Christopher Newport University - Information Technology
Services

CNU Live Self Service for Faculty & Advisors

BanneWeb Information and Grading Procedures

Accessng CNU Live Grades Generd Information

Lognto CNU Live Entering Grades
Accessng your course Log out of Banner
Faculty Srvices Menu Contacts

Accessng CNU Live
CNU Live Account I nformetion:

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 Liv&d¢alcan 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 yourUser ID numbey please contact the Provost'iae at (757) 594-7050.
If you forget yourPIN (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 yodminformation
you enter or change will becomdegftive immediatelyunless otherwise noted.

Accessng 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 clickeom Selection to choose a
new semester

Click the drop-down list to select the term and click Subvfut 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 NumBaytime 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 Subyimit.will be returned to
the main Faculty Services menu.

Faculty Sarvices Menu

From this menu you can view your:

Faculty Detal Schedule

Faculty Schedule by Day and Time
Deall ClassLig

Smmay ClassLig

Grades

To navigate the menus dick 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 Generd information

1  Ente gradesbetween the 1g day of examstill the Monday after exams

2. Youcan change any grede until the cutoff dete If you discover you nesd to adjust agrede after
thet dete, plesse contact the Registrar’s office

3 Youcaninsat MGin Attended Hours for non-attendance notation.

4. If theword"Confidential" gppearsnext to asgudent'sname, information isto be kept
confidentid!

5. Click the Submit button often, to prevent lossof entriesand to say logged into CNU Livel

Entering Grades

1. Click the Grades link (Mid-term or Find) on the Faculty Services main menu. You will see
the Grades Worksheat for the CRN you sdlected. Scroll down to seetheentry area

a If youdid not sdect aterm or course, you will be prompted to do so now:

2. To sdect the grade for astudent, dick the drop-down list next to ONONEQand alist of
vaueswill be displayed.

a Youmud sdect thegradefrom lig of avalable valuesfor the gudentsin that course
b. Youmay enter agradefor oneto dl of the sudents
C. Todear any fiddsyou havetyped in, dick Reset before you click Submit.

3. Click Submit to save your entries You will bereturned to thetop of the page Scroll down
to resume entering grades!

** NOTE: If thereismorethan one page of sudents be sureto click Submit BEFORE
going to the next page t0 Save your entried

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

To print acopy for your records dick on the browser File/ Print sdlection. You may want to st
the print layout to Landscgpe modeto get dl the information acrossthe page Do aprint preview
to view your page before printing to see how it fits




Log out of MyCNU

When you have finished entering your information, plesselog out by
1. Clickinglogout in the upper right corner.
2. Closeyour browser window to be sure you logged out completely.

Contacts

Plesse follow the Registrar@®Office policies and procedures for grading requirements and
deedlines Contect them & (757) 594-7155.

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

If you need CNU Lipe assistance, cOntact | TS Technology Support Servicesa (757) 594-7932 or
traning@cnu.edu.

Generd Computer information

Pilease visit the I'TS web pages for information on operating your computer, email, web acconnts and other computer
related software..
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