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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. 
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Follow these instructions at the Murphy Online homepage:  
 Click on the “Login to the Murphy Online secured area” link. 
 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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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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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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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. 
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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.  

 
 

 
 
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-reqs etc…).  This is a code for STAFF use only.  It cannot be removed from the drop 
down choices.  Thank you. 
 

 Go to the  Faculty Services Menu 
 Choose a term 
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 Choose Select ID.  Search for student by name or UST ID. 
 You will be directed to the Faculty Advisors menu.  Click on the registration override link 
 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. 
 Click submit. 
 Then the student may register online.  Faculty may enter overrides, but may not register 

students online. 
 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. 

 
 
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. 
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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 
 

 

This is the confirmation 
message that you will see 
after mid-term grades have 
been entered.  After you 
enter the mid-term grade 
and click submit, you must 
scroll to the top of the 
form to see this message. 
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SAMPLE SCREEN SHOT FOR FINAL GRADES 
 

 
 

This is the confirmation 
message that you will see 
after FINAL grades have 
been entered.  After you 
enter the final grades and 
click submit, you must 
scroll to the top of the 
form to see this message. 
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Incomplete	Final	Grades	
To enter a grade of “I” 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. 
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Photo	Class	Roster	
 
There are two screen shots below of the summary class list.  I had to break them up in order for 
you to see everything clearly on the page. 
 
Screen shot 1 of Summary class list 

 
 
Screen shot 2 of Summary class list 
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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) 
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Academic	Alerts: 
 
You can work with your partners in academic counseling and academic affairs by utilizing 
academic alerts. 
 

1) Go to the summary class list 
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 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. 
 
 
 

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



15 
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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.   

 


