
Step	One:	Navigate	to	the	wyoweb.uwyo.edu	page.		Click	the	“Faculty	&	Staff”	link,	then	log	in	with	your	
account.	

	

Step	Two:	You	should	be	taken	to	a	page	that	looks	like	the	following.		Click	on	“Faculty	and	Advisors”	to	
expand	the	menu.	

	



Step	Three:	Click	on	“WyoCourses	Supplemental	Access.”	

	

Step	Four:	You	will	be	taken	to	the	WyoCourses	Supplemental	Access	page.	



Step	Five:	Select	the	term	in	which	your	course	is	located,	and	then	your	course	under	SecFon.	

	

If	you	are	the	instructor	of	record,	indicated	by	a	Y	under	the	Primary	column,	you	can	now	add	
supplemental	people	to	your	course.	

Step	Six:	Under	“Add	a	Person”,	enter	the	W	Number	or	First	Name/Last	Name.		You	will	see	a	list	of	
people	show	up	below	as	you	type	in	the	informaFon.		Click	on	the	row	to	add	the	person	to	the	
Supplemental	Access	secFon.	



Step	Seven:		Select	the	person	under	Supplemental	Access,	then	under	Update	Role,	choose	from	the	
dropdown	next	to	Role	to	select	the	role	for	your	course	and	hit	Submit.	

If	successful,	you’ll	see	the	role	you	selected	under	the	Role	Column	under	Supplemental	Access.	

Step	Eight:		If	you	have	addiFonal	people	to	add	to	the	same	course,	proceed	as	above	under	“Add	a	
Person.”		If	you	need	to	add	people	to	an	addiFonal	course,	change	the	SecFon	above	and	proceed	as	
above.	

Note:	If	you	see	“Not	eligible	for	access.	More	InformaFon”	upon	selecFng	the	person	to	add	a	role	to,	
please	click	the	“More	InformaFon”	link.		This	message	appears	when	the	user	does	not	have	a	FERPA	on	
file	and	will	not	be	able	to	be	added	unFl	they	submit	a	FERPA.	


