Advisor Instruction Manual
For On-line Registration
One of the features of the new Campus Web system is the ability to complete most course add
and drop requests online through the faculty advisor. This new online capability will omit the
need, in many cases, for the student to make a trip to the Registrar’s Office with an add/drop
form. It also omits the potential for a course that appears open in the advisor’s office to close
before the student can have the add/drop form processed by the Registrar’s Office. This online
processing, when available, occurs in real time.
Paper add/drop forms will still be used if the student has an unexpected pre-requisite problem,
wants to add a fifth course, or needs to add a course that is already at capacity. The paper
add/drop form is available through a link on the Campus Web “Advising” menu.
Advisors can only submit online course changes for their own advisees. If you need to assist a
student who is not your assigned advisee then the change will have to be processed on a paper
add/drop form.
A few reminders:

If a Student is dropping a course which will put him below full time he should be advised
of the possible academic and financial aid impact. The Office of Financial Aid has
provided information to share with the student. This “Message From Financial Aid” can
only be seen from the opening screen of the advisor’s Campus Web.
If the student is dropping out of school entirely the advisor should not simply drop all
classes. Send the student to the registrar’s office to insure that a formal leave of absence
or withdrawal is processed.

Overview of Steps
1. Log into the advisor’s Campus Web account
2. In the Advising section, select “advisees” and run the search to find the student.
Click the student’s name to see a number of options for that student. Select the
option “Add /Drop courses”
3. From this screen you can see the student’s schedule, drop a course, or use the
course search to find a replacement course.
4. The course search will return a list of courses with a check box in the first
column. Check the box for the course you want to add and select “Add Courses”
at the bottom of the screen.

Detailed Instructions
1. Access Campus Web at http://www.hendrix.edu/campusweb or click on the
“Campus Web” link on the Hendrix home page. Log in to the advisor’s Campus
Web account.
2. Select the Advising Menu and then “Advisees”

3. Use the search fields or simply select search to display all advisees.

4. Click the student’s name to enter the Advisee Details screen. This screen displays
a number of features that you can see from the student’s point of view.

5. Select “Add/Drop Courses”. Based on the Term listed at the top of the screen you
will see the student’s schedule.

6. If you wish to make changes you can add by using the course search at the top of
the screen or drop using the “drop” check box on this screen.
7. To add a course for the student search by department to display all the available
courses.

8. And check the “add” box for the course you want to add. Next click “Add
Courses”.

9. You will be returned to the screen with the student’s schedule where you can
repeat steps 6-8 as needed.

