
   

 

Faculty Information 

 

INTEGRATED RESOURCE INFORMATION SYSTEMS OVERVIEW 

The Integrated Resource Information Systems (IRIS) includes these modules:  Finance (FI), Human 

Resources/Payroll (HR), Campus Management (CM), Materials Management (MM), and Plant 

Maintenance (PM).  Because these modules are integrated, they share data and run more efficiently 

than would multiple, separate systems.   

The University invested in SAP software solutions to build its own IRIS components.  SAP stands for 

Systems, Applications, and Products. 

Campus Management (CM) is the IRIS module for student administration and student accounting.  CM 

manages all stages in the student life cycle, including admissions, booking (registration), event planning 

(class scheduling), appraisal (grading), progression, academic work, and the academic calendar.   

CM interfaces with other computer systems as well, among them Sigma ProSAM (Student Financial Aid), 

APEX (Academic Program Evaluation and Exploration, for degree audit), GRADS (Graduate School), and 

ASTRA (Application Software and Technical Reports for Academia). 

There are two ways to access information and perform tasks in the IRIS system: 

Å By using the myUK Portal, a web site that provides easy access to information and tasks 
Å By using the SAPGUI (Graphical User Interface), a more complex method that involves 

transaction codes 
 

myUK PORTAL 

A portal is a web site that serves as a doorway to other sites and functions.  The myUK portal is the point 

of entry to IRIS and is located at https://myuk.uky.edu/irj/portal.  Most UK faculty members use myUK 

to access class rolls and enter grades.  Some faculty members with advising responsibilities also use 

myUK to lift advisor holds, view information about their advisees, and assign student overrides.  

 

Data entered in myUK updates IRIS-Campus Management in real time.  

 

 

 

 

https://myuk.uky.edu/irj/portal
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myUK ACCESS 

If you are a new faculty member who will be working in the portal, you will receive access and a security 
role assigned by the Administrative Systems Group after these requirements are completed: 
 

1. You must have an Active Directory Account (computing account). AD credentials are assigned to 
newly-hired employees and are used for UK Exchange e-mail as well.  Once activated, the AD 
User ID and password can be used as the link blue User ID and password. 
 

2. Your college must send a request for your IRIS access and security role to the IRIS Administrative 
Systems Group.   
 

3. After your college has requested your access, you must sign the electronic   Statement of 
Responsibility.  The AD account User ID and password are required to access the SOR 
agreement.  
 

 

 In addition to completing the above steps, faculty members must have an Internet connection and a 

browser (preferably Internet Explorer).   

 
 

SIGN-ON AND NAVIGATION 
 
Each faculty member must sign on to myUK portal (shown below) with a unique AD (Active Directory) 

User ID and Password.  The portal makes it easy to sign on and perform tasks via the web. 

http://www.uky.edu/IT/CustomerService/Accounts/activedirectory.html
http://myhelp.uky.edu/SOR/
http://myhelp.uky.edu/SOR/
http://myhelp.uky.edu/SOR/
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There are separate tabs in the portal for Student Services (used by students) and Student Administration 

(used by staff and faculty).  What each user can see and do in the portal is determined by individual 

responsibilities at the University and the related and assigned role in IRIS security.   

 

Click on the Faculty Services link to navigate to the Faculty Services Overview.  

 

To access electronic class rolls, grading, or Blackboard, click on the links in the left-side navigation area. 
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TRAINING INFORMATION 

 

There is no training requirement for faculty members who will use the myUK portal to obtain class rolls, 

enter grades, lift advisor holds, and give course overrides.   In lieu of regular classes, online instructions 

and other resources for these functions are available at http://myhelp.uky.edu/rwd/HTML/CM.html . 

Instructions for each of these functions also are included in this section of the Campus Management 

Reference Manual.  

 

BASIC CAMPUS MANAGEMENT TERMINOLOGY 

The key to student records is the Student Number, a unique 8-digit ID number assigned to each student 

in IRIS.   

 

The Student File is a collection of information pertaining to ǘƘŜ ǎǘǳŘŜƴǘΩǎ relationship with UK (such as 

holds, recruitment, admissions, registration, and UK degrees awarded) that is organized by tabs. 

Student Master Data is the studentΩǎ biographic and demographic data, such as addresses, veteran 

status, privacy flag, and transcripts and test scores from external organizations. 

Academic History is graded course work or credit awarded to a student. 

Appraisals are grades. 

Booking refers to registration for classes. 

Equivalency Determination is thŜ ǇǊƻŎŜǎǎ ƻŦ ŘŜǘŜǊƳƛƴƛƴƎ Ƙƻǿ ŀ ǎǘǳŘŜƴǘΩǎ ǘǊŀƴǎŦŜǊ ǿƻǊƪ ǿƛƭƭ ōŜ ŜǉǳŀǘŜŘ 

to UK courses or credit. 

External Organizations are high schools, colleges, and other universities attended by students. 

Holds, also referred to as Stops, are blocks that prohibit processing of certain activities for a student; for 

example, a student with an active hold cannot book classes until the hold is resolved and inactivated.  

A Module is a course. 

A Module Group is a major or minor, a grouping of courses needed to complete or satisfy requirements 

for a degree program. 

Program of Study is the college and degree. 

Qualifications are acquired by students in the course of their studies, such as successful completion of 

certificate or degree programs.  A Qualification may be internal (awarded by the University of Kentucky) 

or external (earned elsewhere). 

http://myhelp.uky.edu/rwd/HTML/CM.html
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CLASS ROLLS  

UK faculty members access their class rolls in myUK. Class rolls can be printed and/or exported to Excel. 

To access class rolls, follow these steps: 

Sign on to myUK and choose Student Administration tab->Faculty Services. 

 

 

On the Find a Class screen, select the correct year and term and the course information (prefix and 

number and section number). Click on . You can omit the section number and let the portal find all 

sections.  

 

If there are multiple sections displayed, click on the desired section link and the class roll will display. 

 

 

On the Faculty Services Overview, click on 

Class Rolls.   
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The column headings above indicate the information available on the roll.  

 

Upon display, you can print and/or export to Excel.  

 

MID-TERM AND FINAL GRADE ENTRY AND SUBMISSION 

Appraisal (grading) takes place in the myUK portal. Faculty members enter, validate, and then submit 

official grades online each term.  Beginning in 2007, mid-term grading became mandatory for all 

undergraduates.  Thus faculty members who teach undergraduate courses have responsibility for both 

mid-term and final grade submissions. 

To enter grades, follow these steps:  

 

Sign on to the portal and choose the Student Administration tab-> Faculty Services. Then click on 

Grading in the left navigation bar. 

 
Select the correct Year/Term and Grade Type (mid-term or final) from the drop-down boxes.  
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The next step involves accessing the Grading roster.  Instructors of record will see their course section(s) 

appear at the top of the Grading window.  

 

 

Select the course section for grading.  

A grading roster will display, with enrolled students appearing in alpha order. Enter grades manually or 

choose from the list. Enter all grades at once, or enter part of them, save, and return later to complete 

the grade entry.  

 

 
Students with Other Grading Scales are color-coded on the roster.  For example, undergraduate 

students who are booked in graduate-level courses will have a grading scale that differs from the normal 

scale for the graduate enrollees.   Other Grading Scale will appear for students who are auditing a 

course.   

 

W Grades: Faculty members and others who enter grades cannot assign the W grade.  

When all grades are entered, check entries by clicking the button. Make any 

corrections after validation.  

When every student has been assigned a valid grade, submit the grades. 

  



Faculty Information June 5, 2008 Page 8 of 16 

 

   

MISSING GRADES  

All grades must be entered prior to the Grading Window Closing in order for the University to 

conclude the term.  Missing fiƴŀƭ ƎǊŀŘŜǎ Ƴŀȅ ŀŦŦŜŎǘ ŀ ǎǘǳŘŜƴǘΩǎ ǇǊƻōŀǘƛƻƴΣ ǎǳǎǇŜƴǎƛƻƴΣ ƻǊ ŘŜŀƴΩǎ 

list status, or the awarding of a degree. 
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GRADE CHANGE REQUESTS 

To request a change to a final grade, take these steps: 

Navigate to Grading in the portal; 

Select the Year/Term and Grade Type; 

Pull up the course section roster. 

Look carefully at the roster.  The Appraisal column will display the submitted grades (grayed out). To 

request a change, click on the (Change) link to the right.   

 

Then change the grade in the Appraisal column (key or choose from drop-down listing). 

 
Then click on the Save button to send the request for grade change. 

 

The Grade Change Request will be submitted to the Office of the Registrar through electronic workflow.  

The Student Records staff reviews and processes all grade change requests. When the change is 

complete, the instructor of record, the employee who submitted the request (if different from instructor 

of record), and the student will receive e-mail confirmation of the change.  
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I Grades:  Follow the Grade Change Request process to request the change of the I grade to a regular 

letter final grade.  

 

ADDITIONAL APPRAISERS 

The instructor of record associated with a course has the appraisal/grading relationship automatically 

when the event packages (course sections) are created.  When additional appraisers are needed, 

departmental personnel should request the access for those employees by contacting the college 

contact for training plans.  The college contact submits the requests for additional appraisers to the CM 

Team Lead, IRIS Administrative Systems Group.   
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OVERRIDES 

Enrollment in numerous courses at UK is restricted to students who meet specific criteria. In some 

instances authorized faculty members need to make exceptions and allow students who do not meet 

the restrictions to register anyway.  This is accomplished by giving the student an Override.  The Office 

of the Registrar assigns override permissions to faculty members to enable them to give Overrides.  

Faculty members with override permissions follow these steps to give an override to a student: 

After sign-on to myUK, select the Student Administration tab->Advising Services.  

 

 

 

         

 

If the search returns a list of student names, click on the desired student record to display.  

 

Note: Students who have requested that their directory information not be shared are flagged.   

In Detailed Navigation, click the Registration folder to 

open and click on Assign Student Overrides.  

 

¢ƻ ŦƛƴŘ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΣ ŎƭƛŎƪ ƻƴ

.  Provide 

information (such as last name, first 

name) for the search and continue.   

 



Faculty Information June 5, 2008 Page 12 of 16 

 

No information can be released over the phone or in e-mail, in 

accordance with FERPA. 

 

Next select the correct term from the drop-down list. 

 

 

Enter the course prefix and number.  Click . 

 

 

From the search results, make the selection for the Override. To assign an override for all sections, 

select the link in the Section column. To assign to a particular section, click on that section.  
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Select the type of override from the drop-down list.  Click on . 

 

Note: Options are determined by permissions assigned by the Office of the Registrar. 

 

A message will appear to confirm the assignment. The student can now register. 

 

 

To remove an override, click on the in the  Column.  

 

 

For additional information on the Booking (registration) process, see the Booking (Registration) section 

of this online manual.  
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ADVISING INFORMATION  

The myUK portal includes the Advising Services tab for faculty members who work with students in 

academic planning and advising. 

After sign-on to the portal, faculty members with the advising role can navigate to Student 

Administration -> Advising Services.  They can access the Advisee Record by clicking on the link in the 

left-side Detailed Navigation area. 

 

 

Advisee Record 

The Advisee Record view on the portal allows end-users to find and review information about a student, 

using these tabs.  

 

Student Search 

¢ƻ ŦƛƴŘ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΣ ŎƭƛŎƪ ƻƴ.  Provide information (such as last name, 

first name) for the search and continue.  If the search returns a list of student names, click on the 

desired student record to display.  
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Students who have requested that their directory information not be shared are flagged.   

The user is reminded that no information can be released over 

the phone or in e-mail, in accordance with FERPA. 

 

To move from one student record to another, click the  on any tab, and repeat 

the steps for searching. 

Holds-Advisor Info Tab 

The Holds-Advisor Info tab is the default tab first displayed when an end-user navigates to the Advisee 

Record. Any active holds are displayed on the screen.   

 

Contact information for specific holds also is provided.  In the case of Academic Advisor Holds, the 

ŀŘǾƛǎƻǊΩǎ ƴŀƳŜ ƛǎ ǇǊƻǾƛŘŜŘΦ tƘƻƴŜ numbers display for other kinds of Holds.  

 Faculty members with advising responsibilities can lift the Advising Hold here.  

Additional information on the Advisee Record view on the portal can be found in the Advising section of 

this online manual.   
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REMINDERS 

 

 ́ No access to myUK is granted until the Statement of Responsibility is signed.  

 

 ́ There is no training requirement for faculty members who will work only in the portal. 

 

 ́ Three-character course prefixes are separated from course numbers by one space.  Two spaces 

separate a two-character course prefix from the course number. 

 

 ́ All students must be assigned a grade before the grade roster can be submitted to the Office of the 

Registrar. 

 

 ́ Required mid-term grades for undergraduate students include 4xxG courses and courses at the 500 

level. 

 

 ́ The grading scale for a course can vary.  While most courses are approved for letter grades, some 

courses are offered pass-fail only and thus have different options for grade entry.  

 

 ́ The e-mail confirmation of a grade change contains no actual reference to the grade.  

 

 ́ Do not confuse Saving Grades with Submitting Grades.  Submission is the final required step. 

 

 ́ Designated College Contacts submit new requests for grading access to the Kathy Crouch, CM Team 

lead.   

 

QUESTIONS? 

 ́  Faculty members who encounter difficulty when attempting to grade should contact: 

 Kathy Crouch , CM Team lead, Administrative Systems Group, 257-5965  

 

 ́ Questions about Appraisal (grading) should be directed to: 
Jacquie Hager, Student Records, 257-7157 
 

Å Faculty members who have questions about Override Permissions should contact: 

Michelle Nordin , Registration, 257-7173 

Christy Freadreacea, Registration, 257-7173 

 

mailto:kcrouch@email.uky.edu
mailto:jhager@email.uky.edu
mailto:mnordin@email.uky.edu
mailto:clfrea2@email.uky.edu

