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Logging in 

 

Open the WCU Home Page   http://www.wcupa.edu 

 

Select the myWCU tab on the home page and sign in with your user name and password.  The 

same one you use to access email and the campus network.   Then click the Login button 

 

 

 

 

 

 

 

 

http://www.wcupa.edu/
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Drop Down Menu:  Click on Main Menu - > 

Click on Folder or Transaction Name 

The myWCU logo is also the “Home” link 
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Use the menu bar to easily access other folders 

or transactions. 
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Student Services Center 

 

 

 

 

 

 

 

ID = six digit WCU ID w/ a leading zero (7 digits) 

Campus ID = SAP id 

National ID = Social Security number 

 

 

Search by ID or Name 
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Student Center Page 

 

 

 

 

 

 

 

Get additional information on 

this student 

  

 

Personal information for the student is clearly displayed. 
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Class Schedule 

 

 

 

 

Select a Term 

Click Continue 
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Course History 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Credit Summary Box: 

 

Cumulative Credits + 

Ungraded Credits – 

(Remedial + Duplicate 

Credits) = Adjusted Credits 

You can sort the results: 
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Drop / Add/ Swap: 

 

Dropping a Class 

Adding a Class 

Swap Classes 

Overrides 
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Enrollment Request 

Dropping a Class 

Navigation: Manage Student Records - > Enroll Students - > Enrollment Request 

Enter Student’s ID and Term and click the “Add” button 

 

 

Select “Drop” as the Action 

Click the magnifying glass to get the student’s schedule for the Class Number. 

 Click on the check box to select the class to drop. 

 Then click the yellow “submit” button. 

  

You should get a “Success” status OR “Error” (review the error message on the bottom of the 

page). 
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Adding a Class 

Navigation: Manage Student Records - > Enroll Students - > Enrollment Request 

Enter Student’s ID and Term and click the “Add” button 

 

 

Select “Enroll” as the Action  

 Enter the class number  - OR-  

 Enter the subject/number/section in the box (e.g. PHY10001) and “tab-out” to see the 

class. 

 Then click the yellow “submit” button. 

 

 

 

You should get a “Success” status OR “Error” (review the error message on the bottom of 

the page). 
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Swap Classes 

Navigation: Manage Student Records - > Enroll Students - > Enrollment Request 

Enter Student’s ID and Term and click the “Add” button. 

 

 

 

Select “Swap Courses” as the Action 

Click the magnifying glass to get the student’s schedule for the Class Number – OR - enter the 

subject/number/section in the box (e.g. PHY10001) and “tab-out” to see the class.  Then click the 

yellow “submit” button. 

 

You should get a “Success” status OR “Error” (review the error message on the bottom of 

the page). 
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Overrides 

 

If you need to override a class due to an error message, click the appropriate override check box 

and submit again.  Do not click all check boxes. 

 

For “Dept. Consent” error message, just check the box next to “Permission Number” and submit 

again. You do not need to insert a permission number. 

 

 

 

 

 

 

OVERRIDE ONLY IF IT’S YOUR DEPARTMENT. 
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Class Permissions 

Navigation:  Manage Student Records - > Class Management - > Create Class Permission 

 

Enter information for the course in which you would like to grant permissions and click the 

Search button: 
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Enter the student’s ID number and press the Tab key: 

 

 

 

 

The student’s name is populated.  The system automatically sets the expiration date as the last 

day of the drop / add period.  Administrators can decide to move the date ahead. 
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If you are granting permissions for more than one student in the same class, click the plus sign to 

add another row: 

 

 

 

Click the Permissions tab: 
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Select the type of permission being granted (you can select more than one).  Click the Save 

button: 

 

 

 

Permission Notification: 

myWCU will automatically email students when permission has been added, edited, or deleted 

for them.  

The email informs the student of what class they have been given permission to and instructions 

on how to register.  

Emails are sent when the following actions occur: 

 Permission created 

 Permission is about to expire (expiration is 24 hours away) 

 Permission has expired 

 Permission has been deleted 

 Permission has been changed 
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Viewing Class Permissions: 

 

Navigation:  Manage Student Records - > Class Management - > View Class Permission 

Enter information for the course in which you would like to view permissions, then click the 

Search button: 
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The following information is visible via this page: 

 Student name & ID  

 The date the permission was created 

 Who last edited the permission (typically the person who entered the permission) 

 Date the permission was updated 

 Status (used, not used, used then dropped) 

 Date permission was used 

 Expiration date 

The permission cannot be edited in any way via this page.  
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Click the Permissions tab to view the type of permission granted: 
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Running Reports 

Advisor Report 

Navigation:   Manage Student Records - > Department Reports - > Advisor Report 

The FIRST time you run this process (report) select “Add a New Value”   

 

 

 

 

 

IMPORTANT!  After you have selected your Run Control ID, you simply enter it for any 

future reports. 

1. Enter your own Run 

Control ID.   You can use 

your first initial last 

name; no spaces. 

2. Click the Add button 
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1. Enter the fields with the parameters you desire for your report. 

 

2. Then click the “RUN” button  

 

 

 

 

 

 

3. Select the check box for the option you desire. Select “Email” for type and “PDF” as format. 
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4. Click the “OK” button. 

 

You will be returned to the previous page.  

 

When the process runs successfully, the report will be emailed to your WCU email account.  

 

This is the way it will look in your email account. 

 

 

 

Open the email.    

 

Double click on the PDF attachment. 

 

 

 

Click the printer icon to print the PDF file. 
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WCU Major / Plan Report 

This report provides the user with a list and labels of students in a particular Plan (Major).   

Navigation: Manage Student Records - > Department Reports - > WCU Major/Plan 

Report. 

Enter your Run Control ID and click Search. 

 

IMPORTANT! The FIRST time you run a report, you must create your Run Control ID by 

clicking on the link to “Add a New Value”. Then enter your Run Control ID and click the “Add” 

button.   
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Enter the Term and Academic Plan code. Use the magnifying glass to search for the Plan (Major 

or Minor) code if necessary.  Then, click the “Run” button. 
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Select “Email” as your type and “PDF” as your Format. 

 

Then click OK. 

 

When the process runs successfully, the report will be emailed to your WCU email account. 

 

 

 

 

Click the PDF attachment to open.   
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Labels 

 

 

 

 

Report - The report displays students’ ID, Name, Plan, Cum GPA and Total Cum Credits. 
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WCU Graduation Applicants Report for Departments 

 

This Report allows you to get the list of students in a major or minor who have applied for 

graduation. The user can request the report by plan code (e.g. S135). 

We recommend running the report by plan code rather than dept.  If you run the report by 

department, make sure the plan code field is BLANK!   Use the plan code option OR the 

department drop down box.   Do not use both for one report request. You will get no results! 

 

Also, it will make it easier to get your list for the minors that your department may offer. 

 

Navigation: Manage Student Records - >Department Reports - >WCU Graduation 

Applicants-Dept. 
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Here is what the report page looks like: 

 

 

 

 

The next page you see will allow you to have the report emailed to your WCU email account.  

 

Select EMAIL for “Type” and CSV for “Format” 

 

Click OK. 

2. Plan Code option:  Insert the plan code 

here (e.g. A102). 

 

Remember - if you enter a plan code in this 

field, make sure the DEPARTMENT field is 

BLANK! 

Enter your Run Control ID 

(username) and click the yellow 

“Search” button. 

 

If you are running a report for 

the first time you must click on 

“Add a New Value” and enter 

your Run Control ID. 

 

3.   Leave the “Since 

Date” field BLANK 

to get all applicants! 

4. Select: 

Applied for Graduation 

1. Enter the graduation Term 

5.  Click the yellow “RUN” button   
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The report will come to your WCU email account in a few minutes: 

 

 

 

 

 

Open the email and click on the attachment: 
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The document will be in an Excel spreadsheet: 

 

 Save it (give it a name) for your file and save it as an EXCEL spreadsheet.   

 Enter your “Yes” or “No” in the column provided.  

 Enter Comments in the column provided.  

 Save it and send it back via email to your graduation contact in the Registrar’s 

office. 
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Advisors 

 

Assigning Students to an Advisor 

 

Navigation:   Faculty/Admin Self Service - > Student Advisor 

 

Enter the Student’s ID or search by name:  

  

 

 

Check the “Include History” box.  

Click the “Search” button 
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The current date will be reflected on the page as the effective date 

Enter the required information in the fields or use the magnifying glass to search and select:       

 Academic Career: UGRD or GRAD 

 Academic Program (e.g. UARTS) 

 Academic Plan (major) 

 Academic Advisor (faculty id, use the magnifying glass to search by name) 

All fields should be populated! 

SAVE! 

Don’t forget to use the magnifying glass to search for each of these fields if needed.   By clicking 

on the magnifying glass and then clicking on the yellow lookup button, you can simply select the 

correct field for the student. 

 

Click the SAVE button at the bottom of the page. 

 

 

Use the Return to Search button to add a new student. 

IMPORTANT!   Advisor Number 1 is the advisor who will have the student on their 

advisee list! 
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Changing an Advisor 

 

First, enter a new effective date (click the “+” button at the top of the page) 

This will give you the current date. 

 

OVERWRITE the required information in the fields: (Do NOT hit the “+” button and add 

a new row!)       

 Academic Career: UGRD or GRAD 

 Academic Program (e.g. UARTS) 

 Academic Plan (major) 

 Academic Advisor (faculty id, use the magnifying glass to search by name) 

All fields should be populated! 

 

 SAVE! 
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Advising Notes 

Creating an Advising Note 

This page will allow you to insert comments on the academic advisement report.   

Navigation:    Faculty Quick Links - > View my Advisees 

 

You will be taken to a page of all of your current advisees. To add an advising note, click on the 

note icon in the last column.  

 

 

 

This page will show you all of the advising notes that have been entered for the student. To add 

note, click “Create a note.”  

 

You only need to 

hit this + button if 

you are adding a 

new advisor 

“role”.   For 

example, adding a 

minor advisor. 

 



 38 

 

 

 

 

 

Note Categories  

You must select a category and subcategory. Every note MUST have a category and a 

subcategory, selected from the dropdown.  

 

Adding Attachments  

You can add attachments to your notes – for example, if you use a hard copy advising sheet, you 

can scan it and attach it to the notes for your conversation. Click “Add Attachment.” Select and 

upload your file. The file will be attached to the note after you click “Submit.”  

 

Adding Action Items  

Sometimes you want to remind either you or the student to take a certain action by a certain date; 

for example, you might need to check a policy, or you might direct your advisee to visit the 

Career Center. Use an “action item” to keep track of these needs or recommendations. This 

function is optional. Enter a description, a status, and a due date.  

 

 

You can look at another student’s notes by 

using the “Change Advisee” dropdown 

The “Institution” field will 

automatically populate. 
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Incomplete Action Items 

Incomplete action items will appear on your and the student’s home page of myWCU. 

 

 

Action items can be completed or cancelled on the home page of myWCU. 

 

Completing Your Note  

When you are finished typing your note plus adding any attachments and/or action items, click 

“Submit.”  

 

 

The following warning will appear: 
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Notifying Students of Notes  

 

Students will NOT automatically know that a note has been added to his/her record. If you want 

to notify the student that a note has been added, click on “Notify Advisee.”  

 

Students will NOT be notified that there is a new advising note unless you use this “Notify 

Advisee” function: 

 

 

You can add explanatory text before sending the e-mail notification to the student: 

 

 

Adding Updates to Notes  

 

If you want to add later information to a prior note, go into that note and click on “Update Note” 

to add an update. Updating a note will “link” the update to the original note: 
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Filtering to See Only Certain Notes 

 

 

 

 

You may only want to show notes created in the last week, or only notes with updates (etc.). To 

filter for such criteria, go to Faculty Quick LinksMy Advising Notes  

The “Institution” field will automatically populate. You can enter criteria for one or more of the 

other fields and click on “Apply Filter.” 

Leaving all fields blank and clicking on “Apply Filter” will show you all of the notes you have 

placed on any student’s record. 
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The Degree Progress Report 

 

The Degree Progress Report (DPR) in PeopleSoft is interactive. 

 

1. The user is able to collapse or expand sections of the DPR.  

2. Most importantly, it will allow students to enroll directly from the academic requirements 

and courses listed on their Degree Progress Report.* 

3. There is a “Course History” page on the PDF version of the Degree Progress Report. 

 

*This enrollment functionality will make it critical for academic departments to update their 

degree audit for accuracy for the students’ scheduling ease.   

 

Navigation:  Faculty/Admin Self Service - >Student Services Center  
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Request the PDF version  
Total Credit Summary Box: 

Displays total adjusted credits 

towards graduation.  

Each area 

can be 

collapsed or 

expanded by 

clicking on 

the arrow.  

 

Expand to 

see more 

details. 

 

 

Milestones display. 

 

 

Advisor Comments 

display. 

Warning message 

always displays telling 

students / advisors 

that duplicate courses 

may not be used in 

these Gen Ed areas. 
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PDF version 

 

If you click on the “View Report as PDF” button you will see the following page 

 

 

Print the entire report as a PDF OR only the “Not Satisfied” Requirements. If you select 

the “Not Satisfied” version, be aware of  the red warning message regarding duplicate 

courses. 

 

The following warning displays after a selection is made. 

 

 

 

The pdf will then open, in color, and you can print as needed. 
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Course History Page on PDF version 

 

The “Course History” page is the last page of the PDF version and it replaces the transcript 

portion on the old DPR. 
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Class Information 

Academic Plans by Department 

 

Navigation:  Manage Student Records - > Class Information - > WCU Academic Plans by Dept. 

Enter the department code and click the yellow search button.   

 

 

If you are unsure of the department, click the search button to see all. 
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Department Information by Professor 

 

Navigation:   Manage Student Records -> Class Information -> Department Information 

by Professor 

 

 

 

 

 

 

Enter the Term and click the Search button. 
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Use the drop down menus to define your search criteria.   Then click Get Professors 

 

 

Teaching assignment / workload for faculty in the College/School/Department/Program are 

listed: 
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Show Class Sections 

 

 

  

 

Use the drop down menus to define your search.   Then click Get Classes. 
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The classes for the College / School / Department / Program you selected are displayed: 
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WCU Show Class Sections 
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WCU Mass Email 

 

Email a Class Roster 

 

Chairpersons and Department Secretaries have access to send an email to an entire class roster. 

Navigation: Student Admissions - > WCU Admissions - > WCU Mass Email 

 

 

 

Specify the Term and enter the Subject, Catalog Number and Section: 

 

Click “Continue”. 
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You will see a list of the students in the class. Click the “OK” button. 
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Type your subject in the “Subject” line. 

Type your message to the class in the “Text” box.  

 

 

Click “Send Email”. 
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 Email Students by Major 

Chairpersons and Department Secretaries have access to send an email to all students in a 

specific Major or Minor. 

Navigation: Student Admissions - > WCU Admissions - > WCU Mass Email 

Click the Students by Org Tab. 

 

 

 

Use the drop-down menu to complete the search criteria 

 Term 

 Career 

 College 

 School 

 Department  

 Program 
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Click Continue. 

 

You will see a list of the students in the Major. Click the “OK” button. 
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Type your subject in the “Subject” line. 

Type your message to the class in the “Text” box. 

  

 

 Click “Send Email” 
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Email Students by Plan 

 

Use the drop-down menu to complete the search criteria 

 Term 

 Career 

 College 

 School 

 Department  

 Program 

 Acad Plan – if you are not sure, use the magnifying glass to search 
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Click Continue 
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Setting PS Favorites 

 

PeopleSoft allows you to set Favorites so that you do not need to remember the navigation every 

time you want to access a page. 

 

Once you know the pages you will use frequently, set them as a PS Favorite. 

 

1. Access the search page you want to bookmark and then click the Add to My Favorites link at 

the top of the page. 

 

 

 

2. You will get this screen. Give the Favorite a name and click the Save button. 

 

 

 

 

The page is saved to your MyFavorites pagelet and you can navigate from there in the future. 

You can update your Favorites by clicking the Edit myFavorites button. 
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Important PS Tips 

 

 Allows you to download to an Excel spreadsheet  

 

 Magnifying Glass signifies a search key   

 

 Career = Undergraduate or Graduate (UGRD or GRAD) 

 

 Plan =  Academic Major  (e.g. A196 Undeclared) 

 

 Term = 4 digits (e.g. 2165 = Fall 2016, 2171 = Spring 2017) 

2 = millennium year 

17 = calendar year 

1 = Spring semester 

2 = Summer 1  

3 = Summer 2 

4 = Summer 3 

5 = Fall semester 

6 = Winter term 

 

 EmplID = WCU ID w/ a leading zero (7 digits) 

 

 Hide the URL bar by hitting the F11 key on your keyboard 

 

 Include History = Always check this box to get the full history 

 

 Positive Service Indicator = fee waiver; scholarship   

 

 Negative Service Indicator = a hold on the student’s account; advisor has not opened 

student’s schedule; parking fines; Library hold; Financial Aid.   

 

 Set your PS Favorites to minimize navigation  

 

javascript:submitAction_main(document.main,'STDNT_ADVR_HIST_ACAD_PLAN$prompt$0');
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Notes: 
 

 

 

 


