
 

Request access to the following systems as needed: 

 Laserfiche: This system allows you to view imaged student records. Find the form 

 here. 

 Pentaho: This system allows you to run canned reports such as graduation lists, 

 prospective student lists

equest form. It is important the questions in the Authorization by 

Supervisor section be completed as they will determine which level of access to 

grant you based on the responses. The Registrar��s Office will provide training 

depending on your access level. 

Screens that may be helpful include: PERM (granting registration permission), REGN 

(registering students), STCR (viewing the status of a course), SCHD, (viewing a 

student��s schedule), SUMM (viewing a student��s summary to include address, major 

and matric date), TRAN (viewing WIU transcript), DEPT (searching for course 

offerings by department), STID (searching for ID number by name), ADVG (advising 

detail overview), CPRM (viewing permissions for specific classes), and WARD 

(determining academic progress toward meeting degree requirements once a 

degree plan has been filed). 

 Notify the Graduate School of the effective date for the transition to the new 

 person in this role so we can update contact lists and transmittal recipient lists. 

 Submit the google form to report any prospective student contacts made

 directly to you. This allows the prospects to begin receiving our automated series of 

 emails and they will be loaded in our database.  Bookmark this form! 

Checklist for New WIU Graduate 

Committee Chairs/Graduate Advisors 

Welcome to your new position in the graduate program! The School of Graduate Studies 

has compiled the list below to help guide you in the right direction for a successful start 

to your graduate advising role. Please reach out to us with any questions as we are 

happy to help. 

   (309) 298-1806                   

http://wiu.edu/graduate_studies/faculty_and_staff_resources/forms/Laserfiche%20Access%20Request%20Form.pdf
mailto:gl-sullivan@wiu.edu
https://www.wiu.edu/users/mireg/cgi-bin/getfrm.scgi
https://docs.google.com/forms/d/1TQ_-C4Fw1hhb8gEUSZe2vWNLLKsP2ZbNDVXI9ua5nd4/edit


 Contact Gretchen Sullivan (gl-sullivan@wiu.edu

mailto:gl-sullivan@wiu.edu
http://www.wiu.edu/graduate_studies/current_students/audit_instructions.php
http://www.wiu.edu/graduate_studies/current_students/forms/dp.pdf
http://www.wiu.edu/graduate_studies/international/immigration/advising.php
http://www.wiu.edu/graduate_studies/current_students/forms/petition.pdf
https://www.wiu.edu/users/mireg/forms/gradcredit-form.shtml
http://wiu.edu/registrar/forms/Graduate%20Course%20for%20Integrated%20Degree.pdf
http://wiu.edu/graduate_studies/faculty_and_staff_resources/index.php
http://www.wiu.edu/graduate_studies/catalog/index.php

