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Accessing CNU Live
CNU Live Account Information:
You access CNU Live through the MyCNU portal by clicking on MyCNU on the 
University's home page. Once inside the portal, click on the CNU Live tab. You can then 
click on Faculty Services to view the Faculty Services Main Menu.  Be sure to click Exit 
and close the browser when finished, to ensure privacy! 

If you forget your User ID number, please contact the Provost's office at (757) 594-7050. 
If you forget your PIN (password), please contact the Registrar at (757) 594-7155. 

Please do not share your User ID and PIN with anyone. This area contains secure 
information. You are responsible for any changes made using your ID. Any information 
you enter or change will become effective immediately, unless otherwise noted. 

Accessing Your Course
1. Click Term Selection from the Faculty Services menu, to choose the semester to work 
in.  Anytime you wish to change semesters, you must click on Term Selection to choose a 
new semester. 

Click the drop-down list to select the term and click Submit. You will be returned to the 
main Faculty Services menu. 

2. Click CRN Selection from the Faculty Services menu, to choose the course to work in. 

The CRN is the Course Reference Number. Anytime you wish to change courses, you 
must click on the CRN Selection and choose a new course 



3. Click the drop-down list to select the course and click Submit. You will be returned to 
the main Faculty Services menu. 

Faculty Services Menu
From this menu you can view your:

Faculty Detail Schedule 
Faculty Schedule by Day and Time
Detail Class List
Summary Class List
Grades

To navigate the menus, click on the link name, use the Bottom and Top row navigation links or 
click Return to Menu or Back to go to the previous page.

Grades General information
1.              Enter grades between the 1st day of  exams till the Monday after exams

2.              You can change any grade until the cutoff  date. If  you discover you need to adjust a grade after 
that date, please contact the Registrar’s office.

3.              You can insert Ò0Ó in Attended Hours, for non-attendance notation.

4.              If  the word "Confidential" appears next to a student's name, information is to be kept 
confidential! 

5.      Click the Submit button often, to prevent loss of  entries and to stay logged into CNU Live!

Entering Grades
1.      Click the Grades link (Mid-term or Final) on the Faculty Services main menu. You will see 
the Grades Worksheet for the CRN you selected. Scroll down to see the entry area. 

a.       If  you did not select a term or course, you will be prompted to do so now.

2.      To select the grade for a student, click the drop-down list next to ÒNONEÓ and a list of  
values will be displayed. 

a.       You must select the grade from list of  available values for the students in that course. 

b.      You may enter a grade for one to all of  the students. 

c.       To clear any fields you have typed in, click Reset before you click Submit.

3.      Click Submit to save your entries. You will be returned to the top of  the page. Scroll down 
to resume entering grades.! 

** NOTE: If  there is more than one page of  students, be sure to click Submit BEFORE 
going to the next page to save your entries!

REMEMBER to click Submit at least once every few minutes to save your entries and 
avoid being logged off  and having to start over again!

To print a copy for your records, click on the browser File/ Print selection. You may want to set 
the print layout to Landscape mode to get all the information across the page. Do a print preview 
to view your page before printing to see how it fits.



Log out of  MyCNU
When you have finished entering your information, please log out by 

1.      Clicking logout in the upper right corner.

2.      Close your browser window to be sure you logged out completely.

Contacts 
Please follow the RegistrarÕs Office policies and procedures for grading requirements and 
deadlines. Contact them at (757) 594-7155.

Please contact the Provost’s Office at (757) 594-7050 if  you forgot your CNU Live User ID number.
For problems related to your PIN number, please contact the Office of  the Registar at (757) 594-7155.

If  you need CNU Live assistance, contact ITS Technology Support Services at (757) 594-7932 or 
training@cnu.edu.

General Computer information
Please visit the ITS web pages for information on operating your computer, email, web accounts and other computer 
related software..
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