
BEM: Advising During 
Registration

ACADEMIC AFFAIRS



Introduction

In this session, we will cover:

❑ Planning for Pre-Registration Consultations with Advisees

❑ The Process for Registration Approval 



Alert!

If you haven’t watched the instructional 
video titled “BEM-An Introduction for 
Academic Advisors”, please watch that 
video before proceeding with this one.



Planning for 
Pre-

Registration 
Consultations 
with Advisees

When planning for pre-registration 
consultations with advisees, we 
recommend to review how the degree 
requirements are presented in BEM.  (The 
following four slides will serve as a 
refresher.)



Presentation of Degree 
Requirements

❑ In BEM, the degree requirements begin with an overview.  The 
screen will show the Degree and Major.  It will also show credits 
complete, credits in progress, and credits needed.



Presentation of Degree 
Requirements (continued)

❑ You will have the option to “Expand All” or “Collapse All”



Presentation of Degree 
Requirements (continued)

❑ When advisors select “Expand All”, all requirements are 
displayed at once.  



Presentation of Degree 
Requirements (continued)
❑When advisors select “Collapse All”, requirements are displayed 
individually by selecting specific requirements/areas.



Student Self-
Registration

Students will self-register through BEM 
once registration opens (see dates listed 
in the  Academic Calendar).  We will send 
out a video separately to students with 
instructions on how to self-register.  We 
will also share this video with advisors so 
you are familiar with the process as well.

(Coming soon)

https://www.brescia.edu/academic-calendar/


Important Alert
NOTE: There is no systematic process in BEM to limit course 
selection by category for students.  All students will be able to 
enroll themselves in graduate, undergraduate, online, or on-
campus courses.  Students can also register for courses they’ve 
already taken or have not met the prerequisite to take.

This is something to keep in mind; students may have questions 
about course options.



Advisor Review of Student 
Registration

Steps for advisors to complete after students self-register:

1. The Registrar’s Office will close online registration for students 
on April 15, 2023.  At that time, the Registrar’s Office will send 
each academic advisor a list of students who have registered 
for the summer and fall terms via email.



Advisor Review of Student 
Registration (continued)

Steps for advisors to complete after students self-register (continued):

2. Once receiving the list, academic advisors should review the 
submitted schedules of all advisees.  At this point, the advisor should 
complete one of two responses: 

1. When an advisor reviews a schedule with no recommended 
changes, the advisor should email the student a screenshot of 
the approved schedule and inform them of the advisor’s approval.   

OR

2. When an advisor reviews a schedule with recommended 
changes, the advisor should email the registrar’s office and copy 
the student into the message.  Please identify any courses from 
which the student needs removed and any recommended 
changes to the student’s schedule.  Please ask the student to 
reply all to the message so that the registrar’s office can proceed 
with making the necessary changes after receiving student 
permission to do so.



Important Alert
NOTE: There is no systematic process in BEM for advisors to 
“approve” as there was in the legacy system.

The approvals must be completed by the advisor through Brescia 
University email communication.

Reminder: After April 15, schedule changes can only be made 
through the Registrar’s Office.



Review of 
Viewing 
Student 

Schedules in 
BEM

The following 6 slides will review how to 
view an advisee’s schedule in BEM.



Viewing an Advisee’s Schedule
❑ Alert!  Alert!  This is a key difference in the systems, so please 
note: To see a student’s entire schedule, you select “PROGRESS” 
(not “Schedule”).

❑Under the “PROGRESS” tab, advisors have options to select 
term and mod options.  To see the full schedule, please be sure to 
select all relative options.  Fall and Spring options display full 
semester courses while Mod options display mod courses:



EXAMPLE: 
FULL 

SESSION AND 
MOD COURSE 

DISPLAY



EXAMPLE: 
FALL 

SESSION 
DISPLAY 

ONLY

Note: Astronomy in Mod 2 is not 
listed in this view.



EXAMPLE: 
MOD 

SESSION 
DISPLAY 

ONLY

Note: All full session courses 
are not listed in this view.



Viewing an Advisee’s Schedule 
(continued)
Advisors may be curious to know what the functionality of the 
“Schedule” tab is…Great question!

The “Schedule” tab is more of a calendar view of the student’s schedule 
and has viewing options in a weekly or monthly format.

The default view under “Schedule” is the weekly view:



Viewing an Advisee’s Schedule 
(continued)
When advisors select “View Full Schedule”, the display changes to a 
monthly view:



Important Dates

Summer 2023 schedules should be reviewed and approved by May 1, 

2023 and Fall 2023 schedules should be reviewed and approved by 

May 15, 2023.



Thank you


