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1. Introduction 
 

The website for USUHS, our Empowerweb Student Information System, is: 
https://registrar.usuhs.edu/fusebox.cfm 

The opening page of the website looks like this: 
 
 

 
 
 
 

From here you can: 
a) Start or continue an application 
b) See the online forms 
c) Download this USU Instructor User Manual 
d) Login to your account using your CAC 
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2. Accessing your account: 
 

Click USU-SSO Login or login here. 
After logging in, you will see a screen similar to this one: 

 

 
 

3. View your Class Roster. 
 

Select a term in the Faculty Class List. 
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Select the Class Roster of the course needed. 
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This is what you will see. This roster will give you the student, ID, phone number and email address. 
 

 
 

It is possible to email individuals using the click boxes to the side and selecting the Send Out Selected 
Email on the bottom of the page. 
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4. Checking grades. 
 

Select a term in the Faculty Class List as described in page 4. 
Select the Grade Roster of the course you will be entering grades. You will be taken to the following page. 

 
Select Final in the drop down. Select the appropriate grade for each student under Input Grade. When all 
necessary grades are entered, click Submit Grades. 
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5. Checking for missing grades. 
 

Select Student Records then under Grades and Attendance heading choose Missing Grade Search. 
 

 
 

Select a term and click Get List. This screen will also allow you to search for incomplete grades. 

This will give you a list of courses in that term with missing grades. 
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Click the side arrow of the course you wish to view. 
 

 
 

You can now see the instructor, the number of students missing grades, the students names, and email 
addresses. 

 
By clicking Grade you can navigate to the Grade Roster to enter grades (page 7). 
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6. Global name lookup 
 

Click Change in Current Filter Settings. 
 

 
 

Click Change Person. 
 

 
 

Type in a person’s name and select the name of the student needed. 
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7. Set the quarter/trimester/term 

Click Change in Current Filter Settings as shown on page 9. 
 

From the pull-down menu, select the term for the information you wish to view. 
 

 
 

8. View and print a student’s course schedule 
 

Set your term for the appropriate term (the top of this page) if you have not already done so. 
Select Student Records then under Schedule Information heading choose Student Schedule  (Summary). 
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This is what you will see. 
 

 
 

You can print this page or select the Printable Version (button in the upper right hand corner). You can also 
export to your iPhone/Google/Outlook calendar using the Export Instructions at the bottom of the screen 

 
If you click on the underlined course name, you get the “Details” of the class. This gives you additional 
information about the class. 
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9. View and print a student’s unofficial transcript 

Select Student Records > Schedule Information > Unofficial Transcript. 
 

 
 

There is also a Printable Version so you can easily print an unofficial copy of your transcript. (see below 
for an example of an unofficial transcript). The cumulative grade point average (GPA) is listed at the 
bottom of an unofficial transcript. 
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10. View a student’s grade report 
 

Select the term (page 10). 
Select Student Records > Grades and Attendance > Grade Report. 

 

 
 

Here’s a sample grade report. There is a Printable Version of this report, too. 
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11. List of courses being offered for a semester 
 

To obtain a list of courses being taught at USU in a given term, select 
Student Records > Schedule Information > Course Schedule. 

 

 
 

Below is the dialogue window that you’ll get when you make this selection. You must select a Term. 
 
 

 
 
 

If you select only the term, this gives you a complete list of all classes taught by USU in any location. If you 
know the department, you can select department to narrow the list. 

Choosing a selection on the Session option can be confusing unless you are looking for a 
Graduate Education Fall or Pre-Fall course. 
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The Detail link on the right side of the screen provides important information about the class as 
shown here. 

 
 
 

 
 
 

The Detail lists information like additional course requirements or special information about the class 
such as instructor and course credit. 
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12. Student Schedule Query 
 

Select Student Records > Student Schedule > Student Schedule Query 
 

 
 

Select a term. 
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Select a College and Program is necessary. 
 

 
 

Click on any name to show the student’s schedule, as seen on page 11. 
 

You can go back to the query to view each student individually. 
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13. Degree Audit 
 

A degree audit allows you to see the courses your students are taking and how they fulfill general 
education, major, and minor requirements. You can access this degree audit by selecting Student 
Records > Degree Information > Degree Audit. 

 

 
 
 

IMPORTANT 

This is not an official degree audit. It is meant as a useful tool. 
 

Click on Degree Audit button to view your degree audit. 
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Since the audit is so large, we’ll explore it in pieces and try to understand it that way. The first part 
shows the current cumulative GPA. 

 

 
 

The general education areas are listed next with the major(s) and then the minor(s) toward the end. 
Any electives that don’t fit into any of these categories are listed at the very end. 

 
In reviewing the Core requirements, this subgroup is not met. The courses on the left side are all 
possible courses that can be taken to satisfy Core requirement. On the right in the gray area are the 
courses that were completed. The C is ithe minimum grade that must be earned in the class to 
satisfy the requirement. 

 

This is an example of a student’s audit.   Note that not all the requirements have been met. This 
person has a 3.947. 
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These Elective courses are listed at the very bottom of the degree audit. Remember that this is an 
unofficial degree audit. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Every effort has been made to ensure that this document is accurate. If you notice any errors, please 
contact The Registrar Office at registrar-online-request@usuhs.edu 
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