
 

 



NEW counselors or administrators need to 

submit an access request.  

Do not start a new account.  

If you have access questions, reach out to 

us at hspartnerships@cwu.edu  

Enter your email and password, then hit 

Login 

Counselors that are already in the system 

(because CWU CiHS added them) should 

reset their password.  

Note your password and keep it in a safe 

place for future reference.  



 

Once you log in as a Counselor, you will see this dashboard. If you have 

action items needing your attention, you will see that here.  

Students will be listed that have 

chosen classes, and are pending 

your recommendation. Start process for each stu-

dent approval (or not) 

here.  

Check the Details tab to confirm that 
the student’s personal data such as 
date of birth, address, etc. is com-
plete and accurate.   

Under the Recommendation tab,  classes for the stu-
dent are listed for approval. If Approved, additional 
fields will open to add information such as class pre-
requisites being met and funding source. 

Click here to enter the 

process for reviewing.  



If the student is eligible (in the 

right class and has met prereq-

uisites) select “Approve” to see 

additional fields.  

Choose funding type—is this stu-

dent/family responsible for the bill, 

or is the school covering the fee?  

How did the student meet 

any required prerequisites?  

Class period is required.  

If the prereq was met 

through testing, select 

the test, additional re-

lated fields will show.   

Enter the test date    

Enter the score(s) 

Add student GPA.  

Add student grade level .  



 
If a student has previous coursework that 

satisfies a prereq, add that information 

here.  Make sure all pertinent details are 

entered. Then upload documents. 

Choose the type of document—score re-

port, college or HS transcript, COU.  

You can add multiple documents but they 

need to be uploaded individually.  

If coursework wasn’t done through CWU (e.g. they took English 

101 through Running Start at a community college, or they 

have taken HS precalculus or calculus to be eligible for Physics) 

a transcript is required.   
Upload any proof documents, including test 

reports, under the Supporting Docs tab.  



Double check the information on all the tabs.  When all 

student information is complete and accurate, and any 

needed files have been uploaded, hit Submit Recom-

mendation.    

If a student signs up for another class later, you will see 

another Pending Recommendation for them.  

Good job!  The recommendation has 

been submitted.  CWU CiHS will re-

ceive notification and double check 

prerequisites and other information, 

and let you know if anything is missing. 

Then the student will move forward to 

enrollment.  


