[image: ]Getting Started in myWSU

 What is myWSU? 	
[image: ]myWSU is WSU’s portal, single point of entry to web based services at Wichita State. 
To login, go to http://www.wichita.edu click Quick Links, select myWSU

In the myWSU Login
· Enter your myWSU ID and password.
· [image: ]Click the Login button.

The Faculty/Staff tab houses a variety of options for WSU faculty and staff.  For example:
· Employee Dashboard: All Employees: View benefits, leave balances, pay stubs, exempt employee Leave Reports and more
· myTraining: Sign up for trainings available to WSU Employees.
· myPerformance:  Complete staff performance evaluations.
· Outlook Web Mail: View WSU email online

Access Email Online
Go to mail.wichita.edu or click on Outlook Web Apps Mail in the Employee Toolbox channel in myWSU.
Domain: enter ad\(your mywsuID): e.g. ad\A123Z987.
Password: your established password.
Private Computer: uncheck this box if you are using a public computer.
[image: ]
  To Change your Password 	
[image: ]Go to http://mywsu.wichita.edu:
1. Select Manage your password
2. Enter your myWSU ID and current password. Click Submit.
· Forgot Password? Leave the password box blank. 
· Click Forgot/Setup Password, Complete information requested.
3. Enter New Password 
4. Click Change Password. 
(DO NOT check the lock my password account box.)
5. You will receive a message that your password was changed. Click “Close Window”.
6. Exit Manage your Password.

Password Tips
· cannot be reused or shared and must include upper and lower case letters, a number, or a special character
· expires every 180 days. You will receive an email 10 days prior to the date your password expires reminding you to change it.
· On mobile devices, you will need to re-enter your password on accounts that use your myWSU ID with your new password, for example: WSU email & WSU Secure wifi.
· IT Security Awareness (ITSA) must be current before changing your password.


Having problems accessing myWSU or password management? 
HELP is just a phone call away. Contact the Technology Help Desk at (316) 978-HELP, option 1, or helpdesk@wichita.edu 

	Technology Help Desk  Located in Jabara Hall, room 120
316-978-HELP, Option 1 or email: helpdesk@wichita.edu
Website:  http://wichita.edu/helpdesk  
Check website for details and hours.

ITS Applications Training
	Contact Information:  316-978-5800
	Email:  training@wichita.edu 




Microsoft Office 365: for Home Use


[bookmark: _Toc517966679][bookmark: Access]About Office 365
Office 365 for WSU Faculty and Staff can be downloaded onto personal devices. For WSU owned devices, contact the Help Desk at 978 4357, option 1, for assistance.  

Microsoft Office 365 contains:
· Excel
· Word
· PowerPoint
· OneNote
· OneDrive storage
· And more!

Up to five (5) installations of Office 365 are allowed on PCs, Macs, tablets or smart phones. WSU does not recommend storing FERPA protected information on OneDrive.

[bookmark: _Toc517966680]How to Access Office 365 Online
[image: ]To access Office 365:
1. Go to o365.wichita.edu
2. Log in:
· Username: your myWSUID@wichita.edu (e.g. A123Z987@wichita.edu)
· Your myWSU ID Password

[image: ]At the top of the screen,  note the ability to access various Microsoft Applications online, without downloading them. These can be accessed under “Apps” at the top of the screen, or by selecting the launcher grid in the upper left.
3. [image: ]To download desktop applications, select Install Office Apps in the upper right, and select the first option with the down arrow.
4. Users may be asked to enter login credentials again upon installation.
5. At any point, check the number of active installations by clicking on your initials in upper right and selecting My Account. 
· A total of five (5) installations of Office 365 are allowed on PCs, Macs, tablets or smart phones.

[bookmark: _Toc517966681][bookmark: _Toc517962631][bookmark: Questions]myWSU
[bookmark: _GoBack][image: ]Users may also access the 365 subscription by logging in to myWSU and selecting the Office 365 icon in the upper right.
image2.png
Qsearc

LEARN MORE ABOUT APPLIED LEARNING AT WIGHITA STATE





image3.png
Usermame: | J

Password

Students: view classes, financial aid, grades
Faculty/Advisors: teaching and advising info
Faculty/Staff: finance and employee info
Manage your password





image4.png
@ Outlook





image5.png
WICHITA STATE
UNIVERSITY

WSU Account and Password

‘Youmustiog i o crange your password. ik “ForgotSeup Passiore” youhave|
forgoten your passucrc ot se up your passvcrd o te st me.
This e verks bestIn Ecge, Crvame o Frelo.

mywsyID:

Password:





image6.png
WICHITA STATE
i UNIVERSITY

Welcome:
Search wichita.edu =]
- = = -
m
& 6 M ) @ 8
Siufmail Onestop Bboard AtoZ Granis Emphelp Help  Logout

[] Employee Toolbox [ Employee Self-Service Click folder to see ALL services
Technology Help Desk ~ ~
Help Desk (DBanner self-ser

ishing Emai
Service Request Form

VPN Download

WSU Wireless Network Access

yee email)
Must be on campus or use

VPN)

Tools
Chronicle of Higher Education

macu ange Of Grade Request

JAMF Enrollment (Mac OS and i0S devices only)

mirools

Pinnacle (Telecommunications Billing)
Service Catalog and Requests
Student Concern Resolution Guide
Student Early Alert System

WSU Strategic Planning

WSU Today

University Budget v

[ Employee Training, Resources & Professional

Development
(OF & I—

employees

Materials

Employees: Instructor Led, Online &

ﬁ EmpHelp View employee demos, guides & links.

CITI Program
= CITIProaram Instruction Guiide 9
- Quick L
Administrative Applications ~
Banner

CollegeNet (Grad School Applications)
CourseLeaf (WSU Catalog Editors/Approvers)
CourseLeaf Instruction Guide

Reporting Services

Web Department Deposit

WSU Ready - Business Continuity

Software
ArcGIS Request
EndNote (Download)
Software Downloads for Home Use
PaperCut

Qualtrics (New accounts must contact Charles Burdsal)
Read&write
WebNow

Data Warehouse
Warehouse Extractor
ODS Extractor

WSU Reporting

[ Employee Required Training

m-m for all WU employees to be
very 3 years.

Your FERPA online training expires on

=
days.

Your IT Security Awareness (ITSA) training expires on

s o
oonce every 365 days.

You have not completed the Annual Conflict of Interest
form. Please do so promptly.

view and update YOUR
personal information

Or use the direct links for quick access to key information:

Paystubs

Leave Balances

Direct Deposit Information

Eederal Tax Withholding

Address / Email / Phone / Emergency Contacts
Campus Contact Information

Total Compensation Statement

‘GUIDE for Employee Dashboard
Leave Reports and Web Time Entry Guides

State of Kansas Employee Self.Service Resources

WSU Pay Schedule
State of Kansas Emplovee Self-Senice v

Mouse over the box below to view your SHaRP ID (State of
Kansas Employee ID).

Personnel Action Notices

Preferences
Employee Type of Change Effective Date Action

Create New PAE

Financial Advisor

[ Effort Certification

How to Certify or Review Effort

Effort Certification Login

Employees with grant funded positions are required to
complete effort certification. The Principal Investigator then
reviews (approves) the employee’s effort certification.

[ Travel and Expense Management (TEM) Links
Travel & Expense Management (TEM) Login
Banner Workflow Login - Review and Approve Travel Documents

Travel How to Guides and Tips

Approval Alerts

You have no documents pending approval

[ Employee Review

Al USS and non-teaching UP performance evaluations are to
be completed using myPerformance.

[T

WSU Employment Links
Employment Opportunities at WSU
Internal Employment Opportunities at WSU

Human Resources Tools
Human Resources Homepage
PeopleAdmin Administrative Site
Total Compensation Statement MW

© 15552015, Wishta State Unversty. Al rights resarves

Shocker Alert System | Campus Safety | University Police.

(] Forms

Academic Affairs forms

Budget Office forms

Central Services Order Online

DA-130 - Authorization for Electronic Deposit for Vendor Payment Form
Return to Accounts Payable, JH 201

Finance Forms (Banner)

Human Resources forms.

Physical Plant Work Orders

Telecommunications Service Request.

myWSU Feedback





image7.png
WICHITA STATE
i UNIVERSITY

Welcome:
Search wichita.edu =]
- = = -
m
& 6 M ) @ 8
Siufmail Onestop Bboard AtoZ Granis Emphelp Help  Logout

[] Employee Toolbox [ Employee Self-Service Click folder to see ALL services
Technology Help Desk ~ ~
Help Desk (DBanner self-ser

ishing Emai
Service Request Form

VPN Download

WSU Wireless Network Access

yee email)
Must be on campus or use

VPN)

Tools
Chronicle of Higher Education

macu ange Of Grade Request

JAMF Enrollment (Mac OS and i0S devices only)

mirools

Pinnacle (Telecommunications Billing)
Service Catalog and Requests
Student Concern Resolution Guide
Student Early Alert System

WSU Strategic Planning

WSU Today

University Budget v

[ Employee Training, Resources & Professional

Development
(OF & I—

employees

Materials

Employees: Instructor Led, Online &

ﬁ EmpHelp View employee demos, guides & links.

CITI Program
= CITIProaram Instruction Guiide 9
- Quick L
Administrative Applications ~
Banner

CollegeNet (Grad School Applications)
CourseLeaf (WSU Catalog Editors/Approvers)
CourseLeaf Instruction Guide

Reporting Services

Web Department Deposit

WSU Ready - Business Continuity

Software
ArcGIS Request
EndNote (Download)
Software Downloads for Home Use
PaperCut

Qualtrics (New accounts must contact Charles Burdsal)
Read&write
WebNow

Data Warehouse
Warehouse Extractor
ODS Extractor

WSU Reporting

[ Employee Required Training

m-m for all WU employees to be
very 3 years.

Your FERPA online training expires on

=
days.

Your IT Security Awareness (ITSA) training expires on

s o
oonce every 365 days.

You have not completed the Annual Conflict of Interest
form. Please do so promptly.

view and update YOUR
personal information

Or use the direct links for quick access to key information:

Paystubs

Leave Balances

Direct Deposit Information

Eederal Tax Withholding

Address / Email / Phone / Emergency Contacts
Campus Contact Information

Total Compensation Statement

‘GUIDE for Employee Dashboard
Leave Reports and Web Time Entry Guides

State of Kansas Employee Self.Service Resources

WSU Pay Schedule
State of Kansas Emplovee Self-Senice v

Mouse over the box below to view your SHaRP ID (State of
Kansas Employee ID).

Personnel Action Notices

Preferences
Employee Type of Change Effective Date Action

Create New PAE

Financial Advisor

[ Effort Certification

How to Certify or Review Effort

Effort Certification Login

Employees with grant funded positions are required to
complete effort certification. The Principal Investigator then
reviews (approves) the employee’s effort certification.

[ Travel and Expense Management (TEM) Links
Travel & Expense Management (TEM) Login
Banner Workflow Login - Review and Approve Travel Documents

Travel How to Guides and Tips

Approval Alerts

You have no documents pending approval

[ Employee Review

Al USS and non-teaching UP performance evaluations are to
be completed using myPerformance.

[T

WSU Employment Links
Employment Opportunities at WSU
Internal Employment Opportunities at WSU

Human Resources Tools
Human Resources Homepage
PeopleAdmin Administrative Site
Total Compensation Statement MW

© 15552015, Wishta State Unversty. Al rights resarves

Shocker Alert System | Campus Safety | University Police.

(] Forms

Academic Affairs forms

Budget Office forms

Central Services Order Online

DA-130 - Authorization for Electronic Deposit for Vendor Payment Form
Return to Accounts Payable, JH 201

Finance Forms (Banner)

Human Resources forms.

Physical Plant Work Orders

Telecommunications Service Request.

myWSU Feedback





image8.png
. o AN




image9.png
Good morning P serc

Apps ool Officespps





image10.png
O search apps, documents, people, and sites

Install Office apps

Office 2016
Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, OneNote, and more.

Notel Gther istall Gptions
—>  Install a different language, the 64-bit ver
or other apps avalable with your subscrption.





image11.png
Welcome:
\ !W'
AgrEmPel2E0 @ e e

Office365 StuEmail OneStop Bboard ~cPermits Directory AtoZ  Grants EmDHeID HeID Logout

| [ ciic rorder to coe ALL corvices |




image1.png
WICHITA STATE
NIVERSITY





