Just because you approve or deny a course does not stop the student from

still registering for the course, just like what can happen in WebAdvisor. This is
why we recommend you use Plan Archive to document your notes.

What is the timeline feature? 
This shows all the courses a student has completed in their academic history by term. It’s 
similar to a student’s unofficial transcript in WebAdvisor. 

What is the progress tab? 
• This shows a student’s progress towards degree completion. It is an updated version of 

Program Evaluation in WebAdvisor. There are 3 bars which show different things:
1. Progress- This is total progress towards the program requirements (Core 

Curriculum plus a major) that are listed for the student. Depending on the major 
requirements, this could be more than 120 credit hours. This is the most 
important bar of the three, as it paints the full picture needed for a degree.  The 
progress bar won't be updated until an ENTIRE program requirement has been 
met (vs. as individual courses are completed).

2. Total credits- This bar is out of 120, which means the minimum number of hours 
for graduation.

3. Total credits from this school- A minimum of 30 credits is needed from North 
Park, so this bar shows this progress.

What do all the colors mean on the Progress screen? 

• Completed- Shown as dark green on the Progress tab; this means the student has 
completed the requirement or course.

• Planned- Shown as yellow or brown on the Progress tab; this means the student has 
planned the course for an upcoming term.



• In-progress- Shown as light green with a clock on the Progress tab; this means the
student is currently in the course for the semester.

• Not started- Shown as red on the Progress tab; this means the student has not started
or planned for the course and they are also not currently enrolled.

How do I know if my advisee’s transfer credits are in the system? 
• Courses that are listed with a grade of “T” are transfer courses that have been applied.
• If your advisee does not think all courses are listed there, they can check with Student 

Services about the last transcript North Park has received. They likely need to send in a 
final official transcript from their transfer institution.

• If there are any courses listed in Other Courses at the bottom of their Progress screen 
that could be applied towards their undergraduate major, you will need to fill out a 
Transfer of Major Courses Form with the student. This document is then turned in to 
Student Services.  Graduate/Adult advisors can follow up with Student Services.

o We recommend that this is done as soon as possible so that the student’s degree 
progress information is accurate. Ideally, we would get these records within their 
first semester.

Where can I see my student’s test scores? 
• In the Test Scores tab, you can review the student’s ACT/SAT scores, along with any

placement exams completed by the student.
• The results of the placement exams will be in the student’s Progress information

associated with the appropriate course/program requirement with a grade of “P” for
pass.

How can I search for courses taught in each department? 
Under the Course Catalog tab, you can view all the courses that are offered by any department 
on campus. There you can see planned courses for upcoming terms. 

Why would I want to compose a note? 
These notes are a communication tool that will stay with the student’s record only in the 
Student Planning module. Even if their advisor changes in the future or your advisee changes 
their major, your notes continue on with the student. This is an important tool that you can use 
to communicate information to your advisees, rather than search through or keep email 
documentation.  

• Please note: These notes are permanent and cannot be deleted. They will remain on the 
student’s record in Student Planning indefinitely, and be available to anyone who can 
view the student's record in Student Planning.

A student just emailed me that they can’t register for classes. Why would this be? 
There are a couple scenarios where this could happen: 

1. They have a Business Office hold à Send them to Student Services.
2. They have not been “released” for registration (traditional undergrads only) à 

Make sure you select Advisement Complete for this step to occur.



3. They do not meet prereq’s for classes à If they need this course, send the student to 
Student Services to see if they are eligible. They could choose other courses to take 
instead. Additionally, a student may be choosing courses in programs for which they are 
not eligible (i.e. Seminary, post-Master’s, etc.).

4. They chose to add a course, rather than section to their plan à They can stop by 
Student Engagement or Student Services to get assistance with their plans.

My advisee added some extra sections to their plan in case some of them were closed at 
registration.  They don’t actually want to register for all 24 credits.  What should they do? 

• Instead of clicking on the Register Now button, they should click Register underneath 
each individual course on their plan to enroll in just those courses.

• If the undergrad student really does want to register for 24 credits/term, then they 
must submit the Course Overload Form to Student Administrative Services.

Plan archive means what exactly? 
Archiving a plan means you are able to save a copy of what you have approved or denied for 
any student. By saving copies, you are able to keep notes of what you have discussed and then 
these can be viewed by the students and potential future other advisors if it changes in the 
future. These comments can keep everyone accountable for conversations that were had and 
also help with the Student Academic Standing Committee or with graduation audits.  

• We would recommend, at the minimum, archiving the plan that is reviewed prior to 
advisement being completed/registration taking place each semester.

How do I archive a plan? 
When you click “Review Complete”, a note pops up asking if you’d like to archive a plan. Here, 
you can choose Archive or Cancel. 



My advisee is listed as BA Undeclared or they want to change their major/program, but 
they know what they want to study. Now what? 

• Use the “View a New Program” feature on the Progress tab. 

• If your advisee is an undergraduate student, then they can declare their major. Please 
refer to the academic catalog or your department’s guidelines if there are policies 
about declaring majors. The major declaration form can be found at
https://www.northpark.edu/majordeclaration.

• Graduate/Adult students who want to change programs should contact their advisor.
My undergrad advisee wants to change their major, so I am not the best person to advise them. 

• If your advisee is a first semester undergrad student, please send the student to 
Student Engagement for the Change of Advisor form.

• Or have them submit the Major Declaration Form and this will also change their advisor.
• Please note: You can still discuss some course suggestions, especially the Core 

Curriculum, and if you feel comfortable, select the Advisement Complete button so the 
student can register for some placeholder classes to get their registration going.

Were there changes made to the academic catalog when this new advising tool went live? 
No, Student Planning reflects the academic catalog and requirements that have been passed by 
faculty. This is simply a new way to view and use the information. 




