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Selecting a Student ID
1. From the Faculty & Advisor Services page, click Student Menu.
2. Click ID Selection.

3. You may enter:
e The UNC Charlotte ID of the student you want to process.
¢ A combination of partial names and/or a student search type.

Student/Advisee ID Selection

G2 vou may enter:
1. The ID of the Student'Advises vou want to process, or
2. A combination of partial names andfor a student search type. Then press the Submit button.

Student or Advisee ID:

OR

Student and Advisee Query
Last Name: |

First Name: |

Search Type: " Students
" Advisees ¢ Both
= All

Subrnit Reset

4. Click Submit.
¢ A page will display, asking you to confirm the student returned is the one for whom you
are seeking information.

5. Click Submit.



Viewing Student Information
General Information
1. From the Faculty & Advisor Services page, click Student Menu.

2. Click View Student Information.
e This will display the student’s general information.

Faculty View of Student Information

i the word "Confidential® appears beneath a studenl's name, hisfher personal informeation is fo be kept confidential

Information for Rober D Smith
Student Information effective from Fall 2008 to Falf 2006

Registered for Term: Yes

First Term Attended: Spring 2000

Last Term Aftended: Spring 2006

Status: Aclive

[datric Term: Fall 2002

Residence: Out of stale Resident
Citlzenship: Unted Stafes Citzen
Student Type: Continuing

Class: Freshman

Black: ASUN Block 1
Academic Standing Status: Susp d-Academic
Academic Sanding Term: Fall 200

Academic Standing Override: S d-Academic-Reinslated

Academiz Standing Override Term: Fall 2005

To view information for a different student, refer to the instructions for Selecting a Student ID (pg. 3)

Class Schedule

1. From the Faculty & Advisor Services page, click Student Menu.

2. Click View Student Schedule.

e This will display the student’s schedule for the term selected.

Current Schedule
Total Credit Hours: 3.000

Principles of Biology I - BIOL 1110 001
Associated Term:  Fall 2005

CRHN: 20707

Status: Registered on Oct 17, 2005
Assigned Instructor: Bradley E. erght@
Grade Mode: Standard Lefter

Credits: 3.000

Level: Undergraduate

To view information for a different student, refer to the instructions for Selecting a Student ID (pg. 3).



Viewing Student Information
Address Information
1. From the Faculty & Advisor Services page, click Student Menu.

2. Click View Student Address and Phones.
¢ This will display the student’s address and any phone numbers listed in the system.

Addresses and Phones

Local Mailing Address Phones

Current: Sep 15, 2005 - (Mo end date) Primary. Mone Provided
10010 Woodberry Trail
Apartment 322

Charlotte, Morth Caroling 28262

Permanent Phones
Current: Sep 15, 2005 - (Mo end date) Primary. Mone Provided

923 Spruce Street
Whiteville, North Carolina 28472

E-mail Information
1. From the Faculty & Advisor Services page, click Student Menu.

2. Click View Student E-mail Address.
e This will display the student’s e-mail address that is listed in the system.

E-mail Addresses

UNC Charlotte
marlittléunce edu Preferred

To view information for a different student, refer to the instructions for Selecting a Student ID (pg. 3).



Viewing Transcripts

Transcripts
1. From the Advisor's Menu, click Student Academic Transcript.

Select appropriate term from the drop-down menu.
Enter the UNC Charlotte ID of the student you wish to view.

Verify student selected is correct.

o M WD

Select Transcript Level and Transcript Type from the drop-down boxes.
Student Academic Transcript

&R Select the transcript level and franseript type.

Transeript Level: | a) Levels '
Transeript Type: |\Web Transcript

Display Transcript

6. Click Display Transcript.

7. Choose from the available views:
e Institution Credit
e Transcript Totals
e Courses in Progress

&R This is not an official transeript Courses which are in progress may also be included on this ranscript

Transfer Credit  Insfitution Credit  Transcript Totals  Courses in Progress

Transcript Data

STUDENT INFORMATION

Birth Date: Mo 18, 1980

Student Type:  Continuing

College: Education

Major: Teacher Licensure-Graduate

™ Transcript type:Web Transcript is NOT Offigial ™

To view information for a different student, refer to the instructions for Selecting a Student ID (pg. 3).



Releasing Advisement Holds

Please Note:
Advising holds for Summer are cleared in SIS PLUS and cleared in Banner for Fall 2006. This
one time, advising holds will have to be cleared in both places.

From the Advisor's Menu, click View All Student Holds/ Remove Advisement Holds.
Select appropriate Term from the drop-down menu.

Click Submit.

Enter the UNC Charlotte ID of the student you wish to view.

Click Submit.

Verify student selected is correct.

N o A~ L PP

Click Submit
¢ Hold information for the student selected will be displayed.

Search @ RETURNTO MENU SITEMAP HELP EXIT

Personal Infermation Student Services & Financial Aid Faculty & Advisors Employee VebTailor Administration Finance

View all Student Holds /Remove Advisement Holds PG Bl L
eh 15, 2006 11:12 am

Information for Righard L. Yount

&R Flosse note that some holds are sensitive and may not display.

Administrative Holds
Haold Type From Date To Date A t Reason Originator Pri Affected
Advisement Required Feb 13, 2008 Dec 31, 2089 Registration

Rernine Advising Hold |

Return o Previous

8. Click the Remove Advising Hold button.

9. You will receive a message that the Advising Hold has been removed.

Search ol RETURNTO MENU SITEMAP HELP EXIT

Personal Information Student Services & Financial Aid Faculty & Advisors Employee ViebTailor Administration Finance

View all Student Holds /Remove Advisement Holds S e e g
eh 16, 2006 11:51 am

Infarmation for Richard L Yount

Administrative Holds
Hold Type From Date To Date A t Reason Originator Pr Affected

Advi i 06 Dec 31, 2059 Registration
Advising Hold has been Removed.

To view information for a different student, refer to the instructions for Selecting a Student ID (pg. 3).
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Viewing Your Teaching Schedule

From the Faculty & Advisor Services page, click either Faculty Detail Schedule or Faculty
Schedule by Day and Time.

Select the appropriate term.

Select Term

CE) Select the Term for processing then press the Submit Term button.

Selecta Term: ||:a|| SO06 ;I

|Second Summer 200
First Surmrmer 2006
Spring 2006
Fall 2005

Click Submit.
e This will display a summary or weekly view for the sections you are scheduled to teach.

Faculty Schedule by Day and Time

q;) Welcome to the Faculty Schedule display. Listed below is your schedule for the selected term.

Previous Week Week of Sep 26, 2005 s or1r)
Monday Tuesday YWednesday Thursday Friday Saturday
9am
LBST 2101-134 LEST 2101-134
20320 Class 20320 Class
10am 9:30 am-10:50 am 9:30 am-10:50 am
TBA TBA
11am JAPH 2201-001 JAPH 2201001 JAPH 2201001
20738 Class 20738 Class 20738 Class
11:00 am-11:50 am 11:00 am-11:50 am 11:00 am-11:50 am

COED 32 COED 32 COED 32



Viewing Your Class List

Detail Class List

1.
2.

From the Faculty and Advisor Services page, click Detail Class List.

Select appropriate term.

Click Submit.

Select the appropriate section.

e The only sections available to you are those you have been assigned to teach.

Click Submit

Course Information

Economics for Non-Majors - ECON 1101 002
CRN: 20375

Duration:  Aug 22, 2005 - Dec 16, 2005
Status: Active

Enroliment Counts

Actual R
Enrollment: 30 25 5}
Cross List: 0 0 0

Current Record Set: 1-10| 11

Detail Class List

Record Student Name 1D Registration Status
Number

1 Brown, Laura A 800247135 Registered on Oct 18, 2005

Program:  Teacher Licensure-Graduate
Level: Undergraduate

College: Education

Department: Education

Degree: Undesignated

Major: Teacher Licensure-Graduate
Class: Graduste Student

Credits: 3.000

Start Date  Expected Completion Registration Humb

Oct 17, 2005 Now 30, 2005 17 @

This will display the detailed information about the students registered in this section.

You have the option to e-mail the student from the e-mail icon.



Viewing Your Class List

Summary Class List
1. From the Faculty & Advisor Services page, click Summary Class List.

2. Select the appropriate term.
3. Click Submit.
4

Select the appropriate section; the only sections available to you are those that you have
been assigned to teach.

Select CRN

Cé?) Flease enter the CRMN wou wish to access, or select a different term from the menu.

CRN: Intro to Special Education - 20304 -
Intro to Special Education - 20204

Instr Planning in Special Educ - 20308
Frinciples of Biology | - 20707

5. Click Submit.

Intro to Special Education - SPED 5100 089
CRH: 20204

Duration:  Aug 22, 2005 - Dec 16, 2005
Status:  Active

Envroliment Counts

Maximum Actual Remaining

Enrollment; 30 3 2T

Cross List: 0 0 0

Summary Class List

Record Student Name D Req Status Level Credits Midterm Final  Grade Detail

Humber

1 MeDenale, Josh SO00EEE 2 iizh Registered Graduae  2.000 U Enter @
2 Lin, Charles S0 Geod st Regisderad Gracuate 2000 c Ertter @)
3 Langdon, Laura FO0E1 3611 iz Registered Graduale 2000 A Entter @

Email class @

This will display the summary information about the students registered in this section.

You have the option to e-mail individual students or the entire class from the e-mail icons.



Registration Overrides
1. From the Faculty & Advisor Services page, click Term Selection.
2. Select the appropriate term.
3. Click Student Menu.
4. Click ID Selection (you can type in the UNC Charlotte ID or search by student name).

5. A page will display, asking you to confirm the student returned is the one for whom you are
seeking information.

6. Click Submit (the Student Menu will display).

~

Click Registration Overrides.

Faculty Registration Permits/Overrides

Infarmation for Laura Langdon
(.P Welcome to the Faculty Registration Permits/Overrides Waorksheet,

i the word "Confidential" appears nextlo a student's name, hisher personal information is to be kept confidential

You may click on the student's name to view hister address and phone information.

Registration Qverrides

Override Course

Mone w7 |None [VI
Mone o |N0ne [v]
Authorization

Allow enrollment in duplicates |None ["]
Permit to Register

8. There are two drop-down menus:
a. Override
b. Course

9. Select the appropriate override type from the Override drop-down menu.
10. Select the appropriate course number from the Course drop-down menu.

11. Click Submit.

11



12.Confirm the override information (correct student, correct type of override, correct course).

Faculty Registration Overrides Confirmation

q;) Below are the owerride requests vou entered. Please confirm by clicking Cammit Changes

Registration Overrives

Override CRN Course Number Section Student Activity Date
Permit to Register 20306 SPED 5175 089 Laura Langdon Mov 29, 2005

Subrnit

13.Click Submit.
e The student now has a Registration Override for the course you selected.

12



Grading
Please note:
¢ Midterm grades are NOT OFFICIAL.
¢ Midterm grades will NOT be on transcripts and do not appear on a student’s academic history.
¢ Midterm grades submitted are immediately viewable to students.
¢ Midterm grades should be entered within the 30 minute time frame allotted.

Midterm Grades
1. From the Faculty & Advisor Services page, click on Mid-Term Grades.
2. Select appropriate term from the drop-down menu.
3. Click Submit.
4. Select the course section for which you are submitting grades from the drop-down box.
5

. Click Submit.
e This will display a class list to enter a grade for each student.

Course Information

Intro to Special Education - SPED 5100 089
CRN: 20204

A Please submit the grades often. There is a 30 minute time limit starting at 10:60 am on Mov 21, 2005 for this page.

Wief Term Gracles
Record Student Name 1D Credits Registration Status  Grade  Last Attend Attend Registration
Number Date Hours HNumber
MM/DDAYYYY  0-999.88
1 Langdon, Lawa 8000332123000 Web Registered Oct (A [v| \ 1 ®
17, 2006 )
2 McDonald SO0152804 2000 Web Registered Dot -fl'\ v| \ 3
Josh 18, 2005 . @
3 Lin Charles 800213611 2000 Web Registered Oot | g [v | \ 2 @
18, 2004 None
A
B
|

6. From the grade drop-down box, select the correct grade for the appropriate student.
¢ Students who have Withdrawn will not be eligible to have grades entered.

7. After you have entered grades for all students:
a. Review grades for accuracy.
b. Click the print icon on the top task bar to make a printout of the grades you submit. The
printout is your record of the submitted midterm grades.

8. Click Submit.

A confirmation page will display to confirm that mid-term grades have been entered successfully.
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Grading
Please note:
¢ Final grades are OFFICIAL.
¢ Final grades will show on student transcripts and appear on a student’s academic history.
¢ Final grades should be entered within the 30 minute time frame allotted.
¢ Final grades submitted will be viewable to students after the grading period.
Final Grades

From the Faculty & Advisor Services page, click Final Grades.
Select appropriate term from the drop-down menu.
Click Submit.

Select the course section from the drop-down box for which you are submitting grades.

a & w0 nh e

Click Submit.

Final Grade Worksheet

Cj) - Enter changes to final grades and attendance hours, then click Submit Grades.
- [f the word "Confidential" appears next to a student's name, information is to be kept confidential
- Click on a student's name to view the student's address(es) and phone(s).

Couwrse Information

Intro to Special Education - SPED 5100 089
CRN: 20304
Students Registered: 3

A Please submit the grades often. There is a 30 minute time limit starting at 09:39 am on Jan 20, 2006 for this page.

Final Grades

Record Number Student Name o Credits Registration Status Grade Rolled Last Altend Date Registmation Number
MMDDIYYYY

Jiste red |,A, j M [ 1
-] I 3
[ 2

1 Langdon, Laura

McDonald, Josh

®0®

3 Lin, Charles BOO21S611 3000 W

& Please submit the grades often. There is a 30 minute time limit on thi

e This will display a class list to enter a grade for each student.

6. From the grade drop-down box, select the correct grade for the appropriate student.

e Students who have Withdrawn will not be eligible to have grades entered.

e Students with the grade type of Audit should be given a grade of AU (student attended)
or NR (student never attended). These will be the only grade choices for students with an
Audit grade type.

e Students with the grade type of Pass/No Credit should be given a grade of P (student
passed), H (Honors), or N (student failed). These will be the only grade choices for
students with a Pass/No Credit grade type.

7. After you have entered grades for all students:
a. Review grades for accuracy.
b. Click the Print icon on the top task bar to make a printout of the grades you submit. The
printout is your record of the submitted final grades.

8. Click Submit.

A confirmation page will display to confirm that final grades have been entered successfully.
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