
Advise USC step-by-step instruc4on guide 
 
 
This document is created to be shared with students who would be using Advise USC and can 
serve as a step-by-step guide that helps them find their advisor, schedule appointments, create 
a course plan, and view announcements. 
 
 

1. Find your advisor 
To find your advisor, first, we go to the home page. 
 

 
 
Once we scroll down, Under the “My Appointments” sec?on, we can see the “My Success Team” 
sec?on with the advisors or advising team listed on the right side of the page.  

 



Students can click the advisor's name to access more informa?on such as the advisor’s ?tle and 
contact informa?on.  
 

 
 
The second way to find your advisor is to go to the “Advisor connect” tab at the top, and you will 
find Success Team here as well. 
 

 
 

 



2. Schedule Appointments 
The first way to schedule an appointment with the advisor is to go to the home page, and we can 
click on “Schedule an Appointment”. 

 
 
Then, you will see all the advisors that are assigned to you. We can choose or search for advisors 
to make an appointment. 
 

 
 
  
 
 
 
 
 
 

 



AGer this, we can select the topic and subtopic that we want to discuss we the advisor. 
 Topics 

  
 Subtopics 

  
 
  
 
 
 



From here, we can select the ?me we want to meet based on the advisor’s schedule. 
 

  
 
 You can also filter advisor’s availabili?es based on Loca?on or Appointment Type. 
 

  
  
  
 
 
 
 



Next, Pick the ?me slot you want and add the comments as well as select the loca?on for the 
mee?ng. 

 

  
 

Then we will have the appointment scheduled. You can also check your scheduled appointment 
on the main page or in the “Advisor Connect” tab. 

 

 



If you want to reschedule or cancel the mee?ng, go to the main page. It is also the place where 
you can add comments or join the virtual mee?ng. 
 

 
 
The second way to schedule an appointment is to go to the “Advisor Connect” tab, click on the 
“Schedule an Appointment” buQon, and follow the steps above. 
 

 



3. Create a course plan 
To access your course plan, simply find the “Course Plans” tab at the top of the main page. 

 
 
At the leG middle corner, we will see a drop-down where we can select different versions of course 
plans. If you have talked to your advisor, they will have a course plan star?ng with “Primary” 
created for you.  
 

 



To create a new plan, go to “New Plan” and enter the name and star?ng semester for the course 
plan. Please make sure the naming makes sense to your advisor.  
 

 
 
Now, we will have a new draG ready.  

 
 
We can also add new terms to the exis?ng course plan by choosing “Add Term” and selec?ng the 
right term. 

 



 
 
To add the courses, first, we go to the search box on the leG side. Please remember to add the “-” 
sign aGer the department code to find all affiliated courses. You can also enter the course name 
to find it directly. 
 

 
 
To add a course to your plan, simply drag and add the course to the respec?ve term. Note that we 
can also bookmark favorite courses and access the recent views. Below each term, we can check 
how many credits we have selected for each term. Note that all changes are auto saved.  

 
 
 
 
 
 
 



4. View Announcements 
To view an announcement, we can go to the home page of Advise USC, and go to the 
announcements under the “Recent Announcements” sec?on. 
 

 
Then, we can read more informa?on on the announcement page. Video tutorials are also available 
on the Advise USC announcement page. 

 


