
INSTRUCTOR’S REFERENCE
CARD FOR BroncoDirect

GETTING INTO BRONCO DIRECT

Select Internet Explorer, Safari or Netscape

From the Cal Poly Pomona Home page
(www.csupomona.edu) click on

Type in your 9 digit BroncoNumber and password.
BroncoNumber is your employee ID, NOT your Social

Security Number. Your password is case sensitive)

NOTE: If you do not know your BroncoNumber please
send an e-mail to: helpdesk@csupomona.edu

CHANGING YOUR PASSWORD
Once you have successfully logged in, you will be able

to Change your password.

From the Password Management heading select
–Change Password and follow the directions.

 
We strongly recommend that you change

your password as soon as possible.

HOW DO I RETRIEVE MY CLASS
ROSTER?

Once you have successfully signed into BroncoDirect
you are now able to retrieve your class roster(s):

1) Click on the Instructor Home page tab

2) From the Instructors Self Services select
– View Class Rosters

3) Select the current term to view your class lists.

4) Select the class to view and/or print

Your class roster includes: class name, quarter, class
title & total students. Your class roster does not include

the section, class number, days or times of the class.

HOW TO PRINT YOUR CLASS ROSTER
From the tool bar select the printer Icon

or from the Menu, select File and Print

To review or print an additional class roster, scroll to
the bottom of the page and click on

Select your next class.

**********************************
ADDITIONAL INFORMATION
You can view your personal class schedule.

From the Learning Management menu select
- View My Class Schedule

You will see 2 tabs.
The Instructor Schedule tab will show you the days,

times and location of your classes.

The Instructor Schedule 2 tab will show you:

NOTE:  The end date does not include
Finals week

**********************************
PERMISSION NUMBERS?

You will be issued permission numbers that only
override class size.

If the student does not meet the prerequisites for a class
a special permission number will be required in order

for the student to register. Please refer to your
departmental procedures.
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HOW DO I CHECK PREREQUISITES
FOR A SPECIFIC STUDENT?

To review TEST scores including MDPT, SAT,
EPT, etc.

Click on the Advisor Home Page Tab

From Advisor Self Services locate
-View Admissions Information

From the CSU Admissions Inquiry screen type in any
of the following:  ID (bronco ID), Last Name, First
Name or National ID (SSN) and click on the Search

button.  Click on the appropriate individual to continue.

Now select the Academic Test Summary tab

Select View All to get all test scores.

TO REVIEW COURSEWORK AND
GRADE INFORMATION

 First click on the Home just below the BroncoDirect icon

From Advisor Self Services / Learning Management
click on  -View Advisee Information

From the New/Drop-In Advisee screen type in the
student ID (bronco number) or search to find a student.

To begin a student search click on the    located to
the right of the Student ID: box.

From the Lookup Student ID screen type in Last Name,
First Name (if known) and click on the Lookup button

Once you have found the correct individual, select by
clicking on any part of their information.

If you already know the student’s Bronco ID
Type it in and press enter

From the **Student Details** drop down box select
Grade Inquiry and click on Go

Grade information is by quarter and includes GPA.

To get a summary of all Cal Poly grades without select
“Degree Progress”

Helpful Hint: From the Student Detail screen click on
the Cancel button to return to the dropdown box to
select additional information.

To go to a different area on the menu (for example;
navigating from New/Drop-In Advisee screen to the
CSU Admissions Information) click on the Home
key (located just below the BroncoDirect) first and
then select the area you would like.

DO NOT USE the BACK button located on

your windows toolbar   as this may
freeze up your system.

HOW WILL I SUBMIT MY CLASS
GRADES?

1) From the Bronco Direct menu click on the
Instructor Home page tab

2) From the Instructors Self Services menu select
– Record Grades

3) Select the current term to submit grades

4) Select the class

5) Type in the student’s grade in the Grade Input field,
tab to the next student and continue.

6) Once you have completed, select

7) When you have finalized the grades for the class, go
to the Approval Status drop down box and

select Approve

select  once again.

You may now go to a different class.

For additional information go to BroncoDirect
Instructor help to review

-How to Record Grades Overview
-How to Record Grades Detail


