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West Chester University Home Page

Accessing mywcCuU

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

Logging In

Select the myWCU button 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

@ Webmzil

Departments

Apply Mow

Faculty / Admin Self Service

Click on the accordion menu to expand transactions.

Fa ovrtes i MalnvManu
Per{onalize Content & Layout

Faculty Quick Links

»  Class Management

» Class Information

+  Department Reports

»  Admissions Application
»  Student Career

» Enroll Students

WCU Announcements

This Week at WCU

= Free Student Legal Service

More...

View All Articles and Sections

Important Dates

2015 Summer 2nd 5-Week 08/29/2015- 08/01/2015

Session

Last Day to Enroll

Last Day to Drop a Course
Last day to W/draw from
course (W grade)

Official Grades Posted

06/30/2015
06/30/2015
07/117/12015

08/05/2015

[4] July 2015 O]

12 13 14 15 16 17 18

19 20 21 22 23 24 25
26 27 28 29 30 al
Full Page View


http://www.wcupa.edu/

Favorites @ Main Menu
Personalize Content & Layout

Pow

Faculty Links WCU Announcements
Faculty Quick Links This Week at WCU
{ = Free StudentLegal Senice
Faculty Center More...
View My Advisees Wiew All Articles and Sections
Student Services Center
= WCU Advisor Comments Important Dat
= WCU Adylsor Scheduling Flag e ————
Academic Recovery Plan Session
= Student Advisor Last Day to Enroll 06/30/2015
WCU Advisee List Last Day to Drop a Course  06/30/2015
My Class Roster Last day to Widraw from 0711712015
= Record My Grades course (W grade)
= WCU Athlete Mid-Sem Grades Official Grades Posted 08/05/2015
= WCU Athlete Mid-Grd Report 2015 Summer Post Session 08/03/2015- 08/21/2015
; Ev?:'I;JCFM|d—|?erSetsteSrhGra;des Last Day to Enrol TR ATE
aculty Uata oheets Last Day to Drop a Course  08/02/2015
Clear Students for Graduation Last day to Widraw from 08/12/2015
Show Students by Department course (W grade)
= What-If Report Selection Official Grades Posted 08/26/2015
= WCU Math Advising Graduation Date 0812212015

= Grad Certification-Approval

v Class Management

Favorites

»  Fac
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» Sen

» Pere
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Sun
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16
23
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The myWCU logo is also the Home link

Main Menu

Faculy/Admin. Seff-Servic 2 |
| Faculty Center

Student Affairs
Library Links
My Content
Portal Administration

ﬂ Faculty/Admin Quick Linke

[E] Libraries Website

[El online Tutorials

|5] Distance Ed. Classes

[E] search Class Schedule

ﬂ Search Course Catalog

ﬂ Mon Degree Online Application

ﬂ Admissions Request

ﬂ Information Request

ﬂ Pay Admission Deposit

ﬂ WCU Transfer Equivalencies

ﬂ WCU Health and Safety

e e e ey You can also navigate by using the drop down menu:
] CuturalEvents Caender Click on Main Menu - > click on the Folder or Transaction Name

[E weu web mai

ﬂ Desire2Learn

ﬂ The Learning Connection
ﬂ Work Order Request

[El FAQs for mywcu

ﬂ WCU Homepage
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]
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Faculty Center

f Faculty Center ][ Advisor Center

W Search

| my schedule ” class roster

Faculty Center

|| grade roster

My Schedule

2016 Fall | west Chester University change term |

Click here to change the term

Other Links

Display All

WCU Advisor Scheduling Flag

View Data for Other Students

View Personal Data Summary

Select display option: (®) Show All Classes () Show Enrolled Classes Only

My Teaching Schedule > 2016 Fall > West Chester University

Easy access links

Class Class Title

ﬁoﬁ =9 MTD 305-01  Nut Thru Lifecycle 36
(4585 (Lecture]

.cfﬁ S NTD 305-02  Nut Thru Lifecycle 40
(5019 (Lecture)

f?ﬁ =9 UTD 503-30  Human Nutrition 24
(5407 (Lecture)

ﬁoﬁ =9 NTD 503-91  Human Nutrition 15
(2132 {Lecture)

ﬁ’ﬁ =9 NTD 620-01  Capstone Course i
(2108 (Lecture)

[
»

View Weekly Teach Schedule

Enrolled Days & Times

View All | @ | ﬁ First |i—| 1-5of 5 |£| Last

TuTh 9:304M - 10:45AM Health 328
Sci

TuTh 11:00AM - 12:15PM Health 328
Sci

TBA Online

TEA Online

TBA No Rm
MNead

Aug
Dec

Aug
Dec

Aug
Dec

Aug
Dac

Aug
Dec

]

culty Center Advisor Center Search

=

Schedule Class Roster Grade Roster

Click this icon to access a class roster

Location |Room |Class Dates

29, 2016-

1z,

2016

29, 2016-

iz,

2016

29, 2016-

12,

2016

29, 2016-

1z,

2016

29, 2016-

iz,

2016

Click this icon to access a grade roster.
Grade rosters are available only during the grade

reporting period.



Class Roster

You can view your roster by clicking the Class Roster icon on the Faculty Center page: i Sy

s Roster

( Faculty Center )i Advisor Center X Search )
| my schedule || class roster || grade roster |

Class Roster

2017 Spring | Regular Academic Session | West Chester University | Undergraduate
¥ NTD 309 - 01 (4900) change class |
Nutrition Throughout the Lifecycle (Lecture)
Days and Times Room Instructor Dates
TuTh 9:30AM-10:45AM Health Science Ctr 1028 Lynn Monahan-Couch 01/23/2017 -
05/05/2017

At West Chester University, student photos are classified as educational records and therefore protected under
FERPA. Photos are provided on class rosters to faculty with a legitimate educational interest to aid them in
meeting attendance verification policies and their teaching/advising roles. These photos should never be

sed to other individuals on or off campus. Please be mindful of protecting student records, especially if
lyou opt to print class rosters. Any questions regarding WCU's FERPA policies can be directed to the Registrar's

Office at registrarBvcuoy edy. Click to download roster
to Excel
*Enrollment Status
Enrollment Capacity 32 Enrolled 32 /
Enrolled Students Find | i 1 B8
Grade
Notify | Photo | ID Basis Units | Program and Plan Level Clearances Expire On:
Undergraduate - 2
| { Uberal Studies: Profession
1 O R Graded| 3.00 g /gusiness & Tach Writing Senior
| | 'MINOR/Nutrition MINOR
[ 'l i = T - n
! | " |Undergraduate -
2l O &R | . Graded  3.00 Nutrition and Dietetics BS/Exercise  Sophomore
‘Science MINCR
]
{ ! 'Undergraduate -
s O iEQ ’ Graded| 3.00 5 1 ology BA/Nutrition MINOR | >#™0"
- B
| | Liberal Studies: ion
s O K& Graded | 3.00 Ll O P eutrition | 58N 12/17/2016
1 ‘ 'MINOR
| | Und d
| { ergraduate -
s| O EEQ i Graded | 3.00 |00 o &5 Junior
|
| {
| | ‘Undergraduate -
s O :EQ ; Gnd«lg 3.00 4 rtion and Dietetics BS Senior




Emailing Students from the Class Roster

Enrolled Students - irst N 1-120f 12
J Notify | photo | 1D Name C'..::o Units | Program and Plan Level

0 OB e Kafilatf,  |(Graded| 3.00 SRGUMR - tton Graduste

2l O & | . L Saexandrs (Graded| 3.00 SaSUNR S L et Graduate
. % @ 2 . Melusa A, |Graded| 3.00/Sr0dumber L s Graduate
| o O R Sricha M,  (Graded| 3.00 ZNOUNSS L WS Graduate

s| O &R | o <JS0XA graged | 2.00|Oreavnte o eion M.S Graduate
| 6 £s Aliva 5. [Graded| 3.00(0IUe L triion Graduate

2 O &R LXaren®,  |Graded|3.00 SIASUe < L Nutrition Graduste
| sl O &R LonieMaco B,  [Graded| 3.0 Jduste” L s Graduate
| 9 @ g;il ‘ Amanda ). Graded 3.00 m‘:\;’ Notrition M.S Graduste
;zo 0 bgfk . . 2200180 | Graded | 3.00 g':::‘,;m, e Graduate
jxx 0O &R S0 eoa s, [Oraded| 3.00/3AUNe S L oS Graduate
éxz O .E}'« ¢ . Jlsnl,  [(Graded| 3.00/FROUMES S Graduste
SelectAll Claar Al Brinter Frigndly Version

notify selected stud | notify all students |

‘Notify Selected Students’ check box.

To email students from your class roster, check the box in the notify column next to the student’s
name, then click the “Notify Selected Students” button to send an email to the students you
selected. You can also click the ‘Notify All Students’ button to email all students in the class.



[ Faculty Center ]( Advisor Center ]( Search ]

| my schedule ” class roster ” grade roster |

Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.
Hotification from Matin Katirai

From: e s @wcupa.edu
To: A @weupa.edu
CC:
e & @wcupa.edu, MSERE L N@vwcupa.edu, L essN@wcupa.edu
BCC:
Subject: <From the desk of Mats Kateai>
Message Text: @

SEND NOTIFICATION

Return to Class Roster

The email note is sent from faculty member’s email account and to the faculty member’s email
account. Students receive the email as a BCC (blind carbon copy) so their information remains
confidential.



View Advisees

You can view your Advisees from the Advisor Center tab on the Faculty Center page:

e “View Student Details” link will take you to the Student Center page for the
student you select. You may request a Degree Progress Report from the Student
Center page.

e “View Data for Other Students” button at the bottom of the page allows you to
view information for students who are not one of your Advisees or on your Class

Roster.
( Faculty Center \I( Advisor Center W Search 1
| my advisees || student center ” general info ” transfer credit ” academics |

My Advisees

Click to display student’s photo

Select display option:

@ Link to Photos

O Include photos in list

Notify | Photo Name ID g:l:tir:ii:atin | View Student Details :ﬂ:;_'“ﬂ
1 [ Kafilat F. View Student Details
2zl [ E:Q Amanda C. View Student Details
—
2l [ Marissa 5. (:;J_ie_w Student D?ai_lD
4 [] E:Q Melissa L. Wiew Student Details
5| [] E:Q Alexandra View Student Details
& [] E:Q (Brandy M. Wiew Student Details
7 [ Amanda Wiew Student Details
g [ E:Q Deborah J. Wiew Student Details
g [ E:Q Alexa T, View Student Details
10 [] [Cassandra L. I View Student Details

notify selected advisees I

notify all advisees

WVIEW DATA FOR OTHER STUDENTS |

Email Advisees by following the same procedure as emailing students on your class roster.



Advisor Scheduling Flag

After reviewing and approving the student’s schedule, click the “Allow Scheduling” box to
permit the student to schedule classes.

Faculty/Admin. Self-Service Fa ch:g,r Center

Favorites ¢ Main Menu >
- : -

[ IRemove Al [] Select All

Advisee List i First I 144 o aa I Last
Kafilat F. GRAD GRADE /] Allows Scheduling
M196 Fublic Health MPH: Mutrition Advisee Schedule i

Term: 2017 Spring Appointment Begins: OCTOBER 13, 2016 - 08:00 AM

Amanda C. UGRDUGRDE [v] Allow Scheduling
S171 Mutrition and Dietetics BS Advisee Schedule

Term: 2017 Spring Appointment Begins: OCTOBER 25, 2016-12:00 PM

Marissa G. GRAD GRADE [v| Allow Scheduling
M196 Public Health MPH: Mutrition Advisee Schedule

Term: 2017 Spring Appointment Begins: OCTOBER 13, 2016 - 08:00 AM

10



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.

A
_ Py Advising
Noti N 1D Vi Student Details
ify | Name iew Studen i Notes
1| [ |ssssslsesDans K. ffete s |View Student Details
2 I:‘ fadle. Kaitlyn M. fliisel | View Student Details I
z [ G Lewis W. FRRLis |View Student Details
4| [ |geslles pimes L. et s |View Student Details
notify selected advisees notify all advisees my advising notes I

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 can look at another student’s notes by

~Change Advises [ WA, Cosiri (EeD using the “Change Advisee” dropdown

B otz
Personalize | Find | View Al | B | #  First Kl 1303 10 1ase
Ad':‘::_'e“‘-' Created By Assigned To Institution Subject Category |Subcategory Action Items |Last Updated
Degree
Cheryl W Cheryl W West Chester Adviser Comment Progress Pre-2016 Notes None 02/25/2015
University e
West Chaster Degree
Cheryl W Cheryl W 3 Adviser Comment Progress Pre-2016 Notes None 10/08/2015
nivarsity i
West Chester Spring 16 mecting  Appaeintment Ganeric appt
Slaawi W Slaawi W University for fall 16/graduation Summary  summary e SRS

Faculty Center Advisor Center Search

My Advisees Student Center General Info Transfer Credit Academics

Erter an advising nobe and click Submi when dore.

*Tnskitutson West Chaster Unlversity e

[category = Y Fatus Cipen The “Institution” field will
S e alieg mry Major appt sumimany L N

+ Asstgmed Ta 13 R cheniw automatically populate.
*subgnct Magtireg to rEvigw Mafor reguira manis

R = TR I == - R e

: Fomnat | boma |~ Fom | Sirw | I R I T

e E|f A~ | |

Es am|;

11



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.

B A ) BedlEOES 0

¢ Fomat ~| Font v | Size B I WU a

il
i
]
]
'I'i
=

Action ltems Personalize | Find | View All | & ] b First a 1ofi “ Last

Action

Entered On |*Description *Action Item Status *Due Date
Ttam

1 01/12/2016 | = [ |

Attached File Description |

Incomplete Action Items

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

Incomplete Action ltems xa

Description Due Date Name |
Y = d b ¥ k
[ §gnalstugent aboul sV g1/3112016 S, Kaitlyn M. Cancel

C Comélete Selected >

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

12



Completing your Note
When you are finished typing your note plus adding any attachments and/or action items, click
“Submit.”

CEZIRET
Attached File |Don:rlpt|-ml | |
Delote I
add attachmen

The following warning will appear:

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:

Institution Wast Chester University Created On 01/12/2016
Category Degree Progress Note Created By Charyl W.
Subcategory DPE Raview Student Id

Subject Tasting

Note Items Parsonalize | Find | View All | & | = First © 1of1 O st
Wots | o ered Om Entered By Comment
Item

1 01/12/2016 Charyl W Testing

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

Help

Send notification to advisee

Additional message (optional):

I &

CANCEL SEN!

Email Preview
Your advisor has added an advising note, plesse review it by clicing here .

Contact your advisor if you need further dlsrification.

13



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:
Advising Hote

Institution West Chastar Univarsity Created On 1071452014

Category Degres Progress Note Created By Cheryl W

Subcategory DERE Baviaw Student Id

Subject Advizer Comment
notify ad\li:ﬁ

o=

Note Items Personalize | Find | View All | = | = Firsk n 1-2 of 2 n Last

Note
1Item Entarad On Entarad By Commeant |

2 01/12/2016 Cheryl W Update

VFCC transfers/equivs approved:
ENGZE4E = Engl Lit
1 10/14/2014 Charyl W ENGZ55 = Afr-Amar Lit
ENG253 = Early Amer Lit
ENG244 = Early Brit Lit

Filtering to See Only Certain Notes

Advising Notes

This page displays advising notes assigned to you. Use the filters, as needed, to narrow your search results.
Also use the column headings to in the grid to sort in ascending or descending order. Click the ID to access the

detail about a particular note or to add an additional comment to a note.

** Filter Notes

Institution | West Chester University Vl
Category | Vl Created | Vl
Subcategory | Vl Last Updated | Vl

Action Items

Student ID
Q CLEAR L | APPLY FILTEFll

VIEW DATA FOR OTHER STUDENTS |

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.

14



Attendance Verification

Procedures for verifying attendance:
Faculty will see a new section of their myWCU homepage dedicated to class attendance.

Class Attendance

The administration of federal student aid under Title IV ofthe
Higher Education Act requires universities to determine whether
or notfinancial aid must be returned for Title IV recipients who
withdraw during the term. To proper calculation for the return of
Title I'V funds is dependent upon verifying attendance in
academically related activities.

During the add/drop deadline; and around the mid-term point
faculty will be required to note student attendance for all
classes. Please see our Attendance Verification Policy for more
information about how to verify attendance.

During an attendance period this section of the homepage will expand to show the courses the
faculty is responsible for completing an attendance verification for, the attendance due date, and
the current status (pending or complete).

Class Attendance

The administration of federal student aid under Title IV of the
Higher Education Act requires universities to determine whether
or notfinancial aid must be returned for Title IV recipients who
withdraw during the term. To proper calculation for the return of
Title I funds is dependent upon verifying attendance in
academically related activities.

During the add/drop deadline; and around the mid-term point
faculty will be required to note student attendance for all
classes. Please see our Attendance Verification Policy for more
information about how to verify attendance.

At this time you are required to complete attendance
verification for the following courses.
Tot Attendance
Enrl Due Date

2017 Spring BIO 269-01 42 01/15/2017 Pending
2017 Spring PSY 335-01 35 01/15/2017 Pending
2017 Spring  ANT 230-01 13 01/15/2017 Pending
2017 Spring PSY 335-02 55 01/15/2017 Pending
2017 Spring PSY 230-01 6 01/15/2017 Pending

Term Class Status

Faculty will click on the class link to go to that courses attendance roster. The roster will contain
the student 1D, student photo, and student name.

15



Verification of attendance at the end of add/drop:

Instructors will be asked to answer the question “Is this student in good attendance at drop/add” by
selecting Yes or No.

Verification of attendance at term midpoint:

o Instructor of records must verify attendance at term midpoint, or 60% point.
o If the student is not in good attendance, the instructor must note the last date of attendance.
o Instructors will have the option to indicate if students are at risk of failing the course by
entering mid-term grades. There are two grading options:
o AJB/C-to indicate that the student is currently on track to pass the course
o DI/F-to indicate that the student is currently at risk of failing the course. Note:
for graduate courses, since the D grade is not available, this option will just read
“F”.
Verification of attendance at end of term:

e Instructor of record must provide last date of attendance if student is receiving a failing grade
of ForZ.

More information about the Attendance Roster in myWCU

Drop / Add Roster

Opt to auto-populate Show only student with no attendance selected Return to myWCU home page

“Yes” for all Select to default " Yes' to all. Doing so will not override any existing values entered. You can then manually adjust

Students and then / students who are not in good attendance.

manually adjust Attendance Roster Find | B | # First B 1-35 of 55 ¥ 1ast

those that aren’t in E |10 N Is this student in good

good attendance. map i attendance at drop/add?
1 Nicolas Yes v

After saving attendance data, please click on the myWCU logo at the top-left of the page to return to your
myWCU homepage. There you can select another class to complete attendance.

6 save | <4—— Click Save after entering data. You can go back and update attendance until the
roster due date. Any fields not entered will highlight in red.

16



At this time you are required to complete attendance
verification for the following courses,

Tot Attendance
Term Class E-%I.l Due Date  >alus On your myWCU homepage: The status
@ will change to “Completed” once all
il Spﬁng l 1 E82 OAHEEN1T Coml?leted students have had their attendance status
2017 Spring PSY 335-01 35 01/15/2017 Pending entered.
2017 Spring ANT 230-01 13 01/15/2017 Completed
2017 Spring  PSY 335-02 55 01/15/2017 Pending Note if a student is enrolled in your course

during the attendance period, the roster
will go back to pending status until that
student’s attendance is recorded.

2017 Spring PSY 230-01 6 01/1522017 Completed

Mid-term (60%) Roster

Attendance Roster First 4 1-40 of 40 b Last

Please
Is this ) I:t:m ti Last Date of Erl_::tr a
student in =t :n " | Attendance e d Ei:_m
Empl ID Name good goo 60% (Required gra _e
attendance attendance for No) one is
at drop/add?| |at 6097 available
{optional)
1 Matthevs Yes Ne v | |lby/os/2017 |5 v

T [

Displays drop/add value entered

Instructor will note if the student is in good attendance at
mid-term (60%)

If the faculty notes that the student is not in good attendance,
they must estimate a last date of attendance.

Instructors are encouraged to indicate if students are at risk of failing the course by
entering mid-term grades. There are two grading options: A/B/C- to indicate that the
student is currently on track to pass the course, D/F- to indicate that the student is
currently at risk of failing the course. Note: for graduate courses, since the D grade is
not available, this option will just read “F”.

17



Recording Grades

Enter your grades and “Save, Approve, Save”

e Enter your grades by selecting from the drop down menu
e “Save” the grade roster in “Not Reviewed” status

e Change status to “Approved”

e “Save”!

ular Academic Sessior West Cheste

¥ ENGA400-81(1 change dass I

RESEARCH SEMINAR (Lecture)

Days and Times Room Instructor Dates Topic
TuTh 2:00PM- Recitation Hall 305 Cheryl Wanko 01/28/2015 - 18th-cent crime
3:15PM 03/10/2015 & punishmaent
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade w *Approval Status Not Reviewed v save I
" pisplay u igned Roster Grade Only
Student Grade Transcript Note
Name :“tl" pi .d.l ::::. Program and Plan Level
| - | |UGRD Arts and Sciences -
] 1/0%0eass | b s & A v GRD (English BA: Writings |Senior
| |UGRD Arts and Sciences - |
[T] ] 2 0ttt | B, Saspniine & cC v GRD English BSED: Literature | Sanior
[ | | |UGRD Arts and Sciences - \
[1] 3|t | B et o GRD |English BA: Literature/Dance ‘Senior
[ | [ (Performance) MINOR [
| |UGRD Arts and Sciences - [
1] 4/ mmmaa | Sanstons fans & GRD |English BA: Literature Senior
. . . i B+ |UGRD Arts and Sciences -
]| S 0saats | s m S s GRD |English BA: Literature ‘Sonlu
= | c |UGRD Arts and Sciences - |
M ‘ 6 EFIEIEE | hawins Seanees ) g, GRD English BA: Literature |Sanior
7 | " y o |UGRD Arts and Sciences - -
| ‘ 7 8R0S & =L ‘ GRD |English BSED: Literature Senior
. | O- | |UGRD Arts and Sciences - 2
]| 8tarusie | Mty Sustians & ;p (W ADM | Clish BA: Writings Senior
= | - |UGRD Arts and Sciences -
E| o et | Metwtnbone & gc D |English BA: Writings Senior
7 et [— — I |UGRD Arts and Sclences -
£ |10{me . £ - et oR |English BSED: Literature S
= |UGRD Arts and Sciences -
[F] | 21 | ot | B Baiermie & - GRD \ English BA: Writings/Journalism  |Senior
| \MINOR
ol INGRD Arts and Sciences - i
™ (120N | R, waneie & - GRD | glish BA: Writings |Senior
7 | 13 emenass s Sons 8 = |UGRD Arts and Sciences -

GRD

|Eng\ish BSED: Literature

|Senior

You must select a grade from the drop
down menu; you cannot type in a grade.

18



“F” or “Z” Grades

To remain in compliance with Federal Financial Aid guidelines, when students are issued a grade
of “F” or “Z”, faculty are required to record the last date of attendance. This new requisite has

been built into the grade rosters to make reporting easier for faculty.

When a grade of “F” or “Z” is entered, two additional columns will appear asking for “Last Date
of Attendance” and “Attendance Comment”

Student Grade || Transcript Note

Roster

ID N
ame Grade

Last Date
of
Attenda

Official
Grade

Attendance Comment

Grading
Basis

Program and
Plan

Level

C =

—
—

GR

Undergraduate -
Biology BS

Junior

GRD

Undergraduate -
Mursing BSN

Sophomore

GRD

Undergraduate -
Nutrition and
Dietetics BS

Junior

R e

Faculty will then enter the “Last Date of Attendance” and any other comments they may have

about the attendance record.

The last date of attendance reported by the faculty can have a large impact on the
student and their financial aid reward. We ask that all faculty be as accurate and
thoughtful as possible, taking into consideration in class participation, online
involvement, submitted assignments, communication, etc. to determine the last day of
academically related activity in which the student participated. If the student has never
attended or participated in class, please enter the first day of the semester as the last

date of attendance.
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After you have selected a grade for all students on your roster:

Display Options: Grade Roster Action:

*Grade Roster Type Final Grade hd *Approval Status Not Reviewsd v

D Display Unassigned Roster Grade Only

1. “Save” the grade roster in “Not Reviewed” status.

Display Options: Grade Roster Action:

*Grade Roster Type Final Grade - *Approval Status -
I:‘ Display Unassigned Roster Grade Only . -
Not Reviewsd

2. Using the drop down menu, change status to “Approved”

Display Options: Grade Roster Action:

*Grade Roster Type Final Grade - *Approval Status Approved -

D Display Unassigned Roster Grade Only

3. “Save” the grade roster in “Approved” status.

You will receive a confirmation email upon successful submission of each grade roster.
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Online Grade Change Workflow
Workflow is initiated based on the type of grade change and timeline.

o Standard Grade Changes: Change of grade request initiated prior to end of the 9th week of
the following semester and for IP's, prior to the end of the 9th week of the equivalent
semester of the following year.

e These require only the department Chair approval

o Extended Grade Changes: This includes change of grade requests initiated after the 9th
week of the following semester and for IP's, after the 9th week of the equivalent semester in
the following year.

e These require department Chair, Dean and Provost Designee approval

Click Faculty Quick Links

I T,
Favortes | Main Menu
Persenalize Gordent & Layout

D Faculty Quick Links

»  Class Managerment

» {Class Information

+ Department Reports

» Admissions Application

»  Student Career

»  Enroll Students

» Senvice Indicators

»  Manage Student Financials

*  Personal Information

KMyFaarites

Earvorile

Edit rmyF aworiles
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Click Change Student Grades

Ir = Faculty Quick Links

= Faculty Center
B Wiaw My Advisees

F Student Services Canker
FWCU Advisor Comments
EWCLU Advisor Scheduling Flag
B WL Chair Schaduling Flag

F Academic Recowvery Plan

F Student Advisor

FIWCLU Advisee List

B My Clazs Roster

I am Grades
B WL Athlete Mid-Grd Report
F ROTC Mid-Semester Grades
FWCU Faculty Data Sheets

= Clear Students for Graduation
= Show Stwdents by
Depariment

= What-IF Report Selection

02 More...

Enter the course information and click the Search button

Change Student Grade

Erler any infarmalion you have and dick Search. Leawe fields blank i

Find an Existing Vale

= Sparch Crdena

Term: [ begins with ~|2155 A
Clags b [ = w| o
Subject Area: |beg|n5'n1m | eng a

Catalog Hbr: | Begins wilh | 295

Class Section;| beginz with |03

Clear | pasic Search B Save Search Crileria
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The Grade Roster for the course you entered will appear.

2015 Fall | Regular Arademic Session | West Shaster Univarsity | Undergradusts

Higtories and Texts (Lecture)

Days and Temes Rz Imstructos Dates
Mo 7 139W- 101009 Main Hall 302 08/ 24/ T0LS -
12/07/ 2018

SUBRMT I

PP _Ewm- v T v nagmds e
_! [T _.—p-u. R —— |B I__Vl |_ v] Grkrem
|2 coosmmn | i e T T | [activm
_S‘F!,n' —:m-ﬁ- L 3 |.a- [_v|[ v] Artrew
_ﬂ‘;s“i_wmi |.up l v|[ v]nn:m-
_!E*ﬂ __om.nw ] |F [—v| |_ v] Bctrew
TE&“ _:l-..pu“ £ |a- |_ v| |_ v] Grkrem
| afoaazims b s [ T II | [activm

Grade change types for NG's and IP's will automatically appear. You will only need to submit a

new grade. Multiple changes can be submitted within the same transaction.

Select a new grade for each student needing a grade change.

2915 Fall | Regular Academic Session | West Chester University | Undsrgraduste

Higteries and Texts (Lecture]

Drays and Temes Reom Instructor Dates
Mo 713010 00RH Maim Hall 302 OB A 301 -
12/67201%

1| or1ame ] |n [_v“ | Ackrew
BT (e T w]hoarada |actws
_snau.u_:-—hms |n [_v“ || ackiom
| 2 coosuin | wesie i & e T 0 o ctren
_s;su-__mn- & |u- ~f || ackiom
_AEH—:“&-- |m w| ! | |ackren
_)r!n‘n_ou-nu.,-n- - |l [_v“ || ackiom
| 6loozeamt | Wempeen main € [ Tl || ctren
_&thl_:wq- » |B~ [_v“ || ackiom
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Select the Grade Change Type / Reason

Clerical and Computational Errors are the options available when changing letter grades.

2013 Fall | Regular Academic Sesckon | West Chester LUnivarsity | Uncergreduasts

= ENG 295 - 03 (2710]

Higtories and Texts (Lacture]

Days and Tanes Room Imstructos Dates
Mo Fii5eE- 10100 Maim Hall 202 0B/ 24/ 3015 -
12f0F 2015

Once all new grades and grade change types / reasons have been entered, click the Submit
button to forward the request to the next person in the workflow.

20135 Fall | Regular Academic Sesshon | Wes? Chester Liniversty | Ungergraduats

w ENG 295 - 03 (2710)

Higterins and Texts (Lectura]

Darys and Temes Rogin Instructor Dates
Mo Fi150E- 1000 R FMaim Hall 202 0B/ 24/ 2015 -
12/47/20158

2 caais i R E ||u! | %] hia arads Actros

3 pELEREN Lo S ————— |l. M Clarical B % | Ackrrs

4 canwks [ ——— |n l__\r‘ﬁm—

Yt (b |.a.- (& ~| | comaputs w||acties
_I-E“—:wl'i' |n.- | W || ckie
_:Ertn—_-m,- & |l [+ W || acties
_H-E-ﬂ_ll-hh—-n-( |J|.- N || acties
_&E"I"'l wup-- ’ |I~ Low|l || acties
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The workflow status will appear on the faculty member's grade change roster noting approvals
needed.

'-E'.'l::i:ei HBI’_!_-!EI’II.I ¥ Fatub.'_.'.ﬁt-"l'fl'i. Sef-Senice  +  Change Student Grades

i 0718 [ ] Active
2 |DE4 el froilmgpe b ® HE ko Grada Aclive
3 | OB ) [ R e ] B Clarizal Errce | activa
- | DBoEEE Lt L ] Active
5 | 0BT e (SN I T - ' Computational Erar Active
& 083 e PI——— s Eeliva
7 |apspras Py S v Active
B | 082 i | PRI N - B- Artivi
alpez ' A —— 8- Active

Standard Grade Change

= Tarm: 2155 Class: ENG295-03 ID: 0818 -Jacqueline s :Pending

Stardard Grade Change

= Term: 2156 Clags: ENG205-02 |D: 0828 Riley s Fending

Stamdard Grade Changs

Pending
A Byoaw
GIGmIE Change - Cher

Communications:

After a change of grade is submitted by the faculty, if applicable, the next approver
(chair/dean/provost designee) will receive an email notification that a request for
approval is in their queue.

When a change of grade has been rejected, the faculty member who submitted the request
will receive an email. This will automatically end the workflow and it becomes the
Jaculty member’s responsibility to inform the student of a denied decision.

Students will receive an email for processed, approved grade change requests.

25



Instructor Work Schedule

To view your teaching assignment for a different semester, click the Change Term button.

f Faculty Center “’ Advizor Center W Search ]

| my schedule || class roster || grade roster |
Faculty Center

My Schedule

2015 Fall | West Chester University | diiiEy Ll

Cisplay All

WECL Advisor Scheduling Flag
View Data for Other Students
View Personal Data Summary

Select display option: © Show All Classes O Show Enrolled Classes Only

Icon Legend: ﬁﬁ Class Roster ,f:p]l Grade Raoster

My Teaching Schedule > 2015 Fall » West Chester University

View All | EI | ﬁ First E 1-5of 5 IB Last

Class Class Title Enrolled Days & Times Location Room | Class Dates
GEQ 325-01 Intro Business GIS 20 TuTh 3:20AM - 10:45AM Anderson 220 Aug 24, 2015-
(4645 (Lectura) Dec 7, 20135
GEQ 325-05 Intro Business GIS 20 TuTh 12:20PM - 1:45PM Anderson 220 Aug 24, 20135-
[4672) {Lecture) Dac 7, 2015
GEC 412-01 GIS Applications in 3 We 4:25PM - T:10PM Anderscn 219 Aug 24, 20135-
(10601 Health (Lecture] Dec 7, 2015
GEQ 502-80 Topical Seminar =1 We 4:25PM - T:10PM Anderson 218 Aug 24, 20135-
(4508 (Lecture) Dec 7, 20135
GECQ 525-01  Urban/Region Plan 13 We 7:15PM - 10:00PM Ruby Jones 102  Aug 24, 2015-
(10220 (Lectura) Dec 7, 20135

View Weekly Teaching Schedule

Select the appropriate semester and click Continue:

Faculty Center

Select Term B VicwFERPA Siztement

e z e W
Term Institution

@ 2016 Spring West Chester University

O 2015/2016 Winter Session West Chester University

O 2015 Fall West Chester University

O 2015 Summer ist 5-Week Session West Chester University

o 2015 Spring West Chester University




The teaching assignment for the semester you selected will be displayed:

Faculty Center

My Schedule

2016 Spring | West Chester University __ change term | L b L
Display All

WU Advisor Schaduling Flag

Vigw Data for Other Students

Wigw nal & mm
Select display option: (®) Show All Classes [_) Show Enrolled Classes Only

Icon Legend: ﬁ. a55 Roster E‘fl Grade Roster

My Teaching Schedule > 2016 Spring > West Chester University

Wi All | (E1 | E First - 1-4 of 4 . Last

Class Class Title Enrolled |Days & Times Location Room Class Dates
GEC 310-01 Population Geography 0O TuTh 11:00AM - 12:15PM Jan 19, 2016~

4524) (Lecture) May 2, 2016
GED 331-01 Transportation Planning O We 7:15PM - 10:00PM Jan 19, 2016-
[7657) [Lecture) May 2, 2016
GEC 424-01 GIS Applications o TuTh S:304AM - 101454M Jan 19, 2016~
[4538) (Lectura) May 2, 2016
GEC 531-80 Transportation Planning 0 We 7:15PM - 10:00PM Jan 19, 2016~

7E58) (Lecture) May 2, 2016

: weekly Teaching Sct
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Student Services Center

Favorites : Main Menu
- L -
Personalize

L 13

(YIVAR| | Faculty/Admin. Seff-Servic

(I

Facutty Center

3 Campus Community i _
» Fac Manage Student Recordsc]l_q :":"d" M: :dw.seesc =
£3 WCU Inventory System R oelEs AT
v Clas _ [5] weu Advisor Comments
3 personal Information ) )
) g VCU Advisor Scheduling Flag
3 Student Affairs )
r  Sepn 02 L ] [Z] Academic Recovery Plan
Library Links [£] student Advisor
b Pers O MyContent [ WCU Advises List
3 Portal Administration =] My Class Roster
Ij Faculty/Admin Quick Link: G Record My Grades
] [5] Libraries Website (5 Wcu Athlete Mid-5em Grades
sun |5 Online Tutorials [E] WcU Athlete Mid-Grd Report
|5 Distance Ed. Classes [£] WCU Faculty Data Sheets
S [E] search Class Schedule [£] Clear Students for Graduation
15 [£] search Course Catalog 20 21
27 Ij MNon Degree Online Application 27 23
30 = Admissions Reauest

Main Menu > Faculty/Admin. Seff-Service > Student Services Center

Favorites
Advisee's Student Center

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

ID: begins with ~ | a

Campus ID: begins with \

National ID: begins with ~ \
Last Name: begins with v | ) Search by ID or Name

First Name: begins with v |

["Icase Sensitive

Search I Clear IBasic Search Save Search Criteria

ID = six digit WCU ID w/ a leading zero (7 digits)
Campus ID = SAP id
National ID = Social Security number



Student Center Page

View Student Details (Student Center Page)

When you click on the link “View Student Details” for one of your advisees you will
automatically be directed to the Student Center page for that particular student.

|( Faculty Center

“, Advisor Center \I( Search 1

| my advisees || student center ||

Advisee Student Center

general info

|| transfer credit ||

academics |

*Change Advises

¥ Academics

Class Schedule
Tentative Classes
Elanner

Course History

Degree Progress Report
Grades

View Unofficial Transcript
Transfer Cradit Report
Graduation Tracking

¥ Personal Information

Demaographic Data
Emergency Contact

* change | 4—

Eal:ea:lhes @UR- @ Gradebook

This Week's Schadule

Class

[, BlO310-21
LEC (2033)

BIO 310-51
2034)

Contact Information

Home

Lancaster, PA 17601
36

Home Phone
717/666-

Schedule

MoTuWeTh

8:30AM - 10:25AM
Anderson Hall 017
MaTuWeTh
10:20AM - 12:00PM
Anderson Hall 017

weekly schedule =

Billing Addrass
Withhald

Campus Email
@wecupa.adu

Use the green Change button to select

Do not send bill.
Do not cancel Summeri
classes.

Do not cancel Spring classes.

Do not cancel Fall classes.

details ®

T Enrollment Dates

Home address, phone number and campus email will display here.

a different advisee.

Quick links for getting
additional info on the

student:

Open Enrollment Dates [ ]
[}
Program Advisor I
One Pagan
[}
details >
(]

Degree Progress
Report

Unofficial
Transcript

Transfer Credit
Report

Grades

Class Schedule,
etc.
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Class Schedule

[' my advisees ]|' student center ]f general info ]f transter credit ]f academics

Advisee Class Schedule

Term Career Institution
O ZgﬂlluiDE':Jrnm-H 2nd S-Week Undergraduats Wast Chestar University
()| 2015 Summer Post Session Undergraduate West Chester University
(@) 2015 Fall Undargraduate ‘Wast Chester University

CONTINUE |4_ Click Continue

{:uuul Selecta Term

my advi [ studentcenter || gemeratinfo || transtercredit |  academics |
Advisee Class Schedule

Select Display Option (@) List View () Weekly Calendar View

2015 Fall | Undergraduate | West Chest sity cﬁomb-fml

CLICK HERE TO VIEW TEXTBOOKS I
¥ Class Schedule Filter Options

V] Show Enrolled Classes Dshowonppodaasm I]so»-wmuams ml'l

EDA 303-82 - Spec Ed: Processes/Procedures Status:Enrolled

Academic
Description Units | Formal Description Grade Calendar
Deadlines
Enrolled 2.00 Graded (%
6498 Section Component Days & Times Room Instructor gt:::/ﬂ'd
6498 82 Lecture Th 8:00PM - Recitation Hall ZSTAFCED 08/24/2015 -
10:009M 213 ZSTAFCED 12/07/2015
LAN 401-80 - Tch Mod Langs K-12 Status:Enrolled
Academic
Description Units Formal Description Grade Calendar
| | Deadlines
Enrolled 3.00 Graded E%
2000 Section Component Days & Times Room Instructor gt:':le"d
2000 80 Lecture Th 4:25PM - Mitchell Hall  William Corbitt  08/24/2015 -
7:10PM 102 12/07/2015
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Course History

Credit Summary Box:

Cumulative Credits + Ungraded Credits — (Remedial + Duplicate Credits) = Adjusted Credits

Advisee Course History

Admitted Holds
2125

CumGPA TranCr CumCr + UngCr-[ Remed + DupCr ) = AdjCr

3.755 284.00 190.00 11.00 0.00 0.00 201.000

Select Display Option |

Sort results by il

@ Hide courses from My Planner Then by v You can sort the results:
() Show courses from My Planner

[, - Bransferred @ 1n Progress
Course Description Term IGnndn Units | Status | Repeat Code |Attributes
PSC 340 Lat Am Cult/Palit 2015 Spring A 3.00 @ (F)Fareign Leanguage Culture Cluster
SPA 331 Spanish-American Narative 2015 Spring B+ 300 &
EDS 306 Tchg Prin/Fid Exp 2015 Spring A 200 & {W)Writing Emphasis
SPA 365 Spanish Phonatics |2015 Spring  A- 300 &
EDM 349 Tech Tools 'I't-r_hlnm'Lnlmiﬁ_|2G15 Spring lA 1.00 @ [ [
SPA 330 Spanish Narrative 2015 Fall . 3.00 (} | |
LAN 401 Tch Mod Langs K-12 2015 Fall 3.00| &
EDA 303 Speckds 2015 Fall 200 @
SPa 4d4 B ign 1. 2015 Fall 3.00 0
2014
SPK 208 public Speaking Farviskird 2nd |y 3.00 &
Session
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Student Advisor

Navigation: Faculty/Admin Self Service - > Student Advisor

Enter the Student’s ID or search by name:

Student Advisor
Enter any information you have and cick Search. Leave fields blank for a list of all values.

Find an Existing Valus
= Search Criteria

1 Beging with ~ 0123456
Campus ID: begins with =
National ID: begins with =
Last Name: beging with -
First Name: begins with -

L | Case Sensitive
Clear |Eagm5g arch [ Save Search Criteria

Check the “Include History” box.
Click the “Search” button

Use the arrows to view the history of

advisors for the student.

Student Advisor

Find | View Al First n 1of5 o Last '

*Academic Institution: WCUPA Q West Chester University El
*Effective Date: [o0er014

Find | View Al First Il 1 or 1 B Last
*Advisor Role: | Advisar v “Advisor Number: | 1 =l
*Academic Career: UGRD & Undergraduate
*Academic Program: UARTS Q UGRD Arts and Sciences

Academic Plan: A186 Q Spanish BA

Academic Advisor:
Advisor Percentage:

Committee:

0072662 @ varricchio,Andrea

[ Advised by Committee [T Must Approve Enrollment
[ must Approve Graduation Graduation Approved

Bl save | S\ Return to Search |

A UpdateDisplay | & Include Histon,
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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.

Add to My Favarites Sign out

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

Add to My Links

A link to the following item will be added to your "My Links™ dropdown list.
Properties ofthis entry or any "My Links" entry can be updated by selecting "Edit

My Links™ from the "My Links”™ list.
Hame: Bio/lDemo
My Links -

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

MyFavorites =

Bio/Demao

Show Dept. Student Workers
WCU Advisor Report

WCU Class Lists Report

WCU Current Majors Report
WCLU Display All Grades

WCU Graduation Applicants-Dept
WCU MajoriPlan Report

(_Edit myFavnrites)

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

Edit My Links

"My Links" allow you to access your favarite pages from any computer at any time. You can use this
page to create, edit and organize your links. Changes made to your links list will be reflected in the

"My Links" dropdown list.

(= My Links Add Link Add Folder Add Other

[Bio/Demo]

[Ehow Dept Student Workers]
[WCU Advisor Report]

WCL Class Lists Report]

WL Current Majors Report]
WCL Display All Grades]

WCL Graduation Applicants-Dept]
WCL Major/Plan Repor]

[ ] o ] (i ] ()
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Important PS Tips:

Allows you to download to an Excel spreadsheet
Magnifying Glass signifies a search key

Academic Organization = Academic Department

Career = Undergraduate or Graduate (UGRD or GRAD)
EmplID = WCU ID w/ a leading zero (7 digits)

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

Program = Combination of Career and School or College (e.g. UBUSP)
Term = 4 digits (e.g. 2155 = Fall 2015, 2161 = Spring 2016)
Include History = Always check this box to get the full history
Hide the URL bar by hitting the F11 key on your keyboard
Set your PS Favorites to minimize navigation

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. @
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