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Best Practices Overview

• Resources

• Plans of Study

• Connecting with Students

• Getting to Know Your Advisees

• Referrals and Resources



Advising Resources

• DataVU: https://datavu.valpo.edu/

• Starfish: https://starfish.valpo.edu/

• Course Catalogs:

https://www.valpo.edu/registrar/catalogs/

• Student Handbook

https://www.valpo.edu/reslife/files/2020/08/2020-21-
Student-Handbook-current-8.25.20-1.pdf

https://datavu.valpo.edu/
https://starfish.valpo.edu/
https://www.valpo.edu/registrar/catalogs/
https://www.valpo.edu/reslife/files/2020/08/2020-21-Student-Handbook-current-8.25.20-1.pdf


Plans of Study

• Review the 8-semester plan of study for the 
majors you will be advising.

• Reference Degree Maps as needed.

• Make sure you know the prerequisites for 
each course and what semesters the courses 
are offered.

• Become familiar with the general education 
requirements in your department.

https://www.valpo.edu/registrar/registration/registration-assistance/registration-registration-assistance-degree-maps/


Connecting With Students

• Let them know how to schedule an 
appointment with you
– Starfish, YouCanBookMe, etc.

• Email Updates to Advisees 
– Important dates, Deadline Reminders, and Well-being check

• Starfish Follow Ups
– Flags for Attendance, Participation, and Poor Performance, and 

Scheduling Advising meetings

• Meet twice per semester 
– Well-being check after first exams and next semester schedule



Get to Know Your Advisees:
History and Circumstances

Academic Plans and Interests

• Starfish Intake Form (to be launched this fall)
– Will ask students to share information about 

themselves and their educational journey

• What you learn can facilitate your conversation:
– Where are they from? 
– What is their pronoun?
– First-year or transfer student?
– Domestic or international? 
– Resident or commuter?
– First Generation?



Get to Know Your Advisees:
Academic Plans and Interests

• Academic Standing?

• What are their goals for the semester?

• Do they have a 2nd major or a minor?

• Are they interested in Study Abroad?

• Christ College?

• 4 or 5 Year Plan?

• Internship?



Get to Know Your Advisee’s 
Involvement on Campus

• Athletics

• Sorority/ Fraternity

• Music Ensemble and/or Lessons

• Student Organizations

• Other Campus Organizations/Groups



Referrals and Resources
• Professor Office Hours 

• Academic Success Center or Hesse Center

• Course Specific Help Sessions

• The Writing Center
– Christopher Center on the first floor

• Counseling Services
– Alumni Hall

• Access and Accommodations Resource Center 
– Christopher Center, Room 165

• Financial Aid
– Kretzmann Hall, Main Floor Room 101



Registration Walkthrough

• Using DataVU

• Preparing for Registration Advising

• Holds

• Advising meetings and follow-up

• Adding, Dropping, and Withdrawing 



Using DataVU
• Degree Audit

– Ali will share samples and review later in the presentation

• Permissions on Student Profile Screen
– Can you share information with parents?

• Student Schedule

• Student Grades

• Student Transcripts
– Grades and Transfer Credit

• Student Test Summary
– AP scores, World Language Placement, Math Assessment, 

Detailed Transfer Credit)



Preparing for Registration

• After getting to know your advisee’s academic 
record and interests, you should be able to 
prepare a personalized plan of study for them.

• Make sure to include gen ed requirements, 
major requirements, minor requirements, and 
any additional programs like Christ College, 
Study Abroad, etc.





Registration Holds

• As you are preparing or updating the plans of 
study, it is helpful to check on the student 
overview screen of Starfish to see if the 
students have any holds on their accounts.

• It is important to get holds removed before 
their registration time.

• Student Restrictions – Account Holds –
Descriptions and Contact Information

https://confluence.valpo.edu/pages/viewpage.action?pageId=109871211


Advising Meeting 

• Do a well-being check to see how the 
semester is going.

• Discuss the student’s plan of study and ask if 
any changes need to be made.

• Ask if the student knows when they are 
eligible to register?

• Answer any questions the student has about 
DataVU.

• Remove the student’s advising hold and email 
the personalized plan of study.



Releasing an Advising Hold

• On the next screen, select the term for which they’ll be registering.
• It will pull a list of your advisees that have an active advising hold.
• Once you’ve met with an advisee, you will check a box next to their 

name then click submit to release their advising hold.



Common Registration Errors

• Hold on student account

• Pre-requisite or co-requisite not completed

• Repeat course

• Granted petition or Instructor Approval 
Required

• Common Registration Messages

https://www.valpo.edu/registrar/files/2018/03/Common-Registration-Messages.pdf


Adding and Dropping a Course

• Student schedules can be edited on DataVU
during Open Registration and through the first 
week of classes

• Late Registration form required to add or drop 
a course after the deadline

• Late adds can be approved by the Dean

• Late drops need to be approved by CAPS

https://forms.valpo.edu/machform/view.php?id=70219


Satisfactory/Unsatisfactory Grading

• Satisfactory/Unsatisfactory Grade Petition

• Advisor must digitally sign the form

• Deadline for form submission can be found in the 
catalog calendar (4th week of the semester)

• Students cannot use the S/U grading option for courses 
within their major or minor

• Student cannot use the S/U grading option for courses 
that are a repeat

• Students can only take one course per semester as S/U
– This does not include courses that are designated as S/U in 

the catalog (example: PHYS-499 Colloquium)

https://forms.valpo.edu/machform/view.php?id=23909


Withdrawing from a Course

• Withdrawing from a course
• A grade of “W” will show on the student’s 

transcript

• Withdrawals no longer need to be approved 
by advisor

• The advisor and instructor will receive a notice 
from the Registrar’s Office notifying each that 
the student has chosen to withdraw from the 
course.



Starfish: Advisor Role Overview

Jennifer Easthope
Interim Executive Director for 

Retention and Student Success



Profile: Add Office Hours

Shorten Zoom link

https://support.zoom.us/hc/en-us/articles/201362843-Personal-meeting-ID-PMI-and-personal-link


Profile Menu



Profile: Appointment Preferences



Profile: Appointment Email Notifications



Profile: Tracking Item Notifications



Starfish Flag Best Practices

Instructor Role
Faculty are able to raise and clear flags for their specific courses. If a student has been 
assigned a flag, quite often the student will go to the instructor and there is a resolution or 
plan put in place between the instructor and student. In this case, instructors will want to 
clear flags. Flags that are a priority for instructor follow-through include:

• Attendance Concern

• I Need Help in a Course (raised by the student)

• Low Average in a Course

• Low Quiz/Test Scores

• Missing/Late Assignments

• No Show

• Participation Concern

• Once instructors have a conversation with a student about the above flags, it will 
more than likely avoid an "Academic Performance Alert" or an "In Danger of 
Failing" flag for students.



Starfish Flag Best Practices

Primary Advisor 
While all flags are useful to academic advisors when meeting with students for 
registration or other topics, there are a few flags that will require outreach from the 
academic advisor to the student. The priority flags for academic advisor outreach 
include:

• Academic Performance Alert: Substantial Change Needed

• In Danger of Failing

• I Need Help (raised by the student)

• Multiple Flags

• General Concern

• Note: The General Concern flag is shared between primary advisors and instructors. This is for mild 
concerns such as a student coming unprepared for class consistently, a drop in participation, or a 
student permitted note to express difficulties that could affect their studies. This flag should not 
contain any terms that would be considered a medical diagnosis such as depression or anxiety. 



Filtering Students



Flag Follow Up



Entering Advising Notes



Student Notes

Self-Check Questions When Entering Notes

• When entering notes, assume others will read your notes. Ask yourself:

• Is this something another Starfish user connected with this student 
would need to know?

• Is this something the student would want other people to know?

• Are the details in my notes based on fact? Or are they observation and 
personal perspective? Is the distinction clear and written in a non-
judgmental tone?

• Are my notes interpretable by someone else? Did I provide enough 
information for another to understand substance and context? Did I 
avoid using acronyms?



Student Intake Form
• Starfish Student Intake allows institutions to develop a customized 

questionnaire that students or staff can complete to gather important 
information about students. The intake form can also be updated to reflect 
changes in the students' goals or circumstances throughout their time at the 
institution. 

• In working with the Council of Academic Advisors, the Starfish team has 
developed a customized Student Intake Form. Students can complete the form 
by themselves or with their advisor. The qualitative information collected by 
the form may be used to identify factors that could impact academic success 
and allow advisors to take appropriate action. 

• This will also allow advisors to filter based on certain information provided in 
the form:
– For example, you can filter by Post-Valpo Goals to see which of your students is planning on 

pursuing medical school after graduation.

• We would like to launch this form before the end of the month, prior to 
registration advising.



Resources and Support

• Institutional Starfish Website:
– valpo.edu/starfish

• Includes additional training videos and detailed how-to guides

• System Administrator:
– starfish@valpo.edu

• One-on-one Training:
– Contact Jennifer Easthope at jennifer.easthope@valpo.edu



Registrar:

What Advisors Should Know

Allison Urbanczyk
Interim University Registrar



Spring 2021 Registration

• Class schedule is currently being built
– Advisors will be notified via email as soon as it is 

available in DataVU

• 9/22/20 – Deadline for changing curriculum 
for Spring registration
– Some courses are restricted to students with a 

major or minor in the department

• 10/12/20 – Deadline for student flu 
vaccinations (Health Center)

• 10/19/20 – Registration Opens



Resources

• Academic Calendar & Final Exam Schedule

• Registration Tutorial

• Schedule Grid

• Catalog

• Faculty & Advisor Information

– Web Registration Group List

– FERPA Training

– Student Educational Planning

– Committee Meeting Details

http://www.valpo.edu/registrar/calendar
http://www.valpo.edu/registrar/registration/register
http://www.valpo.edu/registrar/forms
http://www.valpo.edu/registrar/catalogs
http://www.valpo.edu/registrar/faculty-advisor


Forms
Forms for Registrar Services are available online in an electronic format:

valpo.edu/registrar/forms
• Time Conflict Permission
• Satisfactory/Unsatisfactory Grading
• Academic Course Overload
• Independent Academic Work

– Independent Study, Research, Internship

• Intensify a Course
• Audit a Course
• Curriculum Change (majors, minors)
• Course Substitution (updates degree audit)
• CAPS

– Registration Change After the Deadline – Drop, Withdraw, S/U
– Exception to the Stated Graduation Requirements – Residence Requirement, Excess Credits, 

Absence of a Required Course

• Forms for change in enrollment status
– Non-Returning, Leave of Absence

http://www.valpo.edu/registrar/forms


Forms



Student Resources in DataVU

• DataVU – Students Menu
–Search for Sections, Register, Add, Drop, 

Withdraw from a Course, Withdraw from 
the University

–Student Restrictions, Registration Time

–Degree Audit, Grades, Class Schedule

–Proxy: Permissions for parents/guests

–Graduation Application, Transcript, 
Diploma



Registration Change Deadlines
• Before the start of the term, students should register 

online through DataVU
• During the first week (Add/Drop), students can add and 

drop online through DataVU
• After the Add/Drop deadline, students can withdraw 

from a course (grade of W) online through DataVU
• To request an add or a drop after the deadline due to 

extenuating circumstances, students use the CAPS: 
Registration Change After the Deadline eForm
– Late Add – Academic deans may approve this eForm
– Late Drop – CAPS will review this eForm, and the student 

should withdraw through DataVU while awaiting the 
committee’s decision

http://www.valpo.edu/registrar/forms


Registration Status

• Full-time Status = 12 credit hours per semester
• 8 semesters @ 15.5 average credit hours = 124
• Average credit load = 14-17 credits
• Overload status

– College of Arts and Sciences 18 Cr.
• Education (Elementary, Middle Level) 18 Cr.
• Secondary Education 19 Cr.
• Bachelor of Music 18 Cr.
• Bachelor of Music Education 19 Cr.

– College of Business 18 Cr.
– College of Engineering 19 Cr.
– College of Nursing and Health Professions 18 Cr.



Scheduled Advising Reports

• Advisee List with Active Restrictions, 
Accommodations and Registration Times

– Track your advisees' registration date and time, 
registration holds, and accommodations

– Follow up with any student not yet registered

• Graduation Candidates

– Includes all advisees who have applied for graduation

– Shows whether they have unmet graduation 
requirements

– Full description in the email



Degree Audit



Degree Audit



Degree Audit
Language Requirement



Degree Audit



Degree Audit



Degree Audit – Arts & Sciences
• See pages 40-51 in the General Catalog for more special 

academic regulations for the College of Arts and Sciences.
• Many programs require either

• 40 credit major
• Fewer credits in the major if combined with a minor

– When the student applies for graduation, the 40 credit 
requirement is waived if there is a minor.

• Courses above the requirement are often displayed as 
Additional or Extra and are factored into the major GPA.

• No more than 60 credit hours from one subject may be 
applied toward the 124 required for graduation. Students 
must complete at least 64 credits outside of their major 
field of study.

http://www.valpo.edu/registrar/catalogs


Degree Audit



Degree Audit



Degree Audit



Degree Audit – NOTES
* AV Available - Because this subcomponent is extra, all of the courses applied to it are still 

available for use elsewhere

* E Extra - Either this course is not needed to complete this requirement, or else applying it 
would not have contributed anything toward the requirement's completion

* F Forced - course was manually applied (Override)

* G Grade - course failed the minimum grade requirement

* GPA Credits shown are applied only toward GPA

* INC Incomplete grade

* IP In Progress

* NE Non-course Equivalency

* RA Replacement attempt - this course is a repeat attempt

* RP Replacement pending - course is being repeated

* TE Transfer Equivalency

* U Used! - has already been used elsewhere

* X Extra - It is not necessary to complete this component of the program. A sufficient number 
of other components have been completed



Degree Audit
Example with Multiple Majors



Degree Audit
Example with Multiple Majors



Degree Audit
Example with Multiple Majors



Degree Audit
Example with Multiple Majors



Confluence:
Advising Resources

• What is Confluence?

• Accessing Confluence

• Search



What is Confluence?

• University-Wide Documentation

• Organized by Spaces and Documents

• Knowledge Base and Business Processes 

– Knowledge Base (KB) for all audiences

– Business Processes for faculty/staff audience

• Labels for searching

• Find it here: https://confluence.valpo.edu

https://confluence.valpo.edu/


Planning and ForecastingTry it Out!



Knowledge Base
https://confluence.valpo.edu/label/ITKB/registrar

• Student Restrictions – Account Holds – Descriptions and Contact 
Information
– This shows which Student Accounts holds do and do not prevent registration

(SA, SAD, SAP, SAF)

• Overriding Registration Restrictions - Prerequisite, Corequisite, 
Granted Petition, Instructor Approval

• Student Educational Planning
• Class Schedule Abbreviations
• Online Instructional Methods
• Approve a Student Request in Perceptive Content

– Includes a video tutorial

Email suggestions for
new Knowledge Base articles to registrar@valpo.edu.

https://confluence.valpo.edu/pages/viewpage.action?pageId=109871211
https://confluence.valpo.edu/pages/viewpage.action?pageId=109871211
https://confluence.valpo.edu/display/ITKB/Overriding+Registration+Restrictions+-+Prerequisite%2C+Corequisite%2C+Granted+Petition%2C+Instructor+Approval
https://confluence.valpo.edu/display/ITKB/Student+Educational+Planning+menu+in+DataVU
https://confluence.valpo.edu/display/ITKB/Class+Schedule+Abbreviations
https://confluence.valpo.edu/display/ITKB/Online+Instructional+Methods
https://confluence.valpo.edu/display/ITKB/Approve+a+Student+Request+in+Perceptive+Content
mailto:registrar@valpo.edu


Campus Resources:
Learning Centers

Tricia Armstrong
Director of Academic Success Center



Valpo’s Learning Centers
valpo.edu/learning-centers

https://www.valpo.edu/learning-centers/


Language Resource Center (LRC)
Arts & Science Building, Room 240

Website:  valpo.edu/language-resource-center

Fall 2020 Information:

• LRC is temporarily closed for Fall 2020-
Spring 2021. 

• Faculty from the World Languages and 
Cultures Department will be coordinating 
tutoring and resources for language study.  

• Email faculty members listed below for 
information:

➢ Chinese & Japanese: 
Fontaine.Lien@valpo.edu

➢ French: Tim.Tomasik@valpo.edu
➢ German: Tim.Malchow@valpo.edu
➢ Spanish: Nelly.Zamora-

Breckenridge@valpo.edu

mailto:Fontaine.Lien@valpo.edu
mailto:Tim.Tomasik@valpo.edu
mailto:Tim.Malchow@valpo.edu
mailto:Nelly.Zamora-Breckenridge@valpo.edu


Judith L. Beumer Writing Center
Christopher Center Library, 1st Floor

Website:  valpo.edu/writingcenter

Fall 2020 Update: 

• Offering a wide range of online and limited 
in-person consultations, by appointment 
only.  No walk-ins. 

• Appointments generally last 25-30 minutes, 
but can be scheduled for up to an hour. 

• Students may sign up for online and            
in-person appointments 
at: https://valpo.mywconline.com.

• Students need to create an account at 
mywconline.com before being able to make 
appointments.  



Hesse Learning Resource Center
College of Engineering, Gellersen 121

Website: valpo.edu/college-of-engineering/academics/academic-support

Fall 2020 Update:
• Currently offering weekly engineering help sessions and 

individual math, science, and engineering tutoring appointments 
in person or online (GoogleMeet) by request.  To find the current 
help session schedule and Hesse Center Tutor Request form visit 
website listed above. 

Special Note: 
The Hesse Center is targeted at students pursuing an engineering 
degree, but is open to students taking physics and math courses in other 
majors.  For example, a meteorology student taking PHYS 141 and MATH 
132 can use the services offered by the Hesse Center because the 
Center’s tutors are skilled in those specific courses.   



Academic Success Center (ASC)
Christopher Center Library, 1st Floor Room 110

Website:  valpo.edu/academic-success-center

Fall 2020 Update:
• Supplemental Instruction Program (serving CHEM 

111, CHEM 121, BIO 151 and BIO 171) offers both 
online and in-person sessions.  Each course has a 
peer educator (SI Leader) who facilitates structured 
reviews of lecture content in a collaborative peer-to-
peer learning environment.  Flyer with weekly 
schedule is emailed to students.

• CHEM 221 Help Session Program offers in-person 
group tutoring on a drop-in basis.  Flyer with weekly 
schedule is emailed to students.

• Peer Tutoring Program offers course-specific 
tutoring in many 100-200-level courses. A student 
must apply to be matched with a tutor by 
completing the Peer Tutor Request form on the 
ASC’s website.  Each tutor-student pair will decide 
whether to meet online or in person for one weekly 
appointment. 

Special Notes:
Students are expected to 
attend 3 collaborative 
learning sessions (at the 
ASC’s SI or help sessions) 
prior to requesting second-
level support through the 
Peer Tutoring Program.  

Engineering majors should 
first be directed to the 
Hesse Center for tutoring in 
math, physics and 
engineering courses.



Help Sessions Offered by the 
Department of Mathematics & Statistics

Website: valpo.edu/mathematics-statistics/tutoring-and-
outreach/community-partnerships

Faculty 
Coordinator of 

Math Help 
Sessions:

Mindy Capaldi

mindy.capaldi
@valpo.edu

mailto:mindy.capaldi@valpo.edu


Campus Resources:
Access and Accommodations Resource Center

Christina Hearne
Director of Access and Accommodations Resource Center



Advising Students with Accommodations

• Students with accommodations are assigned a 
webgroup that opens at the beginning of the 
registration period.

• Even though students have an earlier 
webgroup, they may still have registration 
holds that could prevent them from 
registering just like any other student.



When to Refer a Student to AARC

• If in talking with your advisee you learn they 
may need an accommodation, you can refer 
them to the AARC to see if they qualify.

• Students can complete the Accommodation 
Request Form when requesting and/or 
renewing their academic accommodation 
request.

• Accommodations are reviewed each academic 
year.

https://confluence.valpo.edu/display/ITKB/Request+Accommodations


Policy on World Language Requirement 
Accommodations

• For students graduating with a B.A., B.M., 
B.S.W., or B.S.B.A. degree, the world language 
requirement is for 8 credits of a language.

• Students who have documented 
accommodations from the Access and 
Accommodations Resource Center may fulfill 
the world language requirement by taking 
three alternate courses from a list. 





Rationale:
• One of the goals of world language classes is to lead students to 

knowledge about and reflection on how language itself functions. 

• Very few courses outside WLC and the English department discuss 
and teach language in a sustained, disciplinary fashion, or lead 
students to this kind of reflection on language. Thus, the list of 
alternate courses represents those in the university curriculum that 
have the closest affiliation with WLC courses in terms of source 
material, methods, and emphasis on cross-cultural learning. 

• This list will be updated from time to time to reflect ongoing 
changes to the curriculum. All additions to this list must be 
approved by the Chair of the Department of World Languages and 
Cultures.



Disability Accommodation as a 
Reduced Credit load (DARC) Program

• The AARC recognizes that there are medical condition(s) 
that directly hinder a student’s ability to successfully 
complete a full course load.  
– Full course load is defined as 12 or more credit hours per Valparaiso 

University and federal government guidelines. 

• The Disability Accommodation as a Reduced Credit 
program (DARC) exists to remove barriers to access created 
by medically mandated part-time enrollment status.  

• Individuals deemed eligible for DARC will be given access 
equal access to all campus activities and amenities that are 
currently granted to full time undergraduate students.



DARC Eligibility
Students eligible for DARC will meet one of the following criteria:

• Student must be registered for 6-11 credit hours at Valparaiso University. Any 
student who drops below 6 credit hours and or decides to take a full-time 
course load will be ineligible for DARC coverage.

• Student must be active status in receiving disability accommodations with the 
Access and Accommodations Resource Center (AARC) at Valparaiso University

• Student will present AARC with appropriate medical documentation that 
indicates:

• Presence of a medical diagnosis with symptoms lasting at least the duration of a 
semester (16 weeks) that would impact the student’s ability to complete at least 12 
credit hours.

• Justification of DARC CoverageContact information of recommending medical 
professional.

• Student will meet the same admissions, conduct, and academic standing   
requirements as any other student at the university.

• Student will supply additional documentation as needed to support further DARC 
coverage.



Financial Implications 
• DARC students are not reported as full-time students to the U.S. 

Department of Education and/or other offices responsible for 
dispersing financial aid.

• Once the AARC approves a student for DARC status, the student’s 
financial aid package will be adjusted i.e. prorated for less than full-
time credit load status.

• Students should note that by enrolling in DARC they may no longer be 
eligible for certain financial aid awards that are dependent on credit 
hour completion (i.e. 21st Century Scholarship, Frank O' Bannon 
Grants, and some private scholarship sources.). Prior to enrolling in 
DARC students are strongly encouraged to meet with their financial aid 
advisor to discuss specific changes to their financial award/package.

• Students who receive DARC status are provided the same access to 
University resources and services as full-time students and will be 
charged any and all fees associated with full-time status.



Academic Implications

• Even with a reduced course load DARC students 
are expected to remain in good academic 
standing with the University. 

• If a student fails to meet the established 
academic standards of their specific College, 
major/minor and/or academic program, they will 
be subject to the same academic review 
processes as full-time students, which may result 
in academic probation, suspension or dismissal 
from the University. 



Helpful Resources:

• Policy on World Language Requirement 
Accommodations

• Access and Accommodations Resource Center

• A Guide for Using Accommodations

• Viewing Student Accommodation Letters

• Exam Accommodation Request Form

https://confluence.valpo.edu/display/POL/Policy+on+World+Language+Requirement+Accommodations
https://www.valpo.edu/access-and-accommodations-resource-center/current-valparaiso-university-access-and-accomodations-resource-center-students/tips-and-tricks-for-utilizing-accommodations/
https://confluence.valpo.edu/display/ITKB/Viewing+Student+Accommodation+Letters?preview=%2F114491423%2F114491424%2FViewing+Student+Accommodation+Letters.png
https://www.valpo.edu/access-and-accommodations-resource-center/current-valparaiso-university-access-and-accomodations-resource-center-students/exam-accommodation-request-form/


QUESTIONS?



Thank you!


