[image: ] 		Faculty and Advisor Center Overview
The myCSC Faculty and Advisor Center gives you an easy way to view information about your advisees and your teaching schedule and classes. Students will be using this same portal to view their information. Not all functionality is available in the Faculty/Advisor Center at this time. Additional options will be added as they are ready for you to view.
1. [image: ]myCSC can be found at http://mycsc.nebraska.edu. You will use your NU ID and TrueYou password to log in.
2. After myCSC opens, navigate to the Faculty Center by following the menu path Self Service > Faculty Center > My Schedule.
3. The Faculty and Advisor Center consists of three main tabs:
a. Faculty Center – gives information about your teaching schedule and class rosters and allows you to send notifications to your students.
b. [image: ]Advisor Center – gives information about your advisees such as their class schedule, contact information, grades, course history, etc. and allows you to send notifications to your advisees.
c. Search – Allows you to search for courses by specified criteria, or browse all course offerings by subject
4. After clicking one of the main tabs, other “sub tabs” will be shown. Each sub tab contains additional functionality. 

	
Menu Paths -> Faculty and Advisor Center

	How do I?
	Faculty Center

	1
	View a list of my scheduled classes
	Faculty Center > My Teaching Schedule > Show All Classes

	2
	View class details
	Faculty Center > My Teaching Schedule > Show All Classes > Click link in Class column

	3
	View my weekly teaching schedule
	Faculty Center > My Teaching Schedule > View Weekly Teaching Schedule

	4
	View my schedule for a different term
	Faculty Center > Select Term > Click “change term” button to select alternate term.

	5
	View class roster
	Faculty Center > My Teaching Schedule > click [image: ] 

	6
	Send email to all students
	Faculty Center > My Teaching Schedule > click [image: ] > click “Notify Listed Students”

	7
	Send email to selected student
	Faculty Center > My Teaching Schedule > click [image: ] > select Notify box > click “Notify Selected Students”

	8
	Print class roster
	Faculty Center > My Teaching Schedule > click [image: ] > click “Printer Friendly Version”

	How do I?
	Search for Classes

	9
	Search for a class
	Class Search > Enter search criteria > Click “Search”

	10
	View class details
	Class Search > Enter search criteria > Click “Search” > Click section number in results

	How do I?
	Advisor Center

	11
	View my list of Advisees
	Advisor Center > My Advisees

	12
	View details for a walk-in advisee
	Advisor Center > click “View Data for Other Student”

	13
	View details for a student
	Advisor Center > My Advisees > View Student Details

	14
	Send email to an advisee
	Advisor Center > select Notify box > Click “Notify Selected Advisees”

	15
	View an advisee’s weekly schedule
	Advisor Center > My Advisees > View Student Details > Academics > This Week’s Schedule

	16
	View an advisee’s deadlines
	Advisor Center > My Advisees > View Student Details > Academics > This Week’s Schedule > click [image: ]

	17
	View an advisee’s current classes
	Advisor Center > My Advisees > View Student Details > Academics > My Class Schedule

	18
	View the classes for which a student has not completed enrollment
	Advisor Center > My Advisees > View Student Details > Academics > Shopping Cart

	19
	View an advisee’s unofficial transcript
	Advisor Center > My Advisees > View Student Details > Academics > other academic… > Transcript: view unofficial > click [image: ]

	20
	View an advisee’s transfer credit
	Advisor Center > My Advisees > View Student Details > Academics > other academic… > Transfer Credit Report > click [image: ]

	21
	View an advisee’s holds
	Advisor Center > My Advisees > View Student Details > Holds > Details

	22
	View an advisee’s To Do List
	Advisor Center > My Advisees > View Student Details > To Do List > Details

	23
	View an advisee’s current address
	Advisor Center > My Advisees > View Student Details > Personal Information > Contact Information

	24
	View an advisee’s bio/dem data
	Advisor Center > My Advisees > View Student Details > Personal Information > Demographic Information

	25
	View an advisee’s emergency contact
	Advisor Center > My Advisees > View Student Details > Personal Information > Emergency Contact

	26
	View general info for an advisee
	Advisor Center > My Advisees > Select Notify box > Click “general info” tab
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