FAQ for Students

What is MY Portal?
MY Portal is a secure website that provides access to news, announcements, personal information,
registration and online billing services, collaboration areas, Blackboard and email.

How do I log in?
e There are a few different ways to access MY Portal.
From the Madonna University website, click Login to MY Portal in the upper-right corner;
or

e Select MY Portal from the Quick Links drop-down menu on the Madonna University home page
(www.madonna.edu);

or

e Click MY Portal right-hand buttons on various pages throughout the Madonna University website.

Enter your student ID number in the user name field; enter your PIN in the password field and click
Login.

123456 Password: [T I FORGOT MY PASSWORD

How do | log out?

Click the Logout link located in the upper-left corner of the window. Be sure to always log out when you
are finished, especially on a public computer.

Welcome back Cheryl 3 Henson ( Personal Info | Logout )

How do | change my password?

Log in to MY Portal and Click the Personal info link next to your name at the top of the window; click the
Password tab.

)

Enter your old password in the first field and enter the new password in the New Password field and
enter the new password once again in the Confirm Password field; click the Save button.

Note: The new password must be between six and 12 characters long.
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How do | view personal information, change my password, and view my academic information?
Click the Personal Info link next to your name at the top of the screen.

Welcome back Cheryl 1 Henson { Personal Info | Logout )

How do | change my address?

Click the Personal Info link next to your name at the top of the window.
Welcome back Cheryl 1 Henson { Personal Info | Logout )
On the My Info page, click on the Biographical Info tab. Click the pencil image on the Name and
Address bar. Make your changes and click the Submit button near the bottom of the window.

Account Info Password Photo Custom Info]| Biographical Info | Academic Info  Privacy Settings

Name and Addres

Course Information
The Course Information area is located under the Students tab. This area is used to add or drop courses,
view your grades, print an unofficial transcript and estimate your GPA.

Where is my course schedule?
Click the Students tab; click Course Information in the left panel; click MY Schedule from the list of
options.

You are here: Students = Cao

Main Page

Advising

Course Information _

» MY Class Reaqistration

« GPA Projection
* MY Grades

* MY Course History

® MY Schedule _

# Unofficial Transcript
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How do | register for courses?
Click the Students tab; click Course Information in the left panel; click the Add/Drop Courses link on the

right.

You are here: Students = Co

Students Add/Drop
Main Page
Advising Alert: The Add/Drop Period is closed. You have holds and
e —— _ are not allowed to Add and Drop courses.
* MY Class Reqistration Current Term: Winter 2010
* GPA Projection Add Period Closed / Drop Period Closed
s MY Grades Holds: Degree Completed
* MY Course History

s MY Schedule

e
i
P

¢ Unofficial Transcript Add/Drop Courses —* Course Search

Select the appropriate term from the drop-down menu.
Spring/Summer 2011

Spring/Summer 2011
Winter 2011
Fall 2010-11
Spring/Summer 2010
Winter 2010
Fall 2009-10
Spring/Summer 2009
iWinter 2009
Fall 2008-09

Begin typing the course code in the course code field; select the desired course from the drop-down
menu and click the Add Course(s) button.

Course
Code:

cis|

CIS 2250 WE 01 00
CIS 2380 00 01 00 —+ Add Course(s)
CIS 2330 00 02 00
CIS 2380 WE 01 00
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How do 1 view all courses in a term?

Click the Students tab; click Course Information in the left panel; click the Add/Drop Courses link on the
right. Select the appropriate term from the drop-down menu; click the Course Search tab and use the
information fields to narrow your search or click More Search Options. Click the Search button.

Add by Course Code Course Search

Title: |Begins With x| |

Course Code: |Begin5 with | |CIS

Term: |Spring,-"5ummer Eﬂlﬂj

Department: |AII j

Division: |Undergraduate |

Search ore Search GDtiDr‘IE-

How do | view my grades?
Click the Students tab; click Course Information in the left panel; click the MY Grades link from the Course
Information list. Select the appropriate term from the drop-down menu and click View Final Grade Report.

You are here: Students = Cao

Main Page

Advising

Course Information - Grade Report

s MY Class Reqistration

* GP4A Projection

s MY Grades -

* MY Course History
s MY Schedule

Select a term from the dropdown to see

Term: Winter 2010

View Final Grade Report

» Unofficial Transcript

To print your grades, click the Printer Friendly link in the upper-right corner
(the window will reformat). Then click the Send to Printer button

’1%] Printer Friendly ——» Send to Printer

OR

To view a PDF version of the Official Grade Report click the Print Official Grade Report link on the lower
left of the Grade Report.

Print Official Grade Report @
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Note: You will need Adobe Reader software to view and print the PDF.
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Where is my unofficial transcript?
Click the Students tab; click Course Information in the left panel; click the Unofficial Transcript link from
the Course Information list.

Home II Advisi

You are here: Students = Co

Main Page

Advising
Course Information _
« MY Class Reqistration

* GPA Projection
* MY Grades

* MY Course History
s MY Schedule

* Unofficial Transcript -

To print the Unofficial Transcript: Click the Printer Friendly link in the upper-right corner (the window
will reformat). Click the Send to Printer button.

%’ Printer Friendly ——» Send to Printer

OR

To view a PDF version of the Official Grade Report, select the Print Official Grade Report link on the
lower left of the Grade Report.

Printable Unofficial Transcript @

Note: You will need Adobe Reader software to view and print the PDF.

Where is my course history?
Click the Students tab; click Course Information in the left panel; click MY Course History in the list of
options; click the View Course History link on the right.

Home II Advisi

You are here: Students = Co

Main Page

Advising
Course Information a
® MY Class Reqistration

» GPA Projection
& MY Grades

® MY Course History -

* MY Schedule

» Unofficial Transcript
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How do | estimate my GPA?
Click the Students tab; click Course Information in the left panel; click the GPA Projection link.

Academic Advising

Who is my advisor?

Click the Students tab; click MY Academic Information in the left panel. This page will display your degree

type, your advisor(s), and your intended major(s).
T studems ST

You are here: Students = Mail

Main Page

« CashCoursze Online

* MY Academic Information h

« Student Evaluation of
Faculty Instruction | SEFT

« MY Academic Progress

o MY Class Reaqistration

Do 1 have any meetings with my advisors?

Click the Advising tab; click Advisor Meetings in the left panel. Enter the desired date range in the Start

Date and End Date fields; click the Display Meetings button.

Home | Students Cibrary ] Campus Groups | Make a Gift | Employed

You are here: Advising = Default Page

IR )\ ising

Default Page

s A Helpful Tour Guide Advisor Meetings

i i - -
s Advisor Meetings _ Ad I :

o Announcements for
Advisors

You may enter a start and/or end date for meeting
s Calendar

s Campus Groups Start Date: 9/21/2012 E

® Your Advisees

o Internal Network End Date: 9/28/2012 E

Advising Resources [ Display Meetings ]
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Where are forms from my advisors?

Click the Students tab; click Advising in the left panel; click Academic Forms and Special Requests.

Home: Advisin

You are here: Students = Ady

Main Page

Advising G
& Academic Forms and -

Special Reguests

* Online Resources

s Placement and Credit by
Exam

* Policy

® Prior Learning Credit

What is Qualtrics?

Qualtrics is online survey software. Madonna University students, faculty and staff are welcome to use
Qualtrics to create surveys. Click the Students tab; click Qualtrics Account in the left panel. Click the

Qualtricg_link on the right to obtain instructions for creating an account.

Hore m Advising [ Library | Campus Groups
You are here: Students = Qualtrics Account

students ______| Qualtrics Account

Main Page

C Inf ti -
ourse Information Qualtrics Account

Graduation Activities

Job/Resources

Order Textbooks

Qualtrics Account h

Registrar's Office |

Where is the Student Evaluation of Faculty Instruction | SEFI?

Click the Students tab; click Student Evaluation of Faculty Instruction | SEFI in the left panel. Log in with

your Student ID and PIN to complete the evaluation(s).

Home II Advising

You are here: Students = Main

Main Page

» CashCourse Online

« MY Academic Information

» Student Evaluation of
Faculty Instruction | SEFI

Contact the Help Desk with further questions: helpdesk@madonna.edu
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Student Accounts
The Student Accounts area of MY Portal allows students to view their statements and payment plans, pay
their bills and obtain 1098T forms.

Where is Student Accounts?
Click the Students tab; click Student Accounts in the left panel.

Hom e II Adwvising

You are here: Students = Stui

Main Page

Advising

Course Information

Graduation Activities

Job/Resources

Order Texthooks

Qualtrics Account

Registrar’'s Office
Student Accounts _
» General Information
» Calendar of Events

* Financial Aid to Student
Accounts

* Important

s Payment Plans

« MY Finances/Payments
s 1098T
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What are Madonna University’s payment plans?
Click the Students tab; click Student Accounts in the left panel; click Payment Plans.

l Student Accounts l

Where is my Statement?

General Information

Calendar of Events

Financial Aid to Student
Accounts

Important

Pavment Plans -
MY Finances/Fayments

1098T

Click the Students tab; click Student Accounts in the left panel; click My Finances/Payments;
click the Official Statement link to the right.

l Student Accounts l

General Information

Calendar of Events

Financial Aid to Student
Accounts

Important
Fayment Flans

MY Finances/Fayment
1098T

Where is my 1098T?
Click the Students tab; click Student Accounts in the left panel; click 1098T.

MY Finances/Payments

MY Account Balance

Official Statement-

l Student Accounts l

General Information

Calendar of Events

Financial Aid to Student
Accounts

Important
Fayment Flans
MY Finances/Fayments

].UEIET-
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How do | pay my bill?
Click the Students tab; click Student Accounts in the left panel; click MY Finances/Payments;
click the MY Account Balance link on the right.

l Student Accounts l

» General Information

» Calendar of Events

# Financial Aid to Student
Accounts MY Finances/Payments

* Important
e Pavment Plans MY Account Balance -

. MY Financeg{Pavments- Official Statement
e 1093T
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