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The PASS computer system is owned by Syracuse University. It may be accessed and
used only by persons who have been authorized by Syracuse University. Any access or
use by an unauthorized person, and any access or use by an authorized person exceeding
his/her authorization including, but not limited to, unauthorized copying, reproduction, or
duplication, are prohibited. Any prohibited access or use of this computer system may be
a violation of the New York State Penal Law, and violators of the Law may be prose-
cuted.

Within the meaning of the federal Family Educational Rights and Privacy Act as
amended ("FERPA"), information contained in PASS includes confidential education re-
cord information about students enrolled at or receiving services from your school. By
accessing this information, you agree to utilize it solely for legitimate educational pur-
poses, and that you will not re-disclose the information without the prior consent of the
students to whom it pertains.
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Login

< TOA https://pass.supa.syr.edu/administrators ~ -~ [Cl- Q

Getting Started Mail :: Inbox Latest Headlines SUPA - Academic Cal... Windows Live Hotmail

SUPA Home | Administrator Home |

Need Assistance el
Welcome, Login below to access PASS
(315) 443-2404 |

This portal is for

USERNAME
ONLY.
B 1
Please login using your username and password.
About SSL Certificates PASSWORD
PASS will give you access to 2

- Class lists for all SU courses offered
- Student information who have registered for the SU course -
Login as Administrator | 5

B | oot iogin o eass <
1 Go to https://pass.supa.syr.edu/administrators
2 Enter your username. (If you do not remember your username or password, see
Note A below.)

3 Enter your password. For first time users, your password is in the letter you received.
Once you have successfully logged in, you should change your password.

4 Click Login as Administrator.

A If you have forgotten your username or password please click on "I cannot login to
PASS" and follow the instructions.

B If you have any problems or questions, click "Chat" for live assistance Monday through
Friday, 8:30 am to 5:00 pm. The "Chat" link is found on all pages in this system.
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SUPA Home | Administrator Home | Logged in as Mr (Logout)
. 2 3
Need Assistance Hoime A
(315) 443-2404 | (& 5

IMPORTANT NOTICES

+ Reported classlist for MAT 222 as

Accurate
Login Reported classlist for ECS 100 as
1 iewing your class information from past semesters, all the ":cwram :
..ay back till Spring 06. Just click on 'Course Sections' to get ¥ i‘igu;fi classlist for MAT 295 as
Course Sections started. ceae
- 'IMPORTANT NOTICES' that will highlight things that need
your immediate attention, you can click on links to get to them 4
directly.
ko - Javascript enabled pages, so that the pages feel more
responsive.
. - 'Chat’ : talk live to a SUPA Staff member for immediate
o assistance (available during normal business hours).
@ - Send us your feedback.
1 The section you are currently viewing is designated by an orange background in the
menu on the left.
2 Once you have logged in you will see your name.
3 You can click Logout to exit the system at any time.
4 In the main part of the window you will see a summary of new functions and features.
5 In the Important Notices you will see important reminders regarding SU classes at

your school. Please note deadlines!

When you first login to the PASS system, you will be at the School Administrators
Home page.
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Course Sections - Application List

< d (¢ a https://pass.supa.syr.edu/administrators Cl

WA Y
s e

SUPA Home | Administrator Home l Logged in as Mr (Logout)

Need Assistance Courses

(315) 443-2404 |

Year Semester Course RefNo Section Instructor

Home 1
2 Application List = Class List Class Schedule
oo s s Application List for MAT 222, 39741:011
Student Applied On App Status Application Status Legend
L ' = o
5. P
E -_ Print applications for entire class
z B As PDF 25 4
8. %
.| -
1 Click on a class to open the associated Student Application List.

2 Click on the Application List tab to view the names of students who applied for SU credit.

You will see a listing of the students sorted by last name and the date when each student
completed his or her online application for Syracuse University credit. In the App Status

3 column you will see each students' application status, also designated by the color coded
numbers to the left of each student name. The color indicates his/her registration
application status. Use the Application Status Legend to view each student's status.

You can export the Application List by class as an Adobe PDF by clicking the
appropriate icon.
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Course Sections - Class List

https://pass.supa.syr.edu/administrators
B SUPA Home | Administrator Home | Logged in as Mr (Logout)
Need Assistance Courses
(315) 443-2404 |
A
Year Semester Course RefNo Section Instructor
1
Application List Class List [ 2 dule
sssssssssssssssssss Class List for MAT 222, 39741:011
Student SuUID Status Class verification history
5
Export class list
3 ,,,;,:,,,_@ As PDF &= 4

1 Click on a class to open the associated Class List.

2 Under the Class List tab the student list appears for the chosen class.

You will see a listing of the students sorted by last name and their status.
ADD = student is officially registered for Syracuse University credit.

3 DROP = Student has submitted a request to drop the course for SU credit.
WD = The student has completed official documentation to withdraw from the class.
If a student requests a drop, please be sure they complete the process to drop the
class with Syracuse University (see note B below).

You can export a class list as an Excel spreadsheet or an Adobe PDF by clicking the
appropriate icon.

Each SUPA instructor is required to verify the accuracy of their class list as these
5 students are registered with SU and will receive an SU transcript. Class verification
history indicates whether the Class List has been verified by the instructor.

A View classes from past semesters.

B Go to the SUPA Home page for Drop and Withdrawal forms.
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Course Sections - Schedules

Courses
L)y (& () | https://pass.supa.syr.edu/administrators Q
SUPA Home | Administrator Home | Logged in as Mr Lampert (Logout)
Need Assistance Courses
(315) 443-2404 | (54 ,
red, t llowing SU classes have C aught ol f r C
vm alls
Cl here u o m
Login Year Semester Course RefNo Section Instructor
Ho 1

Ms Rounds, Carin

Logout Application List | | Class List | Class Schedule 2

Class Schedule for MAT 222, 39741:011

About SSL Certificates Please enter the class times and clic

e on 'Save Schedule'. This information will appear
as is during online registration

to help your students select the correct section.

Period 4, 10:25-11:06
Class Time 3

Period 3, 9:41-10:22
Period 8, 1:13-1:54

Free Period 4

School Holidays

0 Rotating schedule. If its a block schedule, please enter the class times and fax
a copy of the schedule to our office at (315) 443-1626.

1 Click on a class to open the associated Class List.
Under the Class Schedule tab you should see the associated class time and period for
the selected class.

3

The Class Time block should contain the time and period entered by the instructor.

The Free Period block indicates when the teacher is free. Project Advance staff will plan

to contact or meet with the instructor at those times.
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Students

c L https://pass.supa.syr.edu/administrators Gl

SUPA Home | Administrator Home | Logged in as Mr (Logout)
Need Assistance Students
(315) 443-2404 |
g 3 2 student Su ID
1 ;‘,,L,QT;; i 12 . Cody I
€ 2€C11 = £ L Urew = — Year Sem Course RefNo Section Status Instructor
a _Brittan - 4
o 2 6. Bt vnne )
A 9 hryn
1 This section is the Students page. In this section you can view course registration
information for an individual student.
2 In the middle of the page you can see the list of students who have registered for SU

classes at your school.

3 Click the excel icon to download the list of students.

4 Clicking a particular student's name reveals the classes the student is registered for.
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Manage Password

ane Pacswaord

< 3 (¢ https://pass.supa.syr.edu/administrators Cl-

SUPA Home ] Administrator Home | Logged in as Mr (L 3]

Need Assistance Manage Password

(315) 443-2404 |

A
bold
1 >tudents Old Password
New Password 2
Logout Verify New Password
Update 3
1 This section is the Manage Password page.

5 To change your password, confirm your old password and enter a new password. You
are asked to verify your new password by typing it in a second time.

3 Click Update.

Please note that your password is case sensitive. If you must write your
A password down please keep it in a secure location. You are responsible for
safeguarding your password.
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Logout

Login

lome

Students

5%, )
|— SUPA Home | Administrator Home |

Need Assistance

(315) 443-2404 |

About SSL Certificates

< ) (& f https:/pass.supa.syr.edu/administrators

You have been successfully logged out. If you logged out by mistake, log:

1 here.

1 You can click Logout from any page.

After you logout, you will see the screen shown on the right above. If you need to log

back in, click Login.

Please remember that this is secure information so it is important that you logout

when finished viewing information.
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