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1. OVERVIEW

This guide provides Advisors with step-by-step instructions for the ellucian Experience card and
the Self-Service portal.

2. ACCESSING THE SYSTEM

Follow these steps to access the Ellucian Experience:

1. Go to AUB website -> Useful tools -> AUBSIS
2. Log in to the AUB Nexus (Ellucian Experience portal) using your university credentials.

B C % aubedulb Qa ¥ O

USERUL
ToOLS

E-LEARNING

Browse our Majors Check the Academic
and Programs Now! Calendar

LEARN MORE

LEARN MORE LEARN MORE

Nexus

w this link: hitps://mysspr.aub.edu.Ib/sspr/public/activate

> AUBsis Student Profile Guide
> AUBsis Advisor Profile Guide

“After login, the Advisor Dashboard card is available to advisors and requires VPN when accessed from outside AUB.

“If you are a student and receive the message, "You Are Not Authorized to Access This Page" after logging in, please contact the Registrar
(ext. 2570 or registrar@aub.edu.Ib)

Otherwise contact the IT helpdesk (ext 4000 or U helpdesk@aub.edu.Ib)

HELPFUL LINKS

My Library Account
Class Schedule

Course Catalog

Activate your AUBnet Account
Forgot Password

Recharge Printing Credits
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3. PORTAL TABS

The portal is divided into 5 tabs:

e Home Page
Main entry page. Contains the pinned favorites cards.
e Academic Services
Cards related to academic services
e Campus Services
Cards related to campus services
e My Account
Launchpad to account services
e Personal Information
Edit and view personal Info

Review and Select Cards Categories

All Cards

2

Home

jo)

All Cards

1|

Academic Services

)

Campus Services

My Account

@
®

Personal Information

AMERICAN
UNIVERSITY
oFBEIRUT All Cards
Q, [ind cards
academics home academic aid campus my account personal apply class schedule classes financial
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3.1 Home page

Contains all the pinned cards. Allows the user to add all frequently used cards to the home

section.

To add a card to this page, go to the actual page (e.g. Academic Service) and click on pin

button at the top-right corner.

To remove a card from this page, unclick the pin button (from Home page).

Review the Cards and select needed access

Home Academic Services Campus Services My Account Personal Information

My Account a8 Student Affairs

ICE Survey . | Advisor Dashboard

N 5

»

Can Search for a Card

Personal Information

Q VIEW ALL CARDS

>__& »
™

AALL RN

Browse Classes

Q, Argog X

academics campus home account advisor facss general self-service

Advisor Profile ] Alternate Pin Card

Search by Student ID

OPEN ADVISOR DASHBOARD

3.2 Academic Services

Contains the cards related to academic info.
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Moodle link
Faculty Self-service dashboard
o Link to Banner Faculty Self-Service
Advisor Profile
o Link to Advisor Dashboard
Browse Classes
o Offered classes by term
Browse Course Catalog
o Course catalog details
Alternate Pin Card

o Review Registration Pin by Student Number

ICE Survey link
FMIS link
Program Transfer Dashboard

\ AMERICAN
IVERSIT

Y

Home Academic Services Campus Services My Account Personal Information

Open Mo

' | i
OPEN FACULTY DASHBOARD
Open Moodle
Quick access to faculty information,

odle iR Faculty Self-Service

¥ 4
- o4

Browse Classes R Browse Course Catalogue

FMIS

3.3 Campus Services

Links to Argos and other helpful links
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Home Academic Services Campus Services My Account Personal Information

Argos A Staff Helpful Links

@ Registration Guide

Infosilem

3.4 My Account

Launchpad to Outlook, Sharepoint, OneDrive

Home Academic Services Campus Services My Account

Launchpad A

£4 outlook a  sharePoint

B> OneDrive

3.5 Personal Information

Allows the user to view
Personal Details

e Emall
e Addresses
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e Phones
e Emergency Contacts

Home Academic Services Campus Services My Account Personal Information Q VIEW ALL CARDS

Personal Information Summary n Name Change Request Q

»

A request to change your name in the University
Administrative System must be made by email
for students and in person for employees.

For students who are not employed with the
University, please email your passport and/or

identity card to the Office of the Registrar
(regist@aub.edu.lb) and specify the requested
OPEN GENERAL DASHBOARD name change.

Quick access to general information =
For Employees (faculty, staff, or students),
governmental regulations require employers to

validate that the emnlovee's name on_record s
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3.6 Advisor Profile

Advisor Profile will direct you to the Banner Advisor — Advisee Search

Advisor Profile A Advising « Advisee Search

Advisee Search

Change term, search for a student, or view your advisee listing

Term

View advisee listing, or search by
@ Student ID
O Student Email

(O Student Name

Student ID

[ OPEN ADVISOR DASHBOARD

View My Advisee Listing

3.7 Alternate Pin Card

With the Alternate Pin Card — you can set the Student ID to display the Term related Alternate
Pin

Alternate Pin Card H Alternate Pin Card 1
A
Search by Student ID Q a
200802189 X
Name: Sarah A Student
Term PIN
202610 TM1nm
202520 22222
v
v
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3.8 Sign Off

Home Academic Services Campus Services My Account Personal Information Q, VIEW ALL CARD

5 Susu TheAdvisor

View Profile

®

[E3] My Account

(-~ Sign out

Sign Out

Are you sure you want to sign out?
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4. ADVISOR DASHBOARD

Navigating the Banner Student Advisor Profile

4.1 Advisee Search Screen

The first screen displayed in Banner Advisor Profile is the “Advisee Search” screen

- Use the Advisee Search page to select the term for which you would like to search for a specific
advisee to view their student profile information.

- The selected term will determine which advisees you have access to as well as which
information will be displayed for the students.

- You can search for one of your advisees individually by Student ID(201701234), Student Email,
or Students Name and click “View Profile” to view this specifics students information.

- To see ALL advisees that are assigned to you for the selected term click the “View My Advisee
Listing” Button, which will open the “Advisee Listing Screen”.

1 —
Advising « Advisee Search

Advisee Search

Getting Started

Advisee Search

Change term, search for a student, or view your advisee listing
Term

Spring 2025-2028

arch page 10 select the term fo

to search for a sp

ofile infon
d ee Listing to see a

® s assigned to you in the selected term.

 advis
jon. You may also
Il advisees

View advisee listing, or search by

O Student Email

() Student Name

Student 1D

4.2 Advisee Listing Screen

The Advisee Listing provides a list of all students with whom you have an active advising
relationship for the given semester. You can sort, filter, and/or download the list of advisees,
email advisees, and you can access an individual student’s profile from this page

- Navigate through all advisees using the horizontal arrow keys at the bottom of the screen
- Quickly filter by the information criteria displayed by clicking the Column headers

- For more advanced filtering click the “Filter Button” in the right corner

- The “Email All” button allows you to quickly send a BCC message to advisees

- To download an Excel list of your advisees select Tools>Export Advisee Listing>Export
- If your advisees are filtered this export will only include the students in the filter
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Advising « Advisee Search « Advisee Listing

Advisee Listing

Spring 2025-2026 CIEmail Al P Filter w
Mame and ID *  Program Primary Major ¢ Academic Standing ¢ Stdent Status St
AlKhay, Sous Bab
202671833 Graduate Diploma in Islam... Islamic Studies ‘Good Standing Active Student Ne'
View Profile
Azar, Katkout Girl
199623289 BS in Environmental Health ~ Environmental Health Academic Probation, Te Inactive due to Gradu...  Col
View Proflle
M
202401641 BEN in Mechanical Engine... Mechanical Engineering ‘Good Standing Active Student Coi
View Profile
NNM, Abbb BEB
202404802 BEN in Comp & Gommuni Gomputer & Gommunic. Good Standing Active Student Gol

. View Profile
Nix, Bo M
202306830 Freshman Programs Majorless Strict_Probation Active Student Col
View Profile
S it, Dorm B
202401720 BBAn Business Administr Business Administration Good Standing Active Student Col
View Profile
Student, Sarah A
200802189 Ph.D in Elec.& Comput.Eng.  Electrical & Computer E...  Good Standing Active Student Cal
. View Profile
Super, Kamel AUAT
202303216 BEN in Comp & Communi Gomputer & Gommunic. Good Standing Active Student Gol
. View Profile
4 3

Getting Started

Advisee Listing

The Advisee List page contains overview information
about all advisees that are assigned to you in the
selected term.

Email All To email the students in the advisee list, perform the following steps.

e Select the Email All button.
e Outlook will be opened with all students BCC’ed
e Write the body text and send *

**Note: When a filter is in use, only the students on the filtered list are emailed.

Advanced Filtering Advanced filtering allows the user to filter on specific values between one or

multiple criteria

- The first field allows the user to select what criteria to filter on

- The second field allows the user to determine the command of the value

- The third field allows the user to enter a specific value

- Use “Add Another Column” to add multiple criteria records to your filter

- To delete a criteria record press the minus symbol on the right
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4.3 View Student Profile

The Student Profile contains a wealth of information about a student on a single page. Students
also have access to their own profile in AUBsis. Information available from the Student Profile
includes:

- Student Photo

- Student name and ID

- Basic biographic and demographic information

- General information about the student (level, classification, student status, residency)

- Academic advisor details

- Curriculum details

- Class schedule (the Registered Courses list only includes active registrations)

- Prior education details (including institutions attended and degrees earned) and Test Scores
- Academic Standing

- Overall earned hours and GPA

- A Registration Notices section, which displays information about items that could impact a
student’s ability to register for the term

4.3 .1 How to View a Student’s Profile
There are two ways to access a student’s profile

4.3.1.1. From the Advisee Search Screen use “search by” to find a student and click “View
Profile”

Advising « Advisee Search

Advisee Search

Change term, search for a student, or view your advisee listing

Term

Spring 2025-2026

View advisee listing, or search by

@ StudentID
(O Student Email

(O Student Name

Student ID

View My Advisee Listing
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.4.3.1.2. From the Advisee Listing Screen select “View Profile” underneath the students Name

Advising « Advisee Search « Advisee Listing

Advisee Listing

Spring 2025-2026 =1 Email All ? Filter w

<>
<>

Name and ID Program Primary Major Academic Standing ¢ student Status ¢ s

AlKhay, Sous Bab

202671833 Graduate Diploma in Islam... Islamic Studies Good Standing Active Student Ne
. View Profile

Azar, Katkout Girl

199623289 BS in Environmental Health Environmental Health Academic Probation, Te... Inactive due to Gradu.. Col
. View Profile

Mermaid, Ariel Reb

202401641 BEN in Mechanical Engine... Mechanical Engineering Good Standing Active Student Col
. View Profile

NNN, Abbb BBB
202404802 BEN in Comp & Communi... Computer & Communic Good Standing Active Student Coi 4
. View Profile

Nix, Bo M

202306830 Freshman Programs Majorless Strict_Probation Active Student Coi
. View Profile

Student, Dorm B

202401720 BBA in Business Administr... Business Administration Good Standing Active Student Coi
. View Profile

Student, Sarah A

200802189 Ph.D in Elec.& Comput.Eng. Electrical & Computer E... Good Standing Active Student Col
. View Profile

Super, Kamel AUAT

202303216 BEN in Comp & Communi... Computer & Communic... Good Standing Active Student Col
. View Profile

4 G >

4.4 Navigating a Student’s Profile

Registration Notices: 3 | Holds:
e Boi=s CURRICULUM, HOURS & GPA -~
Bio Information

Email: test@hotmail.com Secondary Hours & GPA
Phone: +861 78947438

Gender: Female Bachelor of Engineering

Date of Birth: 11/08 Study Path: Not Provided
Citizenship: Cltizen Level: Undergraduate
Emergency Contact: 1est2, test Program: BEN in Mechanical Engineering
Emergency Phone: 961 12345678 College: Maroun Semaan Fac of Eng&Arch
Major: Mechanical Engineering
. Department: Mechanical Engineering
General Information Concentration: Not Provided
: Undergraduate Minor: Not Provided
Ariel Reb Mermaid Class: Senior Concentration: Not Provided
Status: Active Student Admit Type: Standard Undergraduate
Student Type: Continuing Catalog Term: Fall 2023-2024
Curriculum and Courses Residency: Undeciared
First Term Attended: Fall 2023-2024
Prior Education and Teating Last Term Attended: Summer 2024-2025 REGISTERED COURSES A
Add ol Links Graduation Information B B B
. Graduation Applications: None Course Title Details CRN Hours Registration Status
Academic Transcript Advisors Academic English ENGL 2030 23373 3 “*Registered™
Primary / Primary Academic Sam TheAdvisor
Student Schedule Advisor d
Primary Academic Advisor Samia Ibrahim Azar
. Primary Academic Advisor Samir Mustapha Total Hours | Registered Hours: 3 | Billing Hours: 3 | CEU Hours: 0 | Min Hours: 0 | Max Hours:
Registration Overrides Primary Academic Advisor Lara Sabra 18
Primary Academic Advisor Sara Youssef
Apply To Graduata Secondary Academic Advisor Issam Lakkis
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Before analyzing a student’s information ensure the correct term is selected in the right hand
corner. The term information being displayed in for the term you selected on Advisee Search
Screen. Below are the descriptions of the screenshot:

1. Curriculum and Courses- Displays curriculum information for the student’s primary degree,
secondary degree, and any hours earned towards the degrees. Registered courses for the
selected term are shown below

A. Primary Degree Tab
B. Secondary Degree Tab
C. Hours Earned

2. Prior Education and Testing- Displays High School and Post-Secondary information as well
as any Placement testing and cores

. Academic Transcript- Link to unofficial web transcript.

. Degree Evaluation: Link to open degree evaluation for the student.

. View Grades: Opens grades details for the student.

. Student Schedule- Link to student’s concise schedule for selected term

. Week at a Glance- Link to student’'s week at a glance schedule for the selected term

. Student Information- Displays general information about student and their academic criteria
. Notes Tab- Select this tab to add advising notes for the student

. Registration Notices- Displays term selected Academic Standing, Student Status, Enroliment
Status

10. Holds- Displays any holds associated with the student for the selected term

O©OoOoO~NO OO W

Gender:

Date of Birth:
Citizenship:
Emergency Contact:
Emergency Phone:

General Information
Level:

Miss Hind Nasser Abou Lteif Class:

Status:

Student Type:
Curriculum and Courses Residency:

First Term Attended:
Last Term Attended:

Prior Education and Testing

Graduation Information
Graduation Applications:
Awarded Degree:

Additional Links

Academic Transcript Term:
Date:
Student Schedule A
Advisors
i ) i Primary / Primary Academic
Registration Overrides Advisor

Apply To Graduate

Week at a Glance

Degree Evaluation

View Grades
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Adding Notes to a Students Profile:
To Add an Advising note select the Notes Tab and then “+ New’

1. Type the Note in the Text Box area
2. Select a relevant category

3. Select a Contact Type

4. When finished click “Post Note”

Student Information liaﬂ:.

+ New

[Category

Viewable By:

Contact Type v

Advisor (Jstudent

Cancel
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