OneTech Advising Tips For Faculty
1. Log into OneTech

2. Go to Faculty/Advisor Tab

3. From the Advisor Dashboard, 

a. Select the appropriate term (i.e. Summer I 2008)
b. Enter student’s T # in the ID box

c. Click Student or press Enter from the keyboard
4. The student’s name will appear in the Advisor Dashboard.  

5. Click on the icon for Transcript (in the Advisor Dashboard, under Tools are two icons – one for transcript and one for test scores.)

6. Click Display Transcript (leave transcript level and type at their default values)

7. View and/or print advising transcript

8. Click on Back to Faculty/Advisor tab (Located top left of screen)

9. If the student is AAS seeking, click on the icon for Test Scores (in the Advisor Dashboard, under Tools)

10. View/Record/Print Test Scores
11. Click on Back to Faculty/Advisor tab (Located top left of screen)
12. Click on Register Students and Add/Drop Classes in the Faculty Registration Tools dashboard (you can also click New Search in the Advisor Dashboard to change the student you are working on)
13. Click Submit (default Student Term is Spring Term 2008)

14. Enter student’s T # again

15. Click on Submit
16. Click Submit after verifying the student’s name

17. You have now accessed the registration code screen

a. If you want the student to be able to register and add/drop themselves
i. Give the student:

1. Their six-digit Student Registration Code
2. A copy of their degree plan
3. A copy of Student Registration Quick Reference 
ii. Click Back to Faculty/Advisor tab 
iii. Click New Search in the Advisor Dashboard to change the student you are working on
b. If you want to register the student yourself
i. Enter the Faculty Registration Code in the yellow box 

ii. Click Submit
iii. Click Class Search
iv. Enter Search Criteria – you must at least choose a Subject, which is usually a program’s name, such as Computer Information Systems or Welding, or the subject area, such as Mathematics, English, Psychology, etc.

v. Click Class Search
vi. Click the Select option box left of the course(s) you wish to enroll

· General education classes (MATH, ENGL, READ, PSY, SOC, BIOL, CHEM, HIST, READ) are offered on both campuses.  Courses with a section number (SEC) beginning with A0 are in Ozark, those beginning with TC are completely on-line, assume all others are in Russellville.

i. Click Register
ii. Click Submit Changes. Please note:  their seat in the class will not be reserved until you click Submit Changes, so if there are minimal seats left, Submit Changes quickly!

iii. Go to step 16.b.iii above and repeat until you have added all desired course work for the selected term.
iv. When completed with one term, click Return to Main Menu (top right)
v. Click Student Detail Schedule or Week at a Glance or Active Registrations to view or print student’s schedule.  

· If you want to view/print another term, click Return to Main Menu, then Select Term, then click desired link.

· If you want to view/print another student, click Return to Main Menu, then ID Selection, then click desired link.

Other helpful information:

The student’s T # can be found on their Student I.D. or by clicking Click here to get your new OneTech ID just above the User Name box on OneTech’s log in screen.  A new window will open – enter the student’s SSN in the yellow Student/Faculty/Staff ID box then click submit.  Their new OneTech ID, T #, and email address will display at the bottom.
The student’s password should be their 6 digit birthday MMDDYY unless they have changed it.  If the student has forgotten their password or are experiencing computer problems they can call the Computer Help Desk at 479-968-0646.  Sorry, no one in Ozark can reset someone’s OneTech account.
Test Scores:  All students who are seeking an AAS Degree, regardless of initial term of enrollment, must complete remediation requirements as indicated by their highest test score in each given subject.  All English (ENGL) and Math (MATH) courses must be completed with a C or better to receive credit or to advance to higher level coursework in that subject.  College Reading remediation must be taken along with ENGL 0303 Foundational Composition unless the student is not required to take English remediation, in which case College Reading must be taken along with ENGL 1013 Composition I.  You can check their advising transcript on OneTech to verify the grade on any remedial course in which student was previously enrolled to ensure they can enroll in the next course in the series.  You can also check student’s test scores on OneTech.
	Test - Subject
	Highest Score is
	Required Coursework

	ACT English
	< 18
	ENGL 0303 Foundational Composition

	
	> 19
	ENGL 1013 Composition I

	ACT Math
	< 16
	MATH 0803 Beginning Algebra

	
	17 - 18
	MATH 0903 Intermediate Algebra

	
	> 19
	MATH 1113 College Algebra

	ACT Reading
	> 18
	READ 0103 College Reading  
Please Note:  Reading must be taken before the student can advance to 
ENGL 1023 Composition II

	COMPASS Algebra
	< 28
	MATH 0803 Beginning Algebra

	
	29 - 40
	MATH 0903 Intermediate Algebra

	
	> 41
	MATH 1113 College Algebra

	COMPASS Reading
	< 81
	READ 0103 College Reading  
Please Note:  Reading must be taken before the student can advance to 
ENGL 1023 Composition II

	COMPASS Writing
	< 74
	ENGL 0303 Foundational Composition

	
	> 75
	ENGL 1013 Composition I


If you or the student has any questions or concerns, please refer them to the Office of Student Services.  The Office of Student Services will be hosting labs for each program within the next 3-4 weeks to assist students with registration.
