
 

 

 

Dates and Deadlines 
 

Undergraduate Registration:   Seniors begin April 2 and 3 
      Juniors begin April 4 and 5 
      Sophomores begin April 6 and 9 
      Freshmen begin April 10 and 11 

Last Day to Withdraw     Monday, April 9 
(Fourth Quarter Course)  

Last Day to Withdraw     Monday, April 16 
(Semester Course)  

Web Registration for Summer Closes  Thursday, April 12 
Web Registration for Fall Closes  Friday, July 13 

 

Faculty Advising Workshops 
 

Wednesday, March 21 
Special Topic: Supporting Transfer Students through Advisement  
11:30 a.m. 
Corey Union, Room 209  
 

Monday, March 26 
Special Topic: Advising Students toward Study Abroad 
12 p.m. 
Corey Union, Room 209 
 

Thursday, March 29 
Advisor Walk-in Question and Answer 
1 - 4 p.m. 
Advisement and Transition Office, Memorial Library A-111 
Walk-in with your advising questions for one-on-one assistance.   
 

Thursday, April 26 
NACADA Webinar: Ethical Decision Making in Academic Advising 
2 p.m. 
Sperry, Room 309 
 
The staff in the Advisement and Transition office 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 a during a planned meeting are 
just some of the ways our office can assist you. If you have questions about advising or 
other office initiatives, please contact us at ext. 4726.  
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A d v i s e m e n t  a n d  R e g i s t rat i o n  C h e c k l i s t   

Preparation 

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

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

are 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 advisees 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 summer/winter 

coursework) and AP credits need documentation, review by the Transfer Credit Coordinator, and posting to system. If 

a student has taken such work, but courses do not show on the CAPP, 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 for transfer students only. 

Review Mid-Semester Estimates. Students and Faculty access these 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 or LASR), restrictions, and section number implications. 

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

Discuss internships, study abroad, 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 the College Student Inventory (CSI) 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 the advisement meeting (or when the advisor feels the 

student is prepared).  Advisors can access a listing of  advisees’  PINs through myRedDragon (select the Academics tab, 

under Advisor Resources, select “Advisee Contact List”. 

Time to register Time-tickets (time to register) are listed on myRedDragon and given to advisors as well. 

Registering  for  
courses 

Student will log onto myRedDragon for registration at or after his/her designated time. Students may make schedule 

adjustments after registering until July 13, 2012 for spring courses. (Summer Session deadline, April 12) 

Permissions  
Student goes to the department chair to request permission to register for a closed course, majors only section, or any 

other restricted course. Department secretary applies permission online and student may then sign up for the course via 

myRedDragon. 

Overloads 
(over 18 credits) 

Student speaks 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, have they discussed implications with a Financial Aid advisor. 

How does the student plan to compensate for this change in schedule and when will they make up the 

requirement. 

Review Official Withdrawl From Course Form with student. 

Troubleshooting 
during 
registration  

Students and Faculty may:                                                                   

Contact the Registrar’s office or Advisement and Transition (www.cortland.edu/advisement or ext. 4726). 

Contact your department chair or department secretary. 

Contact department who is offering the particular class. 

Contact the Associate Dean’s office. 

After business hours, students may contact their Academic Peer Mentors (APM) in the residence halls.  

Documentation 

We suggest advisors and students keep a record of agreed upon course selections/options. 

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

It is helpful to keep notes on discussion topics, decisions, relevant issues, and referrals. 
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Cortland offers both traditional and on-line 
courses during the summer.  Students can 
register for summer courses at the same 
time-ticket that they register for their fall 
courses.  Housing and dining are available for 
students taking summer courses on-campus, 
and students are typically eligible for  
financial aid if they register for 6 or more  
credits.  If students are registering for on-line 
asynchronous courses that are 500 sections, 
they need to call or stop by the department 
offering the course for special permission to 
register before attempting to register via  
myRedDragon.  Students can register for a 
maximum of 7 credits during each summer 
session, for a total of 14 credits.    
 

Many students choose to take courses at 
colleges local to their hometown over the 
summer.  Students can do this; however, 
they must seek permission prior to enrolling 
in the course at the other college.  Typically 
financial aid is not available for these 
courses.  If you are advising a student who is 
interested in transferring credits: 
 

1. Discuss how the course will fulfill a  
 requirement on the student’s CAPP - 
 Major requirement?    
 Concentration?  General Education?   
 
2. It is the student’s responsibility to  
 research course offerings and  
 registration processes at the other  
 college.   
 
3. Check the Transfer Equivalency Charts 
 to ensure that the proposed course will 
 transfer appropriately.  However, just  
 because a course is on the charts does 

not mean a student will be  
 approved.  Each student’s academic 

situation is reviewed to ensure all  
 academic policies are upheld.  
 
  
 
 
 
  

 
 If the course is not listed on the charts, 

review the course description with the 
student to ensure a close match of 
learning outcomes.  Then attach the 
course description to the Permission to 
Transfer Credit form. 

 
4. Sign the Permission to Transfer Credit 
 from Another Institution form, granting 
 your approval for the student to enroll 
 in the course. 
 
 Advisors have the right to deny  
 approval if they feel the course is not 

appropriate for the student or if the 
course description at the transfer  

 institution does not closely match the 
Cortland course description.  

 
5. Direct the student to drop off the form 
 at Advisement and Transition, Memorial 
 Library, A-111, for final approval from the 
 Transfer Credit Coordinator. 
 
 If permission is denied, the Advisement 

office will contact the student directly 
and explain why. 

 
6. Direct the student to send a final  
 transcript to the Registrar's Office once 
 the course is complete.  Completed 
 permission forms will be forwarded to 
 departments upon evaluation to be 
 included in the advisor's folder.   
 Students should review their updated 
 CAPP to view the transfer course once 
 complete and the transcript has been 
 requested. 
 

For more information about the Permission 
to Transfer Credit process, visit the Transfer 
Credit Services Web site at 
www.cortland.edu/transfer.   

Advising for Summer Courses  

http://www2.cortland.edu/admissions/undergraduate/transfer-students/transfer-equivalencies/index.dot
http://www.cortland.edu/registrar/PDFS/CreditTransfer.pdf
http://www.cortland.edu/registrar/PDFS/CreditTransfer.pdf
http://www.cortland.edu/transfer
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Faculty Hall Talk 
Are you looking for ways to connect with 
and educate students outside the  
traditional classroom? 
 
Advisement and Transition in  
collaboration with Residence Life and 
Housing and the Academic Peer Mentor 
program are creating a resource database 
of faculty interested in going into the  
residence halls for the Faculty Hall Talk 
program.  
 
The goal of Faculty Hall Talk is to provide 
an opportunity to engage our students in 
a different way and form additional  
connections.  Faculty could attend hall  

sponsored programs or plan an informal 
talk highlighting talents and interests. 
Topics can range from sharing your  
current research to discussing careers, 
hobbies, (music/crafts/fitness) or  
community service. 
 
If you are interested in entering your 
contact information and topic of  
interest or to learn more about the  
program, please reply or call Susan 
Stiner at ext. 4726. 

COR 229:  Major and Career  
Exploration  
Are you advising Pre-Major students? Or 
do you have students who are unsure of 
their major? If your student/advisee could 
benefit from major and career exploration, 
encourage them to register for this one 
credit course. 
 
CRN: 98595 
Wednesday, 9:10 – 10 a.m. 
Designed to assist students in the process 
of making a decision in selecting a major 
and gain an understanding of career  
exploration. 

Resources for Students 

Wednesday, March 28 
Permission to Transfer Credit  
Information Session 
2 p.m. 
Sperry 103     
 
Saturday, March 31 
Majors Fair 
10:15 a.m. - 12:30 p.m. 
Park Center, Corey Gymnasium 
 
Thursday, April 12 
Permission to Transfer Credit  
Information Session      
4:30 p.m. 
Sperry 103 

 
Walk-in Wednesdays 
Extended hours in  
Advisement and Transition:  

Wednesday,  
April 4 and  

April 11  
open until 6 p.m. 

Advisement and Transition 
SUNY Cortland 
Memorial Library, A-111 
 
Phone:   
(607) 753-4726 
 
Fax:   
(607) 753-5593 
 
Email:  
Advisement@cortland.edu  
 
Staff: 
Abby Thomas, Director 
 
Lori Schlicht,  
Associate Director/
Coordinator of COR 101 
 
Carol Costell Corbin,  
Assistant Director/Transfer 
Credit Coordinator 
 
Tracy Frenyea, Academic 
Advisor and Coordinator of 
Graduate Student Support 
 
Cheryl Hines, Academic 
Advisor and Coordinator of 
Non-Traditional Student 
Support 
 
Emily Quinlan, Academic 
Advisor and Coordinator of 
Transfer Student Support 
 
Marinda Souva, Academic 
Advisor and Coordinator of 
Orientation 
 
Susan Stiner, Academic 
Advisor Assistant 
 
Carol Gridley, Secretary I 
 
Colleen Martin, Keyboard 
Specialist II 
 
Dana Smith, Keyboard  
Specialist I 
 
 
Visit us at: 
www.cortland.edu/advisement 

 
  


