
   

       

 
 
 
 

NATIONAL UNIVERSITY 
ADJUNCT FACULTY  

GUIDE 
 

 

 



National University Adjunct Faculty Self-Service Guide 

  2 
  

Logging on to SOAR  
SOAR is the name National University has adopted for its web portal system.  
You will sign on using your nine-digit National University ID and your MIS seven-
digit ID preceded by two zeros (ex: 001234567). Your password, which will be in 
all capital letters, will be the first two letters of your first name, the first two letters 
of your last name, and the last four digits of your National University employee ID 
in that order. (Ex: John Doe’s password would be JODO4567.) You will be 
required to change your password the first time you log on.  
 
Your user ID is important because it is a unique identifier that is attached to 
each transaction you perform in the system. 

Use the following steps to log on to SOAR. 

To log on to SOAR: 
1. Launch Internet Explorer (IE). 

2. Sign on to the National University homepage at www.nu.edu. 

3. Click on the Login link at the top of the page. 

 

4. Under the For Faculty section, click on the New! SOAR Faculty 
Portal link. 

 

 

 

 

 

 If you do 
not remember your 
password, call the 
Help Desk at 866-
682-2237 x2647. 

 Do not create a shortcut on your desktop to this URL as the location and 
path may change. Please use the login link on the National University home 
page.  
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The following page will appear. 

   
 

5. Enter your User ID and Password.  

• Adjunct Faculty: Your User ID will be your nine-digit faculty ID 
(former seven-digit ID preceded by two zeros, ex: 001234567). Your 
initial password will be the first two letters of your first name, followed 
by the first two letters of your last name, followed by the last four digits 
of your National University ID (ex: John Smith would be JOSM4567), 
all letters capitalized. Once logged in, you may change your 
password.  

• Fulltime and Associate Faculty: Use your regular SOAR User ID 
and password. 

6. Click  and the SOAR home page will appear. 

 

 

 For security 
purposes, SOAR 
automatically logs you 
off after 20 minutes of 
inactivity, without an 
option to save.  
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SOAR Home Page 
This is the SOAR home page: 

 

You can always return to the home page by clicking the PortalHome link, found on the navigation 
header at the top of each page. 

 

Signing out of SOAR 
Do not use the close button on Internet Explorer  to exit SOAR. Always use the SOAR Sign Out 
button, found on the navigation header at the top of each page. 

 

 

 

 

 

 

http://cporweb1.nu.edu:8070/psp/poridp/EMPLOYEE/EMPL/h/?tab=NU_INSTR_PAGE
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Problems Logging on to SOAR 
If you are having trouble accessing the SOAR sign on page, go to Tools on your toolbar, click on 
Internet Options, and clear your cache by clicking the “Delete Cookies” button.  

 

 
 

Also, clear your Internet files including offline content. 
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Navigating in SOAR 

 Even though you use the web browser to access SOAR, NEVER use the  browser 
button to move from page to page. Instead, use the menu links, buttons, and other features in 
SOAR to navigate the system. 

 

You can access a variety of pages in SOAR by clicking on the menu links under Personal Portfolio 
and Learning Management. 

 

SOAR Lookup Feature 
Whenever you see the magnifying glass icon , you may click it to view a list of lookup options. 
For a more specific search, enter a partial word or alphanumeric string correlating to what you want 
to look up. For example, if the subject area you want to look up begins with a “T”, enter T into the 
field and click the  icon. A list of subjects that begins with the letter T will appear as a result. To 
view the complete list of subjects available, leave the field blank and then click on the  icon.  

 
Some searches may yield too many results to display on one page. If this happens, select the View 
All link or click on the  icon or the Last link to view the remaining records. 
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Changing Your Password 
Though you are not required to change your SOAR password, the IT department highly 
recommends that you do so. To change your password: 

1. Click on the Password and Personalization link under the Personal Portfolio menu. 

 
 

2. Next, click on the Change Password link and enter the information as requested. 
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View My Class Schedule 
View My Class Schedule provides instructors with information on all of their current and future 
scheduled classes. 

 
 

SOAR will display the information for the next class the instructor is scheduled to teach. 
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To view a list of all the months in which the instructor has taught or is scheduled to teach, click on the 
select a different term link. Then click on the month for which you want the information displayed. 
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View My Weekly Schedule 
View My Weekly Schedule provides instructors with information on the days and times they are 
scheduled to teach each week. 

 
 

Change the fields to review other weeks and/or times. 
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Access Class Rosters 
The Access Class Rosters screen provides instructors with a current class roster for the classes 
they are scheduled to teach. 

 
 

A list of terms in which the faculty member has taught or is scheduled to teach will be displayed. Click 
on a term to view the class roster. Each student’s name and ID number (blocked here for privacy 
purposes) will be displayed. You may also change the enrollment status line to view wait-listed or 
dropped students. (National University is not currently using the wait-listed feature.) 

 

 
 

Note: 
The “Graded” descriptor under Short Description indicates that the student is classified to be graded 
for this class (vs. audit or pass/fail). It does not indicate that a grade has been assigned. 
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Student Contact Information 
If students have provided contact information to National University, it will be accessible to you via 
the Class Roster page on the Contact Data Tab. 

 
 

Columns may include the following contact information:  

• Home phone 

• Work phone 

• E-mail address 
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Record Grades 
Record Grades allows an instructor to record class grades via the Internet. 

 
 
A list of terms in which the instructor has taught or is scheduled to teach will be displayed. Click on the 
month and then the class for which you want to enter grades. 

 

 
 

The grade roster will appear enabling you to enter final class grades in the Grade Input column. 
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After entering the grades, change Approval Status from “Not Reviewed” to “Approve”. Once the grades 
have been accepted by the system, the Grade Input column will disappear and the grades you entered 
will appear in the Official Grade column. 
 
Please Note: 
You will be able to change grades once you change the Approval Status to “Ready for Review”. The 
grades will not be accepted until you have awarded every student in the class a grade. 

 

 
 

Notes about Grade Input 
When opting to select a grade from the Grade Input Description table, you may notice a few new 
options. Some are not used by National University (we are working on removing these) and others 
are used only for certain classes or under certain circumstances. Please note the following: 

GRADE DESCRIPTION   
I Incomplete See directions below on how to enter an Incomplete grade online.  

IP In Progress 
IP replaces the "K" grade for project classes where the allowable 
timeline exceeds the class-end date on the schedule. 

IX 
Incomplete 
Extension 

IX should only be used by the Grades Department (ext. x8261) if a 
student needs to extend his/her original Incomplete.  

NC No Credit NC is not used by National University. 
S Satisfactory S is used for Pass/Fail classes, such as student teaching. 
U Unsatisfactory U is used for Pass/Fail classes, such as student teaching. 

W Withdrawal 
W should not be entered by an instructor. Students must contact 
their advisor to officially withdraw from the class by the third week. 
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Fax Your Grades 
If you prefer to submit your grades via fax, send them to 858-642-8718 (or ext. 8718 from any 
National University fax machine).  

Entering Incomplete Grades 
A grade of Incomplete is allowed under certain circumstances as outlined in the current National 
University General Catalog.  

1. Put an “I” on the grade roster under Grade Input. 

 
2. Then click on the Note hyperlink. 

 

 
 

3. Use INC for the Note ID field and then enter the required student criteria to clear the 
incomplete.  (This note will only print on the unofficial transcript.) 

4. Click OK. 

5. Continue to enter the remaining grades. 
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ONCE GRADES HAVE BEEN ENTERED IN THE OFFICIAL GRADE 
COLUMN, DO NOT CHANGE THEM ON THE WEB PAGE. YOU WILL 
NEED TO SUBMIT A “CHANGE OF GRADE” FORM TO THE 
GRADES DEPARTMENT IN THE REGISTRAR’S OFFICE. 
 
Copies of this form will be available from the Grades Department in 
Torrey Pines North or from authorized staff at your campus.    
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View Course Catalog 
The View Course Catalog screen provides instructors with information about individual courses 
taught at National University.  
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View Schedule of Classes 
The View Schedule of Classes screen provides instructors with information about scheduled 
classes by term. This search can be sorted by several criteria shown on the Advanced Class 
Search screenshot below. 

 
 

Notes  

1. To view closed (enrollment full) and open classes, you need to uncheck the “Open Classes 
Only” box. 
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2. If you want to search all learning centers, including off-sites in a given location, only enter 
search criteria for Campus. If you want class information for a specific building, enter search 
criteria for Campus and Location. 

 

The search results will display the following class information for each match: 

 
More detailed information is available by clicking on the detail button  to the right of the entry. 
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