Begin with the following for all faculty
forms

1. Click on link to the “MYCUI” from
www.cui.edu (upper left corner)
Login to MyRecords
Enter you ID# and PIN
Remember both are case sensitive
Click on Login button
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Welcome to the MyRecords site for Concordia University Irvine

Please enter your full User ID Number (E%) and your MyRecords PIN to login

@ resse

(@ Proviems ogoing in?
Click HEFE for nstructions and assistance.
User In:]

Logn | [Forge Pt

The first time you login you will be asked to
change your PIN and to enter a secret question
and answer. The secret question and answer is
used to verify that you are the owner of the
account in case you ever forget your PIN
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Login Verification Change PIN

F ﬁ Your P has exgired, Please changs trow.

Re-enter Old PIHi:
Hew PIH:
Re-enter new PIN:
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Security Question and Answer

7 Please erter your new Seourity Guestion and Answver, then Submit Changes

Please Confiim yaut Pin

Question:| Hot Selected
Answer:
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Change or Insert an E-Mail Address

Update
1. Click on Personal Information

2. Click on Update E-Mail Address(es)
3. Click on E-mail address you wish to change

W CON COI?R]I&

| My Information | | My Financial Aid | | My Student Bill | | My Classes | |MyEmployment | |My Budget | |My Faculty Tools |
Search [Go RETURN TO MENL | SITE MAP | HELP | EXIT

Update E-mail Addresses - Select Address
? Upitstes an existing e-mail address by selscting the link. Insert s new s-mail address by selecting the sddress type from the list and selecting Submit

E-maif Addresses

Business Email Address:

e clavirovi eda Preferred
Commert: Bulk Employee Upload Sept-2010

Emergency Hotification 1
ke clavingeu oy

Personal Email Address
ke clavingeo: net

Type of E-mail to Insert: select B

Submit

4. Make appropriate changes
5. Click submit Changes



Insert

[ CONCORDIA

| My Information | | My Financial Aid | | My Student Bill | | My Classes | | My Employment | | MyBudget | |My Faculty Tools |

Click on Personal Information -
i - i Update Addresses and Phones - Update/insert
ICK on Update al ress(es P P
Click on Select Type of E-Mail to Insert S s e ol o s il

Current Home Address

Insert ST
H Addresg Line 1:
Enter E-Mail Address

Submit o romee .

ZIP or Postal Code:

2B

County: ChDrnge v
Hation: Not Applicable v
Delete this Address:
Primary Phone Humber For This Address:
arca  Phone Extension International  Unlisted
Code  Humber Access Code
and Phone Humber
or
Phone Type Arca Phone  Et, International  Unlisted Delete
Code  Humber Access Code
and Phone Humber
- Current Home v ] OR
 CONCORDIA : o
| My Information | | My Financial &id | | My Student Bill | |My Classes | |MyEmployment | |MyBudget| |My Faculty Tools | L A5 oR.
Setect v or
Search ) RETLIRN TO MENLI | SITE MAP | HELP | EXIT
23} submit | Rezat

[ Select 3 Diffaene Addres= 1o Updats

5. Click on Submit

Update E-mail Addresses - Update/insert

P E-mail must be ertered for en e-mal acdress update or insert; ol cther fields are optional, Y ou may specify only one preferred e-mal address

Personal Email Address

e Changing your PIN
' 1. Click on Personal Information

Preferred Business Email Address

iy 2. Click on Click on Change PIN

bubont| et

Select 2 Different Email Address to Update
B2t COORELED, RETS.|

[ View E-mail Addresses]

Update Address Information W CoNcoroiA

1' CIICk on Personal |nf0rmatI0n | MyInformation | | My Financial Aid | |My Student Bill| |MyClasses | |MyEmployment| |MyBudget| |MyFaculty Tools |
2. Click on Update Addresses and Phone L - o

Change PIN

DS v CONCORDI fé Enter Old PN
4 Enter Hew PI:

| My Information | | My Financial Aid | |My Student Bill | |My Classes | | My Employment | | My Budget | | My Faculty Tools | Re-ener Hew Pl

Search | Go| RETURN TO'MERL | SITE MAP | HELP | EXIT
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Update Addresses and Phones - Select Address

0 RELEASE: 86
"Updiate an existing address by selecting the link next to the corresponding address. Insert a new address by choosing the address type from the list and selecting Subimt.

(8] Ertering overlapping daes may changs the effective dtes on exising adfess records

Change of address information and USPS forms are available through this link.

f“‘ﬁ"’”":;‘:iz‘;f:s 3. Enter old PIN — new PIN — new PIN again
Current: Ji 24‘2.DD4tD(Nnenddate) Primary: hone Provided to Verify

i

4. Click Change PIN — This is your new PIN

Type of Address to Insert:| Select v

[ View Addresses and Phones]

3. Choose address you wish to change by
clicking current in front of the address
4. Make the appropriate changes



Steps for entering My Faculty Tools

1. Login

2. Click on My Faculty Tools

3. Enter Term

4. Enter CRN if necessary

5. Choose desired function: Faculty Detail
Schedule, Faculty Schedule by Day and
Time, Detailed Class Roster, Summary
Class Roster, Wait List, Final Grades

“MYRECORDS
> S CONCORDIA

| MyInformation | | My Financial Aid | | My Student
Search [%s]
My Faculty Tools

| [MyClasses | |MyEmployment | |MyBudget| |MyFaculty Tools |

RETURN TO MYRECORDS MAIN MENU SITE MAF HELP EXIT

Term Selection

Course (GRN) Selection

Facully Schedule by Day and Time
Detail Class Roster
Surmary Class Roster

SubmitFinal Grades
P s bar 1o 25 SNty 3ppASE D RagS. 100 e Moy B0 25 Hhagentr onea etz

Registration Ovenides

Student Menu

Advisor Menu

FHh3 Bege AL cleckyon Ry

Assignment Histary
Litgorcoures Egkac oo

Calleague Schedule
Lok 1p3colkag € scieci

Student Schedule by Week

Academic Waming
scarnistiEnig

Class Photo Roster
s Pho Rast 1

Laok Up Classes
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Detailed Schedule
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r
| My Information | | My Financial Aid | | My Student Bill | | My Classes | | MyEmployment | | My Budget | | My Faculty Tools |
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Faculty Detail Schedule

RETURN TO MENU | SITE MAP | HELP | EXIT
E00011390 Kenneth F. Clavir

Fall 2014 Semester
fug 17,2014 11:11 am

I elcome tothe Facuty Defail Schece sisplay. Listed below i your schecule for the selected term
Mathermatics for Teachers - 20955 - ALA 402 - G
Active - Adut Deores

Status:
Available for Registration: Jun 02,2014 - Aug 72, 204
Callege: School of Professional Studies

Department: applied Liveral &rts
Part of Term: o
Course Credt
Course Levels: Underaraduste
Campus: Mein - Irvine Campus
Override: Ho
Syllabus: Akl
Rosters: Classlst
office Hours:
Einroliment Gounts
Maximum Actual Remaining
Enrollment: 20
Cross List: 0 LI
Scieduled Meeting Times
Type Time DaysWhere Date Range Sehedule Type Instructors.
ClesB00am-500pn S Grimin Hall 121 Aug 23, 2014 - Aug 23, 3014 Lechure Kennsth Robert Clsir (%) @)
ClssE00 am - 1200 pmil Grimm Hall 121 Aug 24, 2014 - Aug 24, 201 9Lecture Kennetn Robert i (P) @)

ClassB:00 pim - 10:00 pmF Grimin Hall 121 Sep 19, 204 - Sep 19, 2014 Lecture. Kenneth Robert Clsir (%) @)

Summary Class Roster

Course nformation

Mathematics for Teachers - ALA 402 G

CRH: 20855

Duration: Aug 23, 2014 - Sep 19, 2014

Status:  Active - Adut Degree

Enroilment Counts

Maximum Actual Remaining

Enroliment: 20
Cross List: 0 0

Sumunary Class List
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Detail Class Roster

Record  Student
Humber Picture
i

A

Current Program
Bachslor of &rts
Level:

Program:

Admit Term:
Admit Type:
Catalog Term:

Major Concentration:

Class:  Senior
Credits:  3.000

Record  Student
Humber Picture
12

Current Program
Bachelor of Arts
Leuvel:

Program:

Admit Term:
Admit Type:
Catalog Term:

Student Hame I

g

Reg Status

Registered™
*Regicterad™
“Registered™
“Registared™
“Registerd™
Registered™
*Registared™
“Registerd™
“Registered™
*Registared™
“Registerd™
Registered™

*Registered™

Registration Status Registration Humber

S oo

Undergracuste
B Professional Studies

Fall 2013 Semester

Standard

Fall 2015 Semester

Schaol of Professional Studies
bain - Irvine Campus

Applied Liberal Arts

Teacher Education

Student Hame D

TN,  SSSSewEE-Registered

Undergracuste
B Professional Studies

Fall 2013 Semester

Readmit

Fall 2015 Semester

Schaol of Professional Studies
bain - Irvine Campus

Major and Departmsnt: Spplisd Linsrsl Arts, Edussation

Class:  Senior
Credits: 3.000

Registration Status Registration Humber

Level

Undergradusts
Undergraduate
Undergraduate
Undergraduztz
Undergradusts
Undergraduate
Undergraduzte
Undergraduste
Undergraduate
Undergraduate
Undergraduste
Undergraduste

Undergradusts

El

7

Credits

2000
2000
2000
=000
2000
2000
2000
2000
2000
2000
2000
2000

3000

Grade Detail
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Entering Final Grades

Login to MyRecords

Click on My Faculty Tools

Click on Submit Final Grades

Select Term

Select CRN (Course Record Number)
Enter Grades

Check grades for accuracy

Click the Submit Grades button

1.
2.
3.
4.
5.
6.
7.
8.
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Please note: No data is required for the Last
Date Attended and Attended Hours box.

Please be aware that only 25 students at a time
appear on the grade sheet. If you have more
than 25 students in your class, a link button will
appear. Click on the link button to see the rest of
the students in your class.

* Be sure to check that all students in your
class have received a grade.
* Incomplete grades can be given at the

discretion of the instructor; if the situation
is appropriate.





