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LOGGING-IN  

 
 
 
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 
 

 
 

 
 
 
 
 
 
 
 

MYWCU HOMEPAGE 
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HOW TO NAVIGATE MYWCU 

 
 
 
 
 
 

 

Click the myWCU logo from any page to return ‘home’ 

Click to expand menu options 
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You can also navigate using the Drop Down Menu:   
Click on Main Menu - > Click on Folder or Transaction Name 
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Use the menu bar to easily access other folders or transactions. 
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STUDENT SERVICES CENTER  

 
Navigation:   Faculty/Admin. Self-Service > Student Services Center 
 
 

 
 
ID = 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 the student 

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

 
 
 
 
 

 

 
  

Select a Term 

Click Continue 
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COURSE HISTORY 
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ADVISOR COMMENTS 

 
Navigation:   Faculty/Admin. Self-Service > WCU Advisor Comments 

 

 
 
 

Search by ID or name 
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STUDENT ADVISOR 

 
Navigation:  Faculty/Admin. Self-Service > Student Advisor 
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Always check this box to get the full history 



15 
 

ADVISEE LIST 

 
Navigation:  Faculty/Admin. Self-Service > WCU Advisee List 
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CLASS INFORMATION 

 
Navigation:  Manage Student Records > Class Information 
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CLASS ROSTER 
 
Navigation:  Manage Student Records > Class Information > WCU Show Class Roster 
 
 

 
 
 
 
Enter the Term, Subject Area, Catalog Number and Class Section and click Search. 
 
 
Term is a 4 digit number: 
The first digit represents the millennium year 2000 (=2)  
The second and third digits represents the calendar year (2016 = 16)  
The fourth digit represents the Semester  

 Spring semester is always 1 

 Summer sessions are 2, 3, or 4 

 Fall semester is always 5 

 Winter session is 6 
 
For example: 2155 = Fall 2015, 2161= Spring 2016 
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This is the Class Roster for Accounting 201 section 01 for the 2015 Fall semester: 
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INSTRUCTOR WORK SCHEDULE 
 
 
Navigation:  Manage Student Records > Class Information > WCU Instructor Work Schedule 
 
 

 
 
 
 

 
  

If you don’t know the Employee ID number (Empl ID), 
click the magnifying glass to perform a search. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ID = WCU ID w/ a leading zero (7 digits) 
Campus ID = SAP id 
National ID = Social Security number 
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SHOW CLASS SECTIONS BY DEPARTMENT 
 
Navigation:  Manage Student Records > Class Information > WCU Show Class Sect by Dept 
 

 



21 
 

 
 
 

SHOW CLASS SECTIONS BY PROFESSOR 
 
Navigation:  Manage Student Records > Class Information > WCU Show Class Sections by Professor 
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By searching 2155 (2015 Fall semester) and FLG (Foreign Languages), the following results are found: 
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WCU STUDENT WORK STUDY 

 
Navigation:  WCU Student Work Study > Show Work Study 
 
*You must have appropriate WCU Student Work Study access to view this information. 
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SHOW WORK STUDY 
 

 
 
 
ID = WCU ID w/ a leading zero (7 digits) 
 
Term is a 4 digit number: 
The first digit represents the millennium year 2000 (=2)  
The second and third digits represents the calendar year (2015 = 15)  
The fourth digit represents the Semester  

 Spring semester is always 1 

 Summer sessions are 2, 3, or 4 

 Fall semester is always 5 

 Winter session is 6 
 
For example: 2155 = Fall 2015, 2161 = Spring 2016 
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SHOW DEPARTMENT STUDENT WORKERS 
 
Navigation:  WCU Student Work Study > Show Dept. Student Workers 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

  

Enter the 10 digit SAP Cost Center and the 
Term, and then click Search 
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REPORTS 

 

WCU ADVISOR REPORT 
 
Navigation:  Manage Student Records > Department Reports >WCU Advisor Report 
 

 
 
If you have never run a report that requires a run control id, then you should select “Add a New Value” 
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IMPORTANT!  After you have selected your run control ID, you simply enter it for any future reports, rather than 
selecting a new value. 

 

 
 
Enter your search criteria: 

1. Use the drop down menus to make your selections. 
2. Use the magnifying glass, if necessary. 

Click the Run button. 
 

Enter your own Run Control ID (you can 
use your first initial last name OR choose 
something associated with the report). 
 

    Click ADD  
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Select the check box for the option you desire: 

 

 
 
 
 
 
 

 
 

 
 

2.  Select PDF format. 
 
Change Format to “CSV” ONLY if you select 
the Name, ID Format report. 
 

 
1. Select “Email” as the Type 
 

3.  Click OK 

You will be returned to the previous page.    
 
Click the Process Monitor link. 
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Click the Refresh button to show any updates.   When the Run Status is “Success” check your email for the output. 
 
 

 
 
The report will be sent from WCU – Communication: 
 

 
 
 
Click the file to read or print the report: 
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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 PEOPLESOFT 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) 
 

 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) 
 

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

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

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

 Hide your navigation menu by clicking on the “-“ key 
 

 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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Notes: 


