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INTRODUCTION TO DATAVU 

 

What is DataVU? 

DataVU is the name that Valparaiso University has given to the web interface to its 

administrative software.  It is an intranet site and secured to your name and password, so 

that only you can see your information, including those students for whom you are the 

primary advisor. 

 

The information that you view is the most current information because it is taken directly 

from the administrative system at the moment of your request. 

 

What information can I see on DataVU? 

You can view and/or print the following information: 

 

 Your class schedule for a specified semester (this will include classroom updates or 

other changes as we become aware of them) 

 Your course section rosters. 

 Waitlists (if there are any) for courses (by course, not by section). 

 If you are an advisor, you can see your advisees’ schedules, unofficial transcript, 

grades, test scores (ACT/SAT, AP, placement tests) 

 Enter Midterm and Final Grades online for your courses. 

 Enter information for student progress reporting, such as Unsatisfactory Academic 

Performance, 4
th
 Week  Freshman Progress, NCAA Student Report (midterm), and 

Verify Class Rosters (8
th

 week). 

 The degree audit (program evaluation) that will compare the courses your advisees 

have to their degree requirements and let you know what they still have to complete 

 

What is the DataVU web address? 

The direct web site is: https://datavu.valpo.edu/ 

 

You can also click on the link on the Registrar’s Office home page:  

http://www.valpo.edu/registrar/ 

 

How do I sign on to DataVU? 

You sign on by using your VU e-mail user ID and password to access your information.  

If you need help with your VU e-mail user ID and password, contact the IT Helpdesk  

(phone 5678 or e-mail IT.Helpdesk@valpo.edu) 

 

 

 

 

 

mailto:IT.Helpdesk@valpo.edu
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Is DataVU available 24/7? 

No, it isn’t.  There are times when the administrative system needs to be backed up and 

during those times DataVU is not available.  These times are: 

 

Monday through Saturday  6:00 a.m. - 7:00 a.m. 

         Wednesday and Saturday  3:00 a.m. - 7:00 a.m. 

         Sunday    5:00 a.m. - 12:00 noon 

 

How current is the information that I can look at on DataVU? 

The information is current right up to the moment that you press the SUBMIT button.  

You will get the most up-to-date information possible.  Obviously if a student has not yet 

turned in a form to make a change, then that change is not yet going to be reflected in the 

database. 

 

Can I look at any student’s record? 

No, the information on DataVU is secured so that you can view only the records of 

students for whom you are an advisor.  You don’t have to be the primary or first major 

advisor; you could be the advisor for the student’s third minor.  But the important point is 

that you must be electronically recorded as an advisor for the student on the 

administrative database. 

 

What’s in the future for DataVU? 

If there is something that you would like to see added, please let us know!! 

 

ABOUT VU E-MAIL: 

The University uses your VU e-mail address to send important information to you.  It is 

your responsibility to check it regularly.  If you want to forward your VU e-mail to 

another address, please see IT resources. 

 

 

HINTS 

 

1. The browser BACK button works and will save you lots of time, since you won’t 

have to re-initiate a program. 

 

2. Where you have the option to pull down a table of values to make a selection, the 

first line is often blank so that you can select it to cancel a previous selection that 

you no longer want. 

 

3. Remember to officially Log Out by clicking the Log Out button. 
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DataVU for Faculty 
 

The first screen that you see after clicking on the DataVU option is the following: 

 

 
 

This is the main menu for DataVU.  It will always have a reminder of the ‘down’ times 

for maintenance and backup of the administrative system.   You will need to Log In 

before you will be able to see any of the menu options under the Faculty section.  Click 

the Log In tab and enter your email user name and password to log in. 
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INITIAL FACULTY MENU 

 

Then click on ‘Faculty’ to see the options that you have as a faculty member.   

The screen will look like the following: 

 

 

 
 

 

You can see that the Faculty menu is divided into two areas;   

 Faculty Information, on the left side of the screen and  

 Student Progress Reporting (Retention Alert) on the right.   

 

We will look at each of these options on the following pages. 

 

 

 

 

 

 

Will be 

Retention 

Alert 
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MY ADVISEES 

 

What is the difference between ‘My Advisees’ and ‘Advisees (List Only)’?  Well, we 

paid a lot of extra money to get the functionality of the ‘My advisees’ option.  It is very 

powerful and will give you a lot of different information about your advisees, depending 

on which option you choose.  The ‘Advisees’ option is just a listing of students whom 

you advise. 

 

After you choose ‘My Advisees’, you must specify a term.  This can be done by using the 

pull-down menu, at the end of the “Term” line to select a term.  Terms are designated 

with the calendar year followed by FA for fall, SP for spring, S1R for Summer I, and S2R 

for Summer II.  In addition, there are specific terms for the 7 week MBA courses (FB1 

for Fall I, FB2 for Fall 2, SB1 for Spring 1, and SB2 for Spring 2).  After the term has 

been specified, click on the Submit button. and a listing of your advisees will appear.   

 

 
 

If you want to be most current, you can put the current date in Start Date and End Date.  

If you have had advisee changes at an earlier date in the semester, this will limit your list 

to your advisees as of the date you enter. 
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Next you must select the student you are interested in from the “Name” column.  Then, 

from the “Action” column pull-down menu, select the option that you want for that 

student.  (Your list of names will be much longer than this one!) 

 

 
 

 

Some of these screen options are rather long and to see all the information you will have 

to use the scroll down button.  We won’t display all of these features but, instead, will 

describe them to you.  Besides, you need to do a little exploring on your own as well. 

 

 

View Student Transcript 

You will first need to indicate the ‘academic level’ that you want to see for the selected 

student (undergraduate, graduate, or law).  Most frequently this will be undergraduate.  

This option will display all of the courses that the student has completed (but not the ones 

that the student is currently enrolled in), in chronological order with the grade earned for 

each course.  This is just a straight listing and does not include semester totals.  However 

there are cumulative totals at the end of the listing. 
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View Student Schedule 

Again, you need to select a term from the pull-down menu, then the student’s schedule 

for that term will appear, giving you a list of the courses and schedule information.  An 

example screen is given below.  If you click on the Course Name and Title, you’ll get 

additional information like the instructor’s name and e-mail address, and prerequisites for 

the course.  If you do that, be sure to go to the bottom of that screen to ‘Close Window’ 

to get back to the schedule screen. 
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Evaluate Program 

We commonly call this the student’s ‘degree audit’.  It is a program that matches the 

courses that the student has taken or is currently taking or will be taking (i.e., is pre-

registered for) with the requirements for the degree program.  You can select either the 

student’s current program, which is what will be listed, or a different degree program 

from the pull-down menu by the ‘What if I change my program of study’ question.  

Selecting a different program will show you what would be required if the student 

changed majors (or possibly changed degrees, e.g., from a BS to a BA).  This option 

takes about 10-15 seconds to run out and gather information, so be patient.  The results 

are well worth the effort.  

 

 
 

The degree requirements will be laid out in outline format with the general education 

requirements first, followed by the major requirements and then any additional majors or 

minors that the student has added.  In front of each requirement there is a code to indicate 

the status of the requirement: 

 C Complete (this is the best status!) 

 I In progress (the student has completed some but not all components) 

 P Pending completion (the requirement will be complete once the student 

finishes work in progress) 

 N Not started  

 W Waived (the requirement has been waived.  You’ll see this occasionally for 

transfer students) 

Viewing the results of the degree audit takes some getting used to, but once you have 

seen a few from your particular major it will become more familiar to you. You can use 

your browser print button to print out the entire degree audit (not just what you see on a 

screen). 
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View Student Test Summary 

This option will show you the student’s ACT or SAT scores as well as any AP, CLEP, or 

IB test scores that have been submitted.  In addition, you will see the results of VU 

placement exams in chemistry, education, foreign languages, and mathematics.   
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View Student Profile 

This option gives you a general summary of the student’s academic profile, including 

their name and address, e-mail address, degree program, their majors, minors, advisor 

names, advisor type (major, minor).  The top and bottom of the template are not shown in 

this example.   

 

An important piece of information is contained in the Notes and Comments section at the 

bottom.  This will indicate whether the student has signed the Honor Code agreement to 

follow the honor code as a student.  It will also show to whom the student has given 

permission to release academic information.  
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Advisee Grades 

This option will show you your advisee’s grades for any given semester.  You’ll have to 

choose the semester that you want to view from a list, then click submit.  The grades 

(midterm also, if appropriate) will be displayed.  For example, this is what appears when 

I select the 2005FA term (note midterm grades also): 

 

 

 
 

 

ADVISING CONFIRMATION 

 

This screen is to be used by primary advisors (i.e., exploratory, general, or first major 

advisors) to indicate that they have seen the student for advising purposes for the 

semester selected.  Students will not be able to register until their primary advisor has 

checked off the advising box on this screen.  There will be an advising hold on their 

record until this is done.  Only primary advisors can do this and it is done only once per 

semester.  If you mistakenly check off a student whom you still need to advise, please 

call the Registrar’s Office to have the advising hold restored.  Once you check the student 

off and press submit, the student’s name will be removed from subsequent listing. 

 
 



DataVU for Faculty WA3 13  8/15/2012 

ADVISEES (LIST ONLY) 

 

This option provides a listing of your advisees only, displaying in alphabetical order by 

student’s last name the following information:  student ID number, name, degree 

program, cumulative gpa, ungraded credits (i.e., in progress or preregistered), attempted 

credits (total number of credits attempted including transfer credits or credits by exam), 

and earned credits (includes only VU credits). 

 

It doesn’t matter what you are advising the student for (e.g., second major or third 

minor).  If your name is attached to the student’s record in any way, that student will 

show up on this listing.   

 

This is a listing only, it is not an interactive option in any way.  There may be students 

who are no longer in school on your list – contact the Registrar’s Office to have them 

removed. 

 

CLASS ROSTER 

 

This option will show you your class roster(s) for a given semester.  You must first enter 

the term that you are interested in, then a listing of your semester courses will appear that 

will give you the meeting times and the building and room that is assigned to your 

sections.  Select the section that you want; the most current roster will appear, showing 

the students currently enrolled in the course section, along with their ID number, e-mail 

address, class level, status (i.e., when they registered – N = new preregistration or 

registration, A = during the drop/add period), the credit hours, and a place to check on 

student profile if you want to view that information for a given student (see information 

above on Student Profile).  If you print this roster, the entire roster will print, not just 

what shows on the screen. 
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MY CLASS SCHEDULE 

 

This option is the same one that student’s have, only it’s from your perspective and will 

display your schedule for a given semester.  You must select the term that you want, then 

your schedule will appear, giving you summary information on days, time, building, 

room, start and end date: 

 

 
 

You can click on the Class Name and Title for additional information, just remember to 

go to the bottom of that page and ‘Close Window’. 

 

COURSE WAIT LIST INQUIRY 

 

This option allows you to look at the wait list for any course that is offered for a given 

semester.  You are not restricted to courses in your own department.  Please note that this 

is a course wait list inquiry, not a section wait list inquiry.  So if the course that is 

waitlisted has multiple section offerings, you will enter the course number only; the 

student’s section preference will be indicated on this screen. 

 

First you must enter the term, the department, and the course number: 
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Then a listing of the students who are on the waitlist will appear showing the course title, 

student ID number, student name, waitlist status A (active), status date, preferred section, 

local phone number, and e-mail address.  This listing will be in chronological order 

according to the time that the student was placed on the waitlist unless a department has 

chosen to prioritize or weight the wait list. 

 

 

 

SEARCH FOR SECTIONS 

 

This is a search option that allows you to query the courses that are being offered for a 

given term by limiting the parameters of the search.  You must specify the term and also 

one other criteria – one or more subjects from the pull-down menu (or it can be one 

specific course section), the course level (100, 200, 300, 400, etc), time parameters 

(classes meeting after, classes meeting before), day or days, academic level 

(undergraduate, graduate, law), or instructor’s last name (this is another way to get a 

listing of the courses that you are teaching for a given semester!). 
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The resolution screen will give you a listing of the courses that fit your request and will 

include the term, the status of the course (open, closed, waitlisted), the section name and 

title, meeting information (building, room, days, time), the instructor’s name, the 

available/capacity/waitlist seats, the credit hours for that section, and the academic level 

(undergraduate, graduate, law).  The more criteria that you put in, the more that you will 

limit the search, and the fewer courses will be selected. 
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HINT:  If you are looking for open lab sections to a course, do not put in course BIO 125 

for your search since the lab sections are actually course BIO 125L, for example.  

Instead, do a search for the subject (BIO) and the course level (100).  You’ll get all of the 

level 100 courses in biology, but also all of the lab sections: 

 

 

 

This same option is available to students also and to the general public without using a 

password from the Registrar’s Office menu (Class Seat Availability) at: 

 

http://www.valpo.edu/registrar/ 
 

 

GRADING 

 

The ‘Grading (Midterm and Final)’ option on DataVU will allow you to enter either 

midterm or final grades on the web.   This option allows you to enter grades at times 

outside of regular office hours for the Registrar’s Office and is available at all times 

except during the planned maintenance hours: 

 

 Sunday      5:00 a.m. - 12:00 noon 

Monday, Tuesday, Thursday, Friday 5:00 a.m. - 7:00 a.m. 

         Wednesday and Saturday   3:00 a.m. - 7:00 a.m. 

          
 

After entering the term for which you wish to submit grades, the next screen will ask you 

to select either midterm or final grades and the course that you wish to grade.  The 

screen looks like this (except you’ll probably have more than one class listed): 
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Press the SUBMIT button to get the listing of students to be graded.  If you are entering 

midterm grades, the screen will look like this: 
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If you are entering final grades, the screen will look like this: 

 

  
 

Midterm grades will be displayed if they have been previously entered when you are on 

the final grade entry screen. 

 

TIPS FOR ENTERING GRADES: 

 

1. Place your cursor on the grade field to pull down the available grades.  Click on the 

 grade you wish to enter.  You can also type in the grade you wish to enter, but may 

 need to press the letter grade key to get "+" or "-" attached to the grade. 

 

2. Use the TAB key to move to the next student.   

 

3. Do NOT use the wheel on your mouse to scroll down to the next student.  With 

 the cursor in the grade field, you are actually scrolling through the grades and will 

 change the grade that you intended to assign to the student. 

 

4. When you are finished, press SUBMIT at the end of the class list.  You must do 

 this to record your grades.  Check to see if the grades have been submitted by 

 going back into that class option for grading.  You will see the grades that you 

 entered if they have been successfully entered.  If you don’t see them, then you 

 will have to re-enter your grades. 
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5. If you have a large section to enter, put part of the grades in and press SUBMIT.  

There is a time limit of 10 minutes to process information, so if you haven’t 

pressed SUBMIT in 10 minutes you will be timed out and will need to start over.  

We are looking into extending the time limit during the period for entering final 

grades. 

 

6. Always check to make sure that your grades have been recorded by going back 

into the course section to see if the grades are there. 
 

 

STUDENT PROFILE 
 

 

To use this screen, you will need to know the student’s VU ID number (or SSN which we 

do not use as an identifier). 

 

 
 

 

It’s probably a lot easier to use the ‘Student Profile’ option under ‘My Advisees’ or  

‘Class Roster’ since you will have the student names listed on the screen for those two 

options.  It is the same information that is displayed no matter which way you get to this 

screen.
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STUDENT PROGRESS REPORTING - RETENTION ALERT 
 

These options are used as part of our efforts to track students progress and to get them the 

help that they might need in a timely fashion as part of our overall retention strategy.  

Each will be described; each follows the same general format.  If you have questions on 

their specific use, please contact the Registrar’s Office. 

 

Unsatisfactory Academic Performance 

 

This option may be used for any student at any point in the semester.  Usually instructors 

have tried to help or contact students informally before using this formal reporting option. 

Using this option will document that you have reported to the student what needs to be 

done to improve coursework and will alert others that help is needed.  

 

You must select the term, then the course section, then the student or students in that 

section that you wish the report to go to.  You may enter any or all of the following:  

current course grade, attendance, participation, and two fields for comments.  The first 

three are pull-down selections, the last two are free text entry.  You may do multiple 

students or one at a time. 
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When you are done, click SUBMIT at the bottom.  An e-mail will be sent to the student 

from you  with copies to you (save it!), the student’s advisor, the department chair of the 

student’s advisor, the student’s academic dean, and the Dean of Students.  The e-mails 

are batched and sent once a day shortly after midnight to the people listed above. 

 

If you need to send a second notice, simply type over the first information (or delete it).  

E-mail messages will be sent only to the students with a new message and not re-sent for 

previous messages. 

 

4 Week Freshmen Report (Fall, Spring) 

 

This report uses the same format as the Unsatisfactory Academic Performance, but is for 

freshmen only.  The Registrar’s Office will send an e-mail out to faculty, asking you to 

fill out this option for freshmen only (and only freshmen should show up on this option) 

at the fourth week of the semester. 

 

This information is e-mailed to the student and the student’s advisor, the department chair 

of the student’s advisor, the student’s academic dean, and the Dean of Students to help 

them identify students who need early intervention and help before it is too late in the 

semester.  You will also receive a copy.  This option will be available for the 3
rd

 and 4
th

 

weeks of the semester. 

 

NCAA Student Report (Fall, Spring) 

 

This report also uses the same recording format.  At the time that you report midterm 

grades for freshmen, you will need to report on student-athletes using this option.  Again, 

only the student-athletes in your course sections should show up on this option.  If you 

don’t have any, then no names will show up.  But check regularly, because sports rosters 

change almost daily. 

 

Verify Attendance 

 

This option is used after the deadline to withdraw from a course section, the 8
th
 week of 

classes.  The Registrar will send out rosters and an e-mail to have you verify that the 

listing of students is accurate for each of your classes. 

 

Place a check mark next to the names of students who are NOT attending (or have not 

attended) a class.  You may optionally add comments if you think that will be helpful.  

This is not sent directly to the student, but used by the Registrar’s Office to notify 

students who are not attending and to give them information on their options, if any. 


