
Advisor Center Features

ADVISOR CENTER, REMOVING HOLDS, AND THE PURPLE SCHEDULE BUILDER



How to navigate 
to your Advisor 
Center

Log into My.tcu.edu and click on the Advisor 
tile.



Your main page will have a snapshot 
of your advisees

From here, 
you have 
several 
menu 
options; 
including 
notes, 
holds, 
transfer 
credit etc.

Click on the 
View Student 
Details link to 
view a specific 
students 
information. 



How to Remove an Advising Hold 
(from your Advisor Center)

Scroll down to Advisee 
Holds

Click View Student 
Details

Click the Advising Link 
and then the release 
button

.



Advisee Search 
provides options 
to  search, filter 
and easily run 
reports for your 
advisee’s in your 
Advisor Center.

THE PURPLE SCHEDULE 
BUILDER IS A FEATURE IN THE 
ADVISOR CENTER THAT GIVES 
ADVISORS THE OPTION TO 
RECOMMEND A SPECIFIC 
CLASS, SAVE A FAVORITE 
FOR THE STUDENT TO SEE, 
AND REQUIRE A CLASS FOR 
A STUDENT (OR A GROUP OF 
STUDENTS) TO ENROLL IN 
THAT PARTICULAR CLASS. 



Advisee Search 

u Step 1: Click Advisee Search in your Advisor Center
u Enter your term and click on Set Search Term



Advisee Search 

u If you need to change your search term once you set it, click on the green 
arrow in the menu 

u In the Action Menu, scroll down to  Set Default Term to change it:



Advisee Search 

New search functions include options to search by student name, ID, U 
grades, and enrollment holds.



Advisee Search Layout Options & 
Report Capabilities

1st Icon View  
The first icon’s layout:

2nd Icon View 
The second icon’s layout:

3rd Icon 
The third icon gives you the 
option to select/deselect all, 
notify, run academic advising 
reports, run degree progress 
reports, or unofficial 
transcripts. 



View Reports/Notes



Purple Schedule Builder   

Log in to my.tcu.edu & click on 
Advisor Center
u Scroll down to My Purple Schedule Builder

Click Advise a Student & Enter 
the Student ID



Purple Schedule Builder

u Choose the term u Search & Select for Courses



PSB: Search and Select

u Search by subject, class number, or title. Highlight the class you want. Then 
you can go back in and add more if you would like. Once they are 
selected, they will show in the schedule view (below)



After you have selected 
course(s), you can 
recommend, or require 
them. 
REQUIRING A COURSE HAS ADDITIONAL STEPS!!



To Recommend a course:

u After you have searched and selected your course, you will click the 
Recommend button:



Finish Recommending a Class
In the Create Recommendation box, you will first enter 
the student ID. When the student’s name appears in the 
top “To” box, you will check it.

Enter a Title and Message for the student. This will 
appear on their My Purple Schedule Builder when they 
log in. 

Check Mandatory and Permit Additional Courses

Save



To Require a course:

u This is a tricky step, so be careful here!!!
u To require a course, you have to lock it, then recommend it and fill out the 

create recommendation box. There are two ways to lock a course:

u The first way allows you to require a specific course, but allow the students 
to enroll in any section of that course.

u The second way is to require a specific section of a course that the student 
MUST enroll in. 



Requiring a Course Section VS. 
Requiring a Course

u Requiring a Course Section:

u Click on the drop down box (next to 
the smaller “lock” icon) to select 
which specific course section you 
want to require

u Requiring a Course (any section):

u Click the larger “lock” icon. The 
student can then choose any section 
of the course to enroll in. 



Requiring a course



To Require or Recommend a course to 
a GROUP of students: 

u If you want to recommend a course to a group or all of your advisee’s, you 
will click Recommend, then you can add multiple ID numbers, choose 
students from a student group, or import a file. 

u If you want to require, you will lock the course, then recommend it. This 
step also has the options to enter multiple ID’s, choose from students in a 
student group, or import a file. 

In the Create Recommendation box, you can 
add multiple student ID’s, pick students from a 
student group, or import from a CSV file. Select 
your students to mass assign a certain class



Click the icon below to get to 
your main menu which allows 
you to change the term, start 
over, change students, and 
sign out. 



Students View of the My 
Purple Schedule Builder





Student View

u Click My Purple Schedule Builder



NEW FEDERAL GUIDELINE REQUIRES STUDENTS TO ENTER THEIR LOCATION WHEN 
REGISTERING FOR CLASSES. 



RECOMMENDED VS. REQUIRED STUDENT VIEW:

The student will click on the 
required note and it will appear 
on their schedule for the 
assigned term. 

The student can either click on the 
recommended course, or just click 
skip. 





Enrolled or Added to Shopping Cart 

OR


