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Access MyView 
The MyView URL is https://myview.umsl.edu.  A quick link to MyView is also available on the UMSL 
home page under the University of Missouri – St. Louis header.  Use Internet Explorer or FireFox to 
access MyView. 

 

Log in using your SSO id and password (the same id and password you use currently to log into 
MyGateway and your Outlook e-mail). 
 

 

https://myview.umsl.edu/


 

P
ag

e3
 

The Basics 
Getting around in MyView is done by following navigation links on the left side menu or using the icons 
featured on the page.  Each user may have a different set of menu items depending on his or her role 
at the university.  The following guide is for general faculty instructor access. 
 

To start using MyView choose the Self-Service link. 
 

 
 

This will take you to the Main Menu.  Choose Faculty Center. 
 

 
 

From here you can access your class rosters or your grade rosters (both of which will still be available in 
MyGateway as well), view information about advisees or check the class schedule.  All information is 
real time and reflects changes immediately. 
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Class Information 
The class identifier consists of  
Subject (department), Course Number – Section Number 
Class Type, Class Number (reference number) 
 

 
 
Click on the class information link to view more detail about this class section: 
 

 

 Session dates 

 Class level 

 On or Off 
Campus 

Class notes – includes 
both section and 
course notes 

 Class  attributes (category 
labels placed on a class for 
reporting and search 
functions) 
 

 Course pre-requisite 
information (currently being 
used by Math/Computer 
Science and Business) 

Enrollment and 
Wait list totals 

General info: 
Time, days, 
instructor 

 Session 

 Credit Hrs (units) 

 Section Type 

Description from 
the on-line course 
catalog 
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Use the   button to view information for other terms.  The courses defaulted into the 
Faculty Center main page will always be from the current term. 
 

 
 
Click the radio button that corresponds to the term you want to view, and then choose 

. 
 

 
 
Now you should see your teaching schedule for the term you chose. 
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The icons next to the class information indicate whether only a class roster or both a class roster and 
grade roster exist for a course.   
 

 
 
Click directly on the icon to access the roster: 
 

 
 
**The student ids, last names and e-mail addresses have been masked in this document. 
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If you have students on the wait list or students who have dropped your course their names are 
accessible by changing the enrollment status.  Enrolled is the default value.   Note, the Waitlist status 
will only appear if there are students waitlisted for your class. 
 

 
 
Use the check boxes next to the student ids to select students, and then choose 

 to send e-mail to just those students. Choose 

 to send an e-mail to your entire class. 
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A printer friendly version of your roster is also available. It simply reformats the page to fit on an 8 ½ x 
11 page. 
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You can also download your roster to Excel by using the spreadsheet icon. 
 

 
 
The download creates a new browser window. If your new window does not open, you may need to 
change your browser settings to allow myview.umsl.edu as a trusted local intranet site.  You also need 
to allow pop-ups for myview.umsl.edu site.  For assistance with browser settings, please contact the 
Technology Support Center, X6034. 
 

 
 
Choose open to view the roster spreadsheet. 
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Click  from the roster page to go back to the main Faculty Center page. 
Use the radio buttons at the top of the page to access various schedule options. 
 

 
 
View My Weekly Schedule displays a week by week time grid of the courses you are scheduled to 
teach.  If you like, you can choose specific weeks and times  to view using the boxes at the top of the 

page, and then press the  button. 
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Viewing Advisee Information and Releasing an Advising Hold 
Choose the Advisement tab to navigate to the New Drop-In Advisee Page or use the menu links on the 
left side of the page. 
 

 
 
 
Only Graduate Education is currently assigning individual advisors to students.  Those advisors will see 
a list of names on the page below: 
 

 
 
 

All other instructors/advisors should click on   . 
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1. To locate a student click the Search button. 
 
2. Enter your search criteria. Each field will search partial information but the most effective and    
quickest searches use the student’s id or the entire first and last names. 
 

 
 
3. In the Search Results area (shown in the bottom of the box above) click on the student for whom 
you want to view information.  
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The student name you choose will display. 
 

 
 
For information on releasing an advising hold, please go to the bottom of page 17. 
 
4. To see specific information for this student, choose an item from the Student Details drop-down 
menu. 
 

  
 
 

5. Click the    button. 

  Jane Student 
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Below are examples of the student detail results.  Note the “Triton” icon should be where you see the 
student’s photo. 
 
Academic Information – Students college, major, emphasis area 

 
 
 
Address – list the current addresses on file for this student.  
 

 

Jane Student 

Jane Student 
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Class Search – view the student’s current or historical class schedules. 
 
A. Choose a term. 
 

 
 

B. Click  . 
 

 

Jane Student 

Jane Student 
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Enrollment Appointments – view the preregistration appointment time and term enrollment limits for 
a student.  Choose a term and click Continue. 
 
If Unit Limits “For This Appointment” are 0.00 then the term and session limits would apply. 
 

 
 
Grades – view a student’s grade history, term and cumulative statistics. Note cumulative statistics are 
as of the term displayed not as of today. 
units taken = units attempted 
units passed = units earned 
 

 

Jane Student 

Jane Student 
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Telephone -- current telephone number on file for student. 
 

 
 
 

Use  from any of the student detail pages to return to the New Drop-In Advisee page. 
 

 
 
To e-mail a student simply click on their name and a new e-mail window should pop-up in your Outlook 
account: 
 

 

Releasing an Advising Hold 
An advising hold is referred to as a negative service indicator. 
 

1. From the New Drop-In Advisees page, search for the student (see steps 1 through 3 on page 11). 

2. If the student name you choose has a hold, the negative service indicator icon  will display under 
the student’s name. 

Jane Student 

  Jane Student 



 

P
ag

e1
8

 

 
 

3. Click on the negative service indictor icon . 
4. Check to see if there is an Advising hold.  If there is, scroll to the right to see the Remove button. 

5. Click on the  button. 
 

 
 
6. You will receive the following message.  Click the Yes button to release the hold. 
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7. Click on the Return to Previous Page button .  To verify the hold has been 
released, search for the student again. 
 

8. If an Advising hold was the student’s only hold, then the negative service indicator will no longer be 
displayed. 

Other Negative Service Indicators (Holds) 
If you click on the negative service indicator icon, and receive a screen with the following information, 
stating that for this student “You have no Holds”, that means their only negative service indicator is for 
their non-response to eConsent in their Student Center.  This will not keep you from enrolling the 
student in classes.  They must agree to eConsent before they can register themselves for classes in 
MyView. 
 

 
 

If the student has multiple negative service indicators (holds) they will be listed.  Only the Advising hold 
will have the Remove button available to the right of that line.  You cannot remove other holds.  
 

 


