
HOW TO MASS UPDATE ADVISOR FIELD 
Why?  If you would like the teacher of a certain scheduled class period to be the Advisory for that group of 
students, you can mass update the students’ entity advisor field to that teacher by running this update.   This 
will allow the teacher* to run progress reports for all the students’ classes and thereby give them information 
needed to advise the student. (*Special security rights must be given to your teachers if you want them to see 
the students’ grades, etc.)  You can also use advisory as a sort on many reports including report cards. 

Path:     Students/Students/Setup/Utilities 

Select Mass Assign Student Advisors by Course or Class Period- SA 

Click ADD to add a new template—(you will only have to do this once.  After that you will just edit the 
template) 

Name your template:  example:  Update Advisor from 5th period 

Check the box to “Use Current School Year 
and Term”.  By doing this you should be 
able to run the utility all year long and it 
will look at students’ current term teacher 
for the designated period.      

NOTE:  If you want a different 
term’s period teacher to be 
designated, you will need to 
uncheck this box and set the correct 
term to be used.  

Make sure the period is set to the desired 
period for both the high and low. 

Days Meet: should be set to ANY. 

 

 

 

Now click your ranges button: 
 



 

Set the Student Status to ACTIVE. 

Leave NY Status to BOTH 

Leave Current Year Member to BOTH 

Check ALL Calendars 

Check All Schools 

Click SAVE 

Verify your information again 

Click SAVE and Run to process.  

Once the process has completed, you 
will get a report in your print queue. 

This can be run at any time, just verify your settings each time. 

If you need the ADVISOR set to a different period teacher, you should create a new template following these 
instructions. 

To update an individual student’s Advisory field 

Go To Students/Student Profile 

Select the student 

Find and click the Entity/Entity Info tab 

 

Click the Edit button 

Fill in the Advisory field with the correct teacher 

Click Save. 


