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INCLTOP #AV# 

Academic Advisor 
Print Student’s Current Academic Advisor or Advisors 

****NNooww  iinncclluuddeess  ooppttiioonnaall  ddiissppllaayy  ooff::  

PPhhoonnee  NNuummbbeerr  
aanndd//oorr  

OOffffiiccee  LLooccaattiioonn  
aanndd//oorr  

IInnssttiittuuttiioonnaall  EE--mmaaiill  AAddddrreessss  
(All prior #06 entries have been changed to #AV)  

 
INCLTOP Description 
 
#AV# will read ST1100UG, Admissions/Enrollment Tab, and print the student’s 
active Advisor(s) in the INCLTOP requirement.  If you have #AV# entered in the 
FULLDEMO field in your COM tables, you should take it out and move to 
INCLTOP type requirements.  It may no longer work in FULLDEMO because it 
can be a multi-line entry, displaying multiple advisors.   
 

 
 
 

NEW~~ As of November 4, 2010, an additional entry on #AV# will also pull in 

from ISRS Employee fields: work telephone number, building name and/or 
institutional email address. 
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A non-person entry in the Advisor/Cnslr Ctr will also be read in the #AV# incltop 
item.   
 

 
 
INCLTOP Entry - Option 1: 
The entry  #AVAdvisor: #  prints only the Advisor Name on the audit 
corresponding to the location of the entry in INCLTOP.  The label used in the 
example is the word ‘Advisor’. 
 

 
 
Audit Appearance using INCLTOP #AVAdvisor: # 
 

Person Advisor: 
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Non-person Advisor: 
 

 
 
INCLTOP Entry - Option 2: 
This entry - #AV(p,o,e)Advisor: # - prints the Advisor Name on the audit followed 
by the phone number, office location and email address for that advisor.  The 
same label  ‘Advisor’  is used here. 
 

 
The entry codes are: 

p = Work telephone number 
o = Office location 
e = Institutional email address 

One, two or all three of these codes may be used depending on your display 
choices, but they must appear in the exact order shown here.  You must use a 
comma entry to account for a code you choose not to display. 
 
If you wish to show: 

Only the phone number: 
  #AV(p,,)Advisor: # 
 Only the office location: 
  #AV(,o,)Advisor: # 
 Only the email address: 
  #AV(,,e)Advisor: # 

 Phone plus office: 
  #AV(p,o,)Advisor: # 
 Phone plus email address: 
  #AV(p,,e)Advisor: # 
 Office plus email address: 
  #AV(,o,e)Advisor: # 

  
 
NOTE: When no active advisor is listed in ST1100UG, the INCLTOP message on 
the audit prints:  Advisor: No Advisor Assigned. 
When no phone number, office location or email address exists, below the 
Advisor name line, the audit prints:  

No advisor phone available or  
No advisor office info available or 
No advisor email available  

 

IMPORTANT NOTE!!!  
If your current #AV# label is Advisor(s), this new entry option 
will not work.  You must first remove any other parentheses 
from the #AV# entry line. 
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Audit Appearance using INCLTOP #AV(p,o,e)Advisor: # 
 
One advisor 

 
 
Two advisors 

 
 
One advisor – no phone, office, email 
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