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Adviser Allocation to an Individual Student 

 
There are three ways of allocating an adviser.  The Method in this document is the one most 
typically used by an Adviser, allocating an individual student to an individual adviser.  The 
remaining methods are for Chief Advisers and are covered in a separate document. 
 

 
 
You can search for a student using surname/forename, or ID, then click “Search”. 
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Click anywhere on the (blue) line of interest. 
 

 
 

Advisers are attached to a student with a particular role. The available roles are shown below. 

 
 

Select the role, career, Program and Plan. 
 

To add more than one advisor (each with a different role), click the “+” labelled (2).   
 

If a student changes a Program or Plan, a new record must be added with a new effective 
date, by clicking the “+” labelled (1) above.  
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