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Overview 

The Bay Advisor, a product from the Education Advisory Board (EAB), is a tool for faculty and 
professional advisors to identify and track students towards a timely graduation. This student 
advising platform enables advisors to search for an individual student and groups of students, 
communicate through email or text, schedule appointments and review student success 
markers, including missed core major classes, failed coursework, repeated coursework and 
university requirements. The Bay Advisor provides a versatile platform that drastically reduces 
the need to pull and analyze individual transcripts. High quality and timely academic advising 
are always important in CSUEB’s student success efforts, especially with our Graduation 
Initiative 2025 goals.  
 

The Bay Advisor is our system wide tool to help improve student success and increase our 
graduation rates of both Freshmen and Transfer students.  

 

Our GI 2025 goal, as outlined in the Graduation Initiative 2025, is 62% Freshmen 6-Year 
Graduation and 83% Transfer 4-Year Graduation rates. With this enhanced advising platform, 
advising will play a crucial role in helping East Bay reach our goals.  
 

The Bay Advisor has several advanced functions and features that include, advanced search 
fields, appointment management, and mass communication methods. This guide will provide 
you with an overview and instructions of how to use these main features to assist with your 
advising needs.  
 
If at any point in utilizing The Bay Advisor you have any questions or would like further 
assistance or training for yourself or department, please contact Bill Irwin, Student Success 
Specialist, Undergraduate Studies at bill.irwin@csueastbay.edu  
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Getting Started 

Required Trainings 

All users must have completed FERPA (Family Educational Rights and Privacy Act) and DSP (Data Security 
& Privacy) training to obtain access to The Bay Advisor platform. You can find both trainings through 
SkillPort. Once complete please email Bill Irwin with certificates of completion along with the new users 
NetID. 

Logging In 

Once FERPA and DSP trainings have been completed, go to 
www.csueastbay.edu/bayadvisor to access The Bay Advisor. You will 
use your single access sign on credentials (NetID and Password) to log 
in. The first-time logging into Bay Advisor, please type out your 
password and do not use the saved password that might appear 
depending on your browser settings. 
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Search   

 

Quick Search 

There are two types of searches in The Bay Advisor, a quick search or an advanced search. As an advisor, 
you can do a quick search from the notification bar at the top of any page. Click on the magnifying glass 
and enter either a student’s first name and last name, or NetID, or Empl ID, or horizon email address.  

 

Performing a quick search allows you to easily search for a student and view their academic 
performance information if you know their name or NetID. You will be able to view their Student Profile 
(see page 9), any notes from other advisors, current and previous enrollment information, and much 
more.  
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Search 

Student Information 

 

If you organize your advising caseloads by last name, you can search for a selected range of last names 
within a specific alpha-frame. You also can search for any student assigned to a particular People Soft 
group within “category”.  
 
Enrollment Hist Tfa (e)7.9 (t H)1.B79 
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Search 

Success Indicators 

 

Search for students of various concern levels – low, medium, high. You can also search for students that 
have missed a certain amount of success markers within their given major. The Success Indicator drawer 
is crucial for outreach to students of high concern. This feature will be reworked in the future and might 
not be fully accurate given transfer course articulations.   

 
Search Results 

Once you have selected all desired search criteria, press “Search”. This will create a list of students with 
the defined criteria of your search.  

 

If this is a search you will run 
regularly, you can save this 
search. Just click “Save” at the 
top of the page next to 
“Unsaved Student Search.” You 
can then create a unique name 
for this search and the search 
will be saved to your searches. 
This saved search is not 
dynamic. It will only save 
information captured at the 
time of search.  

 

 

From your search, you can perform several 
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Search 

Modify Search 

There are two different ways to modify searches. You can remove various categories from the search 
you last performed by clicking the “x” next to each category.  

 

You can also click “Modify Search” which will then open the advanced search drawers and you can edit 
your search criteria directly from each drawer. Once you have selected your desired search criteria, just 
click “Search” and your newly modified search criteria will be populated.  

  

 

  

 

 

 

 

 

 

 

 

 

Pro-Tip – When opening a student profile from the search list, open 
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Student Profile 

Overview 
To view a student’s profile, either from Quick Search or Advanced Search, click their name (or right-click 
their name and open in new tab if from Advanced Search)
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Student Profile 

 
  
 

 

Success Progress 
The Success Progress tab will provide you with a comprehensive academic summary of the student’s 
performance term to term, as well as progress through the success markers within a given major. This 
section includes information about student success markers, GPA trends by term, and credits completed 
by term. 
 
Success Markers 
Success markers are customized by faculty for each academic department and represent the core 
courseoi.-0.001 T.9 (e)-1 (s)-7..2 (3 (e)-3 (o M)0.5 (a)0. ( t.9 ( th)3.1 (es)1.7 (en)5.3 .-0.0p.l(3 (e)-( )10.6 (o)-6.6 (f)10.1f (t)-2.9 (u)2.2 (d)2.3 (e)-3 (n)2.2 (t)-2.9 (› ( )]TJ
0.0101 (y)-233 a(e)-15 ( s)-1.3 (3 (e)-3 .-0.0p )-1.3(f)123.1 (es)1.p)-2.9 l)2.2 ((3 (e)- ( t.9 e)-1 (s)-7..2 ( t.9ir ( th)3.1 (es41.7 (en86 (r.)1 ( )]TJ
-0I)1 (e)-3)0. ( t.9all( th)3.( )1069 ( a.6 (t)-6 (r)-2 M)0.5 (a)0. ( t.9(e)-3 (oi. (e)-3h)2.3 (q (a)0.m)4.5 (ih)2.3 (e)-3)0.(o)4.3 (m))2.2 (rs)-1.3 (e)-3 (oi.-0.001 T.9 (ar ( t.9 (02 Tc -0.002 Tw -.967 0-1.9 tn)5.3 (er)3.2 (nr)14.1 (g)2.6 (i)5.3 (c)1 (e) (e s)1.7 Tc 0 Tw 6.815 00.004 Tc 0.006 Tw 0.467 0 T065(d)-0.7 muc)1 (c(n)-0.7 dd)-0.8 (s)-4.3 lt)-6 (sS)-1.5 002 Tc 0 Tw -34.1743Td
[(d)-0.7 (r)14.1 a)2.8 ((u)5.3 (tu)5.2 ( r a)2.8(t)10.9 (u)5.3 (8 (s)28 (s)1.7 (a)2.7 (d)5.3 (em a)2.8((i)2.7 (z))1.1 ( d)5.2 (a)2.7 (d)5.3 ((e )]TJ
-(f)2.7 ((to)71.5 002 TTw -.11 Tw 5..174[(((g)2.4.9(e)-01 (r)-7..1 (eo.001 Tc 0.006 Tw T*
[(S) )]446(d)-0.7 (d)-0.8 (s)-4.3  (r)8.1 (m)-.9 e)-2 ( t)-3.2 (t)-6 (s(e)-6 (d(s)-4.3  y)4.9 (t)-62 (t)-6 (ir’)9.8)Tc 0 Tw 6.815 0 T6( )Tj
-0.001 c -0.002 Tw -39.5870
( )T)Tj
-0(m)01 cw 6.815 0-4.59 )Tj
-0.001 c -0.002 Tw -.967 0 Td
[(i)-3.3 m)-9.6 (r)3.2 ( ea)13.( ter)14 eo)-3.6 o)-3.6 e-9.9  (o)-3.6 ve)-15 ( lo)-3.6 ( f)15.1 (g)2.7 (z)5.7 (em)-3.4 nr)14.1ti)-3.6 o) f001 Tc 0.006 Tw T*
[(S)-0 T467 Td
[(s)1.7 (ecb)10.1dent s mw (es41.ho)-9.6 (u)-0.8  ( th)3.1 (-3.2 (t73.6 ( f)4.9 (ne)-6 (n)--6 (r)-2.8 d a)-3.3 (b)-0.7 d) 



Cal State East Bay  
Updated April 2020 

8 

Student Profile 

GPA Trends by Term 
You can view a student’s GPA trend by term or their cumulative GPA. If you hover over any data point, 
you will be provided with more information regarding a student’s term GPA and cumulative GPA for 
each term. 

 
Credit Trends by Term 
The Bay Advisor also charts credit accumulation trends by term, similarly to GPA trends. The bar graph 
allows you to view attempted credits and overall credits per term. The gray within a bar refers to the 
overall number of attempted credits. The blue within a bar refers to the total credits earned in a given 
term. To view more information, simply hover over each bar corresponding to a specific term.  
 

 
 

In addition to these two graphs, there is a 
chart showing both GPA and credit 
accumulations by term.  
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Student Profile 

History 
The history tab contains information on Notes, Progress Reports, Advisor Reports, and keeps track of a 
student’s visits to any support center.  As an advisor, you will be able to view notes and advisor reports 
for any given student. It is here you will see which other advisor(s) the student has met with and the 
content of the meeting. To maintain the coordinated care network we are building at East Bay, this is an 
important feature to utilize as an advisor. To view an Advisor report or Note, simply click “view” next to 
the note or report. Notes also contain any historical note of a student. All information in the History tab 
will be viewed in chronological order. Any note that was entered in PeopleSoft, or the first version of the 
Student Success Collaborative, has been uploaded into The Bay Advisor. Notes (not advising summaries) 
entered in either The Bay Advisor or PeopleSoft, will be shared with both systems for accurate note 
keeping.  

 
 

Class Info 
The class info tab provides insight into the courses a student is taking in the current term, and also 
provides an unofficial transcript with important historical academic information, including courses 
transferred to CSUEB, pre-college exams and scores, and other relevant information. 

 
Classes this Term 
You can view exactly what courses a student is taking in the current term. You will be able to view the 
course code and name of each class, the instructor on file, course meeting days and time, as well as 
location for each class.  
 
A great feature in The Bay Advisor is the ability to message an instructor directly from the platform. To 
send an email message to a professor, select the button next to the name of the class, select actions, 
and choose send message.  
 

 
 
  
 

 
 

Pro-Tip – If a course has no listed day 
or time, this course is either online or 
has no specified meeting time.  
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Student Profile 

Term Details 
Term details provides an unofficial transcript with term by term information regarding a student’s 
academic record. You will be able to view the credit completion rate and GPA at time of each term. 
Other information included on the unofficial transcript, if applicable, include any Transfer coursework, 
pre-enrollment data, such as high school name, AP test scores, and other standardized test scores.  
 

 

Success Team 

 
A new feature in Bay Advisor is a students’ “Success Team” 
where all assigned advisors as well as professors for the current 
term are listed. When building a coordinated care approach, it is 
important to include as many staff, faculty and other higher 
education professionals who may potentially interact or be 
involved with a students’ education as possible in 
communication. The “Success Team” can be found at the bottom 
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Watch Lists 

 

2. Create a name for your Watch List. The 
name should reflect the information of the 
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Conversations 

 

Conversations keeps a record of all messages sent either by you or to you within The Bay Advisor platform. 
This feature is particularly useful when keeping track of appointment notifications. This feature does not 
take the place of your official CSU East Bay email. However, this feature can enhance your advising 
experience by keeping all records from The Bay Advisor in one location. Copies of messages received 
within The Bay Advisor are also pushed to your official CSU East Bay email, including appointment 
messages.  

 

Calendar 
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Choose your CSU East Bay email. Allow Grades First access to your account. Finally, select your CSU East 
Bay Email address again and press save and update. 

Reminders  

 
Reminders allow advisors to create a reminder for themselves 
regarding specific follow-up or tasks following an advising 
appointment or student interaction. To create a reminder for 
specific student, in the Student Overview, click “Add a Reminder to 
this Student” link.  

You then can add a reminder and a due date for your reminder. 
This reminder is for you regarding student follow-up. This reminder 
does not go to the student. 

 Once you have created the reminder, press “Save Reminder”. To view all your upcoming or overdue 
reminders, click the push pin icon in your menu on the left-hand side of 
the screen. You will then be taken to your reminders.  

 

Appointment Management 

A key feature in The Bay Advisor is the ability to create and manage appointments from the platform. 
Undergraduate Studies encourages all centers to create a specific process for managing appointments 
and drop-ins. Below you will find information of key features to assist with managing appointments.  
 
My Availability 

In this tab on the Advisor Home 
Page, you can set up your 
availability for advising 
appointments.  

 

 

 

Pro-Tip – Syncing your Google calendar with your Bay Advisor calendar is highly 
recommended, especially for maintaining accurate advising appointment 
availability. Information shared between all synched calendars gives you the ability 
to see all information in one place. Syncing may take up to 30 minutes during initial 
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Appointment Management 

Upcoming Appointments 

Within this tab, you can view any upcoming appointments for the day, to prepare for your advising 
sessions. Upcoming appointments are also summarized at the bottom of the right-hand column.  
  

 

 

 

Front Desk Appointment Management 

Creating Appointments for Students 
 
Once individual advisors have created their appointment availability in The Bay Advisor (see page 19), 
front desk staff will have the ability to schedule student appointments on behalf of their office. To open 
and manage the Advising Center, navigate to “Additional Modes” in the bottom right hand corner of 
your screen. Select “Appointment Center”.  
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Front Desk Appointment Management 

 
Select the correct location of your center/office. 
 

 
 
 
 
Once you have selected your correct location, you will see all advisors who have indicated appointment 
or drop-in availability for the day by the white space shown as available.  
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Front Desk Appointment Management 

To schedule an appointment for a student 

1. Make sure that you are on the Appointment tab. 
2. Enter students name or NetID in search box and select student. 
3. Select a day for the appointment and then select a time for the student appointment.  
4. Once a time for an advisor is selected, this window will appear. 

 

 
 

5. Select the service (reason) for the appointment and include any comments (ex. Remember Bay 
Card, print D.A.R., etc) 

6. Click “Create Appointment” 
 

The Bay Advisor will send an email confirmation to the student once an appointment has been created, 
and an automated reminder email will be sent the morning of the appointment along with a text 
reminder two hours prior to the appointment.  

 

Checking-in a Student for an Appointment 

When a student arrives for a scheduled appointment, as a front desk user/office manager, you can 
check the student in to notify the advisor their scheduled meeting has arrived.  
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Front Desk Appointment Management 

To check a student in for their appointment: 

1. Enter a student’s NetID or name in the search box.



Cal State East Bay  
Updated April 2020 

23 

Front Desk Appointment Management 

Drop –In Management and Check-Ins  

Drop-in hours are great way for advisors to be able to quickly answer students’ questions and/or allow 
students to see an advisor without an appointment. To check a student in for a drop- in, follow the 
instructions below.  

 To Check-in a Drop-In Appointment 

From the Advising Center 

1. Select Advisor Waiting Lists tab. 
2. Enter a student’s NetID or name in the search box  
3. Add student to First Available Queue 

 

Once a student is added to either the First Available queue or a specific advisor’s queue, all advisor, 
from their Home Advising Center, will be able to start an appointment with a drop-in student.  

 

1. Select the student you wish to begin an appointment. 
2. Select “Actions: and then “Start Appointment”. 
3. Starting the appointment will open the dialog box to Report on Advising.  
4. Always select a “Reason(s)” for the appointment. 
5. Once you have entered your notes in the Advising Summary Report and added any necessary 
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Frequently Asked Questions and Additional Resources 

Q: Can I customize my home screen?  

A: Unfortunately, home screens cannot be customized. The layout of The Bay Advisor is fixed feature.  
 
Q: Can students see my notes?  

A: Yes. You need to select the box under visibility with the student’s name. To send students the note 
via email, you need to wait unit the next day when the note has been uploaded to PeopleSoft Advisor 


