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Chapter One: Advising Basics 
 

Advising Philosophy 
 

Arkansas Tech University takes a holistic approach to advising. We help students 
register for classes but also provide academic support, help students find financial 
resources, and facilitate mental and physical health. We recognize advising as a 
science and an art, not bound by a single theoretical perspective but rather the 
common pursuit of effective support for student success. We are committed to 
studying the models and techniques that work best for our diverse student body. 
Finally, we aspire to an advising culture that is caring, empathetic, ethical, and 
invested in teaching students to take responsibility for their futures. We have 
compassion for our students’ struggles to better their lives. 
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Mission Statement 
 

Arkansas Tech University Mission Statement 
Arkansas Tech University is dedicated to student success, access, and excellence 
as a responsive campus community providing opportunities for progressive 
intellectual development and civic engagement. Embracing and expanding upon 
its technological traditions, Tech inspires and empowers members of the 
community to achieve their goals while striving for the betterment of Arkansas, 
the nation, and the world. 

 

 

Advising Mission Statement 
Advisors at Arkansas Tech University focus on student success and growth. We 
empower students to take ownership of their education, transition to graduate 
studies and careers, responsibly contribute to their communities, and engage in 
lifelong learning. 
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Responsibilities of Advisors and Advisees 
 

Advising at ATU is a cooperative effort between advisor and student. 

Advisors… 

• provide accurate and timely information on institutional procedures and 
policies to students. 

• assist students’ transition through their degree programs by 
encouraging them to develop realistic self-perceptions yet promote 
ambitious goals. 

• assist students in pursuit of their career goals and objectives. 
• connect students to university resources that can help students be 

successful. 
• make use of the Advising Comments section in OneTech to document 

specific 
decisions or problematic areas. 

• do preparatory investigation of each advisee’s background and 
academic history 

• promote physical, emotional, and mental health. 
• express the core values of the institution to the advisee. 

Students… 

• understand policies, procedures, and degree program requirements. 
• take personal responsibility for academic and career success. 
• understand and use available advising tools. 
• make use of campus resources and support systems, including 

opportunities for experiences outside of class. 
• set realistic and ambitious academic goals. 
• seek a healthy school, work, and life balance that optimizes academic 

success. 
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Core Competencies of Academic Advising 
 

According to the National Academic Advising Association, the three main 
competencies necessary for effective academic advising are as follows: 

1. Conceptual understanding: an understanding of the importance of 
advising along with the ideas and ethics advisors should know to 
effectively advise their students. 

2. Relational competence: the ability to relate to students and convey 
information in useful and helpful ways. 

3. Informational background: a good working knowledge of Arkansas Tech 
University academic information and campus resources for referral. 

This Advising Handbook is organized to address these three main competencies. 

 

These concepts can be explored further at the NACADA website. 

https://nacada.ksu.edu/ 

 

  

https://nacada.ksu.edu/
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Academic Year Advising Master Calendar 
 

Two work days before classes begin each regular semester: Be available for 
students who are registering late and changing schedules. 

 

Late August (5th class day): Last day to add courses/change sections  

 

Beginning of October:  Deadline for degree audit for December graduates 

 

 Mid-October:   Early registration begins for the spring semester 

 

 Mid-January (5th class day):  Last day to add courses/change sections 

 

Late February:   Deadline for degree audit for May graduates 

 

Late March: Early registration begins for summer and fall 
semesters 

 

For more information, see the Academic Calendar: 
https://www.atu.edu/catalog/undergraduate/calendar.php 

  

https://www.atu.edu/catalog/undergraduate/calendar.php


Arkansas Tech University Advising Handbook 

Published 2021 10 
 

Chapter Two: Best Practices 
 

Advising Best Practices 
The bullet points below are examples of how advisors might carry out “best 
practices.” These practices are based on those of the Master Advisor Program at 
Southeast Missouri State University. 

1) Maintain regular contact with all advisees 
• Email advisees or selected groups regarding registration, advising, other 

deadlines 
• Use department’s website for academic advising information or utilize the 

university’s advising website 
• Schedule regular meetings once a semester, at minimum, informing your 

advisees how to schedule an appointment (i.e. schedule by email, phone, or 
posted sign-up sheet, etc.) 
 

2) Follow up with advisees who are having academic difficulties 
• Establish positive relationships with all advisees 
• Develop rapport with advisees: Greet them by name, inquire as to how 

semester is going, etc. 
• Educate students about advisor and advisee roles and responsibilities 
• Maintain up-to-date advising notes 
• Address the needs of diverse students (e.g., nontraditional, international) 

 
3) Provide accurate and timely information about the University and its programs 

• Know major, General Education, and graduation requirements 
• Know department and University deadlines 
• Communicate pertinent information to advisees or selected groups 
• Know and be able to refer students to appropriate University resources as 

appropriate to students’ needs 
• Know about and be able to refer students to appropriate web sites for 

specialized information 
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• Know about and be able to recommend to students appropriate 
organizations for their professional development (e.g., departmental 
student professional organizations, etc.) 
 

4) Adopt a developmental approach to help advisees become independent 
learners and self-reliant problem solvers 
• Encourage development of advisees’ decision-making skills 
• Have students come to advising sessions with a plan of courses with CRNs 

(course reference number)  
• Coach students on appropriate ways to advocate for themselves  
• Teach students to use Degree Works by modeling its use during advising 

sessions 
 

5) Enhance advisees’ educational experience 
• Encourage appreciation for diversity within the University environment  
• Promote study abroad opportunities 
• Promote professional engagement through involvement in internships, 

cooperative learning, and other departmental activities 
 

6) Maintain a high degree of professionalism 
• Maintain posted office hours that are designated for academic advising 

appointments 
• Keep advising appointments 
• Prepare for advising appointments and document advising sessions utilizing 
• Maintain a positive attitude regarding department and University 

colleagues and programs 
• Maintain confidentiality 

 
7) Participate in academic advisor development opportunities 

• Keep up-to-date on current advising techniques and strategies 
• Attend appropriate discipline-specific professional development 

opportunities related to student advising, retention, and success 
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Chapter Three: Relating with Students 
 

Three Categories Essential to Effective Advising 
The National Academic Advising Association's (NACADA) Faculty Advisor Training 
Package identifies three content categories essential to effective advising: 
conceptual, informational and relational. 

• Conceptual content involves understanding the roles and expectations 
of advising or the concept of “my job, your job” in the advising 
relationship. 

• Informational content promotes knowledge of the policies, procedures, 
programs and the appropriate use of campus resources. 

• Relational elements are the qualities and skills an advisor must 
demonstrate when relating to advisees (Kerr, 1996, p. 20). 

Relational Qualities for Advisors 
• Displays a concerned and caring attitude toward advisees. 

• Establishes rapport by being approachable and accepting. 

• Takes a proactive role by initiating regular contact with advisees, 
realizing the importance of frequent contact in developing a 
relationship. 

• Available and flexible to accommodate advisees’ schedules. 

• Understands the needs of special populations 

Relational Skills for Advisors 
In an article, “The ‘Quality’ in Advising,” Peggy Delmas writes, “I try to give 
students what I think they need from me. A tissue, a letter of recommendation, 
words of encouragement or congratulations, a smile of recognition in the hall that 
says, ‘You are important to me.’ Since I represent the institution, it means that 
the student is important to the institution, too. Of course, not all advising is 
complicated and involved. What most of our students need is for us to answer 



Arkansas Tech University Advising Handbook 

Published 2021 13 
 

‘just one quick question,’ and don’t we love that? But sometimes our advisees 
and their life situations require us to stand up and be brave, kind, caring and 
resourceful. That is quality advising. It’s the whole package, not just our 
responsibilities as narrowly defined in a job description moldering away in a file 
somewhere. Come to think of it, that thing could use an overhaul!” (Delmas 
2001). To reach that “quality,” Delmas recommends that advisors should:  

• Demonstrate strong listening and communication skills. 

• Know student’s name. 

• Give undivided attention. 

• Be friendly. 

• Make appropriate eye contact. 

• Remove seating barriers. 

• Assist in the exploration of vocational and life goals. 

• Recognize and value individual differences. 

• Understand and assist in the decision-making process. 

• View all occupations as valuable and significant. 

• Exhibit knowledge of academic programs and university policies. 

• Know degree programs offered and their unique requirements. 

• Understand policies governing degree-seeking students. 

• Be informed about courses offered, content, prerequisites, availability, 
transferability, and sequencing. Be knowledgeable about course types, 
including MT (hybrid), TC (online), VC (videoconferencing), and 001 (face 
to face) 

• Encourage appropriate balance of courses and workload. 

• Know about remedial courses. 

• Make appropriate referrals (Kerr, 1996, p. 178). 
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Communication Skills for Advisors 
At the NACADA Summer institute in June, 2010, Nancy King shared insights about 
communicating effectively with advisees. These insights include: 

Conversations that are informational: 

• University policies and procedures 
• Requirements 
• Important dates and deadlines 
• Programs of study 

All too often. advising conversations stop here and do not progress to the next two 
types. 

Conversations that concern the individual student: 

• Values 
• Interests 
• Strengths 
• Areas for improvement (e.g., student skills, time management) 
• Engagement at the institution. 

 

Conversations that confront the future: 

• Goal setting 
• Relating education to future career and personal life 
• Steps needed to make future goals real 
• Understanding individual changes as result of education 

Basic Topics for Advising Sessions 
 In a pre-conference workshop at a National Conference on Student Retention, 
D.S. Crockett presented "Modes and Models for Designing and Implementing a 
Successful Advising Program.” Crockett argues that an effective advisor 
individualizes each advising session and goes beyond suggesting classes and 
building schedules. The ultimate purpose is to assist students as they develop 
meaningful educational plans to help them achieve their life goals. The following 
are suggested questions for generating meaningful discussions with advisees. 
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Classes: 

• How are your classes going? 

• Are you having any issues we need to talk about? 

• What seems to be your most challenging class this semester? What is your 
favorite one? 

• Do you know others in your classes? 

Rapport with Professors: 

• How are you getting along with your professors? 

• Have you visited any instructors or professors during their posted office 
hours? 

Study Skills: 

• Are you having any difficulties with note taking? 

• Do your test results accurately reflect the time you’ve invested in your 
course(s)? 

Career Exploration: 

• What academic areas are you currently considering? What do you like best 
about these areas? 

• What occupations are you considering? What about these occupations 
attract you? 

• How do your abilities and skills fit the tasks necessary to succeed in these 
areas? 

• Will these occupations provide the rewards and satisfaction you want for 
your life? How? 

• What are the differences among the majors you are tentatively 
considering? The similarities? 

• Who (or what) has influenced your ideas about these alternatives?  
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Chapter Four: Undergraduate Advising 
 

Using Banner Self-Service in OneTech 
Banner is the administrative software used at ATU to manage many of the 
university's functions. Banner Self-Service is a web-based component available on 
OneTech for faculty, staff, and students. Faculty use it to enter grades and 
attendance, look up student information, and register students. Students use Self-
Service banner to register for classes, check grades, update their personal 
information, and check their financial aid status. 

Instructions for using Self-Service Banner can be found on the Registrar’s Office 
Website at:  

https://www.atu.edu/registrar/banner_forms.php 

Banner 9 is the component that Department Heads, Support Staff, and other 
administrative personnel use to access functions such as course scheduling, 
assigning advisors, and course overrides. 

If you have access to Banner 9, an instructional video for using Banner 9 to 
register students is available at: 

https://www.atu.edu/registrar/videos/Application%20Navigator%20Registration
%20Training.mp4 

   

https://www.atu.edu/registrar/banner_forms.php
https://www.atu.edu/registrar/videos/Application%20Navigator%20Registration%20Training.mp4
https://www.atu.edu/registrar/videos/Application%20Navigator%20Registration%20Training.mp4
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Advisor and Advisee Information 
  

Academic Advising Center 
All Freshmen & Sophomores (0-60 earned credit hours) 

• Students who are entering freshmen and have declared a major (excluding 
eTech students) will be assigned to a professional advisor in the Sturgis 
Academic Advising Center (AAC) in Rothwell Hall, Suite 107. 

• At approximately 60 credit hours, the AAC will transition the student to a 
faculty advisor within the academic department. 

Academic Faculty 
All Juniors & Seniors (60+ earned credit hours) 

• The advisor is a faculty member in the department of the student’s major. 
• Students find out who their advisor is by accessing their Academic Profile 

on the Academics tab in OneTech. 
• To sign up for an advising appointment, students contact the advisor, who 

should be make themselves readily accessible. 

 

Instructions for students on how to look up their advisor can be found at: 

https://www.atu.edu/advising/ 

 

Looking up Your Advisees 
Faculty can find their advisees on OneTech by following steps: 

 1. Login to OneTech at https://onetech.atu.edu/. 

2. On left side, click on “Advising”. 

https://www.atu.edu/advising/
https://onetech.atu.edu/
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3. Click on “Advisee Listing” under “Registration Tools”. The Registration Tools 
provide very useful links to faculty to perform student advising tasks.   

 

 4. Select appropriate term from the drop-down menu. 

 

5. The list of advisees will appear as shown below. You can enable or disable 
advisee photos. 
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You can email an advisee by clicking on the envelope icon to the right of Student 
ID numbers.  To email all advisees, scroll down on the page, and click on “Email 
your advisees”. 

  

 

  

Viewing Advisee Information 
The columns in the advisee list allow you to quickly view advisee information. 

Alternate Pin 
The advisee listing shows an “Alternate PIN”. Students who are familiar with how 
to schedule and register for classes may be given the Alternate PIN which allows 
them to register themselves in OneTech. 
 
General Student Information 
You can click on “View” under “Student Information” to access “General Student 
Information”.  
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Holds  
Clicking on “View” under “Holds”, displays student holds. Some holds are 
sensitive and may not display on the page. 

 

Test Scores  
Click “View” under “Test Scores” to access Student Test Scores information.  
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Transcripts 
Clicking “View” under “Transcripts” will give access to transcript type and level 
drop down selections. Under level, you can select All, Undergraduate or 
Graduate, and under type you can keep “Advising (Default)” or “External”.  

  

Click on “Display Transcript” to access the Unofficial Student Transcript. The 
transcript provides very useful information for student advising including student 
information, curriculum information, degree awarded, transfer credit accepted, 
and credit for semesters attended at ATU. The transcript also allows you to check 
if students meet prerequisites for courses they plan to register for and advise 
them on their current overall GPA. 

  

Degree Works  
Clicking on “View” under “Degree Evaluation” will open “Degree Works”. Degree 
Works and Advising Transcripts can also be accessed by clicking on Advising in 
OneTech.  More information on Degree Works can be found under Degree 
Requirements.  
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 Degree Requirements 
The Undergraduate Catalog 
The undergraduate catalog can be viewed at http://www.atu.edu/catalog/ 

Students with a declared major should refer to their college/major section of The 
Undergraduate Catalog to understand the degree requirements. 

Click on the course numbers to see course titles, descriptions, and pre- requisites. 

Degree Maps 
The Academic Advising Center provides term-by-term sample course schedules 
based on the undergraduate catalog designed to keep students on track to 
graduate in four years.  Students and faculty advisors can use Degree Maps as a 
guide when building student schedules 

Degree Maps can be viewed at: https://www.atu.edu/advising/ 

Degree Works 
Degree Works is a web-based degree audit tool that facilitates monitoring of 
students' academic progress toward degree completion. It provides what-if audits 
to show how a change of major or minor could impact degree progress, look-
ahead audits to see how future courses would meet certain requirements, and 
GPA calculators to see what is needed to achieve a desired GPA. To access Degree 
Works: 

Faculty 
Faculty can access Degree Works three different ways in OneTech: 

• Through the Faculty Services tab in the Self-Service Banner 
• Through the Self-Service Banner tree (Under Faculty and Advisors, then 

Student Information Menu) 
• Through the Faculty/Advisor Tab in the "Academic Links" box 

Students 
Students can access Degree Works in the "Plan Your Registration" box on the 
Registration Tab in OneTech. 
 

http://www.atu.edu/catalog/
https://www.atu.edu/advising/
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Degree Works Example 
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Training Resources 

The Degree Works Training Manual is available on the Registrar’s Website at: 

https://www.atu.edu/registrar/docs/Degree%20Works%20Training%20Manual.p
df 

Additional information about Degree Works can be found here: 
https://www.atu.edu/registrar/degreeworks.php 

 

  

https://www.atu.edu/registrar/docs/Degree%20Works%20Training%20Manual.pdf
https://www.atu.edu/registrar/docs/Degree%20Works%20Training%20Manual.pdf
https://www.atu.edu/registrar/degreeworks.php
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Registering for Classes 
Early Registration 
• Early Registration is for currently enrolled students. 

• Current students may enroll on their eligible date to register.  The student’s 
eligibility date is based on the number of earned credit hours (hours earned 
before the current semester). 

• Students may view their earned credit hours via OneTech 

• Registration dates can be found at: 
http://www.atu.edu/registrar/registrationinfo.php 

 

Priority Registration  
Students who are approved for Priority Registration may enroll on the first day of 
enrollment regardless of earned credit hours.  Priority Registration may require 
using Banner 9 rather than Self-Serve Banner.  In that case, the registration may 
be completed by a department Administrative Specialist or Department Head. 

Priority Registration: Honor’s Students 

Student who have been admitted to the Honor’s Program receive Priority 
Registration. 

Priority Registration as an Accommodation: Advising Students with Disabilities 

Priority Registration is approved as an accommodation in a variety of different 
cases for students with disabilities. Some students are approved due to mobility 
needs, so they can take classes that are in close physical proximity to each other. 
Some students have medication that is more effective at certain times of the day, 
and they need to schedule classes during that time. Some students may need to 
take classes primarily online and need first access for those virtual seats. 

Things to remember when advising students with disabilities: 

• Allow Extra Time. While the student is not required to disclose their 
condition, you’ll need to understand what needs to be accomplished during 

http://www.atu.edu/registrar/registrationinfo.php
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the appointment. Is it reducing the walk between classes by scheduling 
them in the same building? Is it scheduling classes during the time of day 
when medications are most effective? Is it allowing them access to online 
sections that might fill up quickly? Is it for placement in smaller sections 
where they may be able to better hear or see the instructor? 

• Suspend Judgement. What may sound like another student who only wants 
afternoon classes may actually be a student trying to attend lectures after 
medication kicks in or when their symptoms tend to be less intense. 

• Be A Good Listener. Some students may wish to share about their lives or 
their conditions, and you may have the opportunity to connect them to 
other resources on campus. 

 

Athletic Priority Registration: Advising Student Athletes 

Priority Registration is approved for those students who participate in University 
sponsored athletic programs. These students often have limited availability due to 
their rigorous training/practice/playing schedule and require priority registration 
so that they can fill those available time blocks with the courses needed to 
complete their degree. 

Things to remember when advising student athletes: 

• It Pays to Play. Many student athletes are able to afford classes through 
the scholarships they earn playing for Arkansas Tech University. In order to 
do so, they must attend training/workout, practice, and formal play 
sessions. Advisors need to work around the practice schedule as best as 
possible. Practice schedules are the way they are due to availability of 
facilities (ex: There are 3 teams that share Tucker year-round).  

• Same Day, Different Obligation. Student-athletes have practice and then 
trainings/workouts, often at two different times during the day. There may 
be blocks of time which are available that can and should be used to attend 
classes. Distance from the class to their next obligation (e.g., workout) 
should be considered. 
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• One Choice. Coaches and student athletes should understand that as 
student athletes progress in their major, sometimes a class is only offered 
at a certain time. It is the student athlete’s responsibility to discuss the 
impact that this may have with their coach and academic advisor.  

• Eligibility. The NCAA maintains certain eligibility requirements for student 
athletes. The student athlete should share their eligibility requirements 
with their academic advisor to ensure that it is met each semester.  

• Reach Out. Athletics and Academics should work collaboratively to support 
the overall success of student athletes. Should questions or concerns arise, 
please contact Amy Anderson, Director of Student-Athlete Success/Athletic 
Development Officer/Interim Compliance Officer, at 
aanderson41@atu.edu.  

 

How to Register Students for Classes 
All freshmen and sophomores are advised by professional advisors at the 
Academic Advising Center. Professional or faculty advisors can register students 
during the advising appointments. The advisor may also give students a 
registration code which they can use to register online. The faculty advisors can 
register the students by entering the five- digit CRN course-code numbers for 
each class into the OneTech Banner system. 

• The detailed information on registration can be found at: 
https://www.atu.edu/registrar/registrationinfo.php 

• Advisors should check the student’s advising comments to see if the 
student is on financial aid appeal before enrolling the student. If a 
student is on a financial aid the student has to enroll in and complete a 
certain number of hours each semester with a certain GPA or they lose 
financial aid eligibility. 

• Students must consult with their advisor before registering for classes. 
To ensure the effectiveness of advising meetings, faculty advisors should 
send detailed instructions to their advisees before the start of early 

mailto:aanderson41@atu.edu
https://www.atu.edu/registrar/registrationinfo.php
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registration period. A draft email and the documents attached with it 
are placed at Appendix II. 

• Students can make advising appointments on an appointment schedule 
posted on/near the advisor's office door. The faculty advisors may also 
share a SignUPGenius weblink with the students in the advising email. 
Students can use the link to sign up for advising meetings.  

• To assist faculty advisors in their job and make the advising meeting 
more productive, students must follow the instructions in the advising 
email. The searchable class schedule is available here: 
https://ssbprod.atu.edu/pls/PROD/bwckschd.p_disp_dyn_sched. 

 

The procedure for faculty advisors to register students is given below: 

 

 

https://ssbprod.atu.edu/pls/PROD/bwckschd.p_disp_dyn_sched


Arkansas Tech University Advising Handbook 

Published 2021 30 
 

 



Arkansas Tech University Advising Handbook 

Published 2021 31 
 

 

 

Late Registration, Dropping a Course, or Withdrawal 
If a student would like to register after the semester has begun, or if a student 
would like to drop a course, then the student will have to fill out an Add/Drop 
form, have it signed by the faculty advisor, and take it to the Registrar’s Office: 

https://www.atu.edu/registrar/forms/add_drop_202120_withsurvey.pdf 

 

Students can also drop courses or fully withdraw from the program themselves 
using OneTech by following these steps: 

1. Select the Registration tab in the left panel (or the yellow menu at the top, 
if you are using a mobile device). 

2. In the Registration Channel select "Drop Classes or Withdraw." 

3. Select the appropriate term. 

https://www.atu.edu/registrar/forms/add_drop_202120_withsurvey.pdf
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4. Click "Request Drop or Withdraw" and then click "Create New 
Drop/Withdrawal Request." 

5. Select the course(s) you wish to drop and click continue. 

6. Thoroughly read all information boxes and click continue. 

7. Complete the survey and click submit to complete your drop request. You 
will get a submission status screen if it is submitted correctly and an email 
from no-reply@atu.edu once the request is approved or denied, so monitor 
your ATU email account. 

 

Special Problems / Independent Study Courses 
If an advisee would like to take an independent study course with a professor, has 
made arrangements with that professor to do so, and that independent study 
course fits within the student’s degree plan, the form for registering for an 
independent study / special problems course can be found here: 
https://www.atu.edu/registrar/forms/special_problems.pdf 

  

https://www.atu.edu/registrar/forms/special_problems.pdf
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Student Advising Documents 
Any documents required for academic advising such as test scores, high school 
transcripts, etc. can be accessed by logging into Student Advising Documents 
(AppXtender) under Advising Menu in OneTech.  

 

 

  



Arkansas Tech University Advising Handbook 

Published 2021 34 
 

Advising Comments 
 

An essential responsibility of advisors is to record important notes or 
communication with each student advisee in Banner. These notes can help guide 
advisor’s discussion with the advisees and prompt about important issues to 
follow up on their academic progress. Advisors should enter comments as soon as 
possible after every in-person, phone, and email interaction with advisees during 
which information relevant to their academic program is exchanged. The Advising 
Comments can be accessed under the Advisor Menu in OneTech. 
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Academic Early Warning System 
 

The instructors can communicate concerns about a student’s success in their 
courses through an Academic Early Warning (AEW) system.  This student success 
and retention program is based out of the Academic Advising Center.  The link can 
be found under the “Faculty” tab in the “Faculty Links” channel in OneTech. 
Faculty may specify poor attendance or students who will be dropped with a 
"WN" (excessive absences). Students can be reported through the last day to drop 
with a “W” for that term. When an AEW is reported on a student, an academic 
advisor contacts and connects them with the campus resources for their 
academic success.  

 

The detailed instructions on AEW reporting are located on the Advising Center 
Website at: 

https://www.atu.edu/advising/earlywarning.php 

  

  

https://www.atu.edu/advising/earlywarning.php
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Major / Minor Change 
 

If a student would like to change majors or minors, the student will need to 
submit the request to the Registrar’s office. This can be done by using the form 
available on OneTech or by filling out the Change of Major form and submitting it 
to the Registrar: 

• https://www.atu.edu/registrar/forms/major_change.pdf 

The Major/Minor Change form in OneTech can be completed by the student 
logging in to OneTech, selecting the Academics Tab on the left panel (or in the 
yellow menu if accessing via mobile device), and selecting “Change Major/Minor” 
in the Degree Planning channel. If the major is in a new department, then a new 
advisor will be assigned to that student. 

  

  

https://www.atu.edu/registrar/forms/major_change.pdf
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Degree Audit 
 

The advising steps for Degree Audit are: 

1. Pull the student up in Degree Works. Check the student’s major/minor to 
make sure they are listed correctly. If changes are needed, the student will 
need to change their major using OneTech or complete a Change of Major 
form and submit it to the Registrar’s Office.  

2. Make sure that the catalog year being used in Degree Works is the catalog 
year the student is following. If the catalog year needs to be changed please 
notify the Registrar’s Office at graduation@atu.edu or by calling the office at 
968-0272. (Please note: Students must use 2014-15 or newer catalog for an 
audit to run in Degree Works) 

3. Review the student’s Degree Works audit to determine if any substitutions or 
waivers are needed.  (Be sure to check the Not Used section at the bottom of 
the audit for courses that have not been applied towards the degree.)  If 
substitutions or waivers are needed please complete a substitution form with 
all appropriate signatures and submit it to the Registrar’s Office.  

4. Have the student complete an Application for Graduation form and submit it 
to the Registrar’s Office. Without the application being received from the 
student the Registrar’s Office will not be aware that the student plans to 
graduate. The student needs to list the correct catalog year being used on the 
application for graduation.  

5. When our office receives the application, we will review the student’s Degree 
Works audit to make sure it is accurate.  The advisor and the student will then 
receive an e-mail similar to this: 

“Your degree audit has been updated in Degree Works. To access 
your audit, please log into your OneTech account and click the 
Registration tab on the left.  Under the box titled “Plan Your 
Registration” click Degree Works. It will then open a new window to 
display your audit.  

mailto:graduation@atu.edu
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6. If you have any questions about your audit and remaining degree 
requirements please contact your advisor. “ 

7. Continue to monitor the student’s Degree Works audit for any additional 
substitutions or waivers. If any are needed, please submit an Amendment 
form since the audit is now considered approved.   

Please note: If you approve for a student to take a course at another university 
you need to complete the amendment form PRIOR to the student enrolling in the 
course at the other institution. This provides the student with something in 
writing that the university will accept the transfer credit and apply it towards their 
degree. Documentation also allows the Registrar’s Office to know the student 
plans to take the course at another university and to anticipate a transcript 
coming from another university to meet degree requirements. The Registrar’s 
Office also communicates with the student to let them know the deadline for us 
to receive a grade from the other university in order to participate in the 
commencement ceremony and have their degree awarded for that them.  

  

College of Business Transfer Requirements 

To meet baccalaureate degree requirements, all transfer students must take in 
residence a minimum of fifty percent (50%) of the College of Business courses 
required for the degree; this includes support courses required by the College of 
Business, core business classes, and specific courses in the major.  Of these 
courses, at least 24 hours must be 3000-4000 level. Please keep these 
requirements in mind when requesting substitutions. 
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Degree Audit Amendments and Course 
Substitutions  

 

Advisors should complete a Request for Course Equivalency or Substitution Form when 
requesting course substitutions or course waivers for a student that has not applied for 
graduation.  The form can be found at: 

https://www.atu.edu/registrar/forms/Graduate%20Substitution%20Form.pdf 

 

Advisors should complete a Degree Audit Amendment Form for a student that has an approved 
degree audit on file with the Registrar’s Office in order to request course substitutions or 
course waivers, to indicate College Distinction courses to be completed, or to change the 
student’s graduation date.  The form can be found at: 

https://www.atu.edu/registrar/forms/amendnew.pdf 

 

Graduation Application 
 

Students planning to graduate must complete an application for graduation, a 
degree audit/candidacy form, and all degree requirements prior to participating in 
the commencement ceremonies. The graduation checklist is available at:  
https://www.atu.edu/registrar/grad-checklist.php.  

 

At the beginning of the semester during which an advisee intends to graduate, 
that student will need to fill out an application for graduation and submit it to the 
Registrar. That form is located here: 

https://www.atu.edu/registrar/forms/grad_app-UG.pdf 

 

 

  

https://www.atu.edu/registrar/forms/Graduate%20Substitution%20Form.pdf
https://www.atu.edu/registrar/forms/amendnew.pdf
https://www.atu.edu/registrar/grad-checklist.php
https://www.atu.edu/registrar/forms/grad_app-UG.pdf
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Chapter Five: Graduate Advising 
 

Graduate College Contact Information 
Phone: (479)-968-0398 or (479) 356-2203 
For Graduate Admissions questions: (479)-317-7148 
Email: gradcollege@atu.edu 

 

Advisor and Advisee Information 
Advisee List 
In order in for registration to be effective, advisors need to pull their 
advisee list from Banner.  This list helps identify incorrectly assigned 
students and helps with evaluating your registration percentages. Each 
program director is assigned student advisees at the time of their 
admission to the program of study.  This advisee list is found in the 
OneTech Banner Self-Service system under Registration Tools. 
 
For Detailed instructions on how to look up your advisee list and access 
advisee records can be found on page under the Advisor and Advisee 
Information section of chapter four of this handbook. Links to that 
section are included below. 

For instructions on retrieving a list of advisees go HERE. 

For instructions on retrieving advisee information go HERE. 

Advising Comments 
Advisors are encouraged to record notes from advisee meetings under 
Advising Comments in OneTech.  Instructions on entering advising 

mailto:gradcollege@atu.edu
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comments can be found in chapter four of this handbook. Links to that 
section are included below. 

For instructions on entering advising comments go HERE. 
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Degree Requirements 
 

The Graduate Catalog can be viewed at: https://www.atu.edu/catalog/graduate/ 

Graduate students should refer to the Graduate Catalog to understand degree 
requirements. Click on Course Descriptions to see course titles, descriptions, and 
prerequisites. 

Two-Year Course Schedules 
• The Academic Advisor can provide a term-by-term sample course 

schedules based on the graduate catalog designed to keep students on 
track to graduate in two years. 

• Students and faculty advisors can use a program’s two-year course 
schedules as a guide when building student schedules. 
 

Degree Works 
Degree Works is a web-based tool for students and advisors to monitor academic 
progress towards degree completion. It also allows for students to plan ahead for 
future semesters. 

To access Degree Works: 

Students can access Degree Works in the "Plan Your Registration" box on the 
Registration Tab in OneTech Banner Self-Serve. 

Faculty can access Degree Works three different ways in OneTech Banner Self-
Serve: 

• Through the Faculty Services tab in the One-Tech Banner Self-Serve. 
• Through the One-Tech Banner Self-Service system (Under Faculty and 

Advisors, then Student Information Menu) 
• Through the Faculty/Advisor Tab in the "Academic Links" box 

Degree Works includes features like “What If,” a graduation calculator to factor in 
averages to reach a desired GPA by graduation and a term calculator to calculate 
GPA based on hypothetical grades. 

https://www.atu.edu/catalog/graduate/
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Graduate Degree Works Example 
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https://www.atu.edu/registrar/degreeworks.php 

 

  

https://www.atu.edu/registrar/degreeworks.php
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Registration 
Early Registration 
• At the graduate level, newly admitted students should be enrolled at the 

time of admission.  Current students will be registered during early 
registration.   

• Advisors have the choice to register students using a faculty code or to give 
students a student code for self-registration.  Faculty and students are 
provided different codes for registration in Banner.   

• If faculty give students a registration code, students will also need the CRN 
or course reference number for each class to self-register for classes in 
OneTech.     

• Registration dates are posted online at: 
http://www.atu.edu/registrar/registrationinfo.php 

 

How to Register Students for Classes 
Students are registered for their classes by their faculty advisors who enter a five- 
digit CRN course-code number for each class into the OneTech Banner Self-
Service system. 

To assist faculty advisors in their job and make the advising meeting more 
productive, students should review their Degree Works plan and fill out the 
Registration Worksheet before the advising appointment. The Registration  

Worksheet can be found here: 
https://www.atu.edu/registrar/forms/registration_worksheet.pdf 

The searchable class schedule is available here: 
https://ssbprod.atu.edu/pls/PROD/bwckschd.p_disp_dyn_sched 

Banner help and instructions can be found here: 

https://www.atu.edu/registrar/banner_forms.php 

 

http://www.atu.edu/registrar/registrationinfo.php
https://www.atu.edu/registrar/forms/registration_worksheet.pdf
https://ssbprod.atu.edu/pls/PROD/bwckschd.p_disp_dyn_sched
https://www.atu.edu/registrar/banner_forms.php
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If a student needs to drop a course during open enrollment, the advisor will drop 
the student, if enrolled by the advisor.  Students may drop a course with their 
registration code. 

 

Late Registration or Dropping a Course 
If a student would like to register after the semester has begun, or if a student 
would like to drop a course, then the student will need to fill out the following 
form, have it signed by the faculty advisor, and take it to the Registrar’s Office: 

https://www.atu.edu/registrar/forms/add_drop_202170%20with%20survey.pdf 

 

Total Withdrawal 
Students who choose not to attend Arkansas Tech University after they have 
enrolled in courses must officially withdraw. Failure to officially withdraw may 
result in student receiving failing grades and having financial charges applied to 
the student's account.  

For more information about Total Withdrawal Steps, go to 
https://www.atu.edu/registrar/withdraw.php. 

 

Special Problems / Independent Study Courses 
If an advisee would like to take an independent study course with a professor and 
has made arrangements with that professor to do so, and the independent study 
course fits within the student’s degree plan, the form for registering for an 
independent study / special problems course can be found here: 

https://www.atu.edu/registrar/forms/special_problems.pdf 

 

  

https://www.atu.edu/registrar/forms/add_drop_202170%20with%20survey.pdf
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Major / Minor Change 
At the graduate level, consensus of old and new program advisors is required 
prior to changing majors.  Graduate College forms are located at: 

https://www.atu.edu/gradcollege/faculty-admin.php 

 
The form for graduate students to change majors is located at: 

https://www.atu.edu/gradcollege/docs/Graduate%20College%20Change%20of%
20Program%20form.pdf 

 

If the major is in a new department, then a new advisor will be assigned to that 
student. 

  

https://www.atu.edu/gradcollege/faculty-admin.php
https://www.atu.edu/gradcollege/docs/Graduate%20College%20Change%20of%20Program%20form.pdf
https://www.atu.edu/gradcollege/docs/Graduate%20College%20Change%20of%20Program%20form.pdf
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Degree Audits and Course Substitutions 
It is recommended that advisors regularly conduct a degree audit with advisees 
using Degree Works.  When a student is within one year of graduation, a degree 
audit is especially important so that the student understands the timeline and 
course requirements for program completion. 

In the case that course substitutions are required, the advisor will complete the 
Degree Audit Amendment form and submit it the department head for review.  

The Graduate College Request for Course Equivalency or Substitution form can be 
found at: 

https://www.atu.edu/gradcollege/forms/Updated%20Sub%20form.pdf 

 

 

Graduation Application 
The preferred timeframe for completing the graduate application for graduation 
is the semester before graduation. 

 https://www.atu.edu/gradcollege/gradcollege-graduation-application.php 

Advisors should conduct a degree audit with students on a regular basis and 
during the semester before graduation to ensure that students are aware of 
timelines for program completion.   

 

  

https://www.atu.edu/gradcollege/forms/Updated%20Sub%20form.pdf
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Chapter Six: Campus Resources Guide 
 

Making Progress Toward a Degree 
 

What tutoring resources are available to students? 

• Tutoring for All Courses: https://www.atu.edu/tutoring/ 
• Tutoring in Writing: The Writing Lab: Monday-Friday 1-5 in Witherspoon 

365 
• The Online Writing Lab (On Blackboard; password: bb9-enroll)  

What if my advisee expresses a lot of difficulty taking tests? 

• Tutoring for All Courses: https://www.atu.edu/tutoring/ 
• Disability Services: https://www.atu.edu/disabilities/ 
• Disability Services Test Policy: 

https://www.atu.edu/disabilities/testing_policy.php 

What if my advisee’s disability makes a full course load difficult? 

• Reduced Course Load Accommodation Policy and Application: 
https://www.atu.edu/disabilities/reduced_course_load_policy.php 

Do I need to make special provisions for athletes? 

• Tech Student-Athlete Handbook: 
https://www.arkansastechsports.com/documents/2016/7/21//2016_17
_Student_ Athlete_Handbook_updateddocx.pdf?id=1130 

What if my advisee is a first-generation college student and is having difficulty 
negotiating academia? 

• Apply for Trio Student Support Services Program: 
https://www.atu.edu/sss/ 

What do I do if my advisee is on academic probation? 

• Tutoring for All Courses: https://www.atu.edu/tutoring/ 

https://www.atu.edu/tutoring/
https://www.atu.edu/tutoring/
https://www.atu.edu/disabilities/
https://www.atu.edu/disabilities/testing_policy.php
https://www.atu.edu/disabilities/reduced_course_load_policy.php
https://www.arkansastechsports.com/documents/2016/7/21/2016_17_Student_%20Athlete_Handbook_updateddocx.pdf?id=1130
https://www.arkansastechsports.com/documents/2016/7/21/2016_17_Student_%20Athlete_Handbook_updateddocx.pdf?id=1130
https://www.atu.edu/sss/
https://www.atu.edu/tutoring/
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What if my advisee is an international student needing help with language or 
cross- cultural issues? 

• International and Multicultural Student Services: 
https://www.atu.edu/imsso/ 

What if my advisee is interested in Study Abroad 

• Study Abroad Program:  
www.atu.edu/studyabroad 

 

  

https://www.atu.edu/imsso/
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Financial Health 
What if my advisee needs financial aid help? 

• Financial Aid Office: https://www.atu.edu/finaid Where does my 
student pay their holds or other bills? 

• Student accounts: https://www.atu.edu/stuaccts 

What are the requirements for maintaining the Arkansas Challenge Scholarship? 

• Arkansas Challenge Scholarship information: 
https://scholarships.adhe.edu/scholarships/detail/academic-challenge- 
scholarships 

What if my advisee has a financial emergency? 

• Emergency Scholarships:Fight On Fund (Contact Vice President for 
Student Affairs Office for Information) 
https://www.atualumni.com/s/978/bp18/home.aspx 

• Emergency Loan: Tommy Loan (Mr. Tommy Memorial Student Loan 
Fund): https://www.atu.edu/finaid/grants.php 

What if my advisee loses her/his scholarship? 

• General ATU Scholarship Information: 
https://www.atu.edu/scholarships 

What if my advisee needs an on-campus or off-campus part-time job? 

• Handshake to View Available On Campus and Off Campus Jobs: 
https://atu.joinhandshake.com 

• List of Top 500 Companies Hiring in the Last 30 Days: 
https://app.joinhandshake.com/analytics/insights_dashboard?dashboar
d_name=whos_hiring  

  

https://www.atu.edu/finaid/
https://www.atu.edu/stuaccts/
https://scholarships.adhe.edu/scholarships/detail/academic-challenge-%20scholarships
https://scholarships.adhe.edu/scholarships/detail/academic-challenge-%20scholarships
https://www.atualumni.com/s/978/bp18/home.aspx
https://www.atu.edu/finaid/grants.php
https://www.atu.edu/scholarships
https://atu.joinhandshake.com/
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.joinhandshake.com%2Fanalytics%2Finsights_dashboard%3Fdashboard_name%3Dwhos_hiring&data=04%7C01%7Cabrucker%40atu.edu%7C7b3a136b14264e65932d08d97ed8ef24%7C7db7ffd2db6d4416bd6d71f1de7994d2%7C0%7C0%7C637680292457511126%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=zdpQz%2F0Ls8DjnH2mMqj4tCa2MwGb0flpmYow0AXPKvY%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.joinhandshake.com%2Fanalytics%2Finsights_dashboard%3Fdashboard_name%3Dwhos_hiring&data=04%7C01%7Cabrucker%40atu.edu%7C7b3a136b14264e65932d08d97ed8ef24%7C7db7ffd2db6d4416bd6d71f1de7994d2%7C0%7C0%7C637680292457511126%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=zdpQz%2F0Ls8DjnH2mMqj4tCa2MwGb0flpmYow0AXPKvY%3D&reserved=0
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Health and Wellness 
What do I do if my advisee is having trouble getting along with his or her 
roommate? 

• Residence Life Contact Information: 
https://www.atu.edu/reslife/contact.php 

• Roommate Agreement: 
https://www.atu.edu/reslife/docs/roommateagreement.pdf 

What if my advisee needs to get more involved in on-campus activities? 

• Social Opportunities for Students: https://atu.collegiatelink.net/ 

What do I do if my advisee is a victim of sexual assault, sexual harassment, or 
domestic violence? 

• Sexual Violence Assistance at ATU: 
https://www.atu.edu/jerrycares/sx_help.php What if my advisee 
becomes unexpectedly pregnant? 

• ATU Unplanned Pregnancy Resources: 
https://www.atu.edu/jerrycares/act- 943.php 

What if my advisee needs support to come out as 
gay/lesbian/bisexual/transgender to family or friends? 

• Diversity and Inclusion Resources: 
https://www.atu.edu/diversity/resources.php 

• ATU Counseling Services: 
• Phone: 479-968-0329 
• Location: Health and Wellness Center, Doc Bryan 119 
• Online Appointments: https://atu.medicatconnect.com/ 

What if my advisee has been a victim of hate-speech or discrimination on 
campus? 

• Contact the Campus Title IX Coordinator: https://www.atu.edu/titleix/ 
What if my advisee feels racially isolated on campus? 

• Diversity and Inclusion Resources: 
https://www.atu.edu/diversity/resources.php 
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What if my advisee appears to have symptoms of depression or intense anxiety or 
a mental illness? 

• To make a report to the CARE team: https://www.atu.edu/careteam/ 
• To make a counseling referral: 

https://www.atu.edu/cslcenter/facultyresources.php 
• Online Mental Health Screening: 

https://www.mentalhealthscreening.org/screening/atu 
• ATU Counseling Appointments: 

• Phone: 479-968-0329 
• Location: Health and Wellness Center, Doc Bryan 119 
• Online Appointments: https://atu.medicatconnect.com/. What if 

my advisee expresses thoughts of suicide? 
• To make a report to the CARE team: https://www.atu.edu/careteam/ 
• To make a counseling referral: 

https://www.atu.edu/cslcenter/facultyresources.php 
• Call 911 if immediate threat of harm 

What if my advisee expresses a desire or intent to cause harm or violence toward 
themselves or others? 

• Call Public Safety at 479-968-0222 
• Make a report to the CARE team: https://www.atu.edu/careteam/ 
• Call 911 if immediate threat of harm 

What if my advisee needs help with stress management? 

• Health and Wellness Programs (stress management): 
https://www.atu.edu/hwc/program_schedule.php 

• ATU Counseling Appointments: 
• Phone: 479-968-0329 
• Location: Health and Wellness Center, Doc Bryan 119 
• Online Appointments: https://atu.medicatconnect.com/. 

• What if my advisee appears to have a problem with alcohol or drug abuse? 
• Online Alcohol Abuse Screening: 

https://www.mentalhealthscreening.org/screening/atu. 
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• To make a counseling referral: 
https://www.atu.edu/cslcenter/facultyresources.php 

What if my advisee reports a hazing-related activity? 

• To Report Hazing-Related Activities: 
https://www.atu.edu/jerrycares/haz_help.php 

What is and is not appropriate to disclose under FERPA guidelines? 

• Article about FERPA guidelines: 
https://www.insidehighered.com/views/2007/08/07/ferpa-allows-more-
you-may- realize 
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Career and Employment 
What if my advisee needs information about graduate school admission exams 
such as the GRE, MCAT, LSAT, or Praxis? 

• Local graduate school entrance exams and Praxis test Information: 
https://www.atu.edu/testing/Entrance_Exams.php 

My advisee is preparing to graduate. What should I do to prepare her/him for the 
job market? 

• Career & Employment Resources: 
https://www.atu.edu/career/students.php 

What volunteer or service opportunities are available for students to help build 
their resumes? 

• Volunteer/Service Opportunities for Students: 
https://www.atu.edu/service/ What if my advisee needs an on-campus or 
off-campus part-time job? 

• Current List of Available On-Campus and Off-Campus Jobs: 
https://www.atu.edu/career/job-index.php 
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