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Log In  
Access the portal by going to http://www.lindenwood.edu and clicking the Portals 
link. The site is accessible from either on or off campus.  
 

 
 

 
 
 
 
 
 
 
 
 

http://www.lindenwood.edu/
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Step by Step: Log In 
1. Enter your User Name, which is your network login: example kbrickler 
2. The Password is your network password, which is the same password 

used to log in into your email account from off campus.  
3. Click Login or press Enter 
4. You will receive a notification about the Family Educational Rights and 

Privacy Act (FERPA). Click Accept. 
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This screen is referred to as the portal home page. Any posted announcements 
will be viewable from this screen. 
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Change Term 
Click on the word Change in the upper left corner of the screen. Click on the 
desired term. The term dates follow the calendar and not the academic year. For 
example, to view the fall semester for the 08-09 academic year select  
FA SEM 08. 
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Log Out 
Click on Log Out to end the portal session 

 

 

 

It is imperative that after you log out of the session you close the browser used 
to access the faculty & staff portal. This will prevent anyone from having 
unauthorized access to your information.  
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My Students 
This option allows you to view the transcript or schedule for any students 
assigned to you as an advisor and any student registered for one of your 
courses. 
 

 
 
The screen will default to your advisee list. Use the drop down menu to select 
one of your courses. If you teach another course in a different term you will have 
to change the term in order to view the course although the advisee list will be 
viewable from both terms. 
 
Step by Step: View Transcript 

1. Chose the word Select next to the name of the student you would like 
to work with. If you choose the student name you will only see contact 
information. 

2. Click Transcript 
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To view the schedule from this screen click on Student Options then Schedule 
 

 
 
 
To view either mid term or final grades click on Student Options then Student 
Grades. Select the type of grade to view. 
 

 
 
 
To select a different student click on My Students. The screen will default back 
to the Advisee Listing so if working with students from a class the course will 
need to be selected again. 
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Creating Excel Listing of Students in Course 
There may be a need to have a listing of students from a course in an excel 
listing in order to add additional information (example grade record keeping) 
 
Step by Step: Excel Roster 

1. Click the óDownload to Excelô link in the upper right corner of the screen. 
2. Click óOpenô. 
3. The document will open in Excel. 
4. There are several ways to manipulate the data to eliminate the 

unnecessary information. 
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My Schedule 
 
Clicking on this option will allow you to see your deployment for the term 
selected. Please note that if you do not see all of your courses listed you may 
need to select another term. Below is an example of what the schedule looks 
like. 
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Room Availability 
Lindenwood uses Astra schedule to provide room availability information.  
Clicking the óRoom Availabilityô link will launch a new window and the browser 
will be directed to the Lindenwood Astra Schedule portal.  

 
1.  Click the óRoom Availabilityô link in faculty & staff portal. 

 
 

 

2.  Click the óCalendarsô tab. 
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3.  Click the óGridô icon. 

 
 

 

4.  Click the óCalendarô icon. 

 
 

 

 

 

 

 


