
WebAdvisor for Faculty
•Ending Advising Holds

•Searching and Selecting Sections

•Submitting Registration

•Dropping Sections from Registration



I. Ending Advising Holds
1.  In Datatel (desktop or WebUI) from the ST Menu, type PERC in the Quick 

Access box.

2.  Enter or click Go.



3.  In the Person LookUp box, type the student’s id, SSN without dashes, or 

a partial name lookup*.  Enter or click OK.

*To execute an effective name lookup, type the first three letters of the student’s last name, 

comma, first three letters of the student’s first name.  

A gray resolution screen will appear with possible matches to your name lookup.  Choose the 

appropriate name.



4.  On the PERC screen, locate the Advising Hold (ADH).

5.  In the corresponding End Date (End Dt) field, enter the date the advising hold should 

end.  Use the following format for the date:  mm/dd/yy.

6.  Save by clicking on the 

single disk at the top of the 

screen and Update.

7.  Enter the next student or 

click on Cancel or Finish to 

exit the PERC screen.



II.  Accessing the Faculty Menu

1. From the UACCB 

home page, click 

on the WebAdvisor 

icon.

2.  From the 

WebAdvisor Main 

Menu, click on the 

Faculty menu 

option.



3. Click on the 

Log In tab at 

the bottom of 

the Faculty 

Menu form.

4.  Enter your 

username and 

password.  

Then click 

Submit.



IV.  Searching and Registering for Sections

From the Faculty Menu, 

click on My Advisees 

under the Faculty 

Information tab.  

Select Fall 2008 from the 

drop down menu for Terms.

Click Submit.



A.Express Registration
1. From the My Advisees form, select Express 

Registration from the drop down menu of the 

student you wish to register. Click Submit.

2. Enter the Colleague section synonym for each 

course in which the student is registering. Click 

Submit.

3. OR Enter the subject, course number, section 

number, and term for each course in which the 

student is registering.  Click Submit.



The Register and Drop Sections form will 

appear.

1.  If you are performing the same action 

for each section that appears on this 

form, choose the appropriate action 

from the Action for All Preferred 

Sections drop down menu.

OR choose the appropriate action for 

each section.

2. At the bottom of the form, indicate 

whether you want to be allowed to 

adjust all of the registration if some 

actions are not allowed or if you want 

to complete only the available 

actions.

3. Click Submit.



Registration Results Form

Review the registration carefully.  If 

the All option was chosen on the 

previous page but some registrations 

were not possible, you will have to 

make adjustments and re-submit the 

registration.  If the Part option was 

chosen, all possible registrations 

would be complete.  To register the 

student for additional courses, return 

to the My Advisees menu and submit 

additional registrations.

A registration confirmation email is 

also sent to the student’s college 

email address at the time the 

registration is processed.

You may review all current 

registrations using this screen.

Click OK to return to the Faculty 

Menu.



B.  Search and Register

2. Select Search and 

Register from the drop 

down menu of the 

student you wish to 

register. Click Submit.

1. From the Faculty Main 

Menu, select the My 

Advisees form.



3. Complete the 

Search/Register for 

Sections for to 

narrow your search 

for possible course 

sections.  Be sure 

to specify the term

in which you are 

searching.  In the 

example given, I 

am searching for 

all psychology, 

speech, and fine 

arts theater 

sections offered on 

Tuesday and 

Thursday.

4. Click Submit.



Section Selection 

Results Form

The section selection results 

form shows all possible 

selections for your specified 

criteria.

1.  To choose specific 

sections, click in the Select 

box beside the section.

2.  When all selections have 

been made, click Submit.



The Register and Drop Sections 

form will appear.

1.  If you are performing the same 

action for each section that 

appears on this form, choose 

the appropriate action from the 

Action for All Preferred 

Sections drop down menu.

OR choose the appropriate 

action for each section.

2. At the bottom of the form, 

indicate whether you want to 

be allowed to adjust all of the 

registration if some actions are 

not allowed or if you want to 

complete only the available 

actions.

3. Click Submit.



ERROR! ERROR! ERROR! ERROR!

You will be notified of any problems with the registration transaction at this 

point.  If there had been no errors, you would have received a Registration 

Results screen as shown with the Express Registration example.

Return to the Faculty Menu to resume registration processes.



C.  Dropping Pre-registered Courses

1. From the My Advisees 

form, select the 

current term and click 

Submit.

2.  From the drop down 

menu beside your 

advisee’s name, select 

Drop Section.



3. Select the section(s) 

that are to be 

dropped by clicking 

in the box that 

corresponds with the 

section you wish to 

drop.

4. Click Submit.

5. This will bring up a 

review form (not 

shown).  Verify that 

the resulting 

registration is correct 

and click on Submit 

again if everything is 

correct.


