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Murphy Online for faculty and chairs online resources
Revised 11/28/2011

www.stthomas.edu/calendars - Go to this site to view grading deadlines and other important
dates for the academic calendar year.

BlackBoard

You can log in to BlackBoard from the UST home page at www.stthomas.edu and click on the
“Tools” drop down menu.

1) Choose the Blackboard link
2) You will need your network username and password to log on. If you need assistance
with your log in credentials, contact the IRT tech desk at 651-962-6230.

View the “Registrar Info for Faculty” block on BlackBoard for the following information:
1) Grading deadlines
2) Link to log on to Murphy Online
3) Other important announcements
4) Murphy Online training videos

Online training video:
1) Click here to view the Banner Online training tutorial

Murphy online instructions:

There are a few ways to access Murphy Online.
1) Log on via the UST home page at www.stthomas.edu. Click on the “Tools” drop down
menu. Click on Murphy online.
2) You may also log on to Murphy online from the Registrar’s website at
www.stthomas.edu/registrar and click on the Murphy Online link in the left panel of links.
You then need to click on the “Log on to Murphy Online” link in the left column.
3) Finally, you may access Murphy on BlackBoard from the “Registrar Info for Faculty” block.




Follow these instructions at the Murphy Online homepage:
e Click on the “Login to the Murphy Online secured area” link.
e Enter your 9 digit UST ID (begins with 100XXXXXX) and your PIN. Press the enter
key or click on the login button.

(If you do not know your UST ID and/or PIN, contact IRT Tech desk at 651-962-6230.) They
will email this information to your UST email address.
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Personal Information {change your PIM, or challenge question -- Employee's may view/update personal data)
Emmployee Services (view pay, benefits & deductions)

Student Information (register for classes)

Financial aid {accept/decline award, view award information)

Faculty Infarmation {wait lists and class lists)

Development Officer Infarmation

Finance Information (budget queries and purchase orders)
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Changing Your PIN:
When you log into Murphy for the first time, you will use your initial PIN. The system will then
require you to create a new one. It must be a new 6 digit number.
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.Your PIM has expired. Please change it now

Re-enter Qld PIN: [

Newe PIN: | ******

Re-enter new PIN: [
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Challenge Question:

The system will prompt you to create two "challenge questions” that only you will know the
answer to, to use in case you forget your new PIN. Again, this prompt appears after you enter
the Murphy online for the first time. The new PIN will be in effect from then on, and the original
PIN that you received in an email from IRT will no longer work.
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Login Verification Security Question and Answer

@ Ifyou ever forget your PIN, you can reset it vourself, without calling for assistance

Enter your personal Security Question, along with the Answer. This will enable you to reset vour PIN and gain sceess to your information. To help you to
remember your answer, keep it short, limit spaces, and do not use special characters. Your answer is limited to 30 characters.

Enter Question: IU\lhai was my first pet's narme

Answer: |
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Main Menu:

You will see menus based on your profile in Banner. If you are a student, then you will see the
student services menu. If you are a faculty member and/or advisor, you will see the faculty
services menu. Most faculty and advisors will see two menus: a personal menu and the faculty
services menu.

PERSONAL INFORMATION: Change your PIN, and Change your Security Question.
FACULTY & ADVISORS: Click on this menu to see other options such as faculty schedule, class

list, waitlist, entering grades, entering online registration authorizations, viewing degree audits
and transcripts.

Register for class= schedule, View yo cademic reconds, Visw your =Bill, account information, make an ePayment and view 1098-T tax notification.

- Faculty & Advisors «

Enter Grades and Registration Ovemides, View Clazs Lists and Student Information
-_ ec———




Below is a screen shot of the faculty member menu. This is where you choose links to view your
class list, wait list, enter mid-term and final grades, enter registration overrides, and view
information on students such as address and telephone number.

You may also click on the advisor menu (if you are an advisor) for more options.

P El
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A & Faculty Services

Student records and photographs are provided for your use within the parameters of your defined University responsibilities and may not be rele
information on FERPA.

Student Information Menu

Digplay =tudent information, view & student’ i=w sddre=s and phone number(s), view sdvises list, g=gres svalustions and wnofficial transcripts.

Term Selection

g Click on the Student Information Menu to view a
Faculty Detail Schedule student’s: schedule, address, telephone, email
Week at a Glance address. You may also view a student’s degree
Detail Class List evaluation, transcript and enter registration
Summary .Cla.ss List overrides.

Detail Wait List -
f,lfgt‘g‘ri:*’;r";?;s"'“ < You may view a class list, wait list, enter mid-term and

final grades from the faculty services menu as shown.

Final Grades
Registration Overrides
Look Up Classes
Active Assignments

Assignment History See section below on hO_W to enter REQISt]’ﬂtIOﬂ
Class Schedule Overrides.

Course Catalog

Syllabus Information

Office Hours

Open and Closed Course Sections

U= this to view open and closed courss sections by subject and t=rm.
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PIN and UST ID:
Call the IRT Tech desk at 651-962-6230. The PIN will be sent via email using your UST email
address.

Entering Registration Overrides:

A faculty member, may enter an override for any course in which they are assigned as the
primary instructor. They may override capacity, pre-req requirements, co-req requirements,
time conflicts and give an online faculty signature as needed/required. Please ONLY use
Faculty override codes. For example, the “Departmental Authorization” code will put a
student in a course and override every possible registration error (signatures, time conflicts,
pre-req, co-reqgs etc...). This is a code for STAFF use only. It cannot be removed from the drop
down choices. Thank you.

e Go to the Faculty Services Menu
e Choose a term



e Choose Select ID. Search for student by name or UST ID.

e You will be directed to the Faculty Advisors menu. Click on the registration override link

e A form will appear with a table in the middle. In the left column, you choose the override
code; in the right column you choose the course that needs the override.

e Click submit.

¢ Then the student may register online. Faculty may enter overrides, but may not register
students online.

e To choose another student for overrides, go back to the faculty services menu, and
choose the correct term and then select ID. Then follow the process to enter overrides.

Faculty Registration Permits/Overrides

Information for Kelle Student UST ID: 100775154

:’;/ Welcome to the Faculty Registration Permits/Overrides Worksheet.

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

You may click on the student's name to view his/her address and phone information.

Registration Overrides .
You can click on the drop down menus under

Override Course the "course" column and choose the course in
Mone -| |Mone - association wi e averride. - Faculty
t th th de. NOTE: Faculty

|Nune <] members may ONLY process an override for

Departmental Authorization a course section in which they are the

Faculty Owverride Capacity |Nc:ne j PRIMARY instructor.

Faculty Override Co-requisites

Eacu:? g:{err!ge ;re'reESC Also, when choosing an override code, please

acuity Lverride hepeat Lrse OMNLY use those that begin with the word
Faculty Permission Signature FACULTY
Time Conflict Override -

Mid-term and Final Grading Instructions

1) Choose the term selection link and choose the appropriate term.

2) Click on the mid-term or final grades link — whichever is appropriate.

3) Choose the class from the drop down menu.

4) Enter your grades using the drop down menu.

IMPORTANT NOTE: Your list of students will include students who have dropped your

course. Please make sure that you ONLY give grades to students who have a message of

“registered” or “web-registered” under the registration status column.

5) Click submit once. A message will appear at the top of the page stating that the “grade or
last attend date changes you made have been saved successfully.” If you click submit
twice, you will receive a message that there are no changes to save.

6) You will see the grades listed on your roster.

7) See page 10 for important information on an additional step for INCOMPLETE GRADES.

Choosing Another Class To Grade

1) After you have entered grades for a class and submitted them, click on the faculty
services link at the top of the page.



2) Click on the CRN selection link.

3) Choose your next class from the drop down menu.

4) Click on the mid-term or final grades link — whichever is appropriate.

5) Enter your grades using the drop down menu.

IMPORTANT NOTE: Your list of students will include students who have dropped your

course. Please make sure that you ONLY give grades to students who have a message of

“registered” or “web-registered” under the registration status column.

6) Click submit once. A message will appear at the top of the page stating that the “grade or
last attend date changes you made have been saved successfully.” If you click submit
twice, you will receive a message that there are no changes to save.

7) You will also see the grades listed on your roster

SAMPLE SCREEN SHOT FOR MID-TERM GRADES
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SAMPLE SCREEN SHOT FOR FINAL GRADES

4} Final Grade Worksheet - Microsoft Internet Explorer
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(i;) - Enter changes to final grades and attendance hours, then click Submit Grades.
- [fthe word "Confidential” appears nextto a student's name, information is to be kept confidential.
- Click on & student's name to view the student's address(es) and phonels).

Course Information

RETURN TO MENLI SITE MAP HELP

100407596 Linda J.

Spring 2005
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Introduetion to Accounting - ACCT 205 01
CRN: 20001
Students Registered: 29

A Please submit the grades often. There is a 90 minute time limit starting at 12:48 pm on Apr 04, 2
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enter the final grades and
click submit, you must
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Incomplete Final Grades

To enter a grade of “1” to represent an incomplete for a student, you follow the steps below:

1) Access the final grades lists on Murphy Online

2) Enter a grade of “I” using the drop down menu for the specific student.

3) After entering the grade of “I” you will be redirected to another page (see the screen shot
below).

4) This will display that student’s information, confirm that this student will receive an
Incomplete grade AND display the date that the grade will automatically turn to a grade of
“F” if another letter grade is not assigned.

5) IMPORTANT — The instructor MUST click SUBMIT to confirm and enter the “I” into the
system.

In the example below, you will notice that the extension date displays and that the student will
receive a final grade of “F” if a grade is not entered by 5/31/2010.

Incomplete Final Grades

&R Review and maintain, when allowed, incomplete final grades and extension dates for incomplete grades,

Course Information

Public Speaking - C0OJO 100 06
CRN: 43111
Students Registered: i}

A Please submit the grades often. There is a 20 minute time limit starting at 03:41 pm on Jul 29, 2009 for this page.
A The extension date default is May 31, 2010. The extension date may have constraints according to level.

Incomplete Final Grades

Record Number Student Name ID Grade Rolled Incomplete Final Grade Extension Date Extension Date Constraints
MM/DD/YYYY
1k Hoag, Connie A, 1008072121 N F 05/31/2010

Submit | Cancel | Reset'

A Please submit the grades often. There is a 90 minute time limit starting at 03:41 pm on Jul 29, 2009 for this page.
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Photo Class Roster

There are two screen shots below of the summary class list. | had to break them up in order for
you to see everything clearly on the page.

Screen shot 1 of Summary class list

Personal Information Student Services Employee Services Finance Financial Aid

Searchl G0| FACULTY MENU  SITE MAP HELP EXIT

Summary Faculty Class List e

Aug 18, 2008 09:12 am

\j) Welcome to the Faculty Class List by CRN Display.

An asterisk will appear next to the appropriate field if any of the following conditions exist: 1) If the student has more than one major or department in his/her primary
or secondary curriculum. 2) If the student has a program, level, college, or degree in his/her secondary curriculum that is different from that in his/her primary
curriculum.

You may click on the student's name to view his/her address and phone information. You may click on the camera icon to view the student’s photo, if available.

If the word "Confidential” appears next to a student's name, his/her personal information is to be kept confidential according to the non-disclosure order filed by the
student. Please note that due to the non-disclosure, the student’'s photo will not appear below.

Student records and photographs are provided for your use within the parameters of your defined University responsibilities and may not be released to a
3rd party or used for any other purpose except for University business.

Course Information : 5 2 .
You'll notice the confidential text and the text

Database Mgmt Sys/Design - SEIS 630 01 below in bold stating the parameters of using these
CRN: 20182 photos. This warning also appears on the first
Duration: Jan 28, 2008 - May 17, 2008 ERINIE[Kpage of the photo roster,

Status: Active

Screen shot 2 of Summary class list

Course Information
Database Mgmt Sys/Design - SEIS 630 01

CRN: 20182
Duration: Jan 28, 2008 - May 17, 2008
Status: Active

Enroliment Counts

Maximum Actual Remaining
Enrollment: 30 23 7
Cross List: 0 o] 0

1) You'll see the Photo Roster link to the left.

2) If there is not a photo available for a student
(example, the card office does not have one on file
OR the recent upload of photos did not include the
student’s photo) you will not see a cameraicon.
View Student Photo Roster 3) You'll see the confidential flag for a student with
a FERPA order on file.

Summary Class List

Record Student Name D Reg Status Level Class Credits Midterm Final Grade Detail
Number

1 Bennett, Spencer H. “*Web Registered™* Graduate Graduate Student  3.000 Enter @
2 Chau, Sothamith c. B **Web Registered™* Graduate Graduate Student  3.000 Enter @
3 Chong, Keng Yuen (1] **Web Registered™™ Graduate Graduate Student  3.000 Enter @
4 Tleiobioe weeeeiie 0 Confidential “*Web Registered®* Graduate Graduate Student  3.000 Enter @
5 Farooqi, Moman [B7] “*Web Registered™* Graduate Graduate Student  3.000 Enter @
3 Fontana, Timothy B. @l “*Web Registered™* Graduate Graduate Student  2.000 Enter @
7 Gibowska, Anna M. @l **Registered™™ Graduate Graduate Student  2.000 Enter @
8 Govindappa, Sindhu *“*\Web Registered™* Graduate Graduate Student  3.000 Enter @
9 Hachi, Aden o, @ Web Registered™™* Graduate Graduate Student  3.000 Enter @]
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After a faculty member clicks on the student photo roster link, they will see the following. There are 16
pictures to a page.

As you can see

1) If there was not a camera icon on the summary class list, then the text “NO PHOTO FOR” and the
student’s name appear on the roster.

2) If the student has a confidentiality flag, then the text “REQUESTED CONFIDENTIALITY” No photo
and student’s name appear on the roster.

3) If neither 1 or 2 exist, then the student’s photo and name appear

4) We have also duplicated the warning message regarding the use of the photos on this printed version.

Photo roster from Summary class list
(NOTE: This same roster is visible from the detail class list)

2005820 - Database Mgmt Sys/Design SEIS 630 - 01 CRN-20182
*Student records and photographs are provided for your use within the parameters of your defined University responsibilities and may not be

released to a 3rd party or used for any other purpose except for University business.

REQUESTED
CONFIDENTIALITY
NO PHOTO FOR
Eennstt, Spencer H, NO PHOTO
Christizn, Amorita &,

Chzu, Sathamith C. Chang, Keng Yusn

NO PHOTO FOR
Govindappa, Sinchu

Fantana, Timothy B,

REQUESTED
CONFIDENTIALITY

NO PHOTO
Jziteh, Buba

Hachi, Aden O. Hegde, Nayans G.

REQUESTED

CONFIDENTIALITY

NO PHOTO
Mehrata, Tesfaye N,

A A
Laughlin, Shaz M. Olzoys, Olayinka T. Eretsenke, Kestiantyn
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Academic Alerts:

You can work with your partners in academic counseling and academic affairs by utilizing

academic alerts.

1) Goto

2) You will see a triangle next to each student’s name
3) Click on the triangle next to the student with whom you would like to report.
4) When utilizing this academic alert, the message content will be e-mailed immediately to

the summary class list

the student, with copies to you, the student's faculty advisor and the Academic Counseling

team.

5) See below and on page 14 for screen shots and options.

Summary Class List

Record
Number

1

s} o EEY L 2

w0 =l

Note: A screen shot of options is on the next page.

Student Name

zhargava, Ankit @ A

zchlig, alexandra 1. BT} &F
Erown, Megan C. BT} d‘:h-

Christenson, Kelly 4. & A

Clute, Eric c. @l A

Faust, Lauren E. =] -&l

Fizcher, Keith 3. & A

Gelardi, Gabriella . @l A
Georgenscn, Hadley F. & A
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1. Identify the area(s) of serious concern regarding this student’s academic performance in this course (check all that apply):
Attendance:

" Lack of regular attendance
" Stopped attending
' Never attended
[ Poor performance on tests
[T Not completing papers or homework assignments

[T Lack of class participation

[ May earn credit for this course but student's grade is currently below a C

[T It is not possible for this student to pass this course dé )
Other reasons for concern (sent verbatim to student): Select the areas of concern and
4| recommended actions and then
select "Display and Verify Alert
Message". Follow additional
- prompts.
. _,
2. Recommend some immediate actions to address the situation (check all that apply):
¥ Speak with me about your situation (this item is required)
[T attend the next study session
[T Contact yvour faculty advisor
[T Contact Academic Counseling
[T Contact the Academic Support Center
™ withdraw from this course
Additional comments (sent verbatim to student):
[—
[ -
Display and werify Alert Meszage | Cancel and Return to Class List
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Viewing Mid-Term and Final Grades for a Student

You may view the history of student’s mid-term and final grades even if they are not your
advisee.

1) Click on the Faculty and Advisor’s Menu

2) Click on the Student Information Menu link

3) Click on the Registration History link

4) If you have not selected a term previously, you will be prompted to choose a term.

5) If you have not selected a student previously, you will be prompted to search or select a
student.

6) The student’s history of courses with mid-term and final grades will appear.

CRN Course Course Title Credits Level Status Midterm Grade Final Grade
40771 SABD 300 Study Abroad I 16.000 Undergraduate **Registered** Apr 13, 2011

CRN Course Course Title Credits Level Status Midterm Grade Final Grade
22550 BIOL 363 Immunology 4.000 Undergraduate **Web Registered** Jan 13, 2011 B+

22552 BIOL 363 Immunology / Lab 0.000 Undergraduate **Web Registered** Jan 13, 2011

20260 ENGL 253 Writing Poetry & Fiction 0.000 Undergraduate Course Drop (Web) Feb 03, 2011

20296 ENVR. 151 Humans and Environment 4.000 Undergraduate **Web Registered** Feb 03, 2011 A- A

20784 HIST 111 0Origins: Mod World to 1550 4.000 Undergraduate **Web Registered** Nov 17, 2010 A A

21521 THEO 394 Death and the Afterlife 4.000 Undergraduate **Registered** Jan 31, 2011 A A

CRN Course Course Title Credits Level Status Midterm Grade Final Grade
42597 GEOG 223 Remote Sensing 4.000 Undergraduate **Web Registered** Aug 30, 2010 A- A

42132 PHYS 109 General Physics I 4.000 Undergraduate **Web Registered** Apr 22, 2010 B B

43696 THEOQ 205 Old Testament 4.000 Undergraduate **Web Registered** Jun 10, 2010 A A
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