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Do your advisees know the difference between finishing degree 
requirements and participating in Commencement?  

                                                                                            

If your advisee has applied to be a May 2010 graduate, it means they: 
1. have completed all coursework as identified on CAPP 
2. have completed student teaching, internship, practicum, or field work experience required for their program 
3. have established the necessary credit hours for their program 
4. have attained the minimum grade point average (GPA) appropriate for their program. 
 

If your advisee has not completed the above, they will need to register to complete the outstanding requirements 
either during the summer 2010 session (to be an August graduate) or fall 2010 semester (to be a December graduate). If 
your advisee falls under this category, or if your advisee intends to seek permission to take courses at another 
institution to complete the requirements for an August 2010 or December 2010 degree, they should e-mail 
ugdegreediploma@cortland.edu, immediately so their degree date can be changed accordingly. If a summer or fall 
registration at Cortland is needed to fulfill degree requirements, your advisee’s academic record must be corrected 
immediately to insure your advisee can be issued a registration PIN and time ticket for the summer and/or fall 
registration.  
 

Please note, your advisees are eligible to participate in the Commencement ceremonies in May whether degree 
requirements are completed in May, August or December, 2010. Many times our students are not aware of this 
information.  If you have questions or need additional information, please contact the Registrar’s office at ext. 4702. 

N e w s  f r o m  o u r  R e g i s t r a rN e w s  f r o m  o u r  R e g i s t r a r   

D a t e s  a n d  D e a d l i n e sD a t e s  a n d  D e a d l i n e s   
 

Faculty Advising Workshops    Tuesday, March 23 at 1:30 p.m. (Library Conference Room) 
       Wednesday, March 24 at 11:30 a.m. (Library Conference Room) 
Non-Traditional Student Advisement Q & A  Monday, April 5 (4:30 to 5:30 p.m.) 
  (Held in Non-Traditional Students Lounge,    Tuesday, April 6 (12:30 to 1:30 p.m. )    
   Corey Union, Room 139)       
Last Day to Withdraw (Semester Course):  Thursday, April 15 
Last Day to Withdraw (Forth Quarter Course):   Friday, April 16 
 

Undergraduate Registration—Fall 2010:   Seniors begin April 12 & 13 
       Juniors begin April 14 & 15 
       Sophomores begin April 16 & 19 
       Freshmen begin April 20 & 21 
Web registration for summer classes:   Begins April 5, ends April 22 
Web registration for fall classes:   Begins April 5, ends July 16 
Summer I Classes     May 26 - June 30 
Summer II Classes     July 5 - August 5 



 

N e ws  f r o m  t h e  A s s o c i a t e  N e ws  f r o m  t h e  A s s o c i a t e  
D e a n sD e a n s   

 
CAMPUS “INFORMATION”  --  FACT OR FICTION? 

 
Similar to “urban legends” are pieces of campus “information” – or misinformation.   Can you separate fact from fiction?  
Respond to the following statements by checking the appropriate line.  Answers are located on the next page. 
 
1. If students need to miss classes, they can receive a “legitimate or approved” excused absence from their Associate Dean. 

___  Fact   ___ Fiction 
 
2. When registering for courses, students are not in an overload situation if they register for an online or off-campus class. 

___  Fact   ___  Fiction 
 
3. The fastest way for students to improve their GPA is to re-take courses in which D’s or E’s are recorded. 

___  Fact   ___  Fiction 
 
4. For students re-taking a “D course,” financial aid may be adversely affected so the Financial Advisement Office should 

be contacted. 
___  Fact   ___  Fiction 

 
5. While registering for the fall semester, students may also discuss plans to take summer courses at a local college. To 

guarantee the transfer of such courses, a Permission to Transfer form must be completed. 
___  Fact   ___  Fiction 

 
6. Once courses are completed at another institution, that institution automatically forwards transcripts to  
 SUNY Cortland. 

___  Fact   ___  Fiction 
 
7. In checking College policies, I can obtain a printed copy of the catalog from the Associate Deans’ Offices. 

___   Fact   ___  Fiction 
 
 8. Several of my advisees will not finish all major requirements until August, yet I know they can participate in the May 

commencement ceremonies. 
___  Fact   ___  Fiction 

 
 9. Even though the total number of credit hours in my advisees’ program is 124, it is possible that one of my students must 

have 127 credit hours to graduate. 
___  Fact   ___  Fiction 

 
10. An advisee who participated in the commencement ceremony at graduation (aka “marched”) two years ago has  
 contacted me about his/her missing diploma so I should contact the Registrar’s Office to send another diploma as 

soon as possible. 
___  Fact   ___  Fiction 

 

ANSWERS ON NEXT PAGE... Fact o
r 

Fictio
n 



F a c t  o r  F i c t i o n  A n s w e r sF a c t  o r  F i c t i o n  A n s w e r s   

 

 1. FICTION  --  The Associate Deans notify faculty about student illnesses or other extenuating circumstances.  The 
student has the responsibility to contact the instructor about any missed coursework and to provide any requested 
documentation for the absences.  In most instances it is the instructor who decides to excuse (or not) an absence. 

 
 2. FICTION --  All credit hours in a given semester represent a course load so that more than eighteen credit hours – no 

matter the combination of classes (e.g., on campus, online, at another college) - must be approved by the student’s 
Associate Dean. 
 

 3. FACT  --   Replacing a low grade with a higher grade is the fastest way to raise the GPA.  But, NOTE that the transcript 
is an historical document and therefore reflects the entire academic record of the student.  ALSO, the second 
(presumably higher grade) replaces the first grade earned.  The impact of the new grade is related to the total 
number of Cortland credits in his/her record – the more credits he/she has, the less the impact of the new grade. 
 

 4. FACT  --  Whereas there are no negative financial aid implications for re-taking a  course with a failing grade of “E,” re-
taking a course with a grade of “D” could have negative financial results for the student, since the student is not 
generating new credit hours.  The Financial Advisement Office should therefore be consulted immediately. 
 

 5. FACT  --   Absolutely!  Permission to Transfer forms are available in the Associate Deans’ Offices, the departmental 
offices, the Office of Advisement-Transition, as well as online through the Registrar’s website. 
 

 6. FICTION  --  Students must request in writing that transcripts be sent from another institution to SUNY Cortland. 
 
 7. FICTION  --  Both undergraduate and graduate catalogs are readily available via the “Quick Links” option on the 

Cortland home page.  Printed copies of the catalog are limited in our campus approach to save money as well as 
trees.  A PDF version of the catalog is available from your Associate Dean.  If there are any questions about a catalog 
policy, the Associate Deans are happy to provide answers. 
 

 8. FACT  --  Since Cortland has the one commencement ceremony in May, every student who will graduate during the 
calendar year – that is, May or August or December – may participate in the commencement ceremony. 
 

 9. FACT  --  YES!!!  When reviewing the graduation checklist, reference to the last page will reveal any duplicate credit 
due to re-taking of courses.  If a student is currently re-taking a three credit hour course that he/she passed at 
another time, the CAPP will count all six  credit hours until the new grade is posted.  So, a student may appear to 
have 124 credits completed per page 1 of the CAPP, but in fact has only 121 credits. 
 

 10. FICTION  --  Too often students confuse participating in the May commencement ceremony (aka “marching”) with 
completing all requirements to be a May graduate.  Too frequently the Associate Deans are contacted years after 
the commencement ceremony by students who never finished the degree requirements yet are wondering what 
happened to their diploma. 

If you have questions regarding the information in Fact or Fiction, please contact your Associate Dean. 

Dr. N. Aumann, Associate Provost and Interim Associate Dean, Education, ext. 5431 
Dr. E. Gravani,  Associate Dean, Professional Studies, ext. 2702 
Dr. J. O'Callaghan, Associate Dean, Arts and Sciences, ext. 4314 

G e n e r a l  E d u c a t i o n  U p d a t eG e n e r a l  E d u c a t i o n  U p d a t e   

 
Academic Advisors, please note,  MAT 224, Discrete Mathematics, no longer fulfills the GE 1 requirement. 
Students looking to satisfy the GE 1 category should search the online course schedule for an available course.  
If you have questions or need additional information, please contact the Registrar’s office at ext. 4702.  

Advisement and Transition, Memorial Library A-111, 753-4726, www.cortland.edu/advisement 
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Are you interested in serving as a  
Summer Orientation Faculty Advisor? 

 
 

Orientation lays a foundation for the rapport between faculty and new students at SUNY Cortland. The work of our  
summer faculty advisors is critical to our students’ transition to SUNY Cortland. Students will be advised by faculty 
in their departments or by faculty affiliated to their disciplines. Orientation takes place during the months of June 
and July.  For information on specific department dates, please look at our website. For faculty who would like  
additional advising opportunities, we are also seeking Pre-Major advisors for the summer.   
http://www2.cortland.edu/offices/advisement-and-transition/orientation/dates.dot  
 

Orientation for First Year Students (2 day program) 
Your academic department presentation and advisement takes place on the second day.  Time commitment:   
10 a.m. -  1:30 p.m. on the second day of each session.  Facilitate a thirty-minute meeting with students and their par-
ents/guests and advise a group of first year students (average group size 8-10 students) 

 
Transfer Transition Seminars (1 day program) 
Time commitment:  12:15 p.m. - 4:30 p.m.  Facilitate a thirty-minute meeting with students and their parents/guests 
and advise a group of transfer students (average group size 5-7 students).  

 
Preparation Session/Meeting for Summer Advisors 
Each advisor must attend a preparation session for summer advising on Wednesday, June 23, 10 a.m. -  1 p.m. to hear 
updates and receive important program information.  
 
Pay  
$125.00 for each first year session, $200.00 for each transfer session. 
 
Signing Up to Work for Summer Advising 
Interested faculty should speak to their Department Chair.  Summer Advising Response Forms were sent via e-mail 
and are due to the Advisement and Transitions office by March 26.   
 
Questions 
Contact Abby Thomas at ext. 4726 or via email at abby.thomas@cortland.edu. 

 

              F a c u l t y  A d v i s i n g  F a c u l t y  A d v i s i n g  

 

New and seasoned faculty advisors are welcome to join us at the Faculty Advising Workshops to learn 

more about the advising and transfer credit process at SUNY Cortland.  In addition, we will discuss using 

myRedDragon (including CAPP) in the advising process. We will allow time to answer individual 

questions. Please join us:  
 

Tuesday, March 23, 1:30 to 2:30 p.m.   

Wednesday, March 24, 11:30 a.m. to 12:30 p.m.   
Sessions held in Memorial Library Conference Room, 1st Floor 

 

If you have questions, please contact Advisement and Transition at ext. 4726.  

Advising 

Assistance and 

Resources 

http://www2.cortland.edu/offices/advisement-and-transition/orientation/dates.dot
mailto:abby.thomas@cortland.edu


C h e c k l i s t  fo r  Ad v i s e m e n t  a n d  Re g i s t ra t i o nC h e c k l i s t  fo r  Ad v i s e m e n t  a n d  Re g i s t ra t i o n   

 

 

 

 
 

Preparation 

Students are expected to initiate and schedule the meeting—but may not be aware of this responsibility. 

Students should check myRedDragon for Time Ticket (time they may start registering on-line) and to see if there are any 

HOLDS on their account (due to billing/parking tickets, etc.).  Holds must be resolved before the student is allowed to 

register. 

Faculty should let students know how and when they should schedule meetings, what your expectations are, and materials 

or information the student should bring to the meeting. You may email all your advisees at once via myRedDragon. 

Faculty should review student CAPP report. Check student folder for any additional information or records.  

Suggested topics 
for the  
Advising  
Meeting 
 

Check that all credits are posted on the CAPP report or transcript. Transfer credits (including winter coursework) and  

Advance Placement (AP) credits need documentation, review by the Transfer Credit Coordinator, and posting to system by 

the registrar. If a student has taken such work, but it does not show, they need to follow up. Was a transcript sent from the 

college that offered the course they took? Did they have an AP report sent to SUNY Cortland? 

General Education Waiver Form should be completed by Transfer Students. 

Review Mid-Semester Estimates. Students and Faculty access the estimates through myRedDragon.  A review of the 

estimates, even when everything looks fine, starts a conversation on the student’s perspective of his or her progress. 

Review the CAPP Report with the student. Ask the student to identify areas that need to be addressed and discuss 

appropriate coursework. 

Assist the student in looking at coursework options and what makes for a balanced schedule. 

Remind the student of course attributes (like GE, LAS, WI), restrictions, and section number implications. 

Discuss minor, concentration, or dual major options when appropriate. 

Discuss summer courses. If a student is considering summer coursework other than at Cortland, review the transfer 

     equivalency charts for course equivalent and complete “Permission to Transfer Credit From Another Institution form”.  

Discuss internships, service learning, and practical experiences that relate to the major. 

Encourage the student to develop an individualized plan for degree completion (semester by semester). Even if the plan 

changes, the student will have a template. 

Utilize College Student Inventory (CSI) advisor report to assist you in starting conversations with your first-year students. 

Let the student take responsibility to be prepared and involved in the meeting! 

Permission to  
Register 

 Registration PIN is given to students by their advisors during advisement meeting (or when the advisor feels the student    

 is prepared).  Advisors can access a listing of  advisees’  PINs through myRedDragon, Faculty Online Tab. 

Time to register Time Tickets (time to register) can be found on myRedDragon, Faculty Online Tab under Advisee Contact List.  

Registering  for  
courses 

 Student will log on to myRedDragon and register at or after his/her designated time. Students may make   

 schedule adjustments after registering up until Friday, July 16, 2010. 

Permissions  
 Student meets with the department chair to request permission to register for a closed course, majors only section,    

 retake a course, or to clarify any other course restrictions.  The department secretary applies permission online. The student 

may then sign up for the course via myRedDragon. 

Overloads (over 18 
credits) 

 Students speak with appropriate Associate Dean for permission.   

Withdraw from  
a course 

 Students considering a withdraw from a course should speak with their academic advisors.  

Discuss the reasons for withdraw, encourage the student to speak with the faculty/instructor.. 

Will the student still be full-time? If not, they should discuss implications with a Financial Advisement advisor. 

How does the student plan to compensate for this change in schedule? When will they make up the requirement? 

Review withdrawal form with student. 

Last day to withdraw from a semester course, Thursday, April 15. 

Troubleshooting 
during 
registration  

Contact the Advisement and Transition office (ext. 4726) or the Registrar’s office (ext. 4702) and/or check the websites. 

Contact your department chair, department secretary, or course department if your question is about a particular class. 

Contact the Associate Dean’s office. 

Pay close attention to registration error messages. Accuracy of communicating the exact error will expedite resolution. 

After business hours the students may want to contact their Academic Peer Mentors (APMs) in the residence halls. 

Documentation 
We suggest advisors and students keep a record of agreed upon course selections/options for the upcoming semester.  

Check with your department to see if a specific form is used.  

In any case, you should keep notes on discussion topics, decisions, relevant issues, and referrals. 

http://www2.cortland.edu/dotAsset/117546.pdf
http://www2.cortland.edu/dotAsset/117554.pdf
http://www2.cortland.edu/offices/advisement-and-transition/cor-101/college-student-inventory-%28csi%29.dot
https://blaze.cortland.edu/cp/home/displaylogin
http://www2.cortland.edu/dotAsset/117530.pdf
http://www2.cortland.edu/offices/registrars-office/reg-error-messages.dot


 

myRedDragon:  http://myreddragon.cortland.edu 
 Advisor Resources—Student Contact Information: 
 Advisee contact list (provides information on student PINs, mid-semester estimates and final grades) 
 Advisee photos  
 Advisee/Class e-mail link  
 Student address and phone 
 Advising Tools: 
 CAPP/transcript  
 Student class schedule   
 Mid-semester estimates/Final grades 
 Academics and Financial Aid  
    

Registrar’s Website: http://www2.cortland.edu/offices/registrars-office/index.dot 
 

 Academic Calendar  College Catalogs 
 College Requirements  Course Schedule/Registration Information   
 Curriculum Information  FERPA 
 Final Exam Schedule  Forms 
 Transcript Requests  Transfer Equivalencies  
   

Advisement and Transition Advising Website: http://www2.cortland.edu/offices/advisement-and-transition/ 
  

 Cortland Advising Resource Packet (CARP) - comprehensive resource designed specifically for faculty 
 Foreign language placement  
 GPA calculations   
 Online Advisor  
   

 
 

The staff in the Advisement and Transition office not only assist our Pre-Major (undecided) students, we are also a 
resource to faculty, non-traditional, transfer students, and any student needing help with the transfer credit process.   
 
Several faculty advisors call us for a quick answer to a CAPP or transfer credit question. Many of these calls are made 
when the student is in the advisor’s office. Answering questions via e-mail, phone, or a during a planned meeting are 
just some of the ways our office can assist you.  
 
Research shows that “academic advising supports institutional education and learning goals as well as goals for  
student persistence”. (Tinto)    If you have questions about advising or other office initiatives, please contact us  
at ext 4726. From everyone in the Advisement and Transition office, thank you for assisting our students with their 
academic advising needs.   
 

 Carol Costell Corbin, Transfer Credit Coordinator 
 Heather Drew, Keyboard Specialist II 
    Tracy Frenyea, Academic Advisor 
    Carol Gridley, Secretary 

  Cheryl Hines, Academic Advisor, Coordinator of Non-Traditional Student Support 
  Lori Schlicht, Associate Director, Coordinator of COR 101 and Learning Communities 

    Becky Sleggs, Academic Advisor Assistant  
  Abby Thomas, Associate Director, Coordinator of Orientation and Academic Advising 
  Emily Quinlan, Academic Advisor, Coordinator of Transfer Student Support 

 

Advisement and Transition, Memorial Library A-111, 753-4726, www.cortland.edu/advisement 
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