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1. Introduction

The website for the EMPOWER self-service portal, is:_

https://iwp.empower-xl.com

There are also a links to this page on the IWP homepage.

rr. Apply Online Today Request More info  EMPOWER Log In -d——

THE INSTITUTE OF WORLD POLITICS

A Graduate School of National Security and International .

ADMISSIONS PROGRAMS STUDENTS FACULTY NEWS EVENTS

Student Services Registrar

ot Fall 2013 Course Schedule EMPOWER Log | <——
B Business Office Reglstration
\ A Calendars and Academics Adding and Dropping Classes

Career Counseling and Services Transcripts

The opening page of the website looks like this:

The Institute of World Politics

Friday, September 27, 2013

Make a Donation Create an Account | Forgotten Password Inquiry Mew Application | Continue Application| Course Catalog

EMPOWER

SELF-SERVICE LOGIN

—

usemame

password

AUTHENTICATION REQUIRED: You sre attempting to log into The Institute of Warld
Politics Website. Unauthorized scosss is prohibited and will be prosscuted to the
fullest extent availsble under law If you do not have s usemame and password, use.
the link provided to request one or contact your system administrstos

This site was designed and tested to run comectly when viewed through Internet Explores, versions 7 and 8, and Mozilla Firefox, versions 2 and 3. It makes extensive Use of Javasaript. If you are viewing
this Website through s differsnt browses, or if You heve jsvascript support dissbled, some portions of the site may not display comectly snd functicnality msy be impsired. You can downioad Mozills Firsfox
for free from hitp:/fanaw.mezilla.com. If you are having difficulties with IE 7/8 or Mozilla Firefox 2/3, please ched the settings page availsble st http:ifwww.empower-xl.comihelp/browser-
settings.htm.

From here you can:
a) Have your password sent to you using the Forgotten Password tab
b) See all the courses offered in a given semester using the Course Catalog tab



(Note: you do not have to login to see the list of courses)
¢) Download this EMPOWER Student User Manual
d) Login to your account using your name and password.

2. Accessing your account:
Enter your username in the textbox above the label: username.

Enter your password in the textbox.

Your username and password should be typed using all lowercase letters.

After you enter your password and are logged in, you will see a screen similar to this one:

The Institute of World Politics

Monday, September 30, 2013

Logged in as

Student Records Financials Settings and Searches My Information

WELCOME pu

Class Schedule EE

Click on a day to display/hide class schedule.

i) x]

Currently Set

o User
e Term: 2013FA

« Dept:

e« Crse:

¢ Sect:

s Year: 2013

* WP 644 (09/09/2013 — 12/12/2013)
06:30pm
MARL / MAP

Holds Y

No Holds to Display.

Notes i
No Notes to Read.

3. Changing your password

The first thing you should do the very first time you login to EMPOWER is to change your
password using the My Information tab and selecting Change Password.



Follow the directions given to change your password to one you can easily remember.

Student Records Financials Settings and Searches

My Information

Change Password

Your password must be at least 6 characters. it is advised to use a combination of
letters, numbers, and case.

Username: I
Current Password:

MNew Password:
Confirm Mew Password:

Submitl

4. Set the semester/term

Select the Settings & Searches tab and Global Variables.

From the pull-down menu, select the term for the information you wish to view.

Student Records Fimancials Settings and Searches| My Information

Global Variables

Global ID ]

Term [Fanzo1z =]

Department [

I Summer 2013

Section Spring 2013

Application Year 2013: Dates 07/071/2073 - DE-.I'SDJ'EDMj

Return to Previous Page




5. Setting up your Welcome Screen

If you click the blue circle in the upper right hand corner of the OASIS login page (shown below),
you will have the option to personalize your home page of OASIS. After you set your term, you can
view your schedule for the term if you have one.

The “Currently Set” window will allow you to set the desired term more easily than the option
described above.

E Student Records Financials Settings and Searches| My Information

Drag and drop to amange portlets

G e WELCOME g —>0 0

Advisors

Degree Currently Set T8 Class Schedule 8

Weather Channel Currently Set Click on a day to display/hide class schedule.
» User: I
» Term: 2013FA « WP 644 (09/09/2013 - 12112/2013)
o Dent- 06:30pm
Demﬁ MARL / AP
» Crse:
» Sect:
» Year 2013
Holds b
No Holds to Display.

Notes 4

Mo Notes to Read.




Dragging the Degree option to your Welcome screen gives
you the following information about your declared majors
and minors. This may be handy to always have available as
reference each time you login.

If there are menus on your Welcome screen that you do not
want, click on the red “X” in the box to hide it.

Be sure to click on the Green check mark in the upper right
hand corner to save any changes that you make.

6. View and print your course schedule

Degree

This is a list of current declared degrees.
« Major: Statecraft & Matl Security Aff
Minor:
Specilization: Intelligence

+ Second Major:
Second Minor:
Second Specilization:

« Third Major:
Third Minor:
Third Specilization:

Set your term for the appropriate semester (#4) if you have not already done so.
Select Student Records then under Schedule Information heading choose Student Schedule

(Summary).

Financials Settings and Searches My Information

] <]

Student Schedule (Summary) e

Inquiries

Student Holds Inquiry

And here’s what you will see....

Unofficial Transcript Transcript Request

Schedule Information Grading Degree Information Course Tools
Course Schedule Grade Report Graduation Checklist Contact Advisar
Instructor Schedule Transfer Credits Inquiry

Course Catalog Search
Course Registration

Student Records Financials Settings and Searches My Information

Student Schedule (Summary)

Results filtered with:  User: || QJEENNEEI Term: 2013FA Dept: Crse: Sect: Year: 2013

Student Schedule - Fall 2013

Registered Courses
Dept Crse Sec Title CrHrs Begin End Instr Bldg

1]

Room Start End Days

WP 605 01 Intelligence And Pol 4 09/03M13 121213 DThomas Marlatt Mansion (Main) REAR  06:30PM  09:30PM T
WP 644 01 Spies. Subw Ter & 4 09/09/13 12112113 RStephan Marlatt Mansion (Main)  MAP  06:30PM  09:30PM M
WP 659 01 Al-Qaeda'S Enemy Thr 4 09/04/13 12112113 SGorka Marlatt Mansion (Main) ~ FRONT 03:30PM  06:30PM W

Location

WP
WP
WP



If you click on the underlined course name, you get the “Details” of the class. This is important

because it tells you about additional course fees and additional materials that may be required in the

class.

Results filtered with:

Registered Courses

Dept Crse Sec Title
WP 605 01 |Intelligence And Pol
IWP 644 01 Spies, Subv. Terr &

WP 659 01 Al-Qaeda'S Enemy Thr

Student Schedule (Summary)

£) Mozilla Firefox O] x|

User:

_ | & htips:/fiwp.empower-x.com/empower ffusebox. cfm?fuseaction =\WEBSRQ 15DTIL &id=%23(%:40 %38 ~ %0A

) The Institute of World Politics

Bl

Course Detail

N

WP 605
Intelligence And Policy

|0tl1er Info

Course Notes

Offered: Fall and spring semesters

Principal Professor: David L. Thomas This course examines the elements
and purpose of intelligence, requirements of successful intelligence
analysis, intelligence processes, counterintelligence and security, the
relationship between intelligence and policy, and how American political
and cultural values affect the role of intelligence in America. This course
addresses several major intelligence issues: 1. The intelligence process
and methodology, including the structure of the intelligence system; 2.
The necessity of coherent intelligence policy; 3. The limits and utility of
intelligence; 4. The importance of political intelligence, particularly
concerning foreign methods of statecraft; 5. The role of
counterintelligence and the importance of counterintelligence analysis to
the making of foreign policy; 6. The problems of intelligence
epistemology, including deception, propaganda, perceptions
management, and internal cultural and perceptual predispositions and
biases.

|L0cati0n |IWP
|Seats Offered |24
|Seats Available |O

4

5

You can print this page or select the Printable Version (button in the upper right hand corner) and get

a schedule that looks like the one below:

Registered Courses

Dept Crse Sec
e 605 0
Wp 644 0
Wp 659 0

The Institute of World Politics

Title Crhirs Beqin

Intelligence And Pol 4 09/03/13
Spies, Subv, Terr & 4 09/09/13
Al-Qaeda's Enemy Thr 4 09/04/13

End

12/12713
12/12/13
12112113

Student Schedule - Fall 2013

Instr Bldg Room Start End

DThomas Marlatt Mansion (Main) REAR 06:30PM 09:30PM
RStephan Marlatt Mansion (Main) MAP 06:30PM 09:30PM
SGorka Marlatt Mansion (Main) FRONT 03:30PM 06:30PM

Location
we
wp
we



7. View and print your unofficial transcript

Set your term for the appropriate semester (#4) if you have not already done so.
Select Student Records > Schedule Information > Unofficial Transcript.

Financials Settings and Searches My Information
Schedule Information Grading Degree Information Course Tools
Course Schedule Grade Report Graduation Checklist Contact Advisor
Instructor Schedule Transfer Credits Inquiry Course Catalog Search
Unofficial Transcript ? Transcript Request Course Registration
Student Schedule (Summaty)

Inquiries

Student Holds Inquiry

This option lists all the classes that you have taken at IWP, all the classes that you may have transferred
to IWP, and the classes you are enrolled in for the next semester. There is also a Printable Version so
you can easily print an unofficial copy of your transcript. (see next page for

an example of an unofficial transcript.) Your cumulative grade point average (gpa) is also listed on

this unofficial transcript.

The Institute of World Politics

Name
L
Mailing Address Campus Mail Box
- Phone Numbers
b ——
Degree
School/ thesis Degree Major Earned Awarded
Undergraduate Courses
Term Dept Crse Sec Title Days Time Building Instr G At Em Pt GPA
Undergraduate Totals CrAtt CrEm Qual Pts 73
0 0 0 0
Overall Undergraduate Totals At CrEm Qual pts. GPA
0 0 0 0
Graduate Courses
Term Dept  Crse  Sec Tl Days  Tme Building Instr G At Em Pt 47
201350
201350 wp 642 01  Economics For Foreign Policy Makers ABradley B+ 2 2 68
201350 we 664 01  Foundations OF Homeland Securi ICarafano A 4 4 16
Term Totals 6 & 2266 3777
20135P
20135P wp 615 02 Western Moral Tradition And Americanjforeign Palicy APiedra A4 4 148
201359 we 657 01  Theory & Practice Of Us Counterinsurgenc TMsagronis A4 4 1dse
Term Totals e 8 293 3.67
2012FA
201274 wp 601 01  National Security Policy Process Tsagronis B+ 4 4 1332
2012FA we 631 01  Foreign Prapaganda, Perceptions Andypolicy TWaller A 4 4 16
Term Totals e 8 2932 3.663
201250
201250 we 648 01  Military Intelligence And Modern Warfare DThomas B+ 4 4 1332
Term Totals 4 4 133 3.3
20125P
20125P wp 65 01 Intelligence And Policy DThomas B+ 4 4 1332
201259 we 620 01  Twentisth Century Politics And Diplomacy Miemey 4 4 1468
201250 we 628 01 Military Strategy: An Ovenview Of Thejtheorists Of Warfare Wiajko A4 4 1488
201259 we 655 01  Technology, Intelligence, Securityjand Statecraft EPoteat A4 4 16
Term Totals 16 16 5868 3.668
2011FA
2011FA wp 608 01  American Founding Principles Andjforeign Policy CSmith A4 4 14s8
2011FA wp 627 01 International Relations, Statecraft, Andjintegrated Strategy Team B+ 4 4 133
2011FA wp 634 02  Geography And Strategy MChodakiew B+ 2 2 68
Term Totals 10 10 3466 3.456
Overall Totals
CrAtt CrEm Qual Pts GPA
52 52 188 3.615



8. View your grade report

Select the term (#4).
Select Student Records > Grading > Grade Report.

Financials d Searches| My Information
Schedule Information Grading Degree Information Course Tools
Course Schedule él&mde Report Graduation Checklist Contact Advisor
Instructor Schedule Transfer Credits Inguiry Course Catalog Search
Unofficial Transcript Transcript Request Course Registration

Student Schedule {Summary)

Inquiries

Student Holds Inguiry

Here’s a sample grade report. There is a Printable Version of this report, too.

Student Records Financials Settings and Searches| My Information

Grade Report

Results filtered with: User: _Ten'n:20'138F' Dept: Crse: Sect: Year

Grade Report - Spring 2013 =
|
Graduate Courses
Dept Crse Sec Title Instr Sess CrHrs  Interim Iype Final Att Emn  Pts GPA
IWP 615 0z West Mor Trad & Amer APiedra T 4 A- A- 4 4 14.68
WP GAT il Theory & Pract Us Cn JTsagronis T 4 A- A 4 4 14 68
Term Totals 800 800 2936 3670

9. List of courses being offered for a semester

To obtain a list of courses being taught at Benedictine College in a given term, select Student
Records > Schedule Information > Course Schedule.

Finandials Settings and Searches| My Information
Schedule Information Grading Degree Information Course Tools
Course Schedule e Grade Report Graduation Checklist Contact Advisor
Instructor Schedule Transfer Credits Inguiry Course Catalog Search
Unofficial Transcript Transcript Request Course Registration

Student Schedule (Summary)

Ingquiries
Student Holds Inquiry

10



Financials Semings and Searches My Information

At the right is the dialogue window that Course Schedule

yourll get when you make this selection. Results filtered with: User: Mr. Joseph Pauloski Term: 2013FA Dept: Crse: Sect: Year

Change filter parameters.

Location Session

You must select a Term. The other — - — =

. . Term Instructor

selections are optional. [Falzo3 5 — =
Department Course

If you select only the term, this gives you a Days o

. Monl™ Tuel™ wed™ Thul™ Fril” satl” sunl™

complete list of all classes taught at IWP. Starts After (24HH:MM) Ends Before (24HH:MM)
r r
Classroom
[— [~

You can look for courses taught at a certain time of day or on a specific day of the week, or those
taught by a specific professor.

Choosing a selection on the Session option can be confusing unless you are looking for 2-credit courses
that run for only 8 (weeks).

| Term Loc Dept Crse Sect Description Cr Bldg Room Start Days Time Instructor  Off Avail
2013FA WP WP 601 01 Matl Security Paolicy 4 MARL FRONT 09/03/2013 T 18:30/21:30 JT=agronis 18 6 Detail
¢ 2013FA WP WP 602 01 Mationalism And Isla 4 15 1 etail
0 2013FA WP WP 605 01 Intelligence And Pal 4 MARL REAR 09/03/2013 T 18:30/21:30 DThomas 24 0 Detail
2013FA WP WP 608 01 Amer Founding Princ 4 MARL REAR  09/04/2013 W 18:30/21:30 JWood 24 2 Detail
2013FA WP WP 613 01 History Of Internati 4 MARL FRONT 09/05/2013 R 14:30M7-30 ITierney 24 22 Detail
2013FA WP WP 615 01 West Mor Trad & Amer 4 MARL REAR  09/09/2013 ] 13:00M6:00 JWood 24 4 Detail
2013FA WP WP 615 02 West Mor Trad & Amer 4 MARL FRONT 09/05/2013 R 18:30/21:30 APiedra 24 2 Detail
2013FA WP WP 620 01 Twentieth Cent Pol & 4 MARL FRONT 09/09/2013 ] 18:30/21:30 JTierney 24 4 Detail
2013FA WP WP 8627 01 Int Rel, Statecraft 4 MARL REAR 09/09/2013 i 18:30/21:30 Team 20 3 Detail
2013FA WP WP 627 02 Int Rel, Statecraft 4 MARL REAR  09/04/2013 W 14:30M7:30 RFontaine 25 5 Detail
20M3FA WP WP 628 01 Military Strategy: O 4 MARL FRONT 09/03/2013 T 14:30M7-30 Wajko 20 12 Detail
2013FA WP WP 630 01 Chinese Grand Strate 4 20 20 Detail
20M13FA WP WP 631 01 Far Prop, Percept, & 4 MARL REAR  09/05/2013 R 18:30/21:30 DGlancy 24 2 Detail
2013FA WP WP B33 01 Terrarism And Counte 4 MARL  MAP 09/03/2013 T 18:30/21:30 CHarmon 20 15 Detail
2013FA WP WP 634 01 Geography And Strate 2 BENT REAR  08/27/2013 T 14:30M7:30  MChodakiew 15 1 Detail
e 2013FA WP WP 634 02 Geography And Strate 2 BENT REAR  08/27/2013 T 18:30/121:30 MChodakiew 15 0 Detail
2013FA WP 639 01 .5 -African Relatio 4 20 19 Detail
2013FA WP WP 641 01 Political Warfare: P 4 BENT 2FL-1 09/04/2013 W 18:30/21:30 DGlancy 15 G Detail
2013FA WP WP 642 01 Eco For Forn Pol Mak 2 MARL FRONT 09/09/2013 ] 14:30M7:30 ABradley 15 7 Detail
2013FA WP WP 642 02 Eco For Forn Pol Mak 2 15 7 Detail
2013FA WP WP 644 01 Spies, Subv Terr & 4 MARL MAP 09/09/2013 ] 18:30/21:30 RStephan 15 8 Detail

The red dot on the left side means that the class is full.

The Detail link on the right side of the screen provides important information about the class as shown
here.

The Detail lists information like class fees, additional course requirements, or special information about
the class such as instructor consent required to take the class.

11



10. Information about holds

If there is currently a hold on your account, you will not be able to drop or add a class, view your
grades, or get a copy of your transcript. Current holds are listed on the Welcome page when you log
in to EMPOWER. The holds are shown here on the left side of the Welcome page, but it may be in a
different location if you have personalized your Welcome page.

Currently Set EH | Class Schedule o

Currently Set: Click on a day to display/hide class schedule.
+ User I
* Term: 2013FA

* Dept: » Mo Classes
s Crse:

» Sect

» Year 2013

Holds bl

There are holds on your account.
Please contactthe department placing the hold.
« Description: Business Office Hold
Began: 09/01/2013
Ends: 12/31/2016

There is also the option to see a history of all your holds by selecting Student Records > Inquiries >
Student Holds Inquiry.

Financials Settings and Searches| My Information
Schedule Information Grading Degree Information Course Tools
Course Schedule Grade Report Transfer Credits Inguiry Course Catalog Search
Instructor Schedule Transcript Request Course Registration

Unofficial Transcript
Student Schedule (Summary)

Inquiries

Student Holds Inguiry &

A Student Holds Inquiry looks like this. Notice in this example, there was once a hold on this
student’s account but it was overridden. This student has no current, active holds on their account.

Student Holds Inquiry
Results fitered with: User: | NN Torm: 13F2 Dept: Crse: Sect Year:

Change filter parametars

Student Holds

CODE  MOLD DESCRIPTION AT H EXPIRES VERRIDDEM DEPARTMENT PLACING HOLD
BO Business Ofice NG 0111482013 12312025 Yes Student Billing / Recevatles

Please contact the depanment plach ng the hold

12



11. Update personal information

If you have a change of address, get a new phone number, etc., you need to update your personal
information. Select My Information > Personal Information > Update Personal Information.

Student Records Financials Settings and Searches
Personal Information Notes

Change Password Notes

Whe is My Advisor Motes by Class

Update Personal Information &

We do not allow students to update their name without bringing official notification of a name
change to the Office of the Registrar.

Update Personal Information

Reauts fhered with  U=ar; NI 700 Dept Crse; St Year

Charge s paramielers

Last Hame: I Tithe >
First Haine: | Midae: Sl
gom: [ ovod e B Prioe: |
Ugsdals ”l:ll'E:
Addrass Prions| Ralations hig|

Notice that you can select to update your address, phone, or employment information as stored in
EMPOWER and these will be reviewed up and updated.

12. Student Self-Registration Guide

Choose Student Records > Course Tools > Course Registration.

Financials Settings and Searches My Information
Schedule Information Grading Degree Information Course Tools
Course Schedule Grade Report Transfer Credits Inguiry Course Catalog Search
Instructor Schedule Transcript Reguest Course Registration

Unefficial Transcript
Student Schedule (Summary)

Inquiries
Student Holds Inquiry

The main EMPOWER screen for Course Registration will then appear. This shows the current
13



status of your schedule for the next semester.

Online Registration

[‘croan Hrs [ unergrad | Gradusie
Earned § 25 a9
Fesguired | i
| Regiatared {9
Elatind
2013 Fall
Successiul Registration
A Courans| E Print Schecule
Dharpi Course Sacoon Typa Descrpgan Cradiis Days Tima Instrucior
Diroge EC 210 u RS Prin O Wicrss oot ¥ MWE 1000 TESD iairis; Do
Dol PH 2 k RG  Etnes 3 TR DE000818 Hawdon Lig
|:||||!:JI ™ kv & RS Hizkof Cafn Church E | TR Lo Loy e i Bizasar,Be
ﬁ Creie B
Pending Registration -- 3&e reasons balow
Dept Courss Sasriaon Typa Deacription Credes D= Timns InsAnecion

Wp Pandies Ragisiralipen — Tk 200 CoEses Sullon 10 300 poursss Vom Courss ol

Crectis a

The courses listed below the heading “Successful Registration” are those in which you are
currently enrolled. The courses listed below the heading “Pending Registration” are just that—
pending. You are NOT enrolled in any of these courses until some specific action is taken.

Clicking on the DROP link will remove that course from your schedule. There is no warning given—
the course is just dropped! WARNING: If you click DROP and remove yourself from a class that is
full, you will not be able to get back into the class without seeing the instructor for special
permission.

To Add a Class
To enrollin a 2013 Fall
class, click on : e
“« UCCEsSs egistration
the “Add Add Cowses| B Font Schedual
” Dept  Cousa Sachionn Tipss e Cipian Crodts Nays Tima msbrucinr
l():o;ltrses Omg  EC Fall B ] Py £ Wicra conmi | 'u WF  ARDO0E0 Haris e
utton. Dopl P4 125 4 R EMiics 3 TR TR Newtan Lin
E"f?" TH 154 A [ HiE o C ol Cingech i TR D250 40 Hips.ssr Fis
Cipgds B

14



This screen below now appears. Select as many options as desired to narrow the number of
courses displayed. If no options are selected, all the courses offered by IWP that term will be
displayed.

Course Registration

Location Department

| (Select A Location) 7] | (Select A Department) =]
Session Area of Study

| (Select A Session) x| | (Select An Area of Study) 7]
Course Instructor

I I (Select An Instructor]j

Days

Monl Tuel™ wed Thul™ Fil” safl sunl
Starts After (24HH:MM)Ends Before (24HH:MM)

Search |

To enroll in a course, click the box on the left. Click on Detail to find out about course fees or
additional expenses associated with the course or if the course requires consent of the instructor
(See #9 above for example).

Online Registration

Rogets] € pmnd
Instnscior Asail

Secy  Type DepiCree Sact Duscnpion cr Loca  EEdgRoom saart Days Tima
Regular D 203 & Pnin OF Financial AC 3 drhison FLC 124 DEZRZ0TI TR DED0MI 1S Glanss,Ch 2 Qati
r Regidar AT 208 B Frin Of Financist &2 a Atchigon FLC 124 DERAMA TR DB25T0:80 Glansl Ch 1 Datall
AL 208 ©  Piin Of Financs 4c 3 Aichison FLE 124 DARDE0YI TR 130009498 SlenseCh  Walt List Only Datail
I Regular  AC 290 & Prir OF Blarsagedal & 3 Alctasan FLE 138 DE2A2HI TR 88:35r10.40  \Whitsley 8 [stali
Rugular AC 240 B Pnn OF Haniagenal & 3 Aicruson FLC 128 DaEe201E TR 108011205 Vwhita 1 Ost@ll
W Reguiar  AG 327 A Interm Fin Ace Th 3 Alcmison FLC 124 0ERBR2013 TR 105012 =4 Ch A Dlatail
W Rogular &C 373 & Cost Aocounting | 3 Abchwson FLC 128 DEZBR20TI MWW F 11:00i11 Frbalay 11 Oatail
| Regular A 407 & &0y Fin At Th | 3 Atchigon FLT 125 DAZREZNTT W W F 1000050 Wikslay 4 Datail
I Regulai AL 230 & BuiE Yt & Fruin A1 3 Alfusnn FLEC 128 DARAZ0T] WW 123511380 Lingdraskyy B Detail
Aegular AC £B@ & Fendor Comprehanaive O abchitspn TES TE4A oDpmARNiF B e Th T Ogtall
N Eeguiar  AC €03 & Baitliing Thesost 2 apenison FLC 290 DARERI TR H0:E0M205 Gesnene. D 2 [atgi

o

Fieguster

After selecting the courses in which to enroll, click the Register button. (The Register button at the
top of the list and the one at the bottom of the list both perform the same function—just use the one
that is handiest for you.) The resultis shown below.

Online Registration

You have 6 Successful Registration and

2 Pending Registration.

Click See Detail button to see the result.

See Detall

15



Click on See Detail to return to the Course Registration screen. After we return to the Registration
home screen, right now we’ll just look at the Pending Registrations since they are the ones that
need attention. Remember that the classes above this line in the Successful Registration area are
those you are enrolled in for the next semester.

Pending Registration -- see reasons below
i=prdress Perading

.
Dept Course  Section  Type Dascripton Credits Doys Tams Instrucior
DELETE AR EE B Frimmadng 1l W F GEOOMESD ek mian 3 Ceslall
Crimamants: Koasom et orranot
G Time Tmss-Cionfl|cis ) \Wilh EC 2908 Q7ra20E]
Exrs oS altwd OTFSE o3
Prlared order F |
CELETE G HiG Frin [L] 1ot 4 F 1 Detail
Codmimsiils: Reason Tirmie =T (4]
__D___ Enf@pcis ma T Al
Prafered order =Zaleci Ono _-_:

Cradifs 5
Submit Prefared Cvder|

Notice that the reasons why you were unable to enroll in these classes. For the examples shown,
the reasons include: (Note that this is not an exhaustive list of reasons.)

1. Course requisites not met — you have not completed the prerequisites so you can’t this this class.
2. Time conflict - will either have to drop this class or the class you're already enrolled in since both
meet at the same time.

3. Duplicating course - you have already taken this course or are currently enrolled in the class. If
you need to repeat the class due to a low grade, complete a paper registration form and contact

the Dean for permission to be added to this class.

Another reason a course could be pending is that it is waiting for consent from the instructor. If this
is the case, you need to contact the instructor and ask him or her to approve you for the course.
After the instructor gives approval, you must return to this screen and hit the “Reprocess
Pending” button. The course will then move from Pending to Successful Registration if there are
seats available in the class and all pre-requisites have been met.

Clicking on the Delete link will remove these courses.

To add another class, just click on Add Courses and repeat the process as above. You can do this as
many times as you wish.

Wait list Information

All of these Pending courses shown in this example (see next page) have the WL symbol to show
that the student is currently on the wait list for each of these courses.
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Fending Registration -- see reasons below
Studet Wai List]
Insiruclor

Fh:rm-_' B5E F'unnlrs;';
i Dept  Course Soction Type Descnphon Credits Days Timg
DELETE TH Ml - RG Thacdogy of Chureh 3 MWF  0e00ma s Binsger 8 Clatzd
Coimmenis: Reaaos  Cowsd bl 1o caphes ¢ OTHA0T3
Eacesdn rman wrarcd cress Al OraTa
Pratersd order: [Saisct Ona- = Q@
DELETE TH 5~ - g 5 TR TR O0DE1S i lar Hasi [Datad
Commenis: I Tima Copictis] With PH 125 4 DTHARI3
P ¢ LR T
ol Crgas allwd OTaza3
Prefered order [~Beatect Ona— =] @

Cradits [

Submit Prefared Oodar

Click Student Wait List button in the upper right to view the following screen. This screen provides
important information about the wait lists a student is on for this semester.

Online Registration

Wiai List . 2043 Fall O
U Dap| creg it Comment diddad rran Pl
REMDVE TH 260 A DTASIA0TI 0442 pm Tl LPDATE
REMGVE ™ R A O7ABIZ013 0441 pm Zal2 LUPDATE

Courss Hnglism-nnl

Current Position shows you the number of students on the waitlist and what number you are on
that list.

Click on REMOVE to remove the class from the wait list. The class will remain on the pending list.
(To remove the course from the Pending list, see above.)

Click on UPDATE to see the following screen. This allows you to add a comment giving the
Registrar information about why you want/need to take this class.

Online Registration

Srudeet [N

Term: 13 Fall

Departmant TH - Theology

Course 360 - Thenlogy of Chisrch

fection: A
Imstrecios:  Blosser.Be
Capacity. T8

Updlate Wail Lisa
Reason | Cominment

Erss To gradusce

(= o  ciaracters (6
b lll‘.l ¢

Note that this comment is viewable by more than just you and the Registrar, so use discretion in
what you say in your comment.



Online Registration

Walt List - 2013 Fal

Depi  Cime  Sect  Cosment Added Current Position
RELOVE ™= 360 I- | nagd this coWsE io gradusts OTHERO13 04:42 prn 101 UPDATE
RELICVE TH 7s - Dwap SCI73 N can gt i OFHERIIE 0441 pevi 2802 LIPDATE

ﬁ Cowse Registration

To Print the Schedule

From the Online Registration Screen, select Print Schedule option. If needed, see #6 above for
more information about printing.

2013 Fall
Successful Registration 0
Add .'.m.l::';| 7] Priel Schedls|
Dt Course Sechon Typa Descrpbon Credits Days T Instrucion
ElrnE.' EC 210 =] Ra Piiri Of Microsconsmi 3 MWF 1Ea0M0.50 Harii= Do
Drops PH 325 & RG Ethics 3 TR OB:00ma1s Mewtari Lio
EE ™ ana i, ARG Hext of Cath Churdh 3 TR G140 Blosser Be
Credifs it

Don’t forget to log out when you finish with changing your schedule. This is especially critical if you
are using a public computer.

You also use EMPOWER to access your Financial Aid and Billing
information.

13. Financial Aid award letter

To view your Financial Aid award letter, select Financials > Financial Aid > Financial Aid Award
Letter.

Student Records nancials Settings and Searches| My Information
Financial Aid Student Billing

Financial Aid Award Letter é-— 1098 - T Query

FA Missing Documents Billing Detail Summary

Accept f Decline Financial &id Estimated Tuition Worksheet

FA Shopping Sheet
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You will be prompted to
select the academic

Award Year (shown on Financial Aid Award Letter
right). After selecting Results filtered with: User: ||| | | JEEEE Term: 2013FA Dept: Crse: Sect: Year: 2013
the academic year, you Change filter parameters.
will be able to view your = =
i\ d Y EEE -
complete financial aid ware et
package as shown 2013-14
below.

Financial Aid Award Letter

Results filtered with: User: ||| | || } JJEII Term: 2013FA Dept: Crse: Sect: Year 2013
Change filter parameters.

Award ‘f‘earlzm}m vl

201314
07/01/2013-06/30/2014
ISIR Trans#:1

Award Lettert.2
REVISED

The Institute of World Politics is pleased to assist vou in financing your education. Financial Aid offered is considered
to be supplemental to the resources of yourself and other sources.
201350 2013FA 20145P 201450 Total
Full Time (>12)  Full Time (>12)

Gift Aid
Institutional Scholarship 5 4,.400.00 % 440000
Subtotal: $4.400.00
Self Help
Federal Grad Plus Loan $2862.00 $2,962.00%
Stafford UnSubsidized Loan % 10,250.00 % 10,250.00**
Subtotal: $13,212.00

Total: $17,612.00

** An origination/guarantee fee will be subtracted by agency before disbursement
Your Total Award will be credited in two equal amounts (Fall semester/Spring semester) to help cover your bill.

Sincerely,

Office of Financial Aid

Accept [ Decline Financial Aid
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14. Accepting or declining your financial aid

You have the option to Accept or Decline your financial aid when you view your financial aid award
letter (click on the link on the lower left-hand corner) of the letter or you can select Financials >
Financial Aid > Accept-Decline Award Letter.

(Do not do this until you are notified by the Financial Aid Office for the 2014-2015 aid year)

Student Records ancials Settings and Searches My Informaticn
Financial Aid Student Billing

Fimancial Aid Award Letter 1098 - T Cuery

FA Missing Documents Billing Detail Summary

Accept f Decline Financial Aid & Estimated Tuition Worksheet
FA Shopping Sheet

After selecting the award year, you can see your financial aid award for the year. You can accept or
decline the financial aid package that has been prepared for you by checking the appropriate box.
You must formally accept your award before any funds can be credited to your account.

Accept-Decline Award Letter

with  Urses: [N Tc:n- 13F% Dept: Crse: Sect Year

araers.

Aveard Year| 201314 |
Accept All I Deciine &7 Seq. Award Type Bescription Change Amount
1 Instinfens! Aig BC Grant
1 Academic Fr.Symeestier Sthmils Scholar
1 State awands Eansas Comprehensive Grant
1 Instituticnat Aid BC Grant
1 Academic FrSylvesier Schmits Scholar
1 Siale awanrds Kansas Comprehensme Grant
51615093

L shast Awand Lodier

15. Missing Financial Aid documents

To make sure you have all your financial aid documents completed, select Financials > Financial
Aid > Missing Documents.

Student Records nancials Settings and Searches My Information
Financial Aid Student Billing

Financial Aid Award Letter 1098 - T Query

FA Missing Documents é-—'— Billing Detail Summary

Accept f Decline Financial Aid Estimated Tuition Workshest

FA Shopping Sheet

The Financial Aid office cannot complete your financial aid package until you have submitted all
your documents to them.
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This is what a report looks like for a student who is still missing some documents.

FA Missing Documents
Award ‘fearl 2013-14 YI

201314

We are unable to progress until we receive the following documents:

Required Documents:

Documents Date Requested Date Needed Due Date Addl Info
Loan counseling for Stafford borrowers. Go to www.studentloans.gov 09132013 09M13/2013

Documents we would like to receive:
Documents Date Requested Date Needed Due Date Addl Info
NSLDS indicated reaching Loan Limits 09/03/2013 09/03/2013 09/03/2013

16. Financial Aid Shopping Sheet

This page allows you to get a realistic look at the cost of your college education for the current year.
The first part of this “Shopping Sheet” is shown below. The information along the left side is your
personal information and the information along the right side of the page gives you information
such as IWP’s graduation rate and loan default rate.

Shopping Sheet
Award Year IM

iSiPrintable Version

Costs in the 2013-14

Graduation Rate

Estimated Cost of Attendance § 45,300.00 /4 Percentage of
full students _
Books and Supplies %1,000.00 " aduate within
Fees 5 400.00
Personal EXpENSES 0 e %1,000.00
Room and Board 5 16.000.00
Transportation %1,000.00
Tuition 5 26.400.00

These costs neflect Direct Costs and Cost of Lving 3t Ive

. J Loan Default Rate
entage of
yment and

Total Grants and Scholarships (Gift Aid - no repayment needed) §0.00 .y defaulting on their

loan

What will you pay for college

Net Costs $ 45,800,003

(Cost of amenciance M total grants 3nd seholarships)

This instrtuticn National

Options to pay net costs

Federal Direct Un-Subsidized Loan § 20,500.00 Median Bollowinc
Federal Grad/PLUS Loan $25,200.00
~ Recommendad 3Mounts Shown here. You may be eligiole for a difierent amount. Contact your financlal aid ofice.

undergaduate study. The
Federal lcan payment

Remaining Unmet Cost
over 10 years




17. Current tuition bill

To view your current tuition bill for the semester, select Financials > Student Billing >
Billing Detail Summary.

Student Records inancials Settings and Searches| My Information
Financial Aid Student Billing

Fimancial Aid Award Letter 1098 - T Cuery

FA Missing Documents Billing Detail Summary é—_
Accept f Decline Financial Aid Estimated Tuition Worksheet

FA Shopping Sheet

Here you can view your billing statement and pay your bill by selecting the Submit Payment button.

Billing Detail Summary

Results filtered with: Usen_erm: 2013FA Dept: Crse: Sect: Year: 2013

Change filter parameters.

Name: | [
Bill Rate Code: | - (Graduate Tuition)
Receivable Type:; 3 Student Accounts Billling Status:
Classification Code: ST Students Waive int?
Balance Date: 06/01/2013
Previous Balance: 5 0.00
Current Balance: 5 4.438.00
Amount to Pay 4438
Payment Type Credit Card vI
Submit F"aymentl e——
Date/Time  Trans Code Description Amount  Running Total
10/01/2013  GPLS Federal Grad Plus Loan (% 12,119.00) 5443800
08M6/2013  STAU Stafford UnSubsidized Loan (% 10,143.00) % 16,557.00
08/M11/2013 SACFEE Student Activity Fees (% 200.00) 5 26,700.00
09112013 TUITH Tuition Charge % 4,.400.00 % 26,900.00
08/M11/2013 SACFEE Student Activity Fees % 200.00 5 22,500.00
08/30/2013 BALFWD Balance Forward 52230000 52230000

Current Transactions Balance % 0.00
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18. Estimated tuition for upcoming semester

To get an estimated bill for the upcoming semester, select Financials > Student Billing >
Estimated Tuition Worksheet.

Student Records nancials Settings and Searches| My Information
Financial Aid Student Billing

Financial Aid Award Letter 1098 - T Query

FA Missing Documents Billing Detail Summary

Accept / Decline Financial Aid Estimated Tuition Worksheet &
FA Shopping Sheet

Select the term and then click Get Estimated Invoice.

Y4

Term: 2013 Fall j Get Estimated Invoice @

Estimated Tuition Worksheet

As with the Billing Detail Summary (#19 above), you can also submit your payment from this web
page, too. There is a Printable Version if that is needed for some reason .

Estimated Tuition Worksheet

Tedm. 12013 Fall '_i Gt Estirmaied |maeca|
HPninlanle Versie
H|II1n:- cauare (| R
Dats OTHBET
Tarm 2013 Fad
CHARGES

TERM [FESCREYTEON |CHEENT §) TOTAL

BALANCE FORWARD 1% 0071
13F% Tuition 5 11.525.00

Subeors Tuition §11.025.00
13FA Fro3yfeestar Schmits Sohotet % 500000
134 BL Grand (5207820}
13F4 Kansas Comprehenstes Grant & 1.000.00;

Subtotal Finamclal Ak % B.078.300
13F4 Technology Fea 512500

Subtolsl Class Fees $12500
13FA Raaim Charges - Lagacy Aparimsnls £ 2 82800

Subfobsl Houning § 2,8082.00
1Z2F4 Wgal Chasges - 12 Maal Plan = §150 Quning Cal § 147500

Subtotal Maqls 5147500

Todal Tor 2013 Fall S8.238.TD

AMOUNT DUE _$8,235.80

Ameunt 1o Pay )

Makn Paymenis 'F'ng,-murt_C-g'il:_ns-c.:!-zh.n.'i=|
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19.1098T report

When it is time in January/February, you can print your copy of the 1098T report that is needed for
an income tax report. Select Financials > Student Billing > 1098T Query (as shown below).

Student Records Fi Settings and Searches| My Information
Financial Aid Student Billing

Financial Aid Award Letter 1098 - T Query

FA Missing Documents Billing Detail Summary

Accept f Decline Financial Aid Estimated Tuition Worksheet

FA Shopping Sheet

20. Degree Audit

A degree audit allows you to see you're the courses you've taken and how they fulfill core
education, specialization, and elective requirements. You can access your degree audit by
selecting Student Records > Degree Information > Degree Audit.

Before you run your degree audit, be sure to Set the Term to “blank” or to your first semester at IWP.

For instructions on how to Set the semester/term, see page 5 of this manual.

IMPORTANT DISCLAIMER

This is not an official degree audit. It is meant as a useful tool. You should
keep track of the classes that you have taken and plan to take the core
education requirements, electives, and the requirements for your
specialization (if applicable).

This audit is set up to keep track of the 52 credit hours you are required to
take. It may not reflect any course substitutions or waivers that you have
been approved to take.

Classes that you take for audit will appear on here as if they are for credit, but
they are NOT and will not fulfill ANY graduation requirement.

Ifyou find errors in your degree audit, please contact the Registrar right away. We
would like to correct any mistakes so that this is a more reliable tool for students to use.

Degree Audit

Reauns terss with. User: | T« rrn: 13F 4 Dept Crse: Sect Yearn

Change Altar parametars
Viour Doproe A is correct 25 of 061(1 4}'{2013

Press Here 1o View Degree Audi Degree Audi| <_I

Click on Degree Audit button to view your degree audit. Even though there is a printable
version, please do not print this report as it will be 18 or more pages long!
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There is a note at the bottom of the screen that says you can request an updated degree audit, but
this is incorrect. We will run an audit update for all students sometime during the first week of each
month.

Since the audit is so large, it has a show/hide option. Please click Show for each section you'd like to
see.

(Hide/Show Major)
(ShowiHide Totals)
(Show/Hide Audit Class)

(Show/Hide Electives)

The Major area will list your major, catalog year, and specialization.

The Totals area will display your cumulative totals (credits, GPA, etc.) and will also let you
know if all graduation requirements have been met.

The Audit Class area will have subgroups that you can also click on to Show or Hide. Each
subgroup that you view (Core Courses, areas of Specialization, or Electives) will show you
whether you’'ve met the requirements of that group. You can show “NeedHave” in each of
these areas to see which courses are required for this area and which of the required courses
you’ve completed.

The Elective courses are listed at the very bottom of the degree audit. These may be actual
electives or extra courses that you've taken that may not “fit” within your degree requirements. If
you've been approved for a course substitution or waiver, these courses may appear as well.

Study this degree audit carefully. There is a lot of information here that can be helpful when
planning your future semesters at [WP.

Every effort has been made to ensure that this document is accurate. If you notice any errors, please
contact the Registrar, Hasanna Tyus at htyus@iwp.edu.
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