
Academic Advising User Guide
Upload evidence, programme change, 

audit trail



What is Advising?
Academic Advising is the process in which you select your 
preferred modules using the Module Registration tool, and 
then meet with your Adviser of Studies. In certain 
circumstances, you may be able to change your degree 
programme, which is also done online, with the permission of 
your Adviser. 

This guide covers the following tools of Academic Advising:
 Upload evidence in support of module choices
 Request programme change
 Audit trail

The use of the online Module Registration tool is explained 
in more detail in a separate user guide. 
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The Academic Advising tools can 
be found in the My courses section 
of MySaint under My tasks

To access the Upload 
Evidence tool, click on 
Upload evidence in 
support of module 
choices



The top of the page provides 
guidance on the tool. 

The second box displays any 
documents already submitted. 

The third box displays all the 
rules for your module choices. If 
any modules require additional 
evidence to be uploaded, it will 
be mentioned here. If you 
haven’t selected modules yet, 
than this will be blank. 

The fourth box (Upload evidence) 
allows you to upload documents 
from your computer.  A click on 
‘Browse my computer’ will open 
a ‘File upload’ dialog. Locate the 
file you need to upload, and click 
‘Open file’ 



After clicking ‘Open 
file’, your file appear 
next to Filename. 
Optionally, you can 
enter a name and 
notes, and click 
‘Upload’ 



After clicking 
‘Upload’, the 
document will upload 
and be stored in your 
file. You are done! 

If you made a 
mistake, you can 
delete the file, and 
start the process 
again. 

You will need to 
refresh the page, to 
see the uploaded file 
in the second box.  



Screen after refreshing  
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The Academic Advising tools can 
be found in the My courses section 
of MySaint under My tasks

To request a 
Programme Change, 
click on Request 
programme change



The top box provides 
information about 
programme changes. 

Please note that 
programme changes are 
not possible for first-
year students

In the drop down menu 
of the second box, 
select the programme 
to which you would like 
to change. The degree 
list will be filtered as 
you type. Then click 
‘Submit’.



At this point, the system will not check whether you have the requirements for the 
requested programme (this is a future development), and will not change your 
programme. You will have to wait for your Adviser to approve your request in order to 
enter module choices according to your new programme. You can still enter choices for 
your current degree, but if you request is successful, your choices will be wiped. 

At this point, the system will not check whether you have the requirements for the 
requested programme (this is a future development), and will not change your 
programme. You will have to wait for your Adviser to approve your request in order to 
enter module choices according to your new programme. You can still enter choices for 
your current degree, but if you request is successful, your choices will be wiped. 
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The Academic Advising tools can 
be found in the My courses section 
of MySaint under My tasks

To see the ‘Audit 
trail’, click on ‘View 
audit trail’. 



The ‘audit trail’ shows all actions relevant to your Academic Advising. These 
are recorded every time you, your Adviser or a Pro Dean engages with your 
record. Click on each of the tabs above to see the recorded information. 

For any Academic Advising 
actions before 2017, click on 
the ‘Pre-2016 audit trail’ 
button. 
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If you have any questions or queries, 
please email the SER Advising team 
(ser-advising@st-andrews.ac.uk)


