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My Students Tab

• Dean/Director roles will be able to see all new 
and incoming students within their college as 
well as all current students in their college

• Both tabs will allow you to search by different 
categories (admit term, major, attributes, etc.)

• Each list will have the students Student360 
profile hyperlinked as well.



My Students Tab

• For advisors, they will be able to see a list of 
students they are assigned to from Banner.

• There will be different “buckets” at the top of the 
page where you can filter through your advisee 
list

• Buckets include: major, account holds, 
attributes, etc. 



Caseload Management

• Dean/Director Roles will have access to caseload management which will 
breakdown by advisors and programs, as well as faculty mentor caseloads and 
assignments.

• For Faculty mentor assignments, you will be able to see a list of your students 
and select “Add a Mentor” 

• From there, just type in the name of the faculty mentor and click submit.
• If you need to change it, you can “Manage Faculty Mentor to remove”

More information to come as we develop the Faculty Mentor process!



Student360 Profile

• You will be able to search any student in the Student360 tab.
• After selecting a student, you will be able to see their student profile which includes their dashboard, coursework, 

notes, messages and additional materials.
• You can also directly add a note from their profile and send an email directly to the student.



Sending an Email



Student360 Dashboard

• On the dashboard you will be able to see their advising summary, GPA, MSU Coursework and DFW grades
• Under the “Details” box, you will also have a drop-down menu that has more information



Student360 Notes

• Under the notes tab, you will be able to see the notes history for that student
• Who published the note, when, what category it was filed under as well as any follow-up tasks
• You can also search the notes by category, term, etc.



Student360 Messages

• Under the messages tab, you will be able to see the communication history for that student



Student360 Additional Materials

• Under the additional materials tab, you will be able to see the additional materials history for that student



Setting up your 
Calendar & Availability 

Click on "New Calendar" to sync your Outlook calendar with Slate.Step 1:

For Service, select Microsoft 365 
Calendar. This will prompt you to login 
with your MSU netID and password. 

Select "Outlook"  as your folder, then 
make sure to select Central Time (US 

& Canada) for your time zone.

Step 2:

Step 3: Keep these boxes checked.

Click "Save" when done!

Linking Your Outlook Calendar

Click Here

Once your Outlook calendar is 
synced in Student360, you can 

now setup your availability. From 
there, once a student makes an 

appointment with you, it will show 
on your Outlook calendar. And, 

your available times will be linked 
with your calendar as well and will 

not show if you are marked as 
"busy."

Click on the link above and it will take you to 
the Student360 portal. Select "My 
Availability" in the tabs on the left and then 
select "Link My Personal Calendar"

Tip: When you are marking multiple days "off" on your Outlook calendar, make sure you 
mark those days individually rather than a date range. For example, block off Monday 8 AM- 
5 PM, Tuesday 8 AM - 5 PM, etc. instead of Monday-Tuesday all day. You can, however, set 

your calendar for reoccurring meetings.

https://student.achievement.msstate.edu/portal/advisor?tab=availability


Step 1:

Step 2: General tab
1. For name, put in a title of your choosing

a. You will also make one that is for virtual 
appointments

2. Add your start date and end date 
3. For folder, select General Advising

a. Then select in-person or virtual
4. For user, select your name
5. For template, select "In-Person Advising 

Appointment"
a. For your virtual availability, select "Virtual 

Advising Appointment"

Availability 

Click on "Create Availability"

This will take you to "Blue Slate" and allow you to 
add a new schedule.

Click on the "New Schedule" button

Step 3: Scheduler tab
1. For duration, list how long you'd like for your 

appointments to last and when they should 
reoccur

2. For Registration Deadline, give students a 
deadline for when they can register an 
appointment with you.

3. For Break Time, you can put how much time you 
would like between appointments.

Step 4: Location tab
1. For location name, search for your office 

building and add the street address, city, state 
and postal code.
a. For virtual, you will mark the online session 

type as "Host session using external service"
b. Add your Webex Link to the URL box.

2. Once you have that completed, click save

Note: Your availability is only visible to your assigned students. In order for your students to view your availability after setup, it must be activated 
by ITS.



This page will be where you can manage you availability each day.
Step 5: Setting up Availability 

Click on the + sign and add what availability timeline you would like to use. 

Click save when you are done!

You will then see your availability with 
your synced Outlook calendar based on 
what you have scheduled.

Once you have this setup, you can go in and add your virtual availability as well. After 
that, you should have multiple schedule types showing in your availability.



Note: Your availability must be set up and turned on by ITS before creating an appointment for a student 

How to Add a New Appointment for a Student – In-Person 

Step 1: Click My Appointments tab on the left navigation bar 
Step 2: Click Add a New Appointment and you will be redirected to "Blue Slate" 

Step 3: Click General Advising In-Person Advising 
Appointment Mississippi State, MS 

Step 4: Click New Session and a New Session pop up window will appear 

Step 5: On the Details tab, only fill out the boxes 
shown in red: 
- Page Title: Name the Appointment
- Folder: General Advising / Fall 2026

- Status: Change to Confirmed/Active
- Date: Add the Date and Time you wish to meet with
the student

Updated 7/16/2026 

Step 6: On the Location tab, only fill out the box 
shown in red: 
- Location Name: Type in your office location first

and let it autofill
- Then put your office/room number after the location

as shown

Click Save 



Step 7: With the appointment created, you will add the student to the appointment by clicking New Registration: 

Updated 7/16/2026 

Once you click New Registration you will see the appointment screen: 

Step 8: Click in the Registrant 
Name or Email Address red 
box and type in the student name 
or NetID 

Check the Topic for Discussion 

Click Submit 

Once the appointment is made and the student is registered for the appointment you will see the screen below and 
can close out of "Blue Slate" 

Appointment notification emails are associated with the 
appointments for both the advisor and the student. The 
advisor will receive an email from Academic Achievement 
(info@achievement.msstate.edu) and the appointment will 
appear in your Outlook Calendar with the appointment 
details. 

mailto:info@achievement.msstate.edu
mailto:info@achievement.msstate.edu


The student will also receive an appointment notification email from your email address (whatever email you have 
listed in the banner directory). If a student replies to the email, it will go directly to you. 

Once you return to Student360 and click My Appointments you will see the appointment listed 

Updated 7/16/2026 



Updated 7/16/2026 

How to Add a New Appointment for a Student – Virtual 
Note: Your availability must be set up and turned on by ITS before creating an appointment for a student. 

Step 1: Click My Appointments tab on the left navigation bar 
Step 2: Click Add a New Appointment and you will be redirected to "Blue Slate" 

Step 3: Click General Advising Virtual Advising 
Appointment 

Step 4: Click New Session and a New Session pop up window will appear 

Step 5: On the Details tab, only fill out the boxes 
shown in red: 
- Page Title: Name the Appointment
- Folder: General Advising / Fall 2026

• Make sure you select this template ONLY
- Status: Change to Confirmed/Active
- Date: Add the Date and Time you wish to meet with
the student

Step 6: On the Location tab, only fill out the box 
shown in red: 
- Online Session: select Host session using external

service
- URL: enter your personal Webex meeting room link

Then, click Save

Note: You may need to change your meeting room 
settings in Webex so students can’t enter during 
another session. 
Webex > Settings > Meetings > My Personal Room > 
Auto 



Updated 7/16/2026 

Step 7: With the appointment created, you will add the student to the appointment by clicking New Registration: 

Once you click New Registration you will see the appointment screen: Step 8: Click in the Registrant 
Name or Email Address red 
box and type in the student name 
or NetID 

Check the Topic for Discussion 

Click Submit 

Once the appointment is made and the student is registered for the appointment you will see the screen below and 
can close out of "Blue Slate" 

Appointment notification emails are associated with the appointments for both the advisor and the student. The 
advisor will receive an email from Academic Achievement (info@achievement.msstate.edu) and the appointment 
will appear in your Outlook Calendar with the appointment details. 

mailto:info@achievement.msstate.edu
mailto:info@achievement.msstate.edu


Updated 7/16/2026 

The student will also receive an appointment notification email from your email address (whatever email you have 
listed in the banner directory). If a student replies to the email, it will go directly to you. 

Once you return to Student360 and click My Appointments you will see the appointment listed 



How to Cancel an Appointment 
Step 1: Click My Appointments tab on the left navigation bar 

Step 2: Find the appointment you need and click cancel where you will be redirected This will take you to Blue 
Slate where you will actually cancel the appointment 

Step 3: Click on the student name under registrant and new registration 

Step 4: Once you click the student name a Display 
Response pop up box will appear. Click Cancel 
Registration  

The advisor will receive an email from Academic 
Achievement info@achievement.msstate.edu and the 
appointment will be removed from your Outlook 
Calendar 

The student will also receive an appointment cancellation 
email from your email address (whatever email you have 
listed in the banner directory). The email prompts the 
student to reschedule in their Student360. If a student 
replies to the email, it will go directly to you 

mailto:info@achievement.msstate.edu


How to Submit a No Show 
Click My Appointments tab on the left navigation bar 

Find the appointment you need and click Mark No Show. 
Note: This must be done within a hour of the appointment or else the student will be marked as attended. 

Once you click Mark No Show, you can add additional note details so the no show is documented 



How to Create a Note 
For a note that is not attached to an appointment, initiate the note from the student profile page 

User: 

• Specific drop-downs will be available depending on
the user permissions

Details: 

• Summary is only visible on the admin side and the
student will not see the appointment summary details

• Follow-up/Tasks to Student will send an email to the
student

Additional Materials: 

• Any documents attached here will be visible to the
student in their My Files tab in Student360

• Any documents uploaded under Visible to Admin
only, will only show on the admin side and will not be
visible to the student. To view these documents, go to
the student profile and click Additional Materials

Note: If multiple notes are submitted in one day, on the 
admin side multiple attachments will be visible 

Click on Add a Note from the student profile 
page. 



For a note that is attached to an appointment, initiate the note from the My Appointments tab 
Click My Appointments and click Add Note. 

Follow-Up/Tasks Email to Student from your email address Follow-Up/Tasks Email to Internal from Academic Achievement 
info@achievement.msstate.edu 

Student view of the note attachment in My Files 

Additional Materials where you can view student attachments and internal attachments: 

mailto:info@achievement.msstate.edu
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