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Login to CampusKey using the icon. 
 
 

Anything that is underlined is a searchable list. If it is underlined at the heading of a list, it is sortable. 
Any information entered should be entered in ALL CAPS in order to process searches and sorts 
correctly. The font on the screen may be increased/decreased by clicking the font icons  in the 

top right corner of the screen.   Screens can be printed using the printer icon    in the top, right-
hand corner of the screen. Since each Advisor has a unique login, activities you perform in 
CampusKey are tracked via the software. DO NOT SHARE YOUR LOGIN CREDENTIALS! 

 

Login using the user name and password that you were assigned. 
 
 

The following screen will appear: 
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When expanded, the menu contains these options: 
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Advising a new student: 
 

Advisor Info Center 
 

Click on “Inquiry”, “Info Centers”, “Advisor Info Center”. Click on the mini-menu to the left of 
the student’s name and choose “Change Major” from the mini-menu. 

 

 
 

 
If the student is not in your advisee list, click on the tab, “Add Non-Advisee” and enter the 
student’s ID #. 
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Complete the following information on the screen: 
 

• Program: Verify the Pathway code listed with the student, and if it is not correct, change it to the correct 
pathway. If you know the code, type it in or, click on “program” and a drop-down list will appear. There 
are students that are at Northwest part-time or in the summer taking classes that they will transfer to a 4- 
year university, students participating in dual enrollment, students/employees taking exercise or other 
classes for fun, refresher courses, and students who are auditing a class. These students should be in the 
UND, Option: NCA No College Award pathway. If coded in this pathway the student cannot receive 
Financial Aid. 

• Transfer Option – Select a transfer school for academic students that coordinates with their Pathway. 
• Catalog – The catalog for an entering student should be the fall and spring semester of their first year at 

Northwest. Make sure this information is correct. This will drive the student’s degree plan. 
• Enrollment Intent - DS – Degree Seeking. If you coded the student to the UND, Option NCA No 

College Award pathway, they should be coded as ND- Non-Degree Seeking. 
• Minor - can be used for Career Tech students that are waiting for acceptance into a program. Their major 

will be General College; their Minor is the program in which they are waiting to be accepted. If Academic 
Advisors are advising a Career Tech Student, please send to a Career Tech Counselor. 

• Advisor – type in your advisor code or if you do not know the number, click on “Advisor” and a drop- 
down list will appear. If may also click ‘Auto Assign Advisor’ if you are not an advisor in the student’s 
pathway choice. 

• Once all information is completed, click “update” at the bottom of the screen. 
 

 
 
NOTE: Verify this information every time the student is advised. 
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Advisor Info Center Tab Options 
 

 
 

Maintain Office Hours - Click on the tab, then on the next page click the ‘Go’ button. A calendar will be displayed 
showing all your classes on their scheduled days to meet. Use the arrows at the top to change months. Online 
classes will all show on Monday. You can add office hours be clicking on a date and double clicking on a 
time. These can be setup as recurring, or not. Click update to add to your calendar. Students will be able to view 
this calendar in myNWCC and email you for an appointment. 
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• Advisor Changes – Shows student advisor changes along with the date the change occurred.  
 

• Schedule Inquiry – Displays a list of courses with section, start/end date, status of class 
(open/closed), maximum # of students, and how many students are pre-registered, how many are 
registered. 

 
 
 

 
 
 

To view specific course groups, for example, only open classes or only Mini-Term 2 classes, click the ‘Mini 
Term option’ button (see screen shot above). The following screen will appear. 
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You can: 
Select a specific campus by clicking ‘Campus’ and choosing from the list. View only 
open classes by selecting ‘Open’. 
Search for a specific Instructor by entering their last name (all in caps) and clicking on ‘Instructor’. View 
classes for a specific Mini-Term. 

First Session Summer Day = 1 Second 
Session Summer Day = 2 Online Classes full 
term = W Online first 8 week fall & spring 
= F Online last 8 week fall & spring = L 
Regular day & evening and full term have no Mini-Term designation. 

View specific divisions of courses, for example, only Academic courses by selecting ‘Academic’. 
 
 

• Print all Degree plans – will print a list of all available degree plans. This is very processing intense; 
probably would not want to print. 

• Print long list – Prints a detailed list of all advisees with detailed information about students. 
• Print short list – Prints a less detailed list of advisees. 
• Add Non- Advisee - If the student is not your advisee, choose the tab “Add Non-Advisee”. Enter the student’s 

ID or enter by name and choose from the dropdown list. The student will be added at the top of your advisee 
list. 
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• To email a student click ‘Show Details’ to the right of the students name. If the student has an email in 
the system, it will be displayed. Click on the email address to email the student. 

 

**NOTE: If the student is not a current year student, the Campus Email shown will not be active. 
 
 

 
 

• Alerts - This will allow you to create or view alerts that you have sent to any of the advisees in your 
list. This works in a very similar way to alerts sent in the Instructor Info Center, but targets specific 
advisees instead of students on your class roll. 

• Dashboard displays demographic data.  

 
Check the term to make sure it is the correct Term; if not change it. Select your 
population of Advisees 

 

 
• Advisees – Shows every advisee you have; past and current 
• Term – Shows Advisees enrolled in the current term selected 
• At Risk – At risk students defined by control parameters in the system 
• CE and Include Inactive Students – Not used at this time 
• Include Inactive Students 
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Student Photos: Select a student in your list and you may view a photo of the student if available by 
clicking the icon on the left at the top of the screen. 

 
 

Click the Mini-menu to the left of the student’s name: 
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• Adds/drops – Shows all classes the student has added/dropped/withdrawn for this term 
.

 
• Degree Plan - Displays information about the student’s degree plan, catalog year, hours 

completed, GPA. It also shows the courses taken in degree plan and required courses needed to 
complete the degree plan. If a student has been placed in remedial coursework, those courses 
will be displayed at the top of the degree plan in their degree path. The degree plan is divided 
by semester. If a student has not taken all the courses recommended for a semester, a red ‘X’ 
will appear in the box to the right under Completion Status. Missing coursework will have 
blanks for earned hours, grade, course and term. If they have completed this coursework, there 
will be a green checkmark to the right under Completion Status. 

ACT scores are shown at the bottom for placement purposes. 
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If a student is considering changing their major, click on the “plan” option and select the new major. 
This allows the Advisor to select the “what if” scenario to show what courses that have been taken will 
apply to the new program. To revert to the old major, click the “cancel” button at the bottom of the 
screen. 
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• Registration - click “Go” on the following page. 
 

 
Verify the student’s address and if it is not correct, suggest they go by the Registrar’s office and have 
it corrected. 

 
Enter the Department, Course, and section, and click on “Add Course”. 
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Or, you may click on the “Select Course” link and Choose from the Criteria list. 
 
 

 
 

 
 

If you receive an “out of degree plan” message, this means that course is not a part of the student’s degree 
plan. The course can be added. However, it could affect the student’s financial aid. Financial Aid will 
only apply to courses within the student’s degree plan/path. As long as the student is enrolled in 12 hours 
that are in his/her plan, their Financial Aid will not be affected. For students taking 12 hours or less this 
will be an issue. 

 
 

Courses will be added to the schedule. Continue adding/changing courses until the schedule is complete. 
Advisors can make any changes to the schedule at any time before the student completes registration using this 
option. Click the Mini-menu to the left of the course to ‘Change Audit’ or ‘Drop Course’. 

 
• Change Audit - will allow a student to be designated as an “audit” student (not taking class for 

college credit). 
• Drop Course – drops the course from the student’s schedule. 
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Click on the ‘Continue’ button when the schedule is finished. 
 
 

 
 
 

The student’s schedule will display. Print the student’s schedule by clicking on the print PDF and give to the 
student. 

 

 
 

 
 
After the student has completed registration, Advisors will be allowed to process drop/adds using the 
“Add/Drop Courses” option in the mini-menu. After the drop/add period, changes must be made in the 
Student Development Office (Amy Massey). 
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• Add/Drop Courses (After a student has completed registration, during the drop/add period only) 
 

 
 

• Schedule – Displays the student’s current registered schedule for the term selected 
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• Update Authorization – Allows you to update the students Web Authorization to allow them to 
register online. 

 
 

Click ‘Not Authorized’ and the status will change to ‘Authorized’. Then click the Update 
button. 

• Unofficial Transcript – Shows Courses taken. 
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• Change Major – Information is verified during Advising or major is changed. 
• Placement Form – Shows placement in either developmental course or if a student is placed in a higher-level course 

than ACT score requires. 
 

 

 
 
 

• Test Scores – Displays student SAT, PAX/RN, ACT, Accuplacer scores. 

 
 

• Federal Reporting Data Demographics while enrolled and post enrollment 
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System Utilities- 
Click on “System Utilities”, “Work with My Reports”. Click the top box in the title bar to select all reports and 
then click “Delete Selected”. If you have reports you want to keep, individually select them and choose “Delete 
Selected”. 
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Login to CampusKey using the icon. 
 

Login using the user name and password that you were assigned. 
The following screen will appear: 

 
 
 
 

We now have the option to change passwords in CampusKey BEFORE they expire. If you get a message letting you 
know that your password will expire in a certain number of days, you can change it by clicking the ‘Change Password’ 
link at the top right of the screen next to the ‘Logout’ link. 

 

 
 
** NOTE: If the message says that your password has already expired, you will need to contact the Help Desk at 
helpdesk@northwestms.edu. 
 
When you click the link, the following screen will appear. Enter your old password first, and then enter your new 
password twice to confirm. Click the ‘Continue’ button and you are done! 
 

 

 
 

mailto:helpdesk@northwestms.edu
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The menu contains these options: 
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Anything that is underlined is a searchable list. If it is underlined at the heading of a list, it is sortable. Any 
information entered should be entered in ALL CAPS in order to process searches and sorts correctly. The font on 
the screen may be increased/decreased by clicking the font icons    in the top right corner of the screen. 

Screens can be printed using the printer icon    in the top, right-hand corner of the screen. 

 
Click on “Inquiry”, “Info Centers”, “Instructor Information Center”. This will display all the courses you are teaching. 
 

 
 

Click on the Course, and then click “Course Administration”. First, select the course, and then select the option from the 
Course Administration menu. 

 
 

 
  



 
4 

 

 
Create Student Alerts – You can send an email alert to your entire class or to just specific students using this option. 

 
Click on Create Student Alerts 

 
 

Click the ‘Select All’ button or click on the box next to the students you wish to receive the alert. 

 
Click the Submit Selected button. 
 

 
Enter the Alert Description and Message. 

 

 
 

Click the box to Send Emails and then click the Continue button. 
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Cut-Outs – Shows all students in your class. Here you select ‘Cut-Out’ if the student has met the criteria to be cut out of 
your class due to absences. From this point on, when you record attendance, this student’s attendance will be 
automatically be populated with “CO”. 

 

 
 
 
 
 
No Shows – Displays a list of students that have never attended class 

 
 
Official Course Roll – Shows a list of students that are pre-registered and registered for the course. 
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Course Schedule Inquiry – Displays the course information; date, time, campus, building, room, start/end dates, pre- 
registered students, enrolled students. 

 

 
 

 
Print Registered Course Roll – Generates a list of students enrolled in your course. Click on “Show Report”. You can 
save a .PDF file if you choose. Once you have the report click “Delete and Return”, so it is not saved in your reports 
list. 

 

 
 
 

Print Merged Course Roll – Generates a list of pre-registered and registered students in your course. Click on “Show 
Report”. You can save a PDF file if you choose. Once you have the report, click “Delete and Return” so it is not saved in 
your reports list. 
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Print Signature Course Roll – Displays a list of students enrolled in the course with a line for students to sign their name. 

Identify Course Roster – Generates a list of enrolled students and provides a line for signature and proof of ID. 

 

Record Final Grades – Enter student grades for the end of Term. Students will be listed alphabetically. Enter grade in the space 
provided. Then click the “Post” button on the top, right. 

 

 
Record Mid-Term Grades – This option is for recording mid-term grades. It works as the Record Final Grades option. 
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Record Attendance 

 

 
 

 
 

Record Attendance link will direct the user to a calendar where the meeting days are displayed as event links. TBA 
links verbiage is “TBA”. Others have start time – end time. 

If the course is TBA, every day of the week will display with a TBA link. The days the class met can be selected from 
the calendar and attendance can be recorded for those days. Days that are not recorded will be submitted as blanks. 

 
 
 
 
 
 
 
 

Green links indicates there are blank statuses for that day. Gold links indicates all the statuses have been populated. Attendance 
can only be accessed/edited when the link is green or gold. If there are any blank statuses, the day will remain green. 
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Red links mean it has been submitted and cannot be edited. Red links redirect to the submit attendance page. 

 
 

 
The user can select the status, default is Class Met, and then use the AutoFill button to default the P status. After 
AutoFill is complete, the user may change any student’s status that was not present to the appropriate Status Code. X 
will auto fill of the course status is “Class Did Not Meet’. The Update button will be disabled for 5 seconds when the 
AutoFill button is clicked. 
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Submit Attendance 
Submit all attendance records for the term at the end of the term only. If it is not a TBA course, the initials and DOB 
inputs will not display until all statuses have been populated. If user is working from the submit attendance page, the 
statuses that are blank will be red. 
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Instructor Information Center Miscellaneous Options. 
 

 

Manage Saved Alerts – Allows you to delete saved alerts. 

View Sent Alerts – Allows you to view sent messages. 

 
System Utilities- 
Click on “System Utilities”, “Work with My Reports”. Click the top box in the title bar to select all reports and then 
click “Delete Selected”. If you have reports you want to keep, individually select them and choose “Delete Selected”. 
 

 
 

Faculty Directory – Shows a list of faculty campus locations, emails, and phone numbers. 
 

 
 



 

Campus Key Registration 
A Quick Reference 

Easy Steps to Registering Your Students 
 

CHANGE MAJOR (Advisor Info Center>Action Mini-Menu>Change Major) 

1. Choose the correct catalog. It is ESSENTIAL that this is correct! This will drive the student’s degree plan. 

2. Make sure the student’s program of study is correct. Program-UND Option-NCA for all non-degree seeking students. 
Advisors can change this pathway/program if the student’s program has changed. 

3. Select a Transfer Option if such applies to the student’s program pathway. 

4. Choose the enrollment intent. Students you advise will be either Degree Seeking or Non-Degree-Seeking. 
For Program-UND Option-NCA this option must be Non-Degree-Seeking. 

5. Choose a minor if the student is a General College student who is waiting for acceptance into a specific program. That 
program will be the student’s minor. 

6. Ensure the advisor is correct. Enter the advisor by the advisor code or by typing in the last name of the advisor for the 
specified program and using the dropdown box. You may choose the option to Auto-Assign an advisor if you are unsure 
of the advisors for the particular program. 

7. Select Update. This is all you need to edit on this page. 

ADVISOR INFO CENTER (Inquiry>Info Centers>Advisor Info Center) 

1. Find the student in your advisee list. If the student is not your advisee choose the tab Add Non-Advisee. Enter the 
student’s ID or enter by name and choose from the dropdown box and this will add the student to your advisee list. 

***Use the mini menu to the left of the student’s name and access the student’s Degree Plan. Review this Degree Plan to 
make sure that the student is aware of what is required in the particular program. From these requirements you will need 
to arrange a schedule with the student that is within this plan before returning to your advisee list and continuing with the 
registration process.*** 

2. Click the mini-menu to the left of the student’s name and choose Registration. Click Go on the next page. 

3. Enter the course at the bottom by choosing Select Course (or directly by entering the department code, course number, 
section number, and click Add Course—if you use this option to add courses, skip to step 6). 

4. Choose the search criteria for the course you are looking for and Submit. 

5. View the list of courses and select Add to the left of the course you would like to add to the schedule. 

6. Repeat for all courses. 

7. Choose Continue at the bottom of the student information page below the schedule when you are finished. 

8. Print the schedule and give it to the student. 

***From the mini menu to the left of the student’s name an instructor can Update Authorization to allow or disallow a 
student to register themselves online for a specific term. ***Advisors can make any changes to the schedule at any time 
prior to the end of the drop/add period. The process is repeated to add any new courses. After the drop/add period all 
changes have to be made through the Registrar. 

 



 

Campus Key Instructor 
A Quick Reference 

 
INSTRUCTOR INFO CENTER (Inquiry>Info Centers>Instructor Info Center) Highlight 

the course you want to work with and Choose Course Administration: 

To Create Student Alerts: 

Choose Create Student Alerts. You can select individual students or choose Select All to choose all students. 
Click Submit Selected, enter the description of the alert and then the message to be sent. Select Send Emails 
and click Continue. This will email all students selected with your custom alert message. 

To Cut Out Students or View Students Who Have Been Cut Out: 

Choose Cut-Outs. This will display the roll of students in the course. To cut a student out of the course, choose 
Cut Out to the left of the student’s ID number and name. 

This also shows the student’s current grade, last date of attendance, date exited the class, and status. Last date 
of attendance may be edited. 

To Display the Daily Course Schedule: 

Choose Course Schedule Inquiry. This displays the course schedule for each day of the week. 

To Enter Grades: 

Choose Record Final Grades (or Record Mid-Term Grades if at mid-term). Remember to use the correct 
option!!! A course roll will be displayed with an individual box for each student’s grade to be entered. 

To Enter Attendance: 

Choose Record Attendance. The class meeting dates will appear in calendar form. For the day you would like 
to record choose the green box. Choose the Autofill option. This will mark everyone P—present for that day. 
Individually mark those absent with an A and those tardy with a T. Other options are O for an official absence 
and CO for cut-out. If the class didn’t meet choose Did Not Meet from the dropdown box and choose the 
Autofill option. The code for didn’t meet is X. 

Once attendance is recorded, the box will change to gold. The attendance can be edited at any time prior to 
submission for audit. 

Do not choose the Submit Attendance option at any time prior to being notified to do so. 
 
 

Miscellaneous Options has two menu options: 
 

Manage Saved Alerts – view alerts that you may have saved to be repeated. 
View Sent Alerts – view all alerts that have been previously sent. 

 
 

Any reports that are generated can be cleared by choosing from the main menu System Utilities>Work With My 
Reports. Reports are cleared by selecting the box at the left of the report title and choosing Delete Selected. 
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