
Academic Advising
Planner

Center for Advising & Academic Services (CAAS)



2

Contents

Academic Advising
Planner

CAAS Information ...........................................................................................................................................................3

Fall Semester Checklist ....................................................................................................................................................4

Spring Semester Checklist ...............................................................................................................................................5

Core Planning Worksheet .................................................................................................................................................6

�'�H�J�U�H�H���	���&�D�U�H�H�U���&�R�P�S�O�H�W�L�R�Q��Plan...................................................................................................................................7

Choosing Your Pathway ...................................................................................................................................................��

Student Responsibilities .................................................................................................................................................������

Advisor Responsibilities ................................................................................................................................................����

Your �'�H�J�U�H�H���&�R�P�S�O�H�W�L�R�Q Checklist ...............................................................................................................................1��

On-Campus Resources ...................................................................................................................................................1��

Troubleshooting Guide ..................................................................................................................................................1��

Glossary .........................................................................................................................................................................1��

�$�G�Y�L�V�R�U Notes ......................................................................................................................................................��.........����



3

Center for Advising & 
Academic Services (CAAS)

Our Goal:
T
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�• Get to know the academic system, my.Marist (including the Advising (undergraduate) portal), Self Service Banner (SSB),
and DegreeWorks audit

�• Review your detailed schedule
�• Review the Academic Calendar for important fall deadlines. View the Calendar here: https://www.marist.edu/academics/

calendars
�• Purchase textbooks and school supplies
�• Consider contacting your academic advisor

�•





Core Planning  Worksheet 
Student:  ______________________________________ CWID _____-____-_____ 

I. FOUNDATION COURSES



���‡�‰�”�‡�‡�����‘�•�’�Ž�‡�–�‹�‘�•���¬�����ƒ�”�‡�‡�”�����Ž�ƒ�•��

 Academic Year  - 

FALL WINTE R SPRING SUMMER

 Academic Year  - 

FALL WINTE R SPRING SUMMER

 Academic Year  - 

FALL WINTE R SPRING SUMMER

 Academic Year  - 

FALL WINTE R SPRING SUMMER

Remember you can include 
a one credit course.
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The Short Answer: Choose Something 
Interesting!

•

•
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�• Plan and attend regular appointments with your advisor each semester

�• Come prepared for advising appointments (eg., bring a 
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Advisor Responsibilities

�• Be accessible and responsive to advisees

�• Communicate college policies �D�Q�G procedures

�• �+�H�O�S���V�W�X�G�H�Q�W�V���G�H�I�L�Q�H���D�Q�G���G�H�Y�H�O�R�S���U�H�D�O�L�V�W�L�F���J�R�D�O�V�����V�K�R�U�W���	���O�R�Q�J���W�H�U�P��

�• Match students’ needs with available resources �D�Q�G make appropriate referrals

�• Assist students with planning programs consistent with their abilities �D�Q�G��interests

�• �(�G�X�F�D�W�H���D�G�Y�L�V�H�H�V���D�E�R�X�W���W�K�H�L�U���P�D�M�R�U���D�Q�G���W�K�H���&�H�Q�W�H�U���I�R�U���&�D�U�H�H�U���6�H�U�Y�L�F�H�V

�• Monitor and support students’ progress

�• Keep abreast of curriculum requirements
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Your �'�H�J�U�H�H��
�&�R�P�S�O�H�W�L�R�Q Checklist

Year 1
�• Learn what campus clubs and activities are right for you
�• Visit the Activities, Majors/Minors and Marist International Programs fairs
�• Think about if going abroad is right for you
�• Learn major requirements
�• Familiarize yourself with your DegreeWorks audit
�• Check your DegreeWorks Audit for accuracy
�• Develop �G�H�J�U�H�H���S�O�D�Q plan of study with the help of your advisor
�• Meet with your advisor about courses to take in the spring/fall
�• Choose your Core Pathway with the help of your advisor
�• Attend lectures on campus related to career, major and personal interests

�• Visit Career Services to take Focus2 career interest review
�• Attend career fairs and events on campus (�Z�R�U�N�S�O�D�F�H��attire���L�V���H�Q�F�R�X�U�D�J�H�G)
�• Utilize �+�D�Q�G�V�K�D�N�H to begin learning about career tools, schedule an appointment with a career 

counselor,���D�Q�G���V�L�J�Q���X�S���W�R���U�H�F�H�L�Y�H���H�P�D�L�O���Q�R�W�L�I�L�F�D�W�L�R�Q�V���R�I���S�U�R�J�U�D�P�V���D�Q�G���V�H�U�Y�L�F�H�V���V�S�R�Q�V�R�U�H�G���E�\���&�D�U�H�H�U��
�6�H�U�Y�L�F�H�V

�• Consider taking CRDV105 for Career Planning (1 credit)
�• Begin to develop a resume and have it reviewed by Career Services

Year 2
�• Meet with your advisor concerning internship possibilities
�• Continue to attend on campus information sessions and career events and workshops
�• �6�K�D�G�R�Z���F�D�U�H�H�U���S�U�R�I�H�V�V�L�R�Q�D�O�V���L�Q���I�L�H�O�G�V���\�R�X���D�U�H���F�R�Q�V�L�G�H�U�L�Q�J
�• If you have not done so, declare your major by the end of your second year
�• �'�H�W�H�U�P�L�Q�H���L�I���\�R�X���Z�D�Q�W���W�R���J�R���D�E�U�R�D�G�����D�Q�G���G�H�W�H�U�P�L�Q�H���Z�L�W�K���\�R�X�U���D�G�Y�L�V�R�U���W�K�H���V�H�P�H�V�W�H�U���W�K�D�W���Z�R�X�O�G���E�H

�E�H�Q�H�I�L�F�L�D�O
�• Check your DegreeWorks Audit for accuracy
�• Review/adjust �G�H�J�U�H�H���S�O�D�Q plan. Discuss with your advisor when to develop this
�• Continue involvement in extra curricular activities
�• Attend lectures on campus related to career, major and personal interests

�•
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Year 4�����U�H�S�H�D�W���D�V���Q�H�F�H�V�V�D�U�\��

Year 3

�• Check your DegreeWorks Audit for accuracy
�• Apply for graduation
�• Apply to graduate/professional sc
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Academic Learning Center (ALC) 
Provides online tutoring and proofreading services. 
Brightspace.marist.edu>Discover>Academic Learning Center 

AcademicLearningCenter@marist.edu 
https://www.marist.edu/academic-resources/alc 
(845) 575-3300 – Library 331

Accommodations & Accessibility (OAA) 
Provides support and services for students with disabilities. 

Accommodations@marist.edu 
https://www.marist.edu/academics/academic-
resources/accommodations-accessibility 
(845) 575-3274 – Donnelly Hall 226

Center for Advising & Academic Services (CAAS)  
Provides advising for students on academic probation and 
services through early alert warnings.  
my.Marist portal under Student Tab (Advising-Undergraduate) 

Advising@marist.edu 

mailto:AcademicLearningCenter@marist.edu
https://www.marist.edu/academic-resources/alc
mailto:Accommodations@marist.edu
https://www.marist.edu/academics/academic-resources/accommodations-accessibility
https://www.marist.edu/academics/academic-resources/accommodations-accessibility
mailto:Advising@marist.edu
https://www.marist.edu/academic-resources/advising
mailto:Career.Services@marist.edu
https://www.marist.edu/academic-resources/career-services
mailto:Multicultural@marist.edu
https://www.marist.edu/academics/center-for-multicultural-affairs
https://www.marist.edu/academics/center-for-multicultural-affairs
mailto:Alyssa.Gates@marist.edu
https://www.marist.edu/student-life/athletics/student-athlete-enhancement
https://www.marist.edu/student-life/athletics/student-athlete-enhancement
mailto:Counseling.Services@marist.edu
https://www.marist.edu/student-life/services/counseling
mailto:DegreeWorks@marist.edu
https://www.marist.edu/academics/registrar
mailto:Digital.Education@marist.edu
https://www.marist.edu/digital-education
mailto:Firstyearprograms@marist.edu
https://www.marist.edu/student-life/first-year-programs
mailto:helpdesk@marist.edu
https://www.marist.edu/helpdesk
https://www.marist.edu/academics/center-for-multicultural-affairs/isps
https://www.marist.edu/academics/center-for-multicultural-affairs/isps
mailto:library@marist.edu
http://library.marist.edu/
mailto:StudentFinancialServices@marist.edu
https://www.marist.edu/admission/student-financial-services
mailto:Writing.Center@marist.edu
https://www.marist.edu/academics/academic-resources/writing-center
https://www.marist.edu/academics/academic-resources/writing-center
mailto:international.studentservices@marist.edu


Absent form classes for 4-or more 
consecutive days. 

Contact the Center for Advising & 
Academic Services. 

Office: Donnelly Hall, room 224 
Email: Advising@marist.edu 
Phone: 845-575-3500 

Add/drop a course during first 
week of classes * 

Contact major advisor for approval. Make 
changes in Banner Self Service. 

Email/call/visit major advisor. Resolve by 
posted deadline. 

Add/drop a course after first 
week. 

Complete “Add/Drop Form” ����by the 
deadline. Requires major advisor signature. 

Submit the form to the Registrar’s office. 
Office: Donnelly Hall, room 203 
Email: Registrar@marist.edu 

Add/drop a course after the 
deadline. 

Email request to Advising & Academic 
Services. 

 Email: Advising@marist.edu 

Change of advisor. Complete “Advisor Change Form” in 
myMarist>Student>Advising��Underg��
raduate portal. 

Questions? Contact Advising & Academic 
Services 
Office: Donnelly Hall, room 224 
Email: Advising@marist.edu 
Phone: 845-575-3500 

Credit overage request – more 
than 18 for fall/spring – more 
than 3 for winter – more than 9 
for summer. 

Email request to Advising & 
Academic Services. 

 Email: Advising@marist.edu 

Declare/change 
major/minor/certificate. 

Complete “Change of Major…” form 
and email it to the department 
chairperson for approval/signature. 

Submit the form to the Registrar’s office. 
Office: Donnelly Hall, room 203 
Email: Registrar@marist.edu 

Declare a Pathway. Complete “Pathway Declaration Form” 
and email it to your major adviq
36.4ay



https://www.marist.edu/academics/registrar/undergraduate-catalog
http://www.marist.edu/academics/core/core2013overview.html
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Core Planning Sheet: 
An overview of the Core curriculum at Marist. For more information on the Core Planning Worksheet go to �K�W�W�S�V������
�Z�Z�Z���P�D�U�L�V�W���H�G�X���D�F�D�G�H�P�L�F�V���F�R�U�H

Coordinator of First Year Programs (FYP): 
�$�O�V�R���F�R�P�P�R�Q�O�\���N�Q�R�Z�Q���D�V���D���0�H�Q�W�R�U�����W�K�H���&�R�R�U�G�L�Q�D�W�R�U���O�L�Y�H�V���L�Q���W�K�H���I�L�U�V�W���\�H�D�U���U�H�V�L�G�H�Q�F�H���K�D�O�O�V���D�Q�G���P�R�Q�L�W�R�U�V���V�W�X�G�H�Q�W�V�¶��
�D�F�D�G�H�P�L�F��progress. They also assist with the personal and social transition to college, as well as, conduct academic and 
social programs.

�'�H�J�U�H�H���3�O�D�Q����
�$���W�H�U�P���X�V�H�G���W�R���G�H�V�F�U�L�E�H���D���V�W�X�G�H�Q�W�¶�V���D�F�D�G�H�P�L�F���W�L�P�H�O�L�Q�H���D�W���0�D�U�L�V�W�����$���G�H�J�U�H�H���S�O�D�Q���S�O�D�Q���L�Q�F�O�X�G�H�V���F�R�X�U�V�H�V���Z�L�W�K�L�Q���W�K�H���P�D�M�R�U��
�P�L�Q�R�U�����&�R�U�H���F�X�U�U�L�F�X�O�X�P�����V�W�X�G�\���D�E�U�R�D�G���L�Q�I�R�U�P�D�W�L�R�Q���D�Q�G���L�Q�W�H�U�Q�V�K�L�S���V�W�X�G�H�Q�W���W�H�D�F�K�L�Q�J���L�Q�I�R�U�P�D�W�L�R�Q�����G�H�J�U�H�H���S�O�D�Q���S�O�D�Q���V�K�H�O�O�V��
�K�D�Y�H���E�H�H�Q���S�U�H���P�D�G�H���I�R�U���H�D�F�K���S�U�R�J�U�D�P���R�I���V�W�X�G�\�����P�D�M�R�U�������)�R�U���P�R�U�H���L�Q�I�R�U�P�D�W�L�R�Q���Y�L�V�L�W���W�K�H���X�Q�G�H�U�J�U�D�G�X�D�W�H���F�D�W�D�O�R�J���K�W�W�S�V������
�Z�Z�Z���P�D�U�L�V�W�����H�G�X���D�F�D�G�H�P�L�F�V���U�H�J�L�V�W�U�D�U���X�Q�G�H�U�J�U�D�G�X�D�W�H���F�D�W�D�O�R�J��

DegreeWorks Audit: 
(Also referred to as a student’s audit) - A web-based tool that provides a clear and convenient method for students and 
advisors to track degree progress, to prepare for registration, and to plan for graduation. To access your degree audit, go to 
my.Marist.edu.

Enabled: 
A term used when an advisor has removed a registration hold from a student’s account. 

FERPA: 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that 
protects the privacy of student education records. This law prohibits faculty/staff to speak with anyone other than the 
student about their academic record. The law applies to all schools that receive funds under an applicable program of the 
U.S. Department of Education. For more information visit �K�W�W�S�V�������Z�Z�Z���P�D�U�L�V�W���H�G�X���D�F�D�G�H�P�L�F�V���U�H�J�L�V�W�U�D�U���I�H�U�S�D

Focus 2:
An on-line career guidance program where students can explore their interests, skills, work values, personality and leisure 
activities and then research related career options. Go to https://www.marist.edu/academic-resources/career-services and 
click on Undergraduate Students, then on My Major and Career Plans. Click on FOCUS 2, then on New User. Use your 
Marist account/password to set up an account and this access code: MaristRedFoxes.

Forms: 
To access readily used forms by Marist students visi�W���P�\���0�D�U�L�V�W���H�G�X���D�Q�G���V�H�O�H�F�W���W�K�H���5�H�V�R�X�U�F�H�V���W�D�E��

Glossary

http://www.marist.edu/academics/core/core2013overview.html
http://my.Marist.edu
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
https://www.marist.edu/academic-resources/career-services
http://ww2.marist.edu/registrar/formscurrentstudents.html


https://www.marist.edu/academics/honors/index.html
https://www.marist.edu/academic-resources/alc
https://marist.it.marist.edu/documents/20182/21575/Majors+Minor+18-19+.pdf/2e4b92ec-e26b-46fa-96e4-e9dceec9de13
https://www.marist.edu/study-abroad
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Pathways: 
�$���V�H�W���R�I���I�R�X�U���F�R�X�U�V�H�V���D�F�U�R�V�V���W�K�U�H�H���G�L�V�F�L�S�O�L�Q�H�V���W�K�D�W���R�I�I�H�U�V���V�W�X�G�H�Q�W�V���W�K�H���R�S�S�R�U�W�X�Q�L�W�\���W�R���H�[�S�O�R�U�H���L�Q�W�H�U�G�L�V�F�L�S�O�L�Q�D�U�\���F�R�Q�Q�H�F�W�L�R�Q�V��
�D�U�R�X�Q�G���D���F�H�Q�W�U�D�O���T�X�H�V�W�L�R�Q���R�U���L�V�V�X�H����For more information visit http://www.marist.edu/academics/core/corepathways.html

Permission to Take a Course Elsewhere: 
�,�I���D���V�W�X�G�H�Q�W���Z�D�Q�W�V���W�R���W�D�N�H���D���F�R�X�U�V�H���H�O�V�H�Z�K�H�U�H�����L�W���P�X�V�W���I�L�U�V�W���E�H���S�U�H���D�S�S�U�R�Y�H�G���E�\���W�K�H���&�K�D�L�U���'�H�D�Q���D�Q�G���5�H�J�L�V�W�U�D�U�����1�R�W�H�����L�I���D��
course is offered at Marist during any given semester a student will not be allowed to take that course elsewhere. For 
more information, please see http://ww2.marist.edu/registrar/pdfs/permcourse.pdf���R�U���V�W�R�S���E�\���W�K�H���5�H�J�L�V�W�U�D�U�¶�V���2�I�I�L�F�H���I�R�U���W�K�H��
�I�R�U�P��

Pre-Requisite: 
A course a student must take prior to taking a subsequent course. For more information review the course descriptions �L�Q��
�W�K�H���F�R�X�U�V�H���F�D�W�D�O�R�J�����F�R�Q�V�X�O�W���W�K�H���5�H�J�L�V�W�U�D�U�¶�V���2�I�I�L�F�H���I�R�U���I�X�U�W�K�H�U���L�Q�I�R�U�P�D�W�L�R�Q�����7�R���U�H�T�X�H�V�W���D���S�U�H���U�H�T�X�L�V�L�W�H���Z�D�L�Y�H�U�����W�K�H���3�U�H��
Requisite Permit form must be completed.

Refund Dates: 
�7�X�L�W�L�R�Q���U�H�I�X�Q�G���R�F�F�X�U�V���G�X�U�L�Q�J���W�K�H���I�L�U�V�W���W�K�U�H�H���Z�H�H�N�V���R�I���W�K�H���V�H�P�H�V�W�H�U���I�R�U�������Z�H�H�N���F�R�X�U�V�H�V�����(�D�F�K���V�H�P�H�V�W�H�U���G�X�U�L�Q�J���W�K�H���I�L�U�V�W��
�Z�H�H�N���R�I���F�O�D�V�V�H�V�����D���V�W�X�G�H�Q�W��can drop from their courses and/or the College and receive 100% tuition refund. During the 
second and third week of the semester, a student can drop from their courses and/or the College and receive 50% of their 
tuition. After the third week of classes, there is no tuition refund. 

Restriction Permit Form: 
�7�K�L�V���I�R�U�P�����S�L�Q�N�����L�V���S�U�R�Y�L�G�H�G���E�\���W�K�H���5�H�J�L�V�W�U�D�U�¶�V���2�I�I�L�F�H���D�Q�G���X�V�H�G���W�R���D�O�O�R�Z���D���V�W�X�G�H�Q�W���W�R���H�Q�U�R�O�O���L�Q���D���F�R�X�U�V�H���Z�K�L�F�K���K�D�V��
�U�H�V�W�U�L�F�W�H�G��enrollment due to major, minor, or concentration requirements. 

Self Service Banner (SSB): 
An online portal accessed via my.Marist.edu. Through SSB a student can register for classes, view class offerings, their 
�V�W�X�G�H�Q�W���U�H�F�R�U�G�����V�X�F�K���D�V���P�L�G�W�H�U�P���J�U�D�G�H�V�����I�L�Q�D�O�V���J�U�D�G�H�V�����K�R�O�G�V���R�Q���D�F�F�R�X�Q�W�����X�Q�R�I�I�L�F�L�D�O���W�U�D�Q�V�F�U�L�S�W�����S�O�D�F�H�P�H�Q�W���W�H�V�W�V���U�H�V�X�O�W�V����
advisor, etc.) and access their DegreeWorks audit.

Withdrawal (W) Process: 
�,�I���D���V�W�X�G�H�Q�W���Z�D�Q�W�V���W�R���Z�L�W�K�G�U�D�Z���I�U�R�P���D���F�R�X�U�V�H�����W�K�H�\���Q�H�H�G���W�R���F�R�Q�W�D�F�W���W�K�H���5�H�J�L�V�W�U�D�U�¶�V���R�I�I�L�F�H�����,�I���D���V�W�X�G�H�Q�W���Z�D�Q�W�V���W�R���Z�L�W�K�G�U�D�Z��
from the College, they need contact the Center for Advising & Academic Services (CAAS). For more information on 
withdrawing from the College visit �K�W�W�S�V�������Z�Z�Z���P�D�U�L�V�W���H�G�X���G�R�F�X�P�H�Q�W�V���G���J�X�H�V�W���V�W�X�G�H�Q�W���J�X�L�G�H���W�R���Z�L�W�K�G�U�D�Z�D�O���O�H�D�Y�H���R�I��
�D�E�V�H�Q�F�H

Glossary

http://www.marist.edu/academics/core/corepathways.html
http://www.marist.edu/academics/core/corepathways.html
http://ww2.marist.edu/registrar/pdfs/permcourse.pdf









