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What Is MyAccess?

MyAccess is a secure web application that is the student and faculty portal into the new student information system. In MyAccess, you are able to:

· view your class lists;
· view waitlists;
· view your “Week at a Glance” class schedule;
· NOTE: The Week at a Glance view starts with August 24, which is the first day of the system calendar for the Fall 2011 semester. Fall 2011 classes begin on Monday, August 29. 
· post office hours;
· post grades online and
· register your emergency contact information on HOYAlert. 
Employee Access+ is not affected by this transition, so you will continue to go there to complete HR associated tasks. 

How will I access and log into MyAccess?

Use either Internet Explorer or Firefox to navigate to https://myaccess.georgetown.edu/, and use your NetID and NetID password to log into MyAccess. 

Be aware that after 60 minutes of inactivity, the system will automatically log you out. 

As with any system containing confidential data, be sure to use the "Exit" feature on MyAccess to completely log out of the system after you have completed your tasks and close out of your web browser.

Open your Web browser and go to: http://myaccess.georgetown.edu/
Under the “Faculty” section, click MyAccess.
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To request assistance with MyAccess:
» Main Campus, please contact univregistrar@qeorastown.edu,

» Law Center, please contact lawrea@law.georgetown.du.
» School of Medicine, please contact medrea@qeorastown.edu.
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Sign in using your NetID and NetID Password. If you have trouble signing in, please contact Dianne Harrison Ferro Mesarch at 202-662-9023 or dhf2@law.georgetown.edu, or Barry Wileman at 202-662-9282 or wileman@law.georgetown.edu.
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Please enter your NetID and Password.

For your privacy and security, dlick "EXIT" when you have completed your session.
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Click Here for Help with Login?





Viewing Class Lists in MyAccess

Click on the Faculty Services tab at the top of the page.

To view your class list or email students, click on Summary Class List.
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Select the term (Fall/Spring/Summer) and choose which course section you’d like to view.
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In Banner, each of your courses has a unique "course reference number" (CRN). If your course is cross-listed (offered to students in both the J.D. and LL.M. programs), then the section for J.D. students and the section for LL.M. students will have different "CRNs." When you get to this page, you can see that the course is cross-listed because it has two different "CRNs." If your course has both a paper and a WR section, both sections will also be listed separately.  You will need to click on one, then click the Back button on your Web browser to select the other section. You can also click the Faculty Services tab at the top of the page and choose “Selection Course Number (CRN)” from the Faculty and Deans page to choose a different section.

Important: The Summary Class List will only show you registered students. Students on your Wait List can be seen on a separate screen.
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Summary Class List Spring 2011

Feb 18, 2011 02:59 pm

An asterisk will appear next to the appropriate any of wing conditions exist: 1) The student has more than one major or

erisk will the iate field f the following conditic i The student ha: tha j

department in his/her primary or secondary curriculum. 2) The student has a program, level, college, or degree in the secondary curriculum
that is different from that in his/her primary curriculum.

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

Course Information
Property & Law - LAWG 999 99

If there are seats remaining in

CRN: 29999 -
Duration: Jan 18, 2011 - Apr 30, 2011 your course, it may have 2
Status: Open waitlist. You can view your

waitlist by clicking the Faculty
Services tab above.

Enrollment: 12 Enrolled students are listed

(Cross List: 22 below,

Summary Class List

Record Student Name 1 Credits College Degree Major Class Midterm Final
Number

1 [ | I 000 LW MLT TAXL Law Graduate, Part Time  Enter Enter @
2 | I 2000 LW MLT TAXL Law Graduate, Full Time  Enter Enter @)
3 I I 000w MT  TAXL Low Graduate, PartTime  Enter  Enter (@)
a I I 000w MLT  TAXL Law Graduate, Full Tme  Enter  Enter (@)




The Summary Class List allows you to email individual students by clicking on the [image: image6.png]


 envelope icon. The Summary Class List does feature an “Email Class” link, but in our testing we have found it to be unreliable for larger classes or when using Microsoft Outlook. To email your entire class, see the attached instructions.

Viewing your Waitlist

Click on the Faculty Services tab at the top of the page.

Click on Waitlist Review.
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You will see a summary of your enrollment and waitlist numbers. Click a course number to see the students’ names.
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‘waitlist information for your sections are listed below. Please click on the course number under "Section" for student detail.

Term CRN Section Title Total Enrolled Capacity Available
Waitlist
Count
Spring 2011 29999 LAWG 999-99 Property & Law 5 10 11 1

For a list of course sections with an active waithgt, please click below.

Section Waitlist Search Click to view students






Waitlist results are sorted randomly and ranked by class year during preset lottery periods. Students who have added themselves to your waitlist since the last waitlist lottery will appear alphabetically under “Pending Requests.” They will be moved into the Waitlist Results when the next waitlist lottery is conducted.  If there are seats available in your class when the waitlist lottery is run, students will be offered seats in the order they appear. Note, however, that this order could change if there are students under Pending Requests with a higher priority than those already waiting.
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Students marked “Winner” have been offered seats in your course. The remaining students are ranked in order. 

Below the list of Waitlist Results you will see any students who have forfeited a seat from a previous lottery as well as an alphabetical list of students who will be included in the next lottery.

If students were offered seats during the last waitlist lottery, their seats will not be listed as available. In the above example, the course has a maximum of 11 seats. 10 are registered and there is one seat available, totaling 11. The remaining seat belongs to the winner of the waitlist lottery on 1/24/2011. Available seats were offered to students on the waitlist in order during the waitlist lottery. 

Faculty Week at a Glance

Click on the Faculty Services tab at the top of the page.

To view your class list or email students, click on Faculty Week at a Glance.
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@ The following is your class schedule by day and time. Classes that do not have scheduled meeting times or have time conflicts are listed
at the bottom of the page. Click on hyperlinked courses for more detail.

Go to (MM/DD/YYYY): :I

Previous Week Week of Feb 14, 2011 (78 of 121) Next Week
Monday  Tuesday  Wednesday  Thursday  Friday  Saturday  Sunday
9am LAW]
998 -08
39999
Seminar
9:00 am-
10am LAWG 999 - LAWG 999 - 12:00 pm
99 99 HTNG
29999 29999 H2000
Lecture Lecture
10:00 am- 10:00 am-
11am 12:00 pm 12:00 pm

LAW 110 LAW 110




Note: The Week at a Glance calendar begins the week of January 10, 2011. The first day of classes for Spring 2011 was January 18, 2011.
Office Hours

Click on the Faculty Services tab at the top of the page.

To post or modify your Office Hours, click on Office Hours. 
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You can post your Office Hours at the bottom of the page. Remember to use 24-hour (military) time.
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24-four hour time examples:

	0000
	Midnight
	1300
	1:00 PM

	0900
	9:00 AM
	1415
	2:15 PM

	1130
	11:30 AM
	1800
	6:00 PM

	1200
	Noon
	1945
	7:45 PM
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