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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. 
 
 

 
 
 
 
Faculty/Admin. Self-Service 
 

 
 
 

Navigate to the 
Faculty Center page 

from here 
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Faculty Center  
 

  
 
 
 
 
 
 

Please note:  If you prefer, you may still access your rosters using the navigation:  
Faculty/Admin Self Service > My Class Roster (see page 17) 
Faculty/Admin Self Service > Record My Grades (see page 17) 
 
 
 
 
 
 
 

Click to access a grade roster 

Click to access a class roster 

Check out these easy 
access links 

Click here to select the correct 
term

Download 
to Excel
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Class Roster 
 
View your roster by clicking the Class Roster icon on the Faculty Center page: 

 

 
 

 
Email students from the Class Roster: 

 

 
 
“Notify” check box.  
Check this box and click “notify selected students” to send an email to one or 
more students you select. You can also click ‘notify listed students’ to email all 
students in the class. 

Download the Roster to Excel 

 
Students’ names and 

IDs appear here 

 
 
 
 

Names and IDs 
appear here 
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View Advisees 
 
From the Faculty Center page click the “View My Advisees” link. 
 
•  “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. This will allow you 

to request a Degree Progress Report for students who are not your advisees.  

 
 

 
 
 
 
 
 
 
 

 
 
Students’ ID number and name 
appear here 

Email advisees 



 7

View Student Details  
 
When you select “View Student Details” it will take you to the Student Center page for 
that particular student: 
 
 

 

 
 
 
To exit the Student Center Page and return to the Faculty Center, you must navigate from 
the Enterprise Menu (left navigation menu). 

Student’s Name 
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 Advisor Scheduling Flag  
Advisor permits the students to schedule.   Access this page from the link on the Faculty 
Center page. 
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Recording Grades -- Click the Grade Roster icon on the Faculty Center page:  
 
Some updates to the Grade Roster: 

• A button to “add this grade to all students” 
• You must select a grade, you cannot type in a grade 

 
You must still enter your grades and “Save, Approve, Save”  

o Enter your grades 
o “Save” the grade roster in “Not Reviewed” status 
o Change status to “Approved” 
o “Save”! 

You will receive a confirmation email upon successful submission of each grade 
roster. 
 

 

The students’ 
name and ID 
number will 
be listed here 
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Student Services Center: 
 
To access Student Information, click on the Student Services Center link from the 
Enterprise Menu (left navigation menu). 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

Click to access the 
Student Services Center 

Search by ID or Name 
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Student Center  
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Get additional information on this 
student 

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

Student Name 
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Class Schedule – to view the student’s class schedule for a specific semester 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Select a Term 

Click Continue 
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Course History 
 
 

 
 
 
 
 
Information Tabs 
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Additional Links and Searches: 
 
WCU Advisor Comments 
 

 
 
 
 
 

 
 

Search students by name 
or ID  

Keep default settings 
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Student Advisor 

 
 
 
 
 
 
 

 
 
This student has had 3 advisors.   Click the highlighted arrow to view the history of 
advisors. 
 

Always check this box to get a full history of the student’s advisors. 
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Manage Student Records > Class Information > WCU Instructor Work Schedule 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click the magnifying glass to access the search window.  Enter EmplID and Term. 
 
Search by Name or ID: 

 
Results: 
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Faculty/Admin. Self-Service > My Class Roster 
You may also access the roster by clicking the Class Roster Icon on the Faculty Center 
page: 
 

 
 
 
 
Faculty/Admin. Self Service > Record My Grades 
You may also access the roster by clicking the Grade Roster Icon on the Faculty Center 
page 
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Setting PS Favorites 
 
The most difficult part about learning the PS database is knowing the navigation. 
 
PS allows you to set your PS Favorites so that you do not need to remember the 
navigation every time you want to access a page. 
 
So, once you know the pages you will use frequently, set them as a PS Favorite. 
 
1. Access the search page and click on the down arrow in the Favorites box. 

Click on “Add to My Links”.  
 

 
 
 

 
2. You will get this confirmation screen. Click on SAVE   

 

 
 
 
 
Now this page will be saved in alpha order in your PS Favorites box and you can 
navigate from there in the future. 
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myWCU Navigation 
 
 

Important PS Tips 
 

• Allows you to download to an Excel spreadsheet  
 

• Magnifying Glass signifies a search key   
 

• TERM is a four-digit number arranged as follows: 
• 2 – for the millennium year 2000 
• 09 – for the calendar year 2009 

o 1 = for the Spring semester 
o 2, 3, or 4 = for the three Summer Sessions 
o 5 =  for the Fall semester 

For example:  2095 = Fall 2009 -- and -- 2101 = Spring 2101 
 

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

• Academic Organization = Academic Department 
 

• Career = Undergraduate or Graduate (UGRD or GRAD) 
 

• Hide the URL bar by hitting the F11 key on your keyboard 
 
• Hide your navigation menu by clicking on the “-“ key 

 
• Include History = always check this box to get the full history 

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

 
• Program = Combination of Career and School or College (e.g. UBUSP) 

 
• 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  
 
 
 
 


