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Basics

Logging in to MyView
MyView is a web-based application. Open Internet Explorer or FireFox and type the address
https://myview.umsl.edu

Your MyView session will expire after 60 minutes of inactivity without saving your input. If you
are updating a student record, be sure to save the data in a timely manner. You will receive a
warning message two minutes before the session times out.

Navigating the Menus
After you login to MyView, you will see a menu similar to the one below.

Menu =) Your menu options will contain the items

eeerel. you have been granted security to

© access. Navigation using the main
> Mty Favarites menu consists of a hierarchy of folders.
b UM Processes and Reports Expanding these folders is the primary

[ Self Semice . . .
b (ST S S means _of getting around in the MyView
application.

[ Student Admissions
[ Records and Enrollment
[= Curriculum Management

[ Set Up SACRE

[ Reporing Tools
[ PeopleTools

The pivot arrow facing right [ indicates that there are more levels to view under that heading.

m Click on a pivot arrow to expand the menu. A right facing pivot
Seareh: arrow means there is more under this menu item. Click the

) arrow > to expand the menu further. A dash before a menu
> Mty Favarites item indicates that it is a direct link to a page and that the menu
[ LM Processes and Reports item is fuIIy expanded.

L oelf Serce
‘v' Campus Community

[ Personal Information
iStudent)
[+ Camments
— Student Services Center
— Student Senices Ctr
iStudent)
[ Student Admissions
[ Records and Enrollment
[= Curriculum Management

[» Set p SACR

[ Reporting Tools
[ PeopleTools
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In addition to the main menu, the MyView application includes navigation folders which serve as
an alternative way of navigating. When you click on the actual menu item word, navigation

folders are displayed in the right side of the window. You can navigate by clicking on a sub-
menu item or a page link.

ancial &id | UMSL Home
Search:

] N ,
> Wy Favarites % Campus Community
I* Self Senice hairtain biodemao information about people and organizations, maintain 3C information.

':""' A Student Services Center A Student Services Ctr (Student) Personal Information (Student)

BT W View an at-a-glance overview of a @ Yiewy an at-a-glance overview of & Erter personal data, hiographical, heatth,
(Student) student, s infarmation. Find cuick links to student; s infarmation. Find uick links ta identification and particiation information
> Comments more detailed information and to comman mare detailed information and to comman for & student.

— Student Services Center administrative tazks. administrative tazks. =] Update a Person (UM)
— Student Services Cir

= pddress Search
iStudenty Biographical (Student)
[> Student Admissions

[ Records and Enrollment Comments .
b Curriculurn Managerment Track commeni= for ape| Y OU AN click on the sub-menu
I SetLp SACR

- organization. H H
P Repotting Tools Commerts - Person Item or page Ilnk
[ PeopleTools

Hiding the Main Menu

After you select an item from the menu, the top of the main menu changes and looks like the
one pictured on the left. The minimize button =| can be used to

Search: hide the main menu and free up space on your MyView page.
| () You can maximize (bring back into view) the menu anytime by
> My Favorites selecting the expand buttonlEl* . The expand button will be
> UM Processes and Reports | available in the upper left hand corner, where the menu was
I» Self Service previously displayed like the one pictured below.

= CAMPAUS Community
[ Personal Information

iStudent) Services Center
[ Comments

— Student Services Center

Use the maximize button to ~ [for @ ist of all values.

tudent Se re-display the main menu
(Student) when it has been minimized.

[ Student Admissions

[: Records and Enrollment ID: | hegins with jl

[ Curticulum Managernent C D: _ .

[ Set Up SACR ampus ID: | hegins with ¥ | |

[ Reporing Tools National ID:| hegins with jl

[ PeopleTools

Last Name: | pegins with | |[SMITH
First NamE:I begins with jl

I” case Sensitive

search | Clear | Basic Search Save Search Criteria
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Searching for a Student
Search pages are used to find a specific student record. You enter your search criteria and

then click the Search button. The fastest way to search is to enter the full ID number. Another

good way to search is by name. If you are searching by name and the student has a common
last name, it is best to search by entering all or part of the last name plus all or part of the first
name. In the search example below, just the last name of SMITH was used as the search
criteria.  The maximum number of rows that can be displayed in the Search Results is 300.
Since Smith is a popular name, the search results returned 300 rows. To limit your search
results, include Smithos first name in the

Student Services Center

Enter any information wou hawe and click Search. Leawve fields blank for a list of all values.

J Find an Existing Value |

In: [ begins with =]
Campus ID: [uegins with -] |
National ID: [ pegins with ] |
Last Name: | begins with | [SMITH
First Name: [ pegins with ] |

I case Sensitive

Search I Clear | Basic Search Save Search Criteria

Search Results

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
Wigne Al

Firat

Last
Hame

4-100 of 300 |I| Last

National ID NID Short

National ID —
Description

D ——— Country

Date of Birth SAMPUS

Gender

First Hame

[ Ny Male Q1943 hlank)  TTTRIE2 USA 85N smrH [

I =it Unknawn (hlank) thlanky = UgA 5N sMiTH -

I it Male  EEEIOST (blank) =TTOETE LISA 55N EMITH

B - Fernale G55 (hlank)  T2780 USA 55N smH
o oo I o =) = I Ll JIER] i -l L1 Lt ey

By clicking on the column title, you can sort the search results by that field. For example, click
on Date of Birth to sort the results in order of birth date.

Gender D'f:ltE of Campus HNational NationallD NID Sr!ur_t Last First Name '
—  Birth D ID Country Description Name ————

4 Lnkno T Lalank) 4.b5 UsA ool Sl TH
04462170 Srnith, NG Female _ (hlank) *™ 3448 USA S5M SMITH _
NAACEQOT Craith I Farnala T (- onlt 20008 |04 [=3=TH] ChAITH
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Look up Field Values
A magnifying glass next to a field indicates that a look up option is available for the field. When

the magnifying glass is clicked, the look up page opens and you can search for and/or choose a
value from the list.

1. Use the look up icon for term. 2. Choose a value from the search results.
Enrollment Summary Look Up Term
Erter any information wou hawe and click Search. Leave fields blank for a list of all values.
Academic Institution: gTLOU
f Find an Existing Value \\ Academic Career: UGRD
Term: | heging with = |
ID: | begins with || Description: [ heging with =] |
Academic Career: I: j IUndergraduate j Short Description: |begins with jl
Academic Inst'rlutiun:l hegins with jISTLOU Q Term Begin Date: |= j | [
Term: = =l | ( CD—>
Campus ID: |heginswith jl T Look Up | Clear | Cancel | Basic Lookup
National ID: Iheging with jl
Last Name: T Search Results
) ' I Bains wi I Onlythe first 300 results can be displayed. Enter more infarmation ahove and
First Name: | begins with ]| Vi il i o
Term Alternate Key: |: j | Q Tert Description Short Description Term Begin Date
I™ case Sensitive 9999 End Tetrm - St Indicator Use  DE3939 01/01/3399
3943 2011 Fall Sermester FE2011 08152011
3935 2011 Summer Semester 552011 0E01/2011
Search | Clear | Basic Search Sawe Search Criteria —— ) U
= 3927 2011 Spring Semester WS2011 0170142011
3843 2010 Fall Semester FS2010 081512010
3835 2010 Summer Semester 552010 0E01/2010

Opening New or Multiple Windows

There may be times when it would be handy to have multiple MyView windows open at the
same time. Say you are in the process of looking up an enrollment summary for a student
record when your phone rings and someone wants you to look up something else. Rather than
leaving the Enrollment Summary page before you are finished, you can click the Mew ¥iindauws
hyperlink. When New Window is selected, another browser window opens in the MyView
application. The new window displays a copy of the page you were using. From there, another
menu item, sub-menu, or page may be selected.

University of Missouri-St. Louis
MyView@UMSL

Menu
Search:

B About Myiew | Admissions | Registration

®

[> Wy Favarites Enroliment Summany
[ Self Serice

[ Campus Cammunity
[ Student Admissions
~ Records and Enrollment { Find an Existing Value
[ Enroll Students

[ Student Term Infarmation . : :
R P .i'\IxD.z'-n N AmﬁLDEﬂJ.RE-W{Fh\ rllhmmﬂﬁﬁh_ P P S N A

Enter any information wou hawe and click Search. Leawe fields blank for a list of all walues.
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NOTE: Although there is no limit to the number of windows you may have open, it is best to
close additional windows when you are done with them because having multiple windows open
can be confusing.

Setting User Defaults

Setting user defaults allows MyView to populate some fields for you automatically. You can
change your user defaults as often as is nhecessary.

To set user defaults, follow these steps:

1. Select menu options Set Up SACR > User Defaults.

2. Onthe User Defaults 1 tab set Academic Institution to STLOU.

3. Other field values on the User Default 1 tab are optional. If you set a value for a field, it
will limit the search results. For example, if you set Career to Undergraduate and you
search for a Graduate student, that student will not appear in your search results unless
you change Career to Graduate on the search page.

4. On the User Defaults 2 tab set SetID to STLOU.

5. On the User Defaults 4 tab select the Carry ID box (should be a check mark in the box).

6. On the User Defaults 4 tab type in your InfoPrint printer name. Your printer should
have a label on it with the name. You only need to enter an InfoPrint printer name if you
print on-official transcripts and/or student schedules. Printing class rosters does not
require an InfoPrint printer.

Student Administration Modules

The MyView Student Administration application consists of several modules: Campus
Community, Admissions, Student Records, Financial Aid, and Student Financials.

Campus Community consists of shared biographical and basic demographic information about
each of the persons in the database. Campus community data is integrated with and shared by
all modules within the system and therefore is accessible to any user who has the prosper
security authorization to view or update it. This reduces the amount of redundant data entry and
ensures consistent data for reporting and analysis. An additional benefit is in student service i
a prospect, applicant or student needs to change their address or other demographic data only
once for all functional areas to have the correct updated information. Access to these changes
is real-time and immediate.

Student ID Numbers

All persons in the database are identified by a unique ID number called an EMPLID. This
number is assigned attheper sonés first contact with the
system. An EMPLID assigned to a person does not change as that person moves through the
enrollment cycle, nor if they change campuses, nor if their role within the university changes
(example student to employee or employee to student).

FERPA
If a student has their directory information restricted, you may not release any information on

that student from the MyView system. You will see a blue window shade icon that indicates
that the student has restricted their information and that no data may be released.

Service Indicators/ Holds
Service indicators are used to provide or limit access to services. Service indicators have one
or more impact values that identify the types of services that are provided or restricted.
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Examples of negative service indicators include: advising hold or do not accept personal
checks. Positive service indicators might include: no finance charges or it could be used to
identify groups such as students applying for and admitted to the Honors College.

When a service indicator is assigned to a student, the corresponding negative D or positive *
service indicator icon appears on most pages about that student. One icon can represent one or
several service indicators. Click the icon to navigate to the details page on which you can
determine how many and which restrictions apply.

Troubleshooting Page Display Problems / Clearing Cache
A cache is a temporary storage area for frequently-accessed or recently-accessed data. Your
computer stores information to make it faster for the computer to recall web sites that you have
visited. The problem with this is, when there are new pages or changes to a site your computer
may go to the cache first to recall the page. So, you might be looking at the page from your
cache that has since been updated.
By clearing the browser cache you see the most recent documents presented on that site. To
clear the cache in Internet Explorer, do the following:
1. Click on Tools
2. Click on Internet Options
3. Delete temporary files
a. InIE 6 on the General tab under Temporary Internet files, click Delete Files
b. InIE 7 on the General tab under Browsing history, click Delete
4. Click OK to close the dialog box

Pop-up Blocker s

If pop-ups are blocked when you are accessing pages in MyView there may be problems with
pages displaying, linking to other pages, or viewing pop-up messages displayed by the
application.

You can keep your pop-up blocking turned on, and still allow pop-up windows from the MyView
application. To do this, access your pop-up blocker settings and add the MyView site as a
specific site from which pop-ups are allowed.

To change your pop-up blocker settings:

In Internet Explorer 6 & 7 In FireFox 2
1. Click on Tools 1. Click on Tools
2. Highlight Pop-up Blocker 2. Click on Options
3. Click on Pop-up Blocker Setting 3. Click on the Content icon
4. In the Mddress of website to allowdbox 4. Click on the Exceptions button to the
type myview.umsl.edu right of t-bp @WBhdo
5. Click the Add button 5. 1 n the AAddress of
6. Click Close to close the dialog box. myview.umsl.edu
6. Click the Allow button
7. Click Close to close the dialog box

7
March 2008




Using the Help Link in MyView

Online help is available for many of the MyView topics. We use a product called User
Productivity Kit, UPK, to develop this online help. While you are logged into MyView you can
click the Help link in the top right-hand section of the screen to access the UPK help topics.

Using UPK
1. Click the Help link in MyView, Newadow)| Heln |
2. The UPK player window will open. You need to allow pop-ups (see instructions in Pop-
up Blockers section above).
3. Expand the table of contents and highlight the topic you want to review
4. Click on the Try It! Playback Mode.

5. Follow the instructions displayed in the yellow instruction windows to step through the
topic. Click on the Actions link for additional options such as the going back to the
previous step. Clicking the X in the yellow instruction window will close the help topic.

6. If you want to have the help topic to open in a screen on top of the MyView screen you
are working on, select the Do It! Playback Mode. This will allow you to step through the
help as you step through processes on the actual MyView production screens. To use
the Do It! Mode in Internet Explorer you need to add https://psdev.umsystem.edu to your
trusted internet sites. (Tools > Internet Options > Security > Trusted Sites > click the
Sites button and add the https://psdev.umsystem.edu site to the web sites list.)
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