
 Third
Handbook

Academic Advising
'Contact Service' Handbook

Vice Deanship of Academic Advising
In the Deanship of Admission
and Registration 2020



IN THE NAME OF ALLAH THE MOST GRACIOUS
THE MOST MERCIFUL

2Academic Advising 'Contact Service' Handbook



Contents

3 Academic Advising 'Contact Service' Handbook

Introduction

 Methods of Contact in
Academic Advising

 Academic
 Advisor-Advisees Contact

 Academic Advisor's Methods
of Contacting Advisees

 Advisee-Academic
Advisor Contact

 Instructor's Contact
with Students11

09

07

06

05

04



Introduction

Based on the importance of development and the use of 
the most recent electronic services to raise efficiency and 
effectiveness of the academic advising at Qassim University, 
the deanship of Admission and Registration represented by 
the Vice Deanship of Academic Advising seeks to provide 
you with this handbook aiming at clarifying 
the 'Contact Service' in Academic Advising
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Methods of Contact in Academic Advising

Academic Advisor-Advisees Contact

First

Advisee-Academic Advisor Contact

Second

Instructor's Contact with Students

Third
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This service enables the Academic Advisor to contact 
advisees through one of the following means:

(Received through student's email 
registered in the system)

Email Message

(Advertising bar appears in 
student's page)

Messages through students' 
portal

(Received through student's mobile number 
registered in the system)

Texts Messages (SMS)

Academic Advisor's Methods of 
Contacting Advisees
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Academic Advisor-Advisees Contact

07 Click on "Send"

05
Click on "Contact" 
for the advisee you 
want to reach out to

Go to 
"Academic" menu01

chooses the desired method 
of contact and fills in 
the required fields

06

Choose 
"Academic Advisor"

02

A list of advisees
linked to the advisor 
appears

03

Two options appear: 
first "Student's Plan" 
and second "Contact"

04

The Academic Advisor can reach to his advisees through 
the previous methods after longing into his page on 
the Academic System Portal, which is explained in following 
steps:
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Advisee-Academic Advisor Contact

This service enables the student to contact his Academic 
Advisor and sections' instructors, registered for the student, 
in the current effective semester through sending an email.
The process of sending the email will be done after the student 
login to his page on the Academic System Portal, which is 
explained in following steps:

Click on send06

Go to 
"Personal" menu01

Write the email's 
subject and content05

The student will see his 
academic advisor and 
the names of the courses' 
instructors that s/he registered 
for in the current effective semester

03

Choose the instructor(s) or 
academic advisor advisor 
you want to send an email to

04

Choose 
"Send an email"02
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This service enables the instructor to contact his enrolled 
student in the current effective semester through sending 
an email.
The process of sending the email will be done after the 
instructor login to his page on the Academic System Portal, 
which is explained in following steps:

Instructor's Contact with Students

Click on send to send 
the email to the student's 
email registered in the system

06

Choose the student(s) 
you want to send an email to, 
and you can select all students

04

Go to 
"Personal" menu01

By clicking on search icon       
a list of enrolled students 
in current effective semester 
appears, and they are sorted 
by course name

03

Choose 
"Send an email"02

Write the email's 
subject and content05
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