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WEB ADVISOR FOR FACULTY 
 
At the Web Advisor Faculty link you can: 
 
1. See and download your class list(s) for this and future semesters 
2. Email one, several, or all of the students in your class(s) 
3.  Enter Final Grades for students in your classes 
 
How to access Web Advisor for Faculty: 
 
Click the "WebAdvisor" Link at the top of the NSCAD Web Page (or enter URL directly: 
WWW.NSCAD.CA/WEBADVISOR ) 
 
Click on FACULTY (Below) 

 
 

 
 
 
Items you will be able to choose from: 
 

• I'm New to WebAdvisor:  Redirects you to the Options of Faculty and Employee 
• What's My User ID?: Use to retrieve your User ID  
• Class Roster:  See class lists, email students 
• Grading:  Submit Grades when grading is available 
• Search for Sections:  Search Timetable(s) 
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• My Class Roster:  View (and email to yourself) your class roster 

 
CLASS ROSTER 
 

 
 
If you are teaching more than one class or teaching class(s) in any of the posted semesters, you 
will be able to link to your class rosters here. 
 
Detail on Class Roster by clicking on the Section Name. 
 

 
 
From this Page... 
 
You can click on a Student's Name and see more information: 
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The "Student Profile" shows an instructor the following information: 
 

• Student Name and ID number 
• Address (local) 
• NSCAD Student Email address 
• Local Phone number 
• Academic Program / Major / Minor / Certificate 

 
** The Advisor and Counsellor Tabs are NOT being used, so remain blank*** 
 
From the Class Roster, you can also send an Email to one or a group of students: 
 
 

Send Email 
 
 
To Email One Student in your class:  

 
 
 
 



  4 

 
 
Hit SUBMIT to send the email.  If you CC yourself, a copy will be placed in your Sent box. 
 
OR 
 
To Email a Group of Students from your class: 

 
 
Choose "Email These Students": 
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You are then brought to the page (see above) where you can compose your message.   
 

 
 
Hit SUBMIT to send the email.  If you CC yourself, a copy will be placed in your Sent box. 
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Grading 
 

 
Faculty will be able to submit final grades online as per the long-standing grade submission deadlines.   
A Reminder will be sent to NSCAD Faculty Email each semester regarding the deadline to submit 
grades.  Shortly after the last day to submit grades, grade entry online will be closed so that the 
Registrar's Office can process grading.  Any grade changes after that must be submitted in writing to 
the Registrar’s Office (including INCs) 
 

  
 
Instructors can select the Term they are teaching and select the Course they wish to grade (when that 
term becomes available for grading): 
 

 
 

• Select FINAL Grading (we are NOT tracking mid-term grades in the system) 
• Select the Course you wish to grade 
•       SUBMIT 
 

 
 
Once entered, grades can be CHANGED, but not DELETED.  Once you have entered your grades 
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and hit "SUBMIT", you can still return and change grades, up to the last day to submit grades.  
Shortly after that the Registrar's office will "lock down" grade submission in order to run a process 
that moves the grade to the student's record. 

 
NOTE:  We are NOT using "Expire Date" or "Last Date of Attendance" or "Never Attended"  
 
***Please do not enter any data in these fields, as it will not be tracked.*** 
 
Search for Sections 
 
 
Instructors here have access to the "timetables" posted which are also available to students and 
to the general public. NOTE:  the version available to the public does NOT contain Faculty contact 
Email. 

 

 
 
Once you have defined your parameters, hit SUBMIT: 
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** At this level you can also see if spaces are available, whether there is a waitlist, etc. 
 

 
 
This page shows the course description (from the Calendar), Prerequisites, Meeting times/days, 
Instructor and Instructor's Email (hidden here). 
 

My Class Schedule 

 
 
Here you can see a summary of your Teaching Schedule for a Term (enter SUBMIT) 
 

 


