





APPENDIX B
Instructors’ Guide to MyBlugold

“MyBlugold,” UW-Eau Claire’s secure site containing password-protected information, news and useful links, contains a
wealth of information needed by instructors.

Accessing MyBlugold

B From the UW-Eau Claire homepage (www.uwec.edu) select “MyBlugold” from under “Faculty/Staff.” Sign-on using
your username and computer password.

B To access most secure information you will be prompted to sign-on again.

Information Available

Information available on MyBlugold is changing rapidly as we convert to a web-based system. New information will be
featured on the “What's New” section and then moved to one of four categories. The two you will use most are “My Info”
and “Teaching and Advising.”

Under “My Info” you can: Under “Teaching and Advising” you will find:

* Change your address or your “PIN.” * Mid-term grade submission

* Look up your library ID. * Electronic final grade submission

* Look at your teaching schedule or that of other in- * Link to Desire2Learn
structors. * Classroom schedule (what courses are being taught in
NOTE: If you click on the “+” for each course, you each room)
will get the following information: enrollment limit, * The course searching tool used for registration
number of students enrolled, seats available; begin and * The Advising system that contains information about
end dates, drop and withdrawal dates. your advisees
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APPENDIX C

Registrar’s Guide to Student Referrals

College of Arts and Sciences

[ 9 9

College of Business
College of Education and Human Sciences
College of Nursing and Health Sciences

Question Regarding

Academic leave (see also study abroad leave)

Cancellations (student has NOT attended class/es) —"€lr0-
active

Course restrictions, due to need for admission to
College (Bus, Ed, Nursing)

Credit changes in variable credit course

Credit overload

Enrollment verification

Grade changes

Graduate student changing from grad to undergrad credit

Incompletes

« Student should contact the Dean of Students Office
if unable to come to campus to initiate paperwork.

Independent/Directed Study

Late registration

Late changes to registration—
Late add of course after first 2 weeks of class
Level change to higher level after first 2 weeks
Level change to lower level after first 4 weeks
Retroactive drop - no record
Section change after first week of class
To/from S/U
To/from Audit
Withdrawal from a course with “W”

Start in Registrar’s Office —
see “Signatures Required” sheet

Major/minor changes

Name changes

PAC (Personal Advising Code)

*Student’s adviser
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Question Regarding

PIN (Personal Identification Number)

Petitions/Waivers

Prerequisites, restrictions, class size overrides
*Department ADA updates on computer
(Restrictions include preassignments/clearances;
min/max classification; min gpa; required major/
minor programs; lecture mismatches; co-requisites;
S/U audit not allowed; time conflicts.)

Prior approval of transfer credits

Program change forms for grad students

Reciprocity forms

Remedial (Engl, Math) registration holds

Repeat exception

Restriction of student information

Study Abroad Leave

Suspension appeal

Transcript/Degree audit requests

Transfer work needing UWEC equivalency
*Chair of department course is in.

Transfer work special course characteristics
(Including cultural diversity; foreign language/for-
eign culture; wellness designation; service learning.)

Undergrads requesting permission to enroll in
graduate-level coursework

Withdrawal from course with “W”

L Withdrawals from University (student HAS attended class/es)




APPENDIX D

Signatures Required for Registration Changes after the First

Week of Classes

Note: these apply to full semester courses; deadlines for shorter courses are prorated.

Late Registration
Instructor(s)
Adviser: Freshmen & Sophomores; all new transfer students
Final approval: Assistant/associate dean of the student’s
College

Drops/Withdrawals from courses
Instructor: Beginning the third week of classes for all
students
Adviser: Beginning the third week of classes for all admitted
students (not Specials)
Final approval: Assistant/associate dean of the student’s
College after withdrawal deadline

Adds
Instructor
Adviser: Freshmen & sophomores
Final approval: Assistant/associate dean of the student’s
College after the second week of classes.

Section changes
Instructors: Both
Adviser: Signature not required
Final approval: Assistant/associate dean of the student’s
College after first four weeks of classes
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Level Changes

(Al Math; all Foreign Language; Chem. 100, 103, 104, 115;
Phys 211, 231)

Instructors: Both

Adviser: All admitted students (not Specials)

Final approval: Assistant/associate dean of the student’s

College after first two weeks of class for changing

to a higher level and after first four weeks of class for

changing to a lower level

Credit changes in variable credit courses:
Instructor
Final approval: Department Chair

Changes To/From Audit or S/U basis:
Instructor: required for Audit, (not for S/U) after second week
of classes
Final approval: Assistant/associate dean of the student’s Col-
lege
after first two weeks of classes

Summer and winterim sessions:
Deadlines & approvals required vary with length of course;

Note: All Drop & Withdrawal deadlines are listed on the BLU-
GOLD Direct Access system accessed through the “Course
Information” menu.



