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Overview

Self-Service provides Atlantic School of Theology students with the ability to view and
update their personal information that has been stored by AST, as well as manage their
classes and timetables.

Logging In

On the Atlantic School of Theology website, find the Self-Service button in the Quick Links
tab of the menu at the top of the page and select it to be directed to a page containing the
Self-Service login link and resources.

Home Why Study At AST? Students Facuity and Staff Alumni News Library Contact Us Quick Links

Resources for Students

Access to Self-Service Banner
Access to Self-Service Banner is provided by Saint Mary's University. Please use this link;

DONATE NOW

brightsp ace

Self-Service User Guide Self-Service FAQs

On this page, click the login link to be directed to the Self-Service Login page. Log in with
the email (AST email) and password you use for Microsoft 365.

&R Saint Mary's
‘5’ University

Sign in with your organizational account

Ilsomeone@example.com

Password

You will be directed to the Self-Service homepage.


https://www.astheology.ns.ca/home/welcome.html
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Navigation

Once you have logged in, you will see Personal Information - Student

two tabs: Personal Information and

Student Clicking either tab will provide View your current address Register and view your
L R ) and your personal security academic records.

you with various options. information

Personal Information

Within the Personal Information tab, students will see a number of options for viewing and
updating their personal information.

Currently, most of these options are relevant only for Saint Mary's University students. A link
will be created for AST students at a future date where you can go in to update your
information.

[Note: Please follow the current process for updating your information in the meantime.
You will be notified once the link becomes available.]

Student

Within the Student tab, students will see a number of tiles. AST students have their own tile
dedicated to them that, when clicked, will display four links:

o Registration v Student Recoeds v Snodent Accoent -
- g - -
-
i CMn Tax -Fﬂ‘ml v Ct-oml‘b; S&Mw Saudert Metsage Centre
2019 (05 prowous yeurs) Tax Cuessonnaire Ex
now aviviatie 75
Ouestscenaire (91) T oniieve yarson of Sant
May's Ursversty's Graduame et
| Undeegadate Calends
| ‘ ‘ i

e Look Up Classes: Search for courses and classes based on specified filter queries.

¢ Final Grades: View any final grades that have been calculated for any registered courses.

e View Transcript: View an overview of your academic transcript. This is not your official
transcript.
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¢ Request Official Transcript: Request an official copy of your academic transcript.

Look Up Classes

Porsonal Informaton [ Siadont
To search for a specific class: Select Term or Date Range
- ) R Lock Up Clazses
e Select the Look Up Classes option within the Atlantic
School of Theology Students tile to be directed to a Search by Term:
new page where you can find the CRN for a course to oo <

use when adding or dropping classes.
e Once you are on the Look Up Classes page, choose RS ——
the term you want to search courses for from the — =
Search by Term dropdown. e s
e Alternatively, search for courses by date range from 3
the Search by Date Range fields.
e Click the grey Submit button. © 3022 TRAT CLou"
e You will be directed to a new page with a list of IR A
courses. AST-specific courses are identified with “- e

AST"” at the end of the course name. ;

Look Up Classes

+- Home = Look Up Classes

OR

¥ New Search Options
» Select Subject, then click
= Course Search — search by subject + course number (e g. all ACCT 2241 sections) or
= Advance Search — search by all courses in a subject (e.g. ACCT courses)

Subject: |Dip in New Evangelizatign -AST
Dip in Theological Studiks-AST
Economics

Education

Engineering

English

Entrepreneurship

Environmental Science
Environmental Studies

Ethics - AST -

‘ Course Search I Advanced Search

e Locate the course you want to view classes for and click to highlight it.
e Click the grey Course Search button to produce the list of classes for the specified
course.

[Note: You will only see a list of classes available for the selected term, not for the full
academic year.]
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e Click the View Sections
button for any class to view
more information about the ® | fomo > LookUp Classes
class. You will also see
information about the various

Look Up Classes

. . Worship Foundations - AST
sections available for the class 1000 o —— <m
and their respective ~—

schedules. For each section
you will see:

Week at a Glance m Student Detail Schedule ®m View Fee Assessment B Student Message Center

CRN: The course registration number

Subject: The course subject abbreviation

Course Number: The course’s ID number

Section: The individual class for the course

Campus: The campus the section is located on

Credits: The number of credits the section is worth

Title: The name of the class the section is for

Days: The days of the week on which the section occurs

Time: The time of day when the section occurs

Class Cap: The total number of students able to register for the section
Actual: The current number of students who have registered for the section
Remaining: The number of available spots in the section

WL Cap: The total number of students able to be on the waitlist for the section
WL Actual: The current number of students on the waitlist for the section
WL Remaining: The number of available spots on the section’s waitlist
XL Cap: The total number of crosslisted places for the section

XL Actual: The current number of students crosslisted for the section

XL Remaining: The number of available crosslisted spots in the section
Instructor: The name of the instructor for the section

Date (MM/DD): The dates available for registration

Location: The location where the section classes are held

Attributes: Any additional information about the section

VVVYVVYVVVYVYVYVYVYVYVVVYVYVYVYVYYVYVYYVYY

Sections Found

Worship Foundations - AST

Select CRN Subj Crse Sec Cmp GCred Title Days Time GCap Act Rem WLCap WLAct WLRem XLCap XLAct XLRem Instructor Date (MM/DD)  Location Aftribute
< 27467  WF 1000 2 AST 1000 Worship Foundations IBA 19 19 0 0 0 0 0 0 0 Susan MacAlpine-Gills (B) 01/05-04/13 TBA Internet Based - AST

Filter by AST Classes

To filter classes by those offered by the Atlantic School of Theology:

e Select the Look Up Classes option within the Atlantic School of Theology Students tile to
be directed to a new page where you can find the CRM for a course to use when adding
or dropping classes.

e Once you are on the Look Up Classes page, choose the term you want to search courses
for from the Search by Term dropdown.

e Click the Submit button to be provided with a list of available subjects.
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e On this page, click the Advanced Search button at the bottom of the page to produce
additional options.

Personal Information | Student |

Look Up Classes

- Home = Look Up Classes

ra New Search Options
« Select Subject, then click
« Course Search — search by subject + course number (e.g. all ACCT 2241 sections) or
« Advance Search — search by all courses in a subject (e.g. ACCT courses)

Subject: |Accounting

Ancient Studies

Anthropology

Applied Health Services Res
Applied Science

Asian Studies

Astronomy

Atlantic Canada Studies

Biclogy

Chemistry he

Aavanced search

¢ Highlight all subjects in subject field by clicking the first subject and dragging your
mouse down the list.

e When all subjects are highlighted, select the Atlantic School of Theology from the
Campus dropdown menu below the list of subjects.

Advanced Search

- Home > Advanced Search

\E.) Use the selection o search the class schedule You may choose any combination of fields to na

Subject: |[Keligious Studies (Graduate)
Social Justice Community St
Sociology

Spanish

Supervised Ministry Educ - AST
Supervised Ministry Pract -AST
Systematic Theology - AST
Women & Gender St (Graduate
Women, Gender and Sexuality At
Nyorship Foundations - AST

Course Number:

Title: |

Instructional Method: All
WEB

Campus: A

| Atlantic School of Theology | >

alf

Course Level: All
Graduate
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e Click the grey Section Search button. .
e You will see a list of all classes/sections located on the AST R —

campus for the chosen term.

[Note: To see all classes/sections on the AST campus for a different term, you will need to do
another search. Click the New Search button at bottom of the list of classes.)

Systematic Theology - AST [»
Select CRN Subj Crse Sec Cmp Cred Title Days Time Cap Act Rem WL wL WL XL XL XL Instructor Date Location Attribute
cap Act Rem Cap Act Rem (MMIDD)
NR 27474 ST 2200 2 AST 1000 Mysticism, Art&Theology F  09:30am-1130 19 2 17 0 0 0 19 6 13 Alyda Faber (2) 01/05-0413  CH CLASS  Hybrid and Crosslisted
am 3
NR 27468 ST 2202 2  AST 1.000 European Reformations 1BA 19 1 18 0 0 0 19 10 9 Robert Fennell (P) 01050413 TBA Internet Based - AST and Crosslisted
NR 27452 ST 3170 2 AST 1.000 Trinity T 0900am11:30 19 4 15 0 0 0 ] ] 0 Dauid Deane (P) 01/0504113  CH CLASS  Hybrid
am 3
NR 27458 ST 3180 2 AST 1000 TheDoctorsoftheChurch R 0B:00pm08:30 19 0 19 0 0 0 19 3 16 Dauid Deane (P) 01/05-04/13  CH CLASS  Hybrid and Crosslisted
pm 3
Worship Foundations - AST
Select GRN  Subi Grse Sec Gmp Gred Title Days Time Gap Act Rem WL WL WL XX XL Instructor Date Location  Aftribute
Gap Act Rem Gap Act Rem (MMIDR)
G 27467 WF 1000 2  AST 1000 Worship Foundations IBA 19 18 0 0 0 0 0 0 0 Susan MacAlpine-Gills 010504143 TBA Internet Based - AST
)

&=
Final Grades

To view your final grades for a course:

e Select the Final Grades option within the Atlantic School of Theology Students tile to be
directed to a new page asking you to select the term for which you want to view your
grades.

e Select the appropriate term from the dropdown menu. You will only be able to see
terms in which you have registered for courses.

Final Grades

- N 8 Final Grades 8x

e Click the Submit button to be directed to a page where you can view the final grades for
any course(s) you're registered in for the chosen term, once they have been added.

[Note: Every day at 5:00PM, final grades entered by faculty will roll over into Student Self-
Service so that students will have access to see them. So, for example, if final grades were
submitted at 6:00PM, they will not become available to students until 5:00PM the next day.]
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Final Grades

Finsl Geades

Student Information

Sument Program

MA Thasiogy & Rietgoes 52

Level wadute « ALY

Prograe: VA Theckgy & Relgon &
Agma Torm Septermber - December 2022
Adm Type AST Maters

Cataing Term September - Decomber 2022
etage Atart Schoul of Theckeg,
Samen Abarne Sehidl of Thediony
Major 30d Depactment:  Thaciopy & Reigous Rudes Afertc School of Theopy
Rzsteme Hangng

Graduate - ASY Course work

CRN  Sebjmit Courme Savtun Cowrse T Camiar Foul Sate Anmmgted Tarves OPA Mooy Quainy Poimsy

10687 § Fakt 1 RO Apoiopgedcs  Aflanic Scnoo of Theoogy A o0 00 Al e 400

Graduate - AST Summary

ComstTom 0000 0000 0000 000 000
Cometsths; 10000 13000 13000 4850 376
eamter 0000 0000 Q0 oW o
Ownat 10000 13000 3000 4B 378
Setpct oo Torm

View Transcript

You can view an unofficial version of your academic transcript.

To do this:
e Select the View Transcript option within the
Atlantic School of Theology Students tile to Porscnal inkematon (Y
be directed to a new page. Academic Transcript Options
e Here, you will see two dropdown fields. e e e
e Inthe Transcript Level field, choose the
appropriate degree level from the kb gtk e e g b g M

dropdown, or leave it set to All Levels.

e You do not need to worry about the emoron Loret RS
Transcript Type dropdown. Transeript Type: e Lt R

e Click the Submit button.

e You will now see your unofficial transcript,
which will provide you with your grades and ety 2 e O R o e et e
credit hours earned for the current term, as
well as cumulatively.
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Tranteript Data
STUDINT RORMATION
LT H
Eotm Dt 13FEB
Stedas Tip AST Lantmang
[P Pl o e
Lravgat Py wm
Program WA Traciogy & Ssboaes B
Maor wted Dupusimant Thesgaos I Rosipacem S Aiards; hotoal of Thesnans
=Tha a MOT 5 Ol Trasponpr™
Colege et Schonl of Thackogy
Vager Theckgy Rudes
Studest “ype S
dirzems Starseg
Sabent Covmne Lol Tme b Tt e Sy By R
" w1 S Soermed Pators [assor 2 8
Afmect mow P mret noen Lot moun e ety Pren e
Comeat Tarm: = T
Cuomatatne 40
Coliage AZgrac Soroal of Trecng
Majer. Thackpy Studen
Studert Ty5e e
hiromws Sunsag
I e L Treckopoa F oundstons A 10 €«
Cvment Torm 1000 1000 1000 1000 0 <00
o 20,0 8000 swe £000 8 3®

Request Official Transcript

There are two ways to request your official academic transcript: from the AST website and
from within Self-Service Banner.

Self-Service

To access the Request Official Transcript form on Self-Service:

e Make sure you are logged into Self-Service Banner.
e Click the Student tab from the Self-Service homepage.
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e Select the Official Transfer Request Form (AST) option within the Atlantic School of
Theology Students tile.

Welcome, Admission Check, to SMU Web Services, also serving AST.

Azantic $chool of Theciogy Studests

e —

af Registtion v Studect Records v  Student Account -
s Lock o Clmses ® View Tramscrgt o Fout Ocadey
|
o Ofcal Transongt Request Form
IAST) ? ‘
Canadian Tax Forms w  Campus Map Centre
2010 s prowous Tax Ouessornare tx.
Tuton: e So¥ QerRACOn Jamdirrare

e The Request Official Transcript form will appear.
e Fill out the form with the required information.

AST TRANSCRIPT REQUEST FORM

Registrar’s Office, Atiantic School of
660 Francklyn Street, Halifax, Nova Scotia 3HS ATLANTIC SCHOM
Telephone: (902) 425-3691 o THEOLOGY

Fuli Name. Former Name (f applicable))
Cusrent Ascress.

Prone: g Emat

Oate of Beth (SFmevyyyy) Last year of 3%encance:

Tpeof Tanscrge [ Jomcar [ Junomcat Number of copes requested

Compiete name and a0dress of CaceMIc NSIBSONTACA rganation 10 which your oficial ranscript & 1o be sent
(InClude street a0dress and Phone number for FRNSCrpEs 10 be sent by Xpress Post or couner.)
Complete one Transcript Request Foom per o

¢ When you have finished filling out the form, you can submit the form via email to the
Registrar.

Website

To access the Request Official Transcript form on the Atlantic School of Theology website:

e Open the internet.

¢ Inthe search bar, search for the Atlantic School of Theology.

e Click on the AST website that appears in the search results.

e Or,click here to automatically be brought to the AST website.


https://www.astheology.ns.ca/home/welcome.html
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e Once you are on the AST website homepage, hover your mouse over the Students link in
the menu across the top of the site.
e From the options that appear, select Academic Resources.

Home Why Study At AST? Students Faculty and Staff Alumni Library Contact Us Donate
TR R D R . e

Graduate Studies Academic Dates The Residence at AST

Diploma Programs Tuition & Administrative Fees International Students

Application Forms & Course Financial Assistance AST Student Union

Registration Academic Resources

View all »

Academic Resources
AST Transcript

scrip oy

Request for

or 3

Documents

At the time of printing. all elements of this Calendar were bebeved 1o be accurate. However, the impacts of COVID-19
may result in modifications to some aspects of AST's programs and senices, such as altering ceriain dates or moving
on-campus courses o online course delivery.

« Academic Calendar 2022-2023

e The Request Official Transcript form will appear.
e Fill out the form with the required information.

AST TRANSCRIPT REQUEST FORM

Wsomo Atiantic School of W

660 Franckiyn Street, Halifax, Nova Scotia 3HS ATLANTIC SCHOOR
Telephone: (902) 425-3691 of THEOLOGY
Full Name Former Name (¢ )
Cusrent Ascress
Prone Emat
Oaeol8eniodmawyyy) _ Las? year of 3nencance
Typoof Tanscrigt. [ Jomeat [Tunomcat Number of copes requesied
Compiete name and address of o o 10 which your official ranscript 5 10 be sent.
(InClude street a0dress and Phone Number for FRNSCpEs 10 be sent by Xpress Post or couner.)

Complete one Transcript Request Foom per por

10
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¢ When you have finished filling out the form, you can download and submit the form via
email to the AST Registrar.

Download the Form and Attach to H
Email

To download the completed form to your computer so you can attach it to an email to send
to the Registrar's Office:

e Click on the Download button found in the top right corner of the computer screen.

e Choose a file location to store the downloaded form in the pop-up window that appears.
Select the Downloads folder from the left-hand menu if it is not the default download
location.

e Click the Save button at the bottom right of the pop-up.

To attach the downloaded file to an email:

e Open your desired email client (Outlook, Gmail, Yahoo, etc.).

e Create a new message.

e Look for and click the “Attach a file” option. This is often represented as a paperclip icon.

e The File Explorer application should open. Search for the form you downloaded (likely in
the Downloads folder in the left-hand menu).

n < | File Explorer - ] x
“ Home Share View a
Cut X New item Open E Select all
—J Wl Copy path T | Easy access ~ Edit Select none
Pinto Quick Copy Paste Move Copy  Delete Rename New Properties X
— 2| Paste shortcut . W - T History EFI Invert selection
Clipboard Organize New Open Select
Ll v 1 s+ > Quick access v [&] 2 Search Quick access

~
~ Frequent folders (9)
v 3 Quick access

I Desktop Desktop Downloads Documents
@ OneDrive ; This PC s = OneDrive

4 Downloads -
= Documents

. Pictures Screenshots OneDrive
=] Pictures & OneDrive . @ i OneDrive Pictures

Screenshots

OneDrive Other

Other ©@ R| OneDrive - B.\Screenshots

¢ When you see the form you downloaded to your computer, select it and click the Open
button in the File Explorer window to add the form to your email message.

n



