
 

 

 

Supporting your Advisees during Advisement 
 

Prepare:  Let students know how and when you would like them to schedule appointments.  Ask  
them to come prepared to the meeting by having them review or print a current CAPP report, have 
questions prepared and an idea of courses they are interested in taking.   
Suggested Topics to Cover: 

  Review mid-semester estimates   

  Review CAPP 

  Identify course options 

  Discuss minor, concentration, or dual majors options when appropriate 

  Discuss internship, study abroad and service learning opportunities    

  Summer courses options and permission process   
Troubleshooting:  If a student is having registration trouble it may be appropriate to refer them to  
Advisement and Transition or the Registrar’s office.  If a student needs permission to retake a course 
they previously earned credit for, they will need to talk to the department offering the course.  If they  
are looking to register for over 18 credits they will need to speak with their Associate Dean.  After  
business hours, students may also contact their Academic Peer Mentor (APM) in the residence halls  
for assistance.    
Documentation:  It is always helpful to keep a record of the conversation you had with your advisees.  
Keeping track of course selection/options, discussion topics, relevant issues and any referrals is good 
to be able to reference when a question arises.   
 

Residency Requirement  
 

When advising students with transfer credit, it is important to keep in mind Cortland’s residency  
requirement.  Students must complete a minimum of 45 credits at Cortland for their undergraduate  
degree.  Our transfer credit limits are based on this 45 credit minimum, so students are ensured to 
meet the overall residency requirement.  However, students must also complete half of the required 
courses in their major and any declared minor or concentration at Cortland.  This part of our  
requirement is more difficult to track and can cause issues for students.  Each department determines 
the required courses for the major.  It is typically all the courses that would show in the first box on 
CAPP that calculates the GPA in the major, which excludes cognate/related courses.  However, some 
programs include cognate/related courses when considering residency.  Talk to your department chair 
or associate dean for clarification for your specific program. 
 

Highlight of Advising Resources 
 

Advisement and Transition:  The staff in Advisement and Transition is available as a resource to  
faculty and any student with questions regarding choosing a major, registration and with the transfer 
credit process.  Answering questions via e-mail, phone, or during a planned meeting are just some  
of the ways our office can assist you.  
 

Walk-in Wednesdays:  Advisement and Transition is open until 6 p.m.on Wednesday April 3 and 10. 
Encourage students to stop by with advisement and registration questions. 
 

ADV 200: Major and Career Exploration: Encourage students who are unsure of their major or who 
are finding challenges in their current program to take this 1-credit class to assist in the decision  
making process.  
 

Cortland Advisor Resource Packet (CARP):  Advising information, resources and tools at your  
finger tips. Hard copies available in your academic department, electronic copies available  
on the Advisement and Transition website. If you would like your own hard copy, contact us and we  
will send you one. 
 

Web Resource:  In addition to the CARP, there are many resources to assist you in advising your  
students.  The College Catalog, Transfer Credit Services, Career Services, International Programs, 
Registrar and Advisement and Transition (to name a few) all have resources to assist you. 
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newsletter is intended to 
provide academic advisors 
with timely academic  
advising information and a 
connection to relevant 
resources. Please contact 
Advisement and Transition 
with feedback or  
suggested topics. 
 
Upcoming  
Dates and Deadlines 
 
Undergraduate Student  

Registration 
Time-tickets begin on the 
dates below based on credit 

hours. Access to web  
registration closes on Friday, 
July 19 at 4 p.m. for Fall 

2013. 
 
Seniors 

       April 1 and 2 
Juniors 
      April 3 and 4  

Sophomores 
      April 5 and 8 
Freshmen 

      April 9 and 10 
 
 

Deadline to Withdraw from a 
Semester Course 
      April 15 
 
Advisement and Transition 
SUNY Cortland 

Memorial Library, A-111 
 

Phone:   

607-753-4726 
 

Fax:   
607-753-5593 
 

Email:  
advisement@cortland.edu  
 

Hours: 
Monday - Friday  
8 a.m. - 4:30 p.m. 
 
 

Walk-in or call with your 
advising questions for  

one-on-one assistance.   


