Navigational Guide
 Alvernia University Self-Service

Alvernia Staff


	Feature
	How to access in Self-Service (Tab and option)

	View student information
	Advising tab

· Students and Advisees (dossier, schedule & academic info.)

	View Class Lists
	Department tab

· Access Courses
· Locate course via Department, Year, or Instructor

	Search the course catalog
	Search tab

· Course Catalog
	

	Search for course sections
	Search tab

· Section Search.
· Select the applicable period.  Note additional search options under the Advanced tab
	

	Locate an instructor’s schedule
	Search tab

· Section Search  -Advanced tab

· Select the applicable period.  Under Instructor, select the applicable name then click on Search

	Change your password
	My Profile tab

· Account Information

· Password. 
Note:  Password requirements are listed at the top of the screen.

	Update your address information
	My Profile tab

· Addresses

· Add/Manage Addresses

	Unlock user’s account**
	Administration tab

· User Maintenance

· Unlock Accounts

	Reset user’s password**
	Administration tab

· User Maintenance

· User List.  Search for user.  Verify email address.  Click on Reset password to send a new password to the user’s email address.


**These features are available to IT, Library and other staff who are authorized to unlock accounts and reset passwords.

Note that further information is available via the Help menu located at the top of each Self-Service screen.
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