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SIS (Student Information System) 
sis.westcliff.edu 
 
HOW TO ACCESS HELPFUL INFORMATION FROM YOUR SIS HOMEPAGE 

1. Go to sis.westcliff.edu and log in to your account. 
*Remember that your username is your student ID number (lowercase letter in front!).  If you have 
forgotten your password, please email your Student Rep right away so that it can be reset for you. 

2.  When you log into SIS you will see your program/course announcements, courses details, 
academic history, attendance history, account balance, and your profile. See image below.  

 
 
HOW TO ACCESS YOUR PROFILE AND UPDATE STUDENT INFORMATION 
Your profile will show you your general information such as address, phone number, emergency 
contact, and academic history. You are able to update this information yourself! 
 

1. From the homepage, click on 
“Profile”. 

2. Click into the field to add or change 
any of your personal information or 
emergency contacts information. 

3. Click the green “Save” button at the 
bottom of the section you have 
updated. 
See image on right.  
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HOW TO VIEW YOUR COURSE DETAILS IN SIS 
1. Log in to SIS at sis.westcliff.edu. 
2. Once logged in, go to “Courses” either in the center of your homepage or from the options that 

run across the menu bar at the top of the webpage. See image below. 

 
  

3. Click on the course code and name. 
4. From this screen you will be able to see a summary of all of your course details* including the 

following: 
a. class meeting days/time 
b. textbook information 
c. location 
d. start and end date of course 
e. professor name 

See image below. 
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GAP (Global Academic Portal) 
gap.westcliff.edu 
 
HOW TO ACCESS HELPFUL INFORMATION FROM YOUR GAP HOMEPAGE 
GAP houses your actual courses as well as our online library and Westcliff Writing Center.  You can 
access all of this from your GAP homepage! 

1. Go to gap.westcliff.edu, and log in to GAP using the login information provided in a Westcliff 
email. If you have not received this email, please contact your Student Services Representative. 

2. When you have logged in 
you will see the course(s) 
you have been enrolled in. 

You will also see LIRN 
(Westcliff’s online library), 
and the Westcliff Writing 

Center.  All of which can be 
accessed directly by 

clicking on the name or 
image. 

See image on right.  
 
 
HOW TO UNDERSTAND THE COURSE FORMAT IN GAP 

1. You can access your course by clicking on the course title on your homepage or by going to “My 
courses” at the top of your screen.See image above.  

2. Once you have clicked into your course you will 
see the following: 

a. course heading - your professor contact 
information, day and time of class  
See image on right. 

b. items to complete prior to your course start 
- including viewing your syllabus and 
completing your pre-course survey 
See image below. 
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c. a week-by-week outline of your 

weekly course assignments with 
submission links and additional 
helpful resources.  

 
 
 

 
Note: You do not need to do anything with the 
links under the “Instructor Only” heading. 
 
 
 
 
 
 
 
HOW TO POST ANSWERS TO YOUR DISCUSSION QUESTIONS (DQs) 

1. Log in to GAP, click into your 
course, and scroll down to the 
current week.  Read the 
information under “Discussion 
Board Posts” to ensure your 
understanding of 
expectations and deadlines 
for posting. 

2. Click on a discussion board 
link See image on right.  

 

 

 
3. Click on “Add new discussion 

topic”. See image on right.  
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4. Type the title of your discussion board 
answer where it says “Subject”, and put 
your answer where it says “Message”. 
See image on right. 

Important Note: It is recommended that you 
type your answer to your discussion board 
questions on Google Docs and then copy and 
paste your answer into the textbox below due 
to the fact that inactivity on GAP will result in 
you automatically being logged out and work 
that has not been posted will be lost.  
 

 

 

5. Click the button “Post to forum”. See image on right. 

6. Repeat Steps 3-5 to post your answer to the other 
discussion board questions. 

Important Note: You are required to write an answer for 
every discussion board link found under each given 
week. 

 

 

HOW TO POST PEER RESPONSES TO YOUR DISCUSSION BOARDS 
1. Log in to GAP, click into your 

course, and scroll down to the 
current week.  Read the 
information under “Discussion 
Board Posts” to ensure your 
understanding of expectations 
and deadlines for posting. 

2. Click on the discussion board link 
See image on right. 
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3. Click on a fellow student’s discussion title. See image below. 

 
4. Click “Reply” in the lower right hand 

corner of their post. 
See image on right. 

 

 

 

 

 

5. Insert your response to your peers answer. See image below. 

 

 

 

 

 

 

 

6. Click on the button “Post to forum”. 
See image on right. 

7. Repeat Steps 3-6 to respond to one peer 
from each of the other discussion boards. 

Important Note: You are required to write a 
peer response for every discussion board link 
found under each given week. 
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HOW TO SUBMIT PAPERS (PAs & CLAs) ON GAP 
1. Log in to GAP, click into your 

course, and scroll down to the 
current week.  Read the information 
under “Professional Assignment 
(PA) 1 or Comprehensive Learning 
Assessment (CLA) 1” to ensure your 
understanding of expectations and 
deadlines for posting. Note: You will 
need to complete the Mid-Course 
Evaluation to be able to open the 
CLA assignment link. Then click on the PA or 
CLA Turnitin assignment link.  
See image on right. 

 
2. When you click on the Turnitin paper link 
you will see the assignment prompt, the 
due date, and an icon to submit your paper 
next to your name.  See image on right.   
 
3. When you are ready to submit your 
paper click on the submission link 
mentioned above.  On the next screen, 
give your submission a title using the 
following format: last name_student 
ID_course code_assignment type 
Ex. Wong_B170000_BUS725_PA1 
Click the paper upload icon to upload your paper 
from your computer.  Then click “Add Submission” at 
the bottom of the screen. See image on right. 
 
4. Once you have submitted your paper you will see 
a screen of a digital receipt showing that you 
have successfully uploaded your paper through 
Turnitin. See image on right. 
 
5. When you close the digital receipt, you will be 
taken back to the paper submission screen. 
Within a few moments, you will be able to view 
the similarity percentage, and once the paper 
has been reviewed by your professor, you can 
view the grade here as well. See image below.  
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HOW TO ACCESS AND NAVIGATE THE WESTCLIFF WRITING CENTER 
1. From your homepage, under “My courses”, click “Westcliff Writing Center”.  Note that this is not a 
course, but a resource center for you to access whenever you need. See image below. 
 
 
 
 
 

2. When you click on the Westcliff Writing Center you will find the following: 
a.  Paper Review Service - where you can submit your papers to be reviewed before you submit it 

through your course to be graded. Note: It does take two days for the feedback to get back to 
you. See image below and to the left. 

b. Writing resources, online tutorials and more.  See image below and to the right. 

 
 
 
 
 
Note: You will also find more resources in the Westcliff Writing Center including APA format 
guidelines and samples, previously recorded workshops, and sample papers.  
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HOW TO ACCESS AND NAVIGATE LIRN 
Westcliff University has an online library called LIRN (Library Information Resources Network) that can 
help you with all of your academic research needs. 
 
 
 
Accessing LIRN 

1. From your GAP homepage, 
locate the image of the yellow 
hot air balloon in the left hand 
margin of your screen to 
access LIRN.  
See image on right. 

 
 

 
 
 
 
 
 
Navigating LIRN 

1. Go to your GAP homepage 
and access the Westcliff 
Writing Center. 

2. Scroll down to the section 
on “Conducting Academic 
Research”. 

3. Click on any of the tutorials 
or resources listed to help 
you get started with 
navigating LIRN.  
See image on right. 
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