This is the overview page.

myUH Self-Service Account

myUH

myUH Self Service

myUH Faculty Center
Quick Guides

The myUH Faculty Center is your “administrative academic toolbox.” The Faculty Center is housed
in your myUH self-service account and is separate from the Blackboard technology.

The Faculty Center allows you to view critical announcements, view and print class rosters, upload
CV, upload syllabi and enter/change grades.

The side bar could have the following items:

A) Accessing myUH self-service Faculty Center
B) Faculty Announcements

C) Uploading Syllabus

D) Uploading CV

E) Viewing Class Roster

F) Other Class Roster Functions

G) Entering Grades (into the Grade Roster)

H) Entering Grades (via spreadsheet upload)

) Need Help?



Accessing the myUH Self-Service Faculty

¢ Go to accessuh.uh.edu

+ Enter either your myUH ID (Peoplesoft ID) or Cougarnet ID and password.

AccessUH

I CougarNet Login I myUH (PeopleSoft) Login I

A CougarMet 1D: Don't know your CougarNet ID?
- m
{ . CougarNet Password _ hange/Reset your CougarNet Password.
v 4 —_—
= Login to AccessUH

+ Click the myUH Self-Service Icon in the University Services area.

University Services

m;UH_

myUH Self Service

Note: Faculty members who are or were students at UH must “toggle” between
the Student Home and Faculty Home tabs as indicated in the example below—
selecting the Faculty Home link.

Worklist

Faculty Announcements Faculty Person:

Faculty Home

. ! Student Home E

o




Faculty Announcements

+ Click the Faculty Announcement tile. It is critical to view the Faculty Announcements tile from
time to time for updated grading timeline information.

Faculty Announcements Faculty Center

+ Sample Announcement Page

Faculty Announcements

Summer 2017 Grading Timeline:

o

Thurs, Jun 1: Generate Summer Mini grade rosters. Grades should be posted by Sat, Jun 3

Fri, Jun 30: Generate Session 2 grade rosters. Grades should be posted Mon, Jul 10

Wed, Jul 19: Generate Session 3 grade rosters. Grades should be posted Mon, Jul 31

Thurs, Aug 3: Generate Regular (Session 1) grade rosters. Grades must be posted by Mon, Aug 14
at 11:59 pm.

Fri, Aug 4: Generate Session 4 grade rosters. Grades should be posted by Mon, Aug 14

Mon, Aug 14: ALL grades must be posted by 11:59 pm, Instructor access to grade rosters ends.
Tues, Aug 15: Grade Change access suspended (all terms). End of Term Processing begins.

Wed, Aug 16: Grade change (all terms) via Grade Change Work Flow may continue.

o

o

o

o

o

o

o

Link below. for UH Academic Calendars:

+ Graduate calendar: www.uh edu/academic-calendar-graduate
+ Undergrad calendar: www.uh edu/academic-calendar-undergraduate

Note: Unreported grades will be reflected with NE. (Not Reported)**, will delay graduation certification, will affect
negatively Academic Standing, and could affect financial aid eligibility and/or athletic eligibility.

+ (Class Roster, Grade Roster icons are to the LEFT of each class

+ Grade Roster Icons will visible on the “Generate™ date

+ Link here for "how to" documents: Quick Guide to Grading & the Faculty Center

+ Use only myUH supported browsers

+ Contact your departmental Class Schedule Officer: Scheduler's Master Contact List
= If yow'vour TA do not see the appropriate class
= If the Grade Roster icon is not visible
= If you encounter any other problems grading

+ Grade Post process runs every three hours
+ Students see the posted grade
* Regquest Grade Change link will appear when anv grade 1s posted on the grade roster for the class

All grading must be finalized by 11:59pm, Monday, Aug 14th. If vour Class Schedule Officer 1s not available, you
may contact Student Enrollment Service Staff Faculty Support: Pamela Ogden at (832-842-9606)




Faculty Center
Uploading Syllabus

Note: The upload syllabus process is not available for graduate courses at this time. You must

Disable pop-up blockers for this process to work.

+ Click the Faculty Center tile.

Faculty Announcements Faculty Personal Information

+ Alisting of the class(es) you are teaching will appear. If you are teaching classes in multiple
terms, then click on the “Change Term” icon link to see class information for the other term.

+ If you teach multiple courses in a term, select the appropriate course.

+ Click the syllabus upload link an follow the on-screen prompting.

My Schedule | Class Roster | Grade Roster

Faculty Center

My Schedule

University of Houston I Change Term !

CV Upload Link

Salect display option: ':i_\,' Show All Classes ':::' Show Enrolled Classes Only
Icon Legend ﬁﬁ: ass Roster E_ﬁ'E'E:le Foster @_E':". ng Management
My Teaching Schedule > Summer 2017 > University of Houston
w
view ail | 2 | EH LI Py |
Syllabus
Class Class Title Enrolled Days & Times Room Class Dates Upload
Link
s 5 JrEM 2301-1) Intermediate French 11 TBA TBA Jun 3, 2017- Syllabus
16153 (Lecture) Jul &, 2017 Upload
Link
ifs [Ef] EREN 3312-1 Oral Communication 7 TBA TBA Jun5, 2017 Syllabus
(17921) {Lecture) Jul &, 2017 Upload

Link




Click the Faculty Center tile.

Faculty Center
Uploading CV

Faculty Announcements Faculty Personal Information

s

Click the CV upload link an follow the on-screen prompting.

Faculty Center Advisor Center Search

My Schedule | Class Roster | Grade Roster

Faculty Center

My Schedule

Summer 2017 | University of Houston

Select display option: (®) Show All Classes

Change Term

':::' Show Enrolled Classes Only

AN

CV Upload Link




Faculty Center
Viewing Class Rosters

Note: The upload syllabus process is not available for graduate courses at this time. You must

disable pop-up blockers for this process to work..

+ Click the Faculty Center tile.

+ Alisting of the class(es) you teach will appear.

+ Click the Class Roster icon for the appropriate class.

My Schedule

Fall 3017 | Univarsity of Houston Change Term
CV Upload Link
Select dinplay nptinn (@) Shew All Classes (") Show Enrolled Classes Only
i ] N

My Tesching Schadula = Fall 2007 = Universily of Houslon

Class Title Enrolled Days & Times

JARAB 1501-04 gaginning Arabic [ 3 MoWeFr 9:00AM - 10:00AM
(30036) (Lectura)

tEnroliment Status | Enrolled w| Student Mame/myUH IO
Enrollment Capacity 10 Enrolled 2
Selert display oplion: % Link to Photos ) Inchude i list
! 4 *
Grade
ASR | Motify | Photo | 1D Mame . |Units| Program and Plan Lewel ASR Submitted
- ol = | Undergradusts - NS Tuhmilied
1| ASR ] JAA LT 00 o bamical Enginesr Tech, BS Sophomaore ASH Submitied
— o |Aﬁ.|mm- LS Oy st
2| ASR || | | @A LT 5.00| - Joumabsm. BA Sophomors ASR Subm
1 e LASE Undergraduats - 1 Cadlind
e o 1W|n:mmnelm-s.m T [




Faculty Center
Entering Grades

+ Click the Grade Roster link in the Faculty Center.

My Schedule | Class Roster § Grade Roster

Faculty Center

+ Note that the Grade Roster icon will appear in the Class Roster only after grade rosters are
generated.

+ Click the Grade Roster icon. Then select the appropriate grade in the Roster Grade column.

Class Class Title

gRMA 3327-1 Restaurant Layout

ji2260) and Design (Lecture)
<« i
OPTO 5244-| Adv Physiol and
01 Malecular Bial A
(16642) (Lecture) A
B+
Student Grade C
Applied t C+
D Name: Roster Grnd‘e Official Grade Togram and Plan Gmlual : Level I:-
Education Posthaccalaureate - Post-Bace
o T Interdiscip Studes, DEG UN P Undergraduate ]
Engineering Undergraduate - +
0 o Electical Engr, BSEE S D
i Arts Undergraduate - D-
O | T LT At BAlAr History Saphomore F
LASS Undergraduate - i
0 T Advertising, BAIStudio Ar Junior |
LASS Undergraduate -
g i Advertising, BA/Studio Art Senlor
Expl Studies Undergraduate - i
o o Exploralory Studies, DEG UN o
LASS Undergraduate - -
g g Philosophy, BA/Political Science: Serlor
Expl Studies Non-Degree Obj PB - Post-Bace
o o Viitng Student, NDO UN PB Undergracuate
LASS Undergraduate - -
0 T Pre-Psycholagy, DEG UN Seflor
Arts Undergradute -
ol H Photography/Digital Medis, BF A Sophorore
LASS Undergraduate - _
g 1 i Advertising, BA/Studio Art Junior
v B unior
] T :gs EU:uelg raduate I
LASS Undergraduate -
v Iperal ies, ie0l0gy/Global & International enior
1 LT Liberal Studies, BS/Geology/Global & Intemaional Seni
Studies
NSM Undergraduate -
ol H Mathematics, BS/Business Foundations Senor
) enior
O A T ::lls BU:ﬂelg raduate 5
Arts Undergradute - i
d q ol Sculpture, BFA L0
LASS Undergraduate - i
O 1 LT Engih, BA Junior
Select All Clear All
<- Add this grade to selecied students Grades Upload
Noify Selected Students Nofify All Students . -
Printer Friendly Version f
Click save
Save /




Faculty Center
Entering Grades (via spreadsheet)

+ Click the Grade Roster link in the Faculty Center.

Faculty Center Advisor Center Search

My Schedule | Class Roster [| Grade Roster

Faculty Center

¢ Click the Grade Roster icon.

Class Class Title

M IE »ERMA 3327-1 Restaurant Layout
ﬁﬁ ji8260) and Design (Lecture)

ﬁ:‘ﬁ ’_E?" OFTO 5344-| Adv Physiol and
o1 Maolecular Biol

(16642) (Lecture)

o Click the ‘grades upload” icon near the bottom of the page.

[ | 16[1579453 |pens.Jeff Gordon ~ LT :::i:::rf:::m ) Graduate
[ | 271582788 ﬁ?ﬂ‘m—h v Lt e Graduata
1| 18|1459013 |Sachetimohit v LT :::'"Mf'r;f:‘:;m ) Gradusts
[ | 19|oe7s500 |Samusl Beniamin || hd LT :z:i:;::r:‘;:“E ) Graduats
[ | 20| 1562024 z:;"”"—'M [ W] LT :::'m‘;:’;‘;”am - Graduate
yiewe &l | T | pownload 91 Table to Excel 41 44 Rgrs 1- 2006 20 (W [P
Select Al Clear AN Brinter Friendhy Version
[ ] <- add this grada to selected students ‘ Grades Upload |

notify selacted studants | notify all studonts | SAVE |

+ Select the file from your computer. Click save after file name appears. \

File Attachment
Hs

| Browse. .
Upload Cancel

Note: The spreadsheet must have only two columns—student’s myUH ID and the grades column.
The spreadsheet can have no headers.



FACULTY CENTER ASSISTANCE

PAMELA R. OGDEN
ENROLLMENT SERVICES INTEGRATION
progden@uh.edu
832.842.9606




