MaloneXpress — Advisor Clearance Training for Registration

This training document will provide you with the steps and information needed to clear
your advisees for Web Registration. Please Note: If you do not clear each of your
academic advisees, they will not be able to register for the selected semester through
MaloneXpress - Web Registration.

Step-by-Step Instructions:

Log-in to MaloneXpress by clicking on any of the MaloneXpress. Your log-in credentials are the same as
you use to log into Malone to retrieve email and access your network account.

Once logged into MX, you will be directed to the Home page as displayed below:
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Across the top of the MX window, you will see Red Tabs that assist in navigating the site. The tabs
correspond to various roles assigned here at Malone. As a faculty member, you will see a tab marked
Faculty. At this point, click on the Faculty Tab to navigate to that page. This will take you to the screen
displayed next:
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Once a tab has been selected, you can navigate W|th|n the page using the menus listed down the left
column of the screen. You will need to select from the Left Column Advising. On this page you will find
three portals: Advisee Roster, Advisee Meetings and Course Schedules.

You will find your Academic Advisee’s through the Advisee Roster. Click on the drop-down window
located to the right of the field Advisee Status: you will get a list similar to that shown below:
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In the drop down window, select the menu item — Need Registration Clearance. Your selection will
change your screen to include a window for selecting a Term: see next screen image.
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The term window will always initially display the default (current) term. Open the Term drop-down
menu and select the term for which you are currently advising students for registration, and then select the
Search button.

This will find all of your current advisees (active/enrolled in the current semester) that still need to be
cleared for registration in the next semester. The next screen shot will show how your advisees will
display after selecting the search feature.
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Notice that the advisee name is listed and that you have several options that allow you to work with this
selected group of students. You may export this roster to Excel using the Export to Excel link, or you
may email this entire group of students by selecting the Email Listed Advisees link.

You will see two columns to the right of each name: Needs to Register? and Registration Clearance.
These are unique to this selected group based on the term you selected in the search feature. Once you
have met your listed advisee and had your Academic Advising Appointment, you will need to select the
Grant button found under the Registration Clearance heading.

Please Note: Failure to select the Grant button on an advisee will prevent that student from using
the Web Registration feature in MaloneXpress. No one except the student’s assigned academic
advisor can Grant this student permission to register through Web Registration. Students not
granted clearance will need to physically drop-off signed registration forms in the Office of the
Registrar in order to register for classes. This will delay their opportunity to select courses while
other students take advantage of the instant access granted through the Web Registration function.

Once the Grant button has been selected, the students name will disappear as you are filtering your roster
by those that still need registration clearance. You can see all advisee names again by going back to
Advisee Status and selecting Active Advisees and searching again.

Under the Registration Clearance, the button that now appears is Remove, indicating that the student has
been cleared to register. This also allows you to revoke that clearance - should you wish to meet with the
student again, before, or during the registration process.



