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(appears when accessing personal information, such as grades, transcripts, GPA) 
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WEBstudent Menu 
 
When ñStudentsò is selected from the 
WEBstudent Menu a generic or ñGuest 
Menuò is displayed. In order to access the 
comprehensive or personalized WEBstudent 
menu, which includes your personal 
Monmouth University information, you must 
login by selecting the ñLog Inò tab.  
 
 

 

Enter User ID: 
Lowercase ñsò followed by 
your 7-digit ID number 
 
Enter password: 
(Initially provided by dialing 
732-923-4600.) 
 

Click SUBMIT 
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Features Include: 
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¶ e-FORMS 

¶ Using e-FORMS 

¶ Grades/GPA 

¶ Transcript 

¶ Class Schedule ï Personalized 

¶ Final Exam Schedule Lookup ï Personalized 

¶ Request Enrollment Verification 

¶ Catalogs 

¶ Course Descriptions 

¶ Curriculum Charts 

¶ Financial Aid Information ï Account 
Summary 

¶ Financial Aid Information 

¶ WEBregistration Tools 
 

 

 
¶ Academic Audit 

¶ How to Read Your Undergraduate Audit 

¶ How to Read Your Graduate Audit 

¶ Sequence Charts 

¶ Course Prerequisite Worksheet 

¶ Registration Information 

¶ Course Schedule Worksheet 

¶ Sections Offered by Term (Search for Classes) 

¶ WEBregistration Approvals/Blocks 

¶ WEBregistration WORKSHEET I 

¶ WEBregistration WORKSHEET 2  
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Change My Password/I Donôt Know My Password 
Login Screen 
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I Donôt Know My Password/Change My 
Password 
 
Select ñChange My Password/I Donôt Know 
My Password from the main WEBstudent 
menu. 
 
Select which user type from the drop down 
box. 
 

 
 
 
 
 
 
 
I Donôt Know My Password 

Call (732-923-4600) or visit the Help Desk in 
Howard Hall with your Student ID card to 
have your password reset. 

 

 
 
 
 
 
 
 
 
 
Change My Password 
 
Provide the information requested and then 
select ñChange Passwordò to complete your 
change. 
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  I  N  S  T  R  U  C  T  I  O  N  S      for     U S I N G      e ï F O R M S 

¶ When accessing e-FORMS, allow óPOP-UPSô from this site.  

¶ Select e-FORMS from your WEBstudent menu.  

¶ Login using your MU Username (lowercase ósô followed by your 7-digit ID) and Password.  

¶ Click ñSUBMITò :  
* The screen replaces the Monmouth menu with a display of the DOC-e-FILL logo.  DOC-e-FILL is the vendor software that we 

use for electronic forms submission.  You will see the logo each time you successfully submit an e-FORM for processing. 
* The top left of the screen displays icons for your use in DOC-e-FILL.  All e-FORMS are filed under the first icon, which is the 
stack of books indicating your forms LIBRARY.  When you click on this LIBRARY, a listing of all forms available for your use will 

be listed.  This list will be expanded once additional forms are converted from paper forms to e-FORMS.   
 

¶ Select (by highlighting) the name of the form you want to complete ï the form is now displayed on the right side of the 
screen. 

¶ The form is already completed with your student specific information.  For all forms, your name and student ID number 

are displayed.  These fields are not available for your use. 

¶ Complete all appropriate areas in each form.  If you do not complete a required area, the screen will display an error 
message prompting you to complete the missing fields. 

¶ If you need to add additional information, use the COMMENTS area on the bottom of each e-FORM screen - this area 

permits free-form text messages.  For example, if you want a SUBSTITUTION to apply to your minor, not your major, 
you can indicate that in the COMMENTS area.  Additionally, if you are adding a concentration/cluster to your program 
(not changing it), the COMMENTS area is the appropriate place to include that information. 

¶ Click ñSENDò:  The e-FORM is immediately routed to the appropriate academic area for processing.  The DOC-e-FILL 

logo replaces the completed form on the right, confirming that the form was successfully submitted. 

¶ CHECK your MU e-mail.  Each time your e-FORM is moved from one processing area to another, you will receive an e-
mail acknowledgement.  Should an area have made comments, they will be displayed in the e-mail acknowledgement. 

NOTES: 

¶ To return to your WEBstudent menu, select ñLOGOUTò from the toolbar.  You will be returned to the e-FORMS login 
screen.  Close the browser to return to WEBstudent. 

¶ PLEASE ALLOW 3-5 DAYS PROCESSING TIME.  Submitting an e-FORM still requires review and processing, 

changes are not instantaneous. 

¶ The 3rd icon, an OPEN manila file folder indicates which office (department, dean or registrar) has your form pending 
review.   

¶ By clicking the 4
th

 ICON, a file folder, a copy of every e-FORM submitted will be listed.  You have a history of copies of 
all forms that you submit using e-FORMS.  

¶ The last ICON, a red question-mark, is your HELP key for using DOC-e-FILL.  

¶ Once the form is finalized and processed by the Registrarôs Office, you will receive an email acknowledgement from 
registrar@monmouth.edu to your MU e-mail account indicating that your e-FORM has been ARCHIVED.  This means 

that the routing process is complete and it will also indicate if the form was approved or denied.  
 
As always, should you have any questions on how to use e-FORMS or WEBstudent, please stop by the Registrarôs Office (Wilson 
Hall, room 208) or e-mail us at registrar@monmouth.edu 

 
 

 

Office of Registration and Records  
Forms 
Monmouth University utilizes two types of 
forms to conduct business with the 
Registrar's Office:  e-FORMS and Adobe 
Print Forms.  Adobe print forms may be 
accessed and printed from the 
Registration and Records link on the 
WEBstudent menu. 
 
 

mailto:registrar@monmouth.edu
mailto:registrar@monmouth.edu
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Grades 
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Click the appropriate check box in 
the Choose One column for the 
term. Click Submit. The system will 
display your midterm and/or final 
grades. You may print the grades by 
using the print capability of your 
browser.  
 
Official final grade reports are 
provided by the Office of Registration 
and Records.  Undergraduate 
midterm grades are advisory and are 
ONLY provided through WEBstudent. 
Paper midterm grade reports are not 
issued. Midterm grades are not 
provided for graduate students. 
 
Students who attend Monmouth as 
undergraduates and remain as 
graduate Students are provided with 
one list of all terms attended. 
 For your protection, no personal data is displayed. 

All graded courses for the selected 
term will be displayed 

Undergraduate students have 
midterm grades posted in addition 

to final grades. 

 
During GRADING and GRADUATION 

periods, WEBstudent access to personal 
academic information will be disabled. 

  
An e-mail giving specific date information 
will be sent to your MU e-mail account. 
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Grade Point Average 
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GRADE POINT AVERAGE displays 
 

¶ Cumulative GPA 
 

¶ Total Grade Points 
 

¶ Total Earned Credits 
 

¶ Term 
 

¶ Course Section and Title 
 

¶ Credits 
 

¶ Grade 
 
You may print the data displayed on 
the form by using the print capability of 
your browser. 
 

Select Transcript Group: 
 
 UG for Undergraduate 
 GR for Graduate 
 

Click Submit 
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Transcript 
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Select Transcript Group: 
 
 UG for Undergraduate 
 GR for Graduate 
 

Click Submit 

TRANSCRIPT displays 
 

¶ Course Section and Title 
 

¶ Grade 
 

¶ Credit 
 

¶ Term 
 

¶ Total Earned Credits 
 

¶ Total Grade Points 
 

¶ Cumulative GPA 



WEBsystems  
 

M  O  N  M  O  U  T  H     U  N  I  V  E  R  S  I  T  Y  

Personal Academic Information  

 

 

Class Schedule 
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Class Schedule  
 
Use this selection to view your 
current student schedule.   
Select Term from the drop down 
menu or check ñDisplay all 
Registered Termsò. 
 
Click Submit 
 
 
 
 
 
 
 

Class Schedule displays 

 

¶ Term 
 

¶ Total Registered Credits 
 

¶ Course Name and Title 
 

¶ Status 
 

¶ Meeting Information 
 

¶ Credits 
 

¶ Pass/Audit 
 

¶ Term 
 

¶ Start Date 

 
Class schedule information is 
subject to change.  Utilize this 
feature for current schedule 
information, including the meeting 
times and locations. 
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Final Exam Schedules ï To obtain your personal final exam schedule  
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Select Final Exam Schedule: 
 
Select Term  
 
Click Submit 
 
. 
 
 
 
 

NOTE:   
 
Final exam schedules for a term are 
usually available after midterm 
grades have been posted. 
 
 
 

Exam Schedule displays 

 

¶ Course Name and Title 
 

¶ Exam Information 
Date, Time, Room, Instructor 
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Request Enrollment Verification 
(*for direct mailing to student only) 
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¶ Indicate the number of 
copies you require from the 
drop down menu. 
 

¶ Click submit 
 

¶ The Enrollment Verification 
will be processed and 
mailed to your current 
home address. 
 

¶ *If you require an 
Enrollment Verification for 
direct mailing to a third 
party, you must continue to 
utilize e-FORMS. 

 
 

 

 

¶ Request an Enrollment 
Verification if you need to 
verify your enrollment at 
Monmouth University with 
outside parties. 

 

¶ Select:  ñRequest an 
Enrollment Verificationò 
from the WEBstudent 
Menu. 
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Undergraduate Catalog 

 

 
 

Graduate Catalog 
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Undergraduate or Graduate 
Catalog: 
 
 

¶ Select the section of interest. 
 

¶ NOTE:  Academic Programs 
section includes pertinent 
University academic policies. 

 

¶ CAUTION: selecting the full 
catalog print option can take 
extensive time to process and 
print. 


