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   Access WKU “TopNet” at: 
http://topnet.wku.edu 

 
Type the address in the address field of your browser – Works best with Internet 
Explorer but will work with Safari, Firefox and Chrome. 
 

 
 

Click the TopNet Login 
Sign in with your WKU email and password. 
 

 
 
If you need assistance with logging in, please go to 
https://www.wku.edu/its/accounts/manage/ or contact the ITS Service Desk at 270-745-
7000. 
 

http://topnet.wku.edu/
https://www.wku.edu/its/accounts/manage/
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TOPNET MAIN MENU 
 

 
 
The information available to you in the main menu depends on the role you have at 
WKU.  For example, if your role is faculty, you would have access to the following four 
options: 
  

1. “Faculty Services” 
2. “Advising and Student Data Inquiry” 
3. “Employee Services” 
4. “Personal Information”   

 
In some instances, an individual may carry several roles at WKU.  They may be a 
faculty member, staff and a student, in which case they would also have access to 
“Student Services”. 
Plus, there will be other menu links for different roles and processes at WKU as 
developed. 
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SELECT THE “FACULTY SERVICES” OPTION 
 
Faculty Services Menu will appear (As applications are developed you will see those 
links added to your account). It is always best if you select a term when you start the 
TopNet process. 
 

 
 

Term Selection 
 
It is best to make a Term Selection before you try any other link.  
 

 
 
 
Select Term.  
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From the drop-down box select the term needed. The Registrar’s office will change the 
default term based on their timetable. 
 
Once you select the Term click the Submit Term button.  
 
You will be returned to the Faculty Services Menu. 
 

 
 

CRN SELECTION 
 

Click the CRN (Course Reference Number) Selection link from the Menu.    
 

 
 
 Use the drop-down box to select the course you wish to work with from the list of 
courses you are assigned.  (Note: Your Department must enter the information in 
Banner for you to have access to the CRN.)  
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You will be returned to the Faculty Services Menu.   

 
 
 

Faculty Detail Schedule 
 
List of all the information for the courses. 
 

 
 
Select by Term and CRN. 
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This will detail the Course information, Schedule Meeting Times, Enrollment Counts, 
and Office Hours. 
 
To add Office Hours, click Add Office Hours. Then click Add new Row. 
 

 
 
Then change the data to what is needed. 
 

 
 
These can be copied to all CRN’s you are activated to teach by clicking “Select Copy 
to.” Click Submit 
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You may also maintain your Office Hours by clicking “Maintain.” 
 

 
 
This allows you to change the data input and add additional information. 
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By clicking on the link for the Course, you will see the information that is in the catalog 
concerning the course 

 
 
 

 
 
You will see the Catalog description, Course Description, Attributes, Restrictions, 
Corequisites, Prerequisites, and Fees that are associated with the course. 
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Returning to Faculty Services 
 
To return to the Faculty Services main menu, click on the  at the top left corner. Click 
Banner. Click Faculty Services. Click on any item to go to the next section. Click CRN 
Selection to return to TopNet Faculty Services tab inside TopNet. 
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Faculty Schedule by Day and Time 
 
Display of courses and there meeting day(s) and times. 
 

 
 
 
Return to the Faculty Services main menu by following the Returning to Faculty 
Services instructions on page 10.  
 

Class List 
 

 Displays information about the class and the student enrolled in the class. 
• The headers change. You can change the Subject, Course Title, CRN, 

Enrollment Count, Status, Duration, and Term flow based on your needs. 
• As of January 2026, CRN’s starting with a 0 will not allow you to click on the 

Subject to see the Summary Class List. Please continue using Detail Class List 
or Summary Class List for those CRN’s. 

 

  
 
Click on the Subject. 

• This will give you the Course Information, Enrollment Counts, as well as a 
Summary Class List, with Student Information and pictures. 
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Please note, this will show any student who has requested their information remain 
confidential with a yellow banner under the name. 
 

 
 
By clicking the Export in the top right, you can export your list to Excel. 

• Please note, includes all information under the Summary Class List as well the 
enrollment, wait list, and cross list information. You will have your Course 
Information on the spreadsheet. 

Click the Export Template preference for Excel. 
• Excel xls is the pre-2007 version of Excel. 
• Excel xlsx is the Excel 2007+ version. 

 

 
• Watch for the download in your browser. 
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Please note, any individual that was marked confidential in the Summary Class List will 
show up on the spreadsheet with [CONF} by the name. 
 

 
 
To email, click on the box by the individual student or the box in the heading to select 
all, and click the email icon.  
 
**Please make sure pop-up blocker is turned off. 
 

 
 
 
 
 
 
This will bring up your email box from your default email app.  
 
**If your mail is defaulted to another inbox other than the Microsoft app for your WKU 
email, please contact the Service Desk at 270-745-7000 for assistance in changing that 
default. 
 

 



 

14 
 

 
 
Return to the Faculty Services main menu by following the Returning to Faculty 
Services instructions on page 10.  
 
 

Summary Class List with Drops 
 

This is a list of all students, active and inactive, that enrolled in your course(s). 
• Rows that show in “blue” are the students who have been dropped from the 

course or withdrawn from course. Check the status under the Reg heading. 
 
This will give you a list of the WKU ID’s, Student Name, Preferred Name, Pic (click 
view), Student Email, Level, Degree, Program, Major, Class, Credit Hour, Registration, 
and 5th Week Check in.  
 
**Please note, as of January 2026, this option is still available but subject to change. 
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• You may Download to Excel by clicking the icon at the bottom of the page. 

  
• Watch for the download in your browser. 

 

  
 

 
Final Grades 

 
This will show you the courses you are assigned and the Grading Status of each 
course. 

• You many need to double click on the heading to change the data flow. 
• You will click on Grading Status, Rolled, Subject, etc. to get to the screen to enter 

grades. 
• You can search by Term to find the most recent courses. Terms are by year and 

code. (05-Winter, 10- Spring, 20-Summer, 30- Fall. Ex. Spring 2026 is 20610) 
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Once you have your courses sorted, you will have the option to input your grades or 
import the grades. 

 
 
Click on the course to enter grades. You will be shown all the courses needing Final 
Grades at the top, and the section your selected to enter grades. 
 

 
 
 
 

 
 
 
To change the grade, click on the box under Final Grade and make your selection. You 
can also add the Last Attend Date if needed.  
 
Click Save to save the data input. 
 
You may also use the Search Bar to search for a specific student. 
 
The Rolled section will let you know if the grades have been transferred to history (the 
students transcript). A Completed status means the grades have been transferred. In-
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Progress is waiting to be transferred. Not Started means the grades have not been 
entered or the process has not started. 

• You may adjust the grades if the grades have not been rolled.  
• If grades have been rolled, you will need to contact the Registrar’s Office for a 

Change of Grade. 
 

 
 
To Import your grades from an Excel sheet, you must have Term, CRN, Student ID 
number, and Grade. You would click on the course to import the grade. Click the . 
 
Scroll to Import. 

 
 
Select your File to Upload. Click Continue. (This is shaded.) 
 

 
 
 
 
 
 



 

18 
 

 
 
Check if your Spreadsheet has headers. Click Continue. (This is shaded out.) 
 

 
You will need to map how the data is pulled from the spreadsheet by the information 
available. Change “Other” to the appropriate fields. Click Continue. (This is shaded out.) 
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The form will Validate and let you know how many records will be imported. Click 
Continue. (This is shaded out.) 
 

 
Import will Complete. Click Finish. (This will be shaded out.) 

 
• Please note, this will return you to the screen with all your courses. You will need 

to search by Term. 
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Click on the course and you will see the Grades uploaded. 
 

 
 
 
 
To print a copy of your course grades, click on the course. At the top, click the . 
 

 
 
Scroll down to Export Template.  
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Select your Excel format. Click the Export. (This is shaded.) 
 

 
 
Your download will pop up in your downloads on the browser. 
 

 
 

 
 
Return to the Faculty Services main menu by following the Returning to Faculty 
Services instructions on page 10.  
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Change of Grade Worksheet 

 
This option is available after grades have rolled. If you need to change a grade prior to 
the roll, please change the grade in the Final Grade section. 
 

 
 
 
Select a term from the change of grade term box and click continue.  
Select a CRN from the CRN box and click Submit. 
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Select a grade from the drop-down box and enter a date if required. 
Click on the “Submit Grades” button to complete your transaction.   
 
 

 

 
Registration Overrides 

 
Faculty members will be able to perform Registration Overrides based on the 
department’s policy. Select the Registration Overrides link. (Authority to process 
registration overrides will be determined by your academic department head.  Some 
departments prefer that all overrides be handled centrally, while other departments will 
permit faculty to override course limits and to allow students into restricted courses they 
teach.)  
 
Select the Term and input the Student/Advisee ID or search by Last Name, First Name. 
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When you click submit, the student information will show under the Student and Advisee 
Selection. Click on the Student. 
 

 
 
 
Faculty members will only have the ability to enter overrides on their courses.  
 
Select the correct Override from drop down menu. Select the correct course from the 
Course drop down menu. 
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The screen will also include the information on the student, as well as the course 
information. 
 

 
 
Click submit for the Override. 
 

 
 
You will receive a “Save Successful” message when complete and the Current Student 
Overrides will be displayed. 
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Return to the Faculty Services main menu by following the Returning to Faculty 
Services instructions on page 10.  
 
 

Office Hours 
 

This will allow you to set Office Hours for your classes. 
 
Select your Term and CRN: 
 

 
 
 
 
You will see your Course Information, Scheduled Meeting Times and set your Office 
Hours. 
 
To add Office Hours, click Add new Row. 
 

 
 
Then change the data to what is needed. 
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• Click the Clock to scroll to the time needed. 
• PM time is in Military Time (ex. 1:00pm is 13:00) 
• Your contract information will pull all information available. Please pay attention 

to what phone number is chosen. 
 
These can be copied to all CRN’s you are activated to teach by clicking “Select Copy 
to.” Click Submit 
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Course Syllabi Maintenance 
 
 

 
 

 
Select by Term and Search by Course, CRN, Title, etc. 
 

Click on the  to upload the syllabi. 
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“Choose a file” and select your syllabi to upload. 
 

 
 
 

 
 

Click Open. Click Submit. 
 
You will receive a Syllabus Uploaded message when successfully uploaded. 
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Click on the  to view the uploaded syllabi.  
 

 
 

If you need to delete a syllabus, please highlight the link beside your course, and click 
delete (on your keyboard).

 
Click the Save icon, or click enter, to update. 
 

 
 
You will receive a notice that you have saved the URL and removed the syllabi. 
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**Please let any professors know if you have mistakenly uploaded/deleted a syllabi 
connected to their course. Follow the steps in Schedule of Classes and “Lookup Any 

Class Roster” to fine the professor. 
 
Follow the steps to add a new syllabus. 

 
 

Drop for Non-Attendance Worksheet 
 

Select the CRN needed for the report. 
 

 
 
Check with the Registrar’s office to review this policy.  

• Fail to attend the first two class meetings of a course meeting multiple times per 
week or the first meeting of a class that meets one time per week. 

• Web-based course shall be defined as failure to perform meaningful 
academically related activity (including, but not limited to, the following: 
submitting an academic assignment, taking an exam, participating in an online 
discussion about academic matters) within one week of the course start date 
without previous arrangements with the instructor or department. 

 
 
For those students that need to be dropped find their name on the roster and select the 
drop-down menu and select “Drop for Non-Attendance”. 
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After all are selected for “Drop For Non-Attendance”, click the Submit Drops. 
 
You will be asked to confirm your drops. Click SUBMIT Pending Drops. 
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You will see your drops listed in red with the drop date. 
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Course Calendar 
 

This will show you the meeting dates of your courses. Select a Term then list appears – 
select link Course Calendar. 
 

 
The Generate Course Calendar page will show the days for the course.  
 

 
 
Click the Download to Excel to get a full listing. 
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Look for your download in your browser. 
 

 
 
The download will show the dates of your course. 
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Schedule of Classes and “Lookup Any Class Roster” 
 

Select Term. Then select either Subject or other possible selection with it or Instructor. 
Then click Show Me Classes button.  
 

 
 
 
List of courses for the Subject area selected below. Click the link ACT and you will see 
a Summary Class Roster for any class in that term.  
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The Class Roster will show all students enrolled, as well as their ID, Student Name, 
Preferred Name, Student Email, Level, Degree, Program, Major, Class, etc.

 
 
Scroll to the bottom of the list to Download to Excel just like you do the Summary Class 
list. 

 
Check your browser for the download. 
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You will have an Excel file of the students within the course. 
 

 


