Introduction to ODU Online and Self-Service
Accessing ODU Online
1. Go to oduonline.ohiodominican.edu
2. Click “LOG IN” in the top right corner

3. Enter in your ODU username and password and then click “Submit”

4. You will see the following screen upon login:

Students Menu
1. Click on the Students menu and you will see the following:

2. The Registration section allows you to view the Course Catalog to look for courses and their
descriptions as well as registering for your classes. *NOTE: This is covered more in depth during
the Colleague Self-Service instructions.

3. The Academic Profile section allows you to look at your GPA by term, see what classes you
need to graduate in Program Evaluation, what the status is for your transcript request (if
applicable), your class schedule along with your profile and to request your transcript if needed.

4. The ODU B&N Bookstore section allows you to go to the ODU Bookstore’s website to view
items that may interest you as well as what books you need to order for your classes.

5. The Financial Information section will take you to the new Financial Aid Self Service as well as
your Financial Aid Award Letter for all years that you have attended ODU and you can also
access and pay your bill through our provider, Nelnet.

6. The NEW! Colleague Self Service section will open a new window for you to access the course
catalog, register for your classes, view and update your profile that we have on file, and add
your emergency contact information. You can view your grades, apply for graduation, view your
tests summary (if applicable), you can view your unofficial transcript, view your 1098T form for
your taxes, and accept the financial responsibility agreement.

Faculty Menu
1. Click on the Faculty menu
2. The Faculty Information section will show you who your advisees are as well as the advisees
of other faculty members and view the faculty overview. You can also view your class roster
and attendance for those classes as well as grading and searching for sections when assisting
your advisees with finding their classes. You can view your class schedule, check the profiles of
students, view your to do list as well as your contributions to cases and view the count of open
and closed retention cases. You can view the information needed for contributing to a
retention alert, view retention cases for your students, and maintain what books are needed
for your classes. The section textbook report will let you see if the textbooks that you require
for the classes are showing for your class’s section and the degree works will assist you with
finding the required classes for your advisee’s degree.

Advisors Menu
1. Click on the Advisors menu
2. The Advisor Information section will show you who your advisees are as well as the advisees
of other faculty members. You can search for sections when assisting your advisees with finding
their classes, view your to do list as well as your contributions to cases and view the count of
open and closed retention cases. You can view the information needed for contributing to a
retention alert and view retention cases for your students.

Employees Menu
1. Click on the Employees menu and you will see the following:

2. The Employee Profile section will show your position’s summary, stipends that you have
received, you can view your current balances for vacation, sick leave, and personal day in the
leave plan summary and your pay advices/stubs. You can also view your alert system
information, view and update your profile, view, add, and update your emergency contact
information, access the Colleague Self-Service, and view your W-2 tax information.

3. The Budgeting section allows you to select the budget that you want to view as well as the summary
of the budgets that you can view.

4. The Time Entry and Approval section allows you to enter in your time if you are an hourlypaid employee as well as your time entry history. You can approve time for hourly-paid
employees as well as view the employees that you have approved time for as long as you have
been a supervisor.

5. The Financial Information section allows you to enter the information for an Accounts
Payable account.

6. The Retention Alert section allows you to contribute information to a retention alert as well
as create a retention alert for a student.

WebAdvisor – Applicants Menu
1. Click on the WebAdvisor – Applicants menu and you will see the following:

2. The Alert System Information will display what phone number is listed on your file to receive
any alerts from ODU via a phone call or text message after texting the word “ALERT” to 22300.

3. The Financial Information section will take you to the new Financial Aid Self Service as well as
your Financial Aid Award Letter for all years that you have attended ODU and you can also
access and pay your bill through our provider, Nelnet.

NEW! Colleague Self-Service
Colleague Self-Service is the new way to access different components to be successful at ODU.

Financial Aid
1. The Financial Aid Home screen will be able to provide a checklist that you will need to
complete as well as display your government loan history, Pell Lifetime Eligibility Used, Financial
Aid Contact Information, and Financial Aid Resources.

2. The Required Documents section will display what documents are need to be submitted, an
explanation for what the form is, the date that it was received/processed, and the status of the
form.
3. The Offer Letter section will display your Financial Aid award letter for each academic year
that you are attending ODU.
4. The Satisfactory Academic Progress section will display your academic standing with the
university as well as a summary of the previous semester and your academic history.

Student (1098T) Tax Information
This section allows you to setup your preference of obtaining your 1098/1098-T in an electronic
format or by mail. You will be able view your 1098/1098-T by clicking on the corresponding tax
year.

Accounts Payable Banking Information
This section allows you to track your refunds, reimbursements, and payments for ODU.

Employee

1. The Tax Information section allows you to consent to obtaining your W-2 Statements and
1095-C forms either online or by mail. Once your W-2 Statement has been posted for the
previous tax year, you will be able to access it for tax purposes.
2. The Accounts Payable Banking Information section allows you to track your refunds,
reimbursements, and payments for ODU.
3. The Time Approval section allows a supervisor to view and approve their employees’
timesheets if they are hourly. This is where supervisors of student workers will go to view and
approve their timesheets.
4. The Earnings Statements section allows you to view your pay stubs throughout the current
year and for the previous two years.
5. The Faculty Contracts section allows professors to accept contracts for each semester.
6. The Employee Proxy section allows employees to set another employee from their
department as an additional person that can approve timesheets.
7. The Time History (Supervisor) section allows supervisors to search for an employee to see
their submitted timesheets for the current year as well as the previous two years.

8. The Position History section will display an employee’s position history as well as the
position(s) that they have held while at ODU.
9. The Stipend History section will display any stipends that the employee have received while
at ODU.
10. The Total Compensation Statement section will allow you to see the total benefits and taxes
cost to the employee and the employer without stipends being included in the final
compensation total.
11. The Current Benefits section allows the employee to view their current benefit choices as
well as the coverage and the cost to the employee.

Academics

1. The Register for Classes section allows students to search for specific courses that their
academic advisor has provided to them as well as register for those classes. *NOTE: Please look
at the instructions on how to register for classes that has been provided by the Registrar’s
Office or on the Helpdesk’s website.

2. The Course Catalog section allows you to refine your search of classes by the semester, class
subject, and days of the week.
3. The Grades section allows you to view your grades for the classes that you have taken
previously.
4. The Graduation Overview section allows seniors and graduate students who are close to
graduating to apply for graduation.
5. The Unofficial Transcript section will display an unofficial copy of your academic transcript.
6. The Test Summary section will display results of any admission, placement, or other tests.

User Options

1. The User Profile allows you to update your name, mailing address, email address, and phone
number.
2. The Emergency Contacts section allows you to enter in your emergency contacts in the case
that you are seriously injured or reported missing. You can change or remove these at any point
by using the pencil icon or the circled ‘X’ icon.
3. The View/Add Proxy Access section allows students to add their parents to view their grades
and/or their tax information.
4. The Required Agreements section allows to students to view agreements that they may need
to complete or have already completed.

