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FACULTY -- ‘MYHAVEN’ 

 
 
There is an automatic logout from the system.  After 20 minutes of inactivity, the system will log you out.    
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FACULTY TAB 

 

 

This page is displayed upon login.  It contains general information about the portal.   
 
Not all features, i.e. Campus Announcements and Events Calendar, contained on this page will be available for use upon initial implementation. 
 
From this page, choose the “Faculty” tab near the top of the page.  This is where you will find information needed for student advising. 
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This area of the screen contains the portlets, i.e., applications or functional areas.  When you select a portlet’s title, the portlet will fill this area of the screen.  To revert 
to multiple portlets in this area, click on the grouping header in the sidebar. 

Breadcrumbs – use this information to return to previous pages.  Do not use the browser’s back button. 

Sidebar – the information listed on the side of the page is a portlet on the page 

Choose “All” for Advisee Status and enter the student’s ID if known to look up information on an individual student. 
 ID is the fastest retrieval method. 
 Using the correct spelling of the first and last name is the second fastest method to retrieve a student’s name. 
Always read the screen. 

Course Overrides ----- Override section capacity, prerequisites and section requirements – department chair and designated back-up only 
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Course Section Tasks is a portlet.  By selecting Course Section Tasks, this function takes the entire right-hand side of the page. 

  Course Details 
Class List 
Grade Entry 
Textbooks 

This drop-down box lists each 
of the functions below. 
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SAMPLE ADVISEE ROSTER – Currently Registered (FA 2011) 

 

 

Exporting to Excel 
Sorting:  There may be some rows with merged cells in the excel document.  Simply remove those rows or exclude them when sorting.  If you don’t, you 
will get a message that the sort cannot be performed due to merged cells.  Other possibilities:  delete the first line which is simply a report header.  Select 
the whole document and unmerge.  You may also want to use the “center and merge” button available in excel. 

If you want to see the gridlines, be sure to choose “view gridlines” in excel.  For Office 2010, select the ‘View’ tab and put a checkmark in the Gridlines box. 
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Note:  There are two tabs for the student – Academic Details and Biographical Details  

Academic History = Exams/Test Scores 

Course History-similar to academic record, transcript 
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CROSS-REFERENCE WITH CURRENT ADVISING INFORMATION
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STUDENT ADVISING-Current myHaven 

Select Student 
Faculty > Advisor Information > Advisee Roster 
 

Academic Record 
Faculty > Advisor Information > Advisee Roster > Select the advisee > Under the ‘Tools and Information’ section, 
then ‘Academic Records’ subsection > Course History OR Unofficial Transcript 
 

Biographical 
Faculty > Advisor Information > Advisee Roster > Select the advisee > Biographical Details 
 

Degree Audit 

Faculty > Advisor Information > Advisee roster > Select the advisee > Under the ‘Tools and Information’ section, 
then ‘Advising’ subsection > Course Needs OR Degree Audit 
 
Note:  Course Needs provides better information than the Degree Audit.  Course Needs give the number of credit 
hours and the list of courses not yet met.  Degree Audit does not give the number of credit hours to complete and it 
gives the unmet courses in paragraph form rather than in the list. 
 

GPA Projection 
Faculty > Advisor Information > Advisee Roster > Select the advisee > Under the ‘Tools and Information’ section, 
then ‘Academic Records’ subsection  > GPA Projection 
 

Grades 
Faculty > Advisor Information > Advisee Roster > Select the advisee > Under the ‘Tools and Information’ section, 
then ‘Academic Records’ subsection > Grade Report OR Course History OR Unofficial Transcript 
 

Registration Clearance 

Faculty > Advisor Information > Advisee Roster > Advisee Status > Not Yet Registered > choose the correct term (the 
term for which the students are not yet registered) > there will be a registration clearance column with a “Grant” 
button if the student has not yet been cleared; if the student has already been cleared but hasn’t registered yet, 
there will be a “Remove” button. 
 

Advisee Registration 
Faculty > Advisor Information > Advisee Roster > Select the advisee > Under the ‘Tools and Information’ section, 
then ‘Registration’ subsection > Add/Drop Courses 
 

Student Schedule 
Faculty > Advisor Information > Advisee Roster > Select the advisee > Under the ‘Tools and Information’ section, 
then ‘Registration’ subsection > Student Schedule 
 

Transfer Evaluation 
Faculty > Advisor Information > Advisee Roster > Select the advisee > Under the ‘Tools and Information’ section, 
then ‘Academic Records’ subsection > Unofficial Transcript 
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Graduation Audit 
The degree audit will be used for this purpose.  It provides information about what is complete and what is 
incomplete. 
 

Gen Ed Overlays 
Reporting capability in progress 
 

View a Student’s Registration Time Faculty > Advisor Information > Advisee Registration Times 
 

 

 

FACULTY INFORMATION-
Current 

myHaven 

Biographical 
To the right of your login, choose ‘Personal Info’ 
 

Class Lists 
Faculty > Faculty Information > Course Section Tasks > Select the course and section > then in the drop-down box 
under ‘Go Directly To’ > choose Class List 
 

Schedule of Classes 
Faculty > Advisor Information >  Course Schedules > Course Search 
 

Facility Schedule 
Faculty > Faculty Information > Facility Schedules 
 

Faculty Schedule 
Faculty > Faculty Information > in the Coruse Section Tasks portlet > View My Faculty Schedule 
 

Grade Entry 

Faculty > Faculty Information > Course Section Tasks > Select the course and section > then in the drop-down box 
under ‘Go Directly To’ > choose Grade Entry   
OR   
Faculty > Faculty Information > Grade Entry 
 

Textbook Entry 
Faculty > Faculty Information > Course Section Tasks > Select the course and section > then in the drop-down box 
under ‘Go Directly To’ > choose Textbooks 
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Other Information 

“Change is never easy for some.” – This is a quote from a faculty member who previewed this system prior to roll-out.  I believe 
some of us can relate to it, but we also realize that we live in an ever-changing world and need to make changes on a regular basis. 
 
Academic History – This provides exam/test scores, not all course work taken by the student. 
 
Browser’s back button – Do not use the web browser’s back button.  Use the breadcrumbs or the sidebar or the back button that is 
provided on selecte applications. 
 
Calendars – You are free to use ‘My Calendar’ under the ‘My Pages’ tab.  It does not import/export into Outlook.  Other calendars 
are not yet configured for use. 
 
Changes are still being made to myHaven.  What you see one day may be slightly different the next. 
 
Current advising system will no longer be available as of February 1, 2012. 
 
Degree Audit format – This degree audit is different from the curent advising system’s degree audit.  However, it does provide the 
same information such as courses needed and courses completed.   Suggest using Course Needs instead of Degree Audit. 
 
Events – Not yet configured for use 
 
ID Pictures – coming soon 
 
Overlays – reporting capability in progress for faculty; students can obtain this information in their portal 
 
Override, what is this?  Override is for department chairs and their designated back-ups to override section capacity, section 
restrictions/requirements, and course requisites.   
 
Portlet = Application 
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Set Options is not the same as Set Options on the current advising system.  Currently, that is used to set the session and year.  On 
myHaven, set options may be available for each portlet and is specific to that portlet’s set-up for you as the user, i.e. on the advisee 
roster portlet, set options allows you to set the number of advisee names that are listed on a single page. 
Setting the session and year – Set Options on each portlet/application is not used to set the session and year.  When a session and 
year are required, there will be a drop-down box on that application to make a selection. 
 
Speed of the system – Yes, we realize the system is slow at times.  This is being investigated and the reason you still have access to 
the current advising system. 
 
Transfer Credit Evaluation – Use the unofficial transcript.  This list of transfer courses provides details such as where the course 
transferred from, the other college’s course number and title, and LHU’s equivalency. 
 
 


