Introducing PowerCAMPUS Self-Service
Faculty

Information gained from student records is to be used for educational purposes only
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Log-in to Self-Service

On the Login window, enter your NU Network User Name and Password
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Classes Tab
Viewing Your Schedule and Class Lists T re—
Menu Item: My Schedule .
You can view a schedule of the classes for which MY SCHEDULE
you have been assigned:

1. Select the My Schedule option. COURSE MANAGEMENT

2. Choose the time Period for the

schedule you want to view.
3. ltems to view:
a. Day/Time; Location
b. View Class List

Menu Item: Course Management
You can view a schedule of the classes for which you have been assigned:
1. Select the Course Management option.
2. Select the time period and Course your wish to view,
3. The primary use for this option will be to submit the student grades.
a. Overall Grades
b. Midterm or Final Grade



Advising Tab

CLASSES ADVISING DEPARTM

MANAGE ADVISEES

AUTHORIZE REGISTRATION

Viewing Your Advisees’ schedules, unofficial transcripts, and grades

The Manage Advisees feature enables you to search for the student you want to advise and then
perform any of the advisory functions you are authorized to use.

e My Advisees: From the drop down menu, you can select a basic filter to use for your search.
The default will be My Advisees.

e Search by specific name or ID number to find a single student

¢ Advanced Search allows you to retrieve all your advisees in one list but also allows you to filter
your search by a combination of criteria. For example: Period (year/term/session); by College;
by Degree; by Curriculum (major)

o Select the up/down arrow to the right of the student’s name for a list of items available to view:
Schedule and Grades will be you most common selected items

Manage Advisees
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Additional Items available under View Profile
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Advising Tab: Authorize Registration

CLASSES ADVISIMNG DEFARTH

Y

MAMAGE ADWVISEES

ALUTHORIZE REGISTRATICN

The Authorize Registration feature enables you to search for the student and release the
advising hold that will enable them to register for their classes.

o My Advisees: From the drop down menu, you can select a basic filter to use for your search.

The default will be My Advisees.

e Search by specific name or ID number to find a single student
e Advanced Search allows you to retrieve all your advisees in one list but also allows you to filter
your search by a combination of criteria. For example: Period (year/term/session); by College;

by Degree; by Curriculum (major)

Select the appropriate Year/Term/Session from the Period drop down menu
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The Status will indicate which students have been authorized for the selected period, which
students still need to be advised, and if any student has an overall Stop List hold*.

Select desired student then select the Authorize button.
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@ The Stop List hold will often indicate a Financial Hold or other Academic Hold. This will not impede your ability

to Authorize Registration, but the student will need to resolve the outstanding issue before they can finalize their
registration.



Submitting Mid-Term & Final Grades

Classes Tab
Select Menu Item: Course Management
1. Select the Course Management option.
2. Select the time period and Course your wish to view,
3. The primary use for this option will be to submit the student grades.
a. Overall Grades
b. Midterm or Final Grade

Select the Overall Grades option. (second item on left)
Select a Year and then view the list of your courses for that year.
Select the Course section for which you want to enter overall course grades.
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7. Enter Grades from the dropdown menu under the Submitted midterm grade or Submitted
final grade column.

Submitted
final grade

8. Select Submit Final to finalize grade selection.

Submit final

Submitted  Approved

9. Successful! finalgrade final grade
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Changing a Grade

Faculty members are able to change a Final Grade for a current semester in Self-Service for a short
period of time. Once the grading period has closed, all grade changes must be submitted to the
Registrar’s Office for processing.

¢ Drill down on the (Posted) grade to open the record.

Submitted Approved
finalgrade final grade

A

(Posted)
A

(Posted)

e Select Recall or the appropriate Grade from the drop-down grade menu.

e Select Submit



