
 

 
  

 

 

 

 

 

Copyright 2017 Faculty and Staff Training, West Chester University. 

A member of the Pennsylvania State Systems of Higher Education. No portion of 

this document may be reproduced without the written permission of the authors. 

 

 
Introduction to PeopleSoft / myWCU 

 
Faculty Training Guide 



2  

 

Table of Contents 

West Chester University Home Page .............................................................................................. 3 

Accessing myWCU ..................................................................................................................... 3 

Logging In ................................................................................................................................... 3 

Faculty / Admin Self Service .......................................................................................................... 3 

Faculty Center ............................................................................................................................. 5 

Class Roster ................................................................................................................................ 6 

Emailing Students from the Class Roster ............................................................................... 7 

View Advisees ............................................................................................................................ 9 

Advisor Scheduling Flag............................................................................................................... 10 

Advising Notes.............................................................................................................................. 11 

Attendance Verification ................................................................................................................ 15 

Procedures for verifying attendance: ........................................................................................ 15 

More information about the Attendance Roster in myWCU .................................................... 16 

Recording Grades.......................................................................................................................... 18 

“F” or “Z” Grades ..................................................................................................................... 19 

Online Grade Change Workflow .................................................................................................. 21 

Instructor Work Schedule ............................................................................................................. 26 

Student Services Center ................................................................................................................ 28 

Student Center Page .................................................................................................................. 29 

View Student Details (Student Center Page) ............................................................................ 29 

Class Schedule .......................................................................................................................... 30 

Course History .......................................................................................................................... 31 

Student Advisor ........................................................................................................................ 32 

Setting PS Favorites: ..................................................................................................................... 33 

Important PS Tips: ........................................................................................................................ 35 

 



3  

West Chester University Home Page 

Accessing myWCU 

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 

 

 

 

 

 
 

 

Faculty / Admin Self Service 

 

 

 

 

  

  

 

Click on the accordion menu to expand transactions. 

http://www.wcupa.edu/
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You can also navigate by using the drop down menu:  

Click on Main Menu - > click on the Folder or Transaction Name 

 

The myWCU logo is also the Home link 
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Faculty Center 

  

 
 

 

 

Click this icon to access a grade roster. 

Grade rosters are available only during the grade 

reporting period. 
Click this icon to access a class roster 

Easy access links 

Click here to change the term 
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Class Roster 

 

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

 

 

 

 

Click to download roster 

to Excel 
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Emailing Students from the Class Roster 

 

 

 
 
‘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. 
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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. 
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View Advisees 

 

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

 

  “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. 

 

 “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.  

  

 

 
 

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

Click to display student’s photo 
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Advisor Scheduling Flag 

 

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

permit the student to schedule classes. 

 

 

 
 
 

 



11  

 

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 can look at another student’s notes by 

using the “Change Advisee” dropdown 

The “Institution” field will 

automatically populate. 
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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.  
 
 

 
 

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. 
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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: 
 

 
 

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: 
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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: 

 
 

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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Attendance Verification  

Procedures for verifying attendance: 

Faculty will see a new section of their myWCU homepage dedicated to class 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). 
 

 
 

 
 
 

Faculty will click on the class link to go to that courses attendance roster. The roster will contain 

the student ID, student photo, and student name. 
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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: 
 

 Instructor of records must verify attendance at term midpoint, or 60% point. 

 If the student is not in good attendance, the instructor must note the last date of attendance. 

 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 A/B/C- to indicate that the student is currently on track to pass the course 

o 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”. 

Verification of attendance at end of term: 
 

 Instructor of record must provide last date of attendance if student is receiving a failing grade 

of F or Z. 

 

 

More information about the Attendance Roster in myWCU 

 

Drop / Add Roster 

 
 

 
 

 

 

Opt to auto-populate 

“Yes” for all 

students, and then 

manually adjust 

those that aren’t in 

good attendance. 

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. 
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Mid-term (60%) Roster 

 

On your myWCU homepage: The status 

will change to “Completed” once all 

students have had their attendance status 

entered.  

 

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. 

 

Displays drop/add value entered 

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”. 

 

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. 
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Recording Grades 

 

Enter your grades and “Save, Approve, Save” 

 

 Enter your grades by selecting from the drop down menu 

 “Save” the grade roster in “Not Reviewed” status 

 Change status to “Approved”  

 “Save”! 

 
 

You must select a grade from the drop 

down menu; you cannot type in a grade. 
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 “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” 

 

 
 

 

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: 

 

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

 

 

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

 

 

 

 
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. 

 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. 

 These require only the department Chair approval 

 

 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. 

 These require department Chair, Dean and Provost Designee approval 

 

Click Faculty Quick Links 
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Click Change Student Grades 

 

 

 
 

 

 

Enter the course information and click the Search button 
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The Grade Roster for the course you entered will appear. 

 

 
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. 
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Select the Grade Change Type / Reason 
  

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

 

 
 

 

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. 
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The workflow status will appear on the faculty member's grade change roster noting approvals 

needed. 

 

 

 

 

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 

faculty member’s responsibility to inform the student of a denied decision. 

 Students will receive an email for processed, approved grade change requests. 
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Instructor Work Schedule 

 

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

 

 
 

 

 

Select the appropriate semester and click Continue: 

 

 



27  

 

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



29  

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. 

 
 

 

 

 

 

 

 

 

 

 

 

  

 

Quick links for getting 

additional info on the 

student: 

 Degree Progress 

Report 

 Unofficial 

Transcript 

 Transfer Credit 

Report 

 Grades 

 Class Schedule, 

etc. 

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

Use the green Change button to select 

a different advisee. 
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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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Student 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 

 

 

 

 
 

Use the arrows to view the history of 

advisors for the student. 
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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. 
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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   

 

 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.   

 


