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1

2

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.

A

Login

Go to https://pass.supa.syr.edu/administrators1

3

4 Click Login as Administrator.

Page 3Project Advance Administrators Portal

https://pass.supa.syr.edu/administratorsA

B

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.



Home

1 The section you are currently viewing is designated by an orange background in the 
menu on the left.
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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!

https://pass.supa.syr.edu/administrators
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A

A
When you first login to the PASS system, you will be at the School Administrators 
Home page. 



Course Sections - Application List
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1

2

3

4

4 You can export the Application List by class as an Adobe PDF by clicking the 
appropriate icon.

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. 

3

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 
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.
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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.

3

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

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

5
Each SUPA instructor is required to verify the accuracy of their class list as these 
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.

https://pass.supa.syr.edu/administrators
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Course Sections - Class List

A View classes from past semesters.View classes from past semesters.

B View classes from past semesters.Go to the SUPA Home page for Drop and Withdrawal forms.

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

2 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.

4 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. 

https://pass.supa.syr.edu/administrators
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Course Sections - Schedules



Students
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1 This section is the Students page. In this section you can view course registration 
information for an individual student.

1

2 In the middle of the page you can see the list of students who have registered for SU 
classes at your school.

3

4

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

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

4

2



Manage Password
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1 This section is the Manage Password page.

2 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.

2

1

3

A

3 Click Update.

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



Logout
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1 You can click Logout from any page.

2 After you logout, you will see the screen shown on the right above. If you need to log 
back in, click Login.

2

1

Please remember that this is secure information so it is important that you logout 
when finished viewing information. 


