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PowerCAMPUS Self-Service for Faculty Introduction to PowerCAMPUS Self-Service

Introduction to PowerCAMPUS Self-Service

This user guide focuses on how faculty members can use PowerCAMPUS Self-
Service to access and update their information. Using a Web browser, faculty
members can set up their Course Home Pages, enter students’ grades, define
their course activities, and more.

All faculty members will first view the PowerCAMPUS Self-Service Home page,
which can be used to access general information for all users.

Cart | Portal | Help Catalog jl

SUNGARD'HIGHER EDUCATION

PowerCAMEUS

SELF-SERVICE | ¢
5 - | /
- l.d. 18,

Log In

Students

» Find Courses

> Register

PowerCAMPUS Self-Service for Eaculty User Guide 1
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Introduction to PowerCAMPUS Self-Service PowerCAMPUS Self-Service for Faculty

Taking a Look at the Home Page

Taking a Look at the Home Page

The Home Page gives you a first look at the basic design of the Web pages. Here
is a description of the Web page from top to bottom:

Web Page Area:  Description:

Links These links will appear at the top of every page:

e Select Cart to display your shopping cart, which will list any course
sections you may have chosen.

» Select Help to display information about the current Web page.
After you log in:
e The Log Out link will also be displayed at the top of every page.

 If your school is also running the PowerCAMPUS Portal, a link to the
Portal will also be displayed at the top of every page.

Search You can search for Course Sections that are available for a specified
year, term, and session, or search for courses in the Catalog.

1. Specify what you want to search, courses in the Catalog or Course
Sections.

2. You have the option to enter a keyword for the course (Art, for
example).

* If you enter a keyword, the system will list ALL courses with
the specified keyword.

* If you do not enter a keyword, the system will prompt you to
enter more information to narrow your search.

3. Select Search.

Tabs Select the tab that corresponds to the function you want to perform. For
example, if you wanted to register for courses, you would choose the
Register tab.

Menu Items Once you select a tab, the corresponding list of menu items will appear
under the tabs.

Options Once you select a menu item, the corresponding options for that menu
item will appear along the left pane, and the associated Web page will
appear to the right.

Once faculty members log in, they can access information that applies to them.
For example, they can view and update their course information, enter students’
grades, create and modify their Course Home Pages, and so on.

2 PowerCAMPUS Self-Service for IEacuIty User Guide
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Introduction to PowerCAMPUS Self-Service

Using the On-line Help

Using the On-line Help

If you have a question about the Web page you are currently viewing, you can

display the help text for that page.

1. Select the Help link at the top of the page.

2. From the Help drop-down menu, select Help for this page.

Welcome Yickie (vjones)

PowerCAMPUS SELF-SERVICE

Classes

Home Register Advising

Cart | Help | LogOut L |Cata|0g

Finances

=[]
Help for this Page

About PowerCAMPUS Self-Service

FAQs

Administration

-

Search

Course Catalog Section Search

FERPA Rights and Policy Notice

Basic Search

Specify information about the courses you are looking for, and select Search.

Any hd

College:
Any hd
Nontraditional:

Any 'I

Keywords: Course Code:

| |

Program: Curriculum:

Any hd IAny 'I
Subtype: Credit Type:

Any hd Any hd
Class Level: Department:

IAny -
Population:

IAny 'I

PowerCAMPUS Self-Service for Eaculty User Guide
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PowerCAMPUS Self-Service for Faculty

Using the On-line Help

3. Review the information on the Help window. For example:

Course Catalog

search criteria,

vou can search for particular types of courses in the course catalog.
1. Specify a Keyword, like a M3th course.

2. To narrow down vour search to find a particular course in the catalog, enter any of the other

Field:

Description:

Course Code

If you know the Course Code, you can search for one
particular course in the catalog.

Frograrm

Specify whether you are looking for an Lndergraduade or
Graguate course, for exarmple.

Curriculumm

Specify whether you are looking for a course within a
particular course of study (decounting, Anthropology, Business
Law, Fine Arts, and so on).

Subtwpe

Specify whether vou are looking for a certain type of course
(Independent Study, Lab, Lecture, and so on).

Credit Type

Specify whether you are looking for a Credit, Mon-Credit, or
Continuing Education course, for example.

Class Level

Specify whether you are looking for a course that is available
at your level (Freshman, Sophomore, Junior, Senior, Graduats,
and so on).

Departrent

Specify the academic department through which the course
should be offered {dccovnting, 412, Biology, Business, and so
onj.

College

Specify the College you are interested in (Engineering, Liberal
Arts, Mursing, and so on).

Population

Specify whether you are looking for a course that is open to a
particular group of students (Dap Students, Emplopees,
Euening Students, Senior Citizens, Transfers, and so on).

Montraditional

If vou are looking for a special course, specify the type {part
of an Accelerated Frogram, a Carvespondence course, and so
onj.

3. when yvou have finished entering your search criteria, select Search .

4. After reading the help text for the current page, you can either:

e Select x| in the upper-right corner of the Help window to close the window,

or

¢ Select |!

On-line Help System.

| in the upper-left corner of the Help window to open the entire

PowerCAMPUS Self-Service for IEacuIty User Guide
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Introduction to PowerCAMPUS Self-Service

5. If you select |

Using the On-line Help

the Help window will display a table of Contents which lists
How-To procedures for accomplishing many tasks. For example:

Index || search

@ Logaing In

e Updating Tour Personal Information
|Z] Viewing Degree Requirements

e Searching for Courses

@ setting up Your Courses

0 Rewiewing Tour Student Lists

@ Entering Grades

0 Managing Yaour Assistants

@ Approving Grades

@ Advising Students

Course Catalog

You can search for particular types of courses in the course catalog.

2,

Specify a Keyword, like a Math course,

Tao narrow down your search to find a particular course in the catalog, enter any of the other

search criteria,

Field:

Description:

Course Code

If you know the Course Code, you can search for ane
particular course in the catalog,

Program

Specify whether you are looking for an Yndergracuate or
Graduate course, for example,

Curriculurn

Specify whether you are loaking for a course within a
particular course of study (decounting, dnthropology, Business
Law, Fine Arts, and so0 on).

Subtyps

Specify whether you are looking for a certain type of course
{independent Study, Lab, Lecture, and sa an),

Credit Type

Specify whether you are loaking far a Credi¥, Non-Credit, or
Continwing Education course, for example.

Class Level

Spacify whether yau are laoking for a course that is available
st your level (Freshman, Sophomore, Junior, Senior, Graduate,
and so on).

Department

Specify the academnic department through which the course
should be offered (docounting, 4rt, Biology, Business, and so
on).

College

Specify the Callage you are interssted in (Enginesring, Liberal
Ards, Mursing, and sa an).

Fopulation

Specify whether you are looking for a course that is open to &
particular group of students (Day Students, Emplopees,
Evening Students, Senior Citizens, Transters, and so an).

Montraditional

1f you are looking for a special courss, spedify the type (part
of an Accelerated Frogram, a Correspondence course, and so
on).

=

6. When the On-line Help System is open, you can select links in the table of
Contents until you display the desired How-To procedure. For example:

Index || search

@ Logging In

\[) Updating Your Persanal Information
|E] Updating Your User Account Infarmation
|=] Changing Tour Password
|=] Cchanging Tour Security Question
2] changing vour Personal Data
Q Updating Your Address Infarmation

[Z] viewing Dearee Requirements

e Searching for Courses

@ Setting up Your Courses

eReviewmg Tour Student Lists

@ Entering Grades

eManaging Your Assistants

@ 4pproving Grades

@ Advising Students

Changing Your Password

‘fou should change your password to something that you can easily remember, but is difficult for

others to guess.

2,

3

Select the My Profile tab,

Select the Password menu item.

On the Change Password page, enter the following information:

Field:

Description:

Current Password

Enter the password that you are currently using to log
into PowerCAMPUS Self-Service.

Mew Password

Enter the new password you want to use to log into
PowerCAMPUS Self-Service. Select a password
which:

+ Is easy for you to remember, but difficult for
others to guess

Includes upper-case and lower-case letters, and
numbers

Includes at least one spedial character, like 1, @, #,
§, %, or &

» Cantains 7 to 16 characters (for example,
MylSecretP@SSwrd ),

Confirm New Password

Enter your new passward again far confirmation.

4. Select Save to record your new passward information.

You can also select the Index or Search tab to find information.

PowerCAMPUS Self-Service for Eaculty User Guide
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Logging In

PowerCAMPUS Self-Service for Faculty

If You Forget Your Password

Logging In

In order to access most of the Self-Service features, you must log in.

1. On the Login window, enter your User Name.

cart | Portal | Help ICalaIug jl

Inquire Apply Make a Donation Wiew Student Infarmation

Log In

SUNGARD'HIGHER EDUCATION

PowerCAMPUS
e SELF-SERVICE

Students

» Find Courses

> Register

2. Enter your Password. If You Forget Your Password, a new password will be
e-mailed to you after you correctly answer your security question.

3. Select Log In.

If You Forget Your Password

If you forget your password when attempting to log in, a new password will be e-
mailed to you after you correctly answer your security question. You must then
change the temporary password to something that is easier for you to remember.

1. On the Login

window, select Forgot My Password.

2. On the Forgot My Password page, enter your User Name.

Forgot My Password

Enter your User Mame and select Submit,

User Name;

Subrnit | Cancel ‘

3. Select Submit.

PowerCAMPUS Self-Service for IEacuIty User Guide
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PowerCAMPUS Self-Service for Faculty Logging In

If You Forget Your Password

4. Read Your Security Question and enter Your Security Answer.

Forgot My Password

Enter the answer to your security question and select Submit,

User Mame: mgrant

Question: What is my favorite colour?

Answer I

Subrnit Caneel

5. Select Submit.

6. Read the confirmation message which states that your password has been
updated and e-mailed to you, and lists your User Name.

7. Log into your e-mail system and read the e-mail message which lists your
new Self-Service password.

8. On the Forgot My Password page, select Log In.

9. Enter your User Name and your new Self-Service Password EXACTLY as it
appears in the e-mail.

10.Select Log In.

11. Enter the following information:

Field: Description:

Current Password Enter the Self-Service password EXACTLY as it appears in
the e-mail that was sent to you.

New Password Enter the new password you want to use to log in. Select a
password which:

* |s easy for you to remember, but difficult for others to
guess

* Includes upper-case and lower-case letters, and
numbers

« Includes at least one special character, like !, @, #, $, %,
or&

» Contains 7 to 16 characters (for example,
My1SecretP@SSwrd)

Confirm New Password  Enter your new password a second time for confirmation.

12.Select Update.

13.Read the confirmation message, which states that your password has been
changed.

14.Select Go to the Self-Service Home Page.

PowerCAMPUS Self-Service for Eaculty User Guide 7
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Logging In

PowerCAMPUS Self-Service for Faculty

Using Your IQ.Web Account to Log In

Using Your IQ.Web Account to Log In

If you had a PowerCAMPUS 1Q.Web account before we upgraded to
PowerCAMPUS Self-Service and the Transfer IQ.Web Account link is displayed
on the Login window, you can use your IQ.Web User Name and Password to log
into Self-Service for the first time. The system will then create a Self-Service
account for you and e-mail your new Self-Service User Name and Password to
your preferred e-mail address.

1.
2.

On the Login window, select Transfer IQ.Web Account.
Enter your IQ.Web User Name and Password.
Select Transfer Account.

If your information is found in the system and you have an e-mail address on
file, the system will display a confirmation message to let you know that:

¢ Your PowerCAMPUS Self-Service account will be created, and

* Your new Self-Service User Name and Password will be e-mailed to your
preferred e-mail address.

Select Finish transfer process.

Access your e-mail account and open the message that you just received
with your Self-Service User Name and Password.

Enter the following information:

Field: Description:

Current Password Enter the Self-Service password EXACTLY as it appears in
the e-mail that was sent to you.

New Password Enter the new password you want to use to log into
PowerCAMPUS Self-Service. Select a password which:

e |s easy for you to remember, but difficult for others to
guess

¢ Includes upper-case and lower-case letters, and
numbers

* Includes at least one special character, like !, @, #, $, %,
or &

e Contains 7 to 16 characters (for example,
My 1SecretP@SSwrd)

Confirm New Password  Enter your new password a second time for confirmation.

New Security Question Select the security question that should be used to identify
you if you forget your password. Select a question for
which other people would not be able to guess your
answer.

New Security Answer Enter the answer to the specified New Security Question.

PowerCAMPUS Self-Service for IEacuIty User Guide
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PowerCAMPUS Self-Service for Faculty Logging In

Requesting an Account

8. Select Update.

9. Read the confirmation message, which states that your password and your
security question and answer have been updated.

10.Select Self-Service Home.

Requesting an Account

If the Request Account link is displayed on the Login window and you do not
already have a PowerCAMPUS Self-Service account, you can request that an
account be created for you.

1. On the Login window, select Request Account.

2. On the Request Account page, enter the following information:

Field: Description:

System ID Enter your 9-digit People ID without hyphens. For example,
123456789.

First Name Enter your legal first name; not your nickname.

Last Name Enter your last name or surname.

Date of Birth Enter the date on which you were born in the format MM/DD/YYYY
(e.g., 09/22/1989 for September 22, 1989).

3. Select Request Account.

4. If your information is found in the system and you have an e-mail address on
file:

* Your PowerCAMPUS Self-Service account will be created, and
* Your User Name and Password will be e-mailed to you.
5. Select Return to Home.

6. Enter your User Name and Password, and select Login.

PowerCAMPUS Self-Service for Eaculty User Guide 9
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Updating Your Personal Information PowerCAMPUS Self-Service for Faculty

Requesting an Account

7. Enter the following information:

Field: Description:

Current Password Enter the Self-Service password EXACTLY as it appears in
the e-mail that was sent to you.

New Password Enter the new password you want to use to log into
PowerCAMPUS Self-Service. Select a password which:

* |s easy for you to remember, but difficult for others to
guess

¢ Includes upper-case and lower-case letters, and
numbers

« Includes at least one special character, like !, @, #, $, %,
or&

» Contains 7 to 16 characters (for example,
My1SecretP@SSwrd)

Confirm New Password  Enter your new password a second time for confirmation.

New Security Question Select a security question for which other people would not
be able to guess your answer.

New Security Answer Enter the answer to the specified New Security Question.

8. Select Update.

9. Read the confirmation message, which states that your password and your
security question and answer have been updated.

10.Select Go to the Self-Service Home Page.

Updating Your Personal Information

From the My Profile tab, you can update your user account information, change
your password, or edit the security question and answer which are used to verify
your identity if you forget your password.

e Updating Your User Account Information

Changqging Your Password

Changing Your Security Question

Changqging Your Personal Data

Updating Your Address Information

10 PowerCAMPUS Self-Service for Eaculty User Guide
5/30/2008



PowerCAMPUS Self-Service for Faculty Updating Your Personal Information

Updating Your User Account Information

Updating Your User Account Information

You can view your user account information, and edit your e-mail address (if
allowed by the institution).

1. Select the My Profile tab.

2. Select the Account Information menu item.

3. On the Account Information page, view your user account information.
4

If allowed by the institution, enter any necessary changes to your e-mail
address.

* Update your E-mail Address, because it will be used to keep you informed
of personal and campus activities.

* Select Save to record your changes.

Changing Your Password

You should change your password to something that you can easily remember,
but is difficult for others to guess.

1. Select the My Profile tab.
2. Select the Password menu item.

3. On the Change Password page, enter the following information:

Field: Description:

Current Password Enter the password that you are currently using to log into
PowerCAMPUS Self-Service.

New Password Enter the new password you want to use to log into
PowerCAMPUS Self-Service. Select a password which:

* Is easy for you to remember, but difficult for others to
guess

* Includes upper-case and lower-case letters, and
numbers

« Includes at least one special character, like !, @, #, $,
%, or &.

* Contains 7 to 16 characters (for example,
My1SecretP@SSwrd).

Confirm New Password Enter your new password again for confirmation.

4. Select Save to record your new password information.

PowerCAMPUS Self-Service for Eaculty User Guide 11
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Updating Your Personal Information

PowerCAMPUS Self-Service for Faculty

Changing Your Security Question

Changing Your Security Question

You can change the security question and answer which is used to verify your
identity when you forget your password.

1.

2
3.
4

o

Select the My Profile tab.

. Select the Security Question menu item.

On the Change Security Question page, enter your Password.

. Select your New Security Question. Choose a question for which other

people would not be able to guess your answer.
Enter your New Security Answer.

Select Save to record your changes.

Changing Your Personal Data

You can view and update the personal information that is currently on file for you,
such as your marital status, religion, and citizenship.

1.

2
3
4,
5
6
7

Select the My Profile tab.

. Select the Personal Information menu item.

. On the Personal Information page, review your Current Information.

If you need to update any of your information, select Edit.

. Enter all the necessary changes.
. Select Submit to save your changes.

. Review your information.

If Your School: Then:

Requires Approval of Your Updated Information is listed as Pending.

all Changes * If you notice something wrong with your pending changes,

select Cancel Update to stop your update request.

* Once a school administrator approves your change request,
your updated information will be recorded, and you will
receive an e-mail to let you know that your change request
has been approved.

Does Not Require Your updated Current Information is displayed. If you need to
Approval make additional changes, select Edit.

12
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Updating Your Address Information

Updating Your Address Information

You can view and update the address information that is currently on file for you.
» Editing Your Preferred Address
* Adding a New Address

¢ Viewing and Managing Your Addresses

Editing Your Preferred Address

You can update your Current Preferred Address, which you want us to use to
contact you.

-

Select the My Profile tab.

Select the Addresses menu item.
View your Current Preferred address.
Select Edit Address.

Enter the necessary changes to your preferred address.

o a »» 0 b

Select Save to record your changes.

Adding a New Address

If you will be residing in a different address in the future, you can add that
address information.

1. Select the My Profile tab.

2. Select the Addresses menu item.

3. View your Current Preferred address.
4. Select Add Address.
5

. Enter the information for the new address.

For This Field: Enter:

Address Type A description of the address that you want us to use to contact you
(for example, home address, parent’s address, local address).

Address Line 1 The first line of the street address.

Address Line 2 The second line of the street address, if needed.

Address Line 3 The third line of the street address, if needed.

City The city in which the address is located.

State/Province The state in the address is located.

PowerCAMPUS Self-Service for Eaculty User Guide 13
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6.

For This Field: Enter:
Postal Code The postal code for the address.
Country The country in which the address is located.

Effective Date

The date on which this address should start being used.

Day Phone

The phone number at which you can be reached during the day.

Evening Phone

The phone number at which you can be reached in the evening.

Recurring

If the address will be used again in the future, check this option.

Select Save.

* If your school requires approval of address changes, the Status of your
new address will be listed as Pending on the Manage Addresses page and
you will not be able to edit it until it is approved.

* If your school does not require approval, your new address will be

recorded.

Viewing and Managing Your Addresses

You can view all of your address information and make any necessary changes.

1.

o a »» 0 DN

Select the My Profile tab.

Select the Addresses menu item.

Select Manage Addresses.

View your Current Preferred address at the top of the list of addresses.

Choose to display your addresses in the Card View or List View.

Follow the corresponding steps.

To:

Follow These Steps:

Change your Preferred 1.

Address

For the address you want us to use to contact you,
select Make Preferred.

Select OK to confirm that you want to change your
preferred address.

Add a new address

Select Add Address on the Card View or Add
Address on the List View.

Enter the information for your new address.

Select Save to record your new address.

Edit an Address

. For the address you need to update, select Edit.

Enter the necessary changes to the address.

Select Save to record your address changes.
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To:

Updating Your Address Information

Follow These Steps:

Delete an Address

1. For the address you need to delete, select Delete.

2. Select OK to confirm that you want to delete the
address.

Viewing Degree Requirements

You can view the course requirements necessary for completing a specified

academic plan for a particular year and term.

1. Select the Home tab.
2. Select the Degree Requirements menu item.
3. Select the Period.
4. Select the Program.
5. Select the Degree.
6. Select Create to display the degree requirements for the specified Period,
Program, and Degree.
Degree Requirements
Here are the course requirements necessary for completing the selected Academic Plan.
2007 /CONED - Graduate Study/Master Bus. Admin./Business Admin.
Courses: 13 Min | 13 Max | 0 Camplete | 13 Credits: 32,00 Min | 39,00 Max | 0.00 Complete |
Remaining 39.00 Rernaining
Discipline: 1 Total | 0 Complete | 1 Remaining GPA: 0.00 (Min 3.00) | Overall 0.00 {Min 3.00)
MBA Program
Courses: 13 Min | 13 Max | 0 Complete | 13 Credits: 32.00 Min | 39.00 Max | 0.00 Complete |
Rermaining 39.00 Rermaining
Classification: 4 Min | 4 Max | 0 Complete | 4
Rermaining
Business Law
Courses: 4 Min | 4 Max | 0 Complete | ¢ Remaining  Credits: 12.00 Min | 12.00 Max | 0.00 Complete |
17.00 Remaining
Course Name Sub Type Credits Sequence Min Grade Required
a |7 BLA&W 200 Constitutional Law Lecture 2.1 Passing
Q7| BLAMY 300 Business Law I Lecture 2.1 Passing
a |7 BLAW 275 Business, Law, and Lecture 2.1 Passing
a |7 BLAWY 276 Law for the Manager Lecture 2.1 Passing
a |7 BLAW 396 Business Law II Lecture 4.0 Passing
PowerCAMPUS Self-Service for Faculty User Guide 15
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7. Review the information about the course requirements for the specified
academic plan:

Column: Typically Lists:

a " Select (17| to list the available course sections for the corresponding
course code.

(and) If applicable, the parentheses are used to group courses together to help

And/Or you see:
* Which group of courses must be taken, and
* Which courses can be taken instead of other courses.

Course The number of the course is displayed as a link to more information
about the course.

Name The course title.

Sub Type The type of course (for example, lecture, lab).

Credits The number of credits earned upon completion of the course.

Sequence The enrolled sequence number for the course.

Min Grade The minimum grade that must be earned in order for the course to fulfill
the classification requirement.

Required Whether the course must be completed in order to fulfill the classification

requirement.

16
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Searching for Available Course Sections

Searching for Courses

You can search for Course Sections that are available for a specified term, or
search the Course Catalog for courses offered for a specified class level,
curriculum, credit type, and so on.

* Searching for Available Course Sections

¢ Searching for Courses in the Course Catalog

Searching for Available Course Sections

You can search for the course sections that are available for a specified course

and term.

1. Perform a basic or an advanced course section search.

For: Follow These Steps:

Basic Search Either:

In the Search field at the top of any Web page, select
Course Sections, enter a keyword (for example, Math), and
select Search, or

Select the Search tab and then the Section Search menu
item. Then specify a Keyword, Course Code, or academic
period for the courses you want to find, and select Search.

Advanced Search

A @ BN

-—

Select the Search tab.
Select the Section Search menu item.
On the Section Search page, select Advanced Search

Enter all the information you know about the course sections
you want to find. You can enter part of the course information
and use the _ wildcard to search for course sections. For
example:

¢ Com would find all Composition and Computer courses.

¢ Com_101 would find the Composition 101 and
Computer 101 courses.

Select Search.
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2. On the Course Section Results page, view the list of courses which match
your search criteria.

Select: To:

Course Code Display the Course Search Details page with all the information
about the course. When you are finished viewing the course
section details, select Back to return to the Section Results page.

Add to Cart Add the open course to your shopping cart, if it is available for
registration.

Add to Waitlist Add your name to the waitlist for the closed course, if it is
available.

3. If many course sections match your search criteria, use the drop-down menus
above the list of courses to narrow down your search.

Searching for Courses in the Course Catalog

You can search for particular types of courses in the course catalog.

1. If you want to perform a quick search for courses in the catalog, follow these
steps:

* From the drop-down menu at the top of any page, select Catalog.

* Enter at least part of the course name or subject type you are looking for
(like Math).

» Select Search.
* Continue with Step 3.
2. If you want to perform a more advanced search, follow these steps:
» Select the Search tab.
¢ Select the Catalog menu item.

* On the Course Catalog page, enter any of the following search criteria.

Field: Description:

Course Code If you know the Course Code, you can search for one particular
course in the catalog.

Program Specify whether you are looking for an Undergraduate or
Graduate course, for example.

Curriculum Specify whether you are looking for a course within a particular
course of study (Accounting, Anthropology, Business Law, Fine
Arts, and so on).

Subtype Specify whether you are looking for a certain type of course
(Independent Study, Lab, Lecture, and so on).
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Field: Description:

Credit Type Specify whether you are looking for a Credit, Non-Credit, or
Continuing Education course, for example.

Class Level Specify whether you are looking for a course that is available at
your level (Freshman, Sophomore, Junior, Senior, Graduate,
and so on).

Department Specify the academic department through which the course
should be offered (Accounting, Art, Biology, Business, and so
on).

College Specify the College you are interested in (Engineering, Liberal
Arts, Nursing, and so on).

Population Specify whether you are looking for a course that is open to a

particular group of students (Day Students, Employees, Evening
Students, Senior Citizens, Transfers, and so on).

Nontraditional

If you are looking for a special course, specify the type (part of
an Accelerated Program, a Correspondence course, and so on).

3. Review the list of cou

Select:

rses which match your search criteria.

To:

Refine Search

Enter additional search criteria to narrow down the list of
courses.

New Search

Search for a different type of course.

Course Code

Display more information about a course.

Find Course Sections

Search for available course sections for the course.
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Setting up Your Courses

You must set up your courses before you can enter students’ grades. You need
to set the following course information:

Set: Description:

Activities If you want to use grades for course activities to help determine your
students’ overall grades for the course section, you must detail
information about the Activities you have planned for your course
section (for example, essay 1, essay 2, test 1, test 2). You can begin
assigning course activities by:

* Adding a Course Activity, or
« Copying All Activities from Another Course
Weighting Specify how the grades for the course activities will be weighted when

calculating the midterm and final grades. You have these options:

* You can weight individual activities (for example, weighting quiz 3
heavier than quiz 1)

* You can weight types of activities (for example, weighting exams
heavier than quizzes)

» For each Activity Type (for example, essays, tests, quizzes, projects),
you can drop the lowest and highest grades for activities of that
type.

Refer to Weighting Course Activities.

Grade Mappings

Provide the Grade Mappings for the course, so that each student’s
numeric grade can be converted to the corresponding letter grade. For
example, converting a 95 to an A.

Refer to Mapping the Grades for a Course.

Course Home
Page

If your institution allows faculty members to create Course Home Page
sites for their course sections, you can create a Web site which can:

» Display information about your course section, like the syllabus.

¢ List scheduled dates when the class meets and when activities are
due.

¢ Enable students to download media files they need for the course.

¢ Let students download media files they need for completing course
activities.

¢ Allow students to submit their completed course activities.

Refer to Creating a Course Home Page.
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Defining Your Course Activities

If you want to use grades for course activities to help determine your students’
grades for the course section, you must detail information about the Activities you
have planned for your course section (for example, essay 1, essay 2, test 1, test
2).

Adding a Course Activity

Copying All Activities from Another Course

Weighting Course Activities

Managing Media for a Course Activity

Weighting Course Activities

On the Setup page, you must specify how course activities are to be weighted
when calculating students’ midterm and final grades.

Setup - Activities

Activities

Grade Mappings
Course Home Page

Manage Section Media

v Select Course

Test (2 items) [ : I
Midterm: Weight Drop Lowest  Drop Highest

Course: 2004/Fallf01 - Session - HIST 225/Lecture/01
Russia to 1860
Traditional

Final: wreight Drop Lowest  Drop Highest

Sutions 1 0/1 0/t 1 0/2 0/2
- Add an Activity
Possible Midterm
B Copy Activities Title Assigned Due Points Weight Final Weight
Midterrn 100 a0 25
$2 Delete all Activities @ @
3 G .G
Test 100 0 50 .
~ Weight by Type of
Activity Quiz (1 items)
Midterm:  weight Drop Lowest Drop Highest Final:  vreight Drop Lowest  Drop Highest
How to Weight Activities
1 0/o 0/o 1 01 01
¢ By Maximum Points
(o Bl Possible Midterm
& Enter for Each Title Assigned Due Points Weight Final Weight
Activity )
Duiz 25 1] 1a

Change

Save Reset

1. Specify whether you want to Weight the activities by the Activity Type.
Select this option (A) if you have assigned several types of activities for a
course and you want to weight one type of activity (for example, Exams)
heavier than another (for example Essays).

If you choose to Weight the activities by the Activity Type, then for each
Activity Type, specify the Weight for the activities when calculating the
Midterm and Final grades (B).
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You can use any set of numbers to define the weight differences between
Activity Types. For example, to weight the activities of one activity type (for
example, Tests) twice as heavy as the activities of another activity type (for
example, Homework), you could assign the Homework activity type with a
weight of 1 and the Tests activity type with a weight of 2. You could also set
the weights for these activity types at 25 and 50, 5 and 10, 50 and 100, and
so on.

2. Specify How you want to Weight Activities for the course (C).

Weight Activities: Description:

By Maximum Points The more points an activity is worth, the more weight it will
have in calculating midterm and final grades. For example, if
Test 3 is worth 200 possible points and Test 1 is worth 700
possible points, Test 3 will have twice as much weight in
calculating the students’ midterm and final grades.

Equally The scores for all the course activities will be counted the
same when calculating the midterm and final grades for the
course.

Enter for Each Activity  You can specify the weight for individual course activities.
For example, Quiz 3 can have more weight in calculating
the students’ midterm and final grades than Quiz 1.

3. Review the calculated weight (G) for each activity.

Midterm
Weight Final Weight
50 25
a a0

Each time you change the weight for an Activity Type (B) or an Activity (C),
the system will re-calculate how the activity scores will count toward the
Midterm and Final grades. This depends on how you have chosen to weight
the activities.

Weighting: Midterm and Final Grade Information:

Enter for Each The system will calculate the activity’'s Percentage of the Midterm
Activity grade (D) and Final grade (E).

By Maximum The system will calculate how much the activity Counts Toward
Points, or the Midterm grade and Final grade.

Equally

. For each Activity Type, specify if the lowest and highest scores for activities

of that Activity Type should be dropped when calculating the students’
Midterm and Final grades (F).

5. Select Save to record the information for the course section.
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Adding a Course Activity

You will need to enter information about each of the activities (for example,
exams, essays, projects) that will be used to grade students in the course. To
add a course activity:

1.

2
3.
4

5.

Select the Classes tab.
Select the Setup menu item.
Select the Activities option.

From the list of years, terms, and sessions, select the course section.

Setup - Activities
Activities

e — v Select Course

Course Home Page Or... browse the courses belove:

Manage Section Media

Recent Courses AP Springm
2008 01 - Session
ACC 101 /Lecture/01
2007 BUS 100/Lecture/01
2006

If no activities have been added for the course yet, select Add Activity;
otherwise, select Add an Activity.

Setup - Activities
Activities

[ — v Select Course Course: 2008/5pring/01 - Session01- ACC 101/Lecture /01

Principles of Accounting 1
MWF S:00 &M - 2:50 &AM, SCT/Anderson Hally1oo

c H P :
ourse Homne Page i Traditional

Manage Section Media
Options v

= ndd an Activity

B Copy Activities Add New... Copy Existing...
Add a new activity to this Copy activities from
(] Weight by Type of course: another section:
Activity
Add Activity Copy Activities

How to Weight Activities
{= By Maximurmn Points
¢~ Egually
¢~ Enter far Each
Activity

Change
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6. On the Add Activity page, specify the following information about the new
course activity.

Column: Description:

Title You must specify a unique name for the new activity that will make
it easy to distinguish between this activity and all the other activities
for the course section (for example, Quiz - Chapters 1-3, Midterm
Exam, Final Exam).

Activity Type You must specify which type of activity you are creating for the
course (for example, Quiz, Essay, Exam). The course activities will
be grouped by Activity Type on the Setup page.

Description Enter a description of the course activity.

Possible Points

You must specify the maximum number of points students can
earn by completing this course activity.

Assigned

Specify the date and time on which this activity is to be assigned to
the students taking the course.

Due

Specify the date and time on which this activity must be completed
and submitted.

Prevent Late
Submissions

If you select Prevent Late Submissions, students will not be able
to submit the activity after the specified Due date and time.

Midterm Weight

If you have chosen to Enter the weight for Each Activity, specify
the weight of this activity when calculating students’ midterm
grades.

Final Weight

If you have chosen to Enter the weight for Each Activity, specify
the weight of this activity when calculating students’ final grades.

Counts Towards
Midterm

If you have chosen to weight activities By Maximum Points or
Equally, specify whether the grade for this activity should be
included when calculating the midterm grade.

Counts Towards
Final

If you have chosen to weight activities By Maximum Points or
Equally, specify whether the grade for this activity should be
included when calculating the final grade.

Availability

Specify whether information about this activity should:
¢ Always be Available on the Course Home page, or

e Only be Available within the designated time period. Make sure
that you specify the From date and time and the To date and
time.

7. On the Add Activity page, select Save.
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8. If you have not done so already, specify How you want to Weight Activities

for the course.

¢ Select an option:

Weight Activities:

Description:

By Maximum Points

The more points an activity is worth, the more weight it
will have in calculating midterm and final grades. For
example, if Test 3 is worth 200 possible points and Test
1 is worth 100 possible points, Test 3 will have more
weight in calculating the students’ midterm and final
grades.

Equally

The grades for all the course activities will be counted
the same when calculating the midterm and final grades
for the course.

Enter for Each Activity

You can specify the weight for individual course
activities. For example, Quiz 3 can have more weight in
calculating the students’ midterm and final grades than
Quiz 1.

¢ Select Change.

9. Select Save to record all the information about the new course activity.

If a Course Home Page has been created for the course section, the
system will create folders for the activity in the course section’s document

libraries.

» A folder for the activity in the Course Documents document library.

¢ A folder for the activity in the Submitted Documents document library.

¢ A subfolder for each student under the folder for the activity in the
Submitted Documents document library.
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Copying All Activities from Another Course

You will need to enter information about each of the activities (for example,
exams, essays, projects) that will be used to grade students in the course. A
quick way to set up the activities for a new course section is to copy the activities
(along with ALL the section and activity media) from another course section.

Note: If you copy all the activities to a course section which already has
activities, its activities and media will be overwritten.

1. Select the Classes tab.

I

Select the Setup menu item.

Select the Activities option.

From the list of years, terms, and sessions, select the course.

Activities

Grade Mappings
Course Home Page
Manage Section Media

Recent Courses

v Select Course

Or... browse the courses below:

Year

2008

2007

2008

Springm

01 - Session
ACC 101 /Lecture,/01
BUS 100/Lectures0L

5. On the Activities page, select the Copy Activities option.

Activities

Grade Mappings
Course Home Page
Manage Section Media
Options

7 Add an Activity

[ Copy Activities

r Weight by Type of
Activity

How to Weight Activities
By Maximurm Paints

¢~ Equally

¢~ Enter for Each
Achivity

Change

v Select Course

Traditional

Add New...

Add a new activity to this

course!

Add Activity

Course: 2002/Spring/01 - Session01- ACC 101fLecture /01
Principles of Accounting I
M F S:00 &M - 8:50 AM, SCT/Anderson Hallf100

Copy Existing...

Copy activities frarm
another section:

Copy Activities
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6. Onthe Copy Activities window, select the course section from which you want
to copy the activities, and select Next.

Copy Activities

Choose a section to copy...

2008/Springm f01 - Session
€ ACC 101/Lecture/01

2007 fFall f01 - Session
€ ACC 101/Lecture/01
€ CoPYi00/Lecture /01

€ COPYLO0/Lecture/20

2006fFall mf03 - Session
© BUS 100/Lecture/01

20057/Springmf01 - Session
€ nCC 101/ Lecture/01

2007/CONED/ConEd Session
© BUS 100/Lecturs/01

2007 fSpringf01 - Session
€ ACC 101/ Lecture/01
€ BUS 100/Lecture,/01
€ ACC 101/Lecture/02

' ADHOC100/Lecture /01

2006fFallfConEd Session
© ACC 101/Lecture/01
© BUS 100/Lecture/01

1996 /Fallf01 - Session
€ acc 101/lecture /o1

7. On the Copy Activities window, review the list of activities for the selected

course section.

Copy Activities

Name Type
Quiz 7 Anon Quiz
Mid Term Exam Exam
Final Exam Examn

Select Finish to copy the following activities to 2008/Springm/01 - Session m - BUS
100/Lecturem,/01, Any existing activities will be deleted.

Description
Quiz 7
Mid Term Exam

Final Exam

Previous

Possible Points

70,000
100,000

100.000

Finish

8. If these are the activities you want to copy to your course section, select
Finish. Any activities that may already have been defined for the course
section will be replaced during the copy process.

9. On the Copy Activities - Success window, select Close Window.

PowerCAMPUS Self-Service for Eaculty User Guide
5/30/2008

27



Setting up Your Courses

PowerCAMPUS Self-Service for Faculty

Defining Your Course Activities

10.Review the list of copied activities.

Activities

Grade Mappings
Course Home Page
Manage Section Media
Options

J= Add an Activity

[} Copy Activities

32 Delete all Activities

[l Weight by Type of
Activity

How to Weight Activities
= By Maxirmurn Points

¢ Equally

¢ Enter for Each
Activity

Change

Recent Courses

Setup - Activities

v Select Course
Introduction to Business

Course: 2008/Spring/01 - Session - BUS 100/Lecture/01

MWF 5:00 PM - 5:50 PM, SCT/anderson Hally 100

Traditional

Exam (2 items, 200 points)

Midterm: Drop Lowest Drop Highest Final:
0z 0vz
Title Assigned Due
Final Examn
Mid Term Exarn
Anon Quiz (1 iterms, 70 points)
Midterm: Drop Lowest Drop Highest Final:
0/0 0so
Title Assigned Due

Quiz 7

Total Midterm Points: 2000 |

Save

Drop Lowest  Drop Highest

0z 0/z
Possible Counts Toward
Points Midterm
100 [l
100 3

Drop Lowest  Drop Highest

0/ 0o
Possible Counts Toward
Points Midterm

70 r

Total Final Points: 200

Reset

Counts
Toward Final

I
I

Counts
Toward Final

r

11. As necessary, update the list of activities for your course section. For

example:

» Edit the dates for the course activities, and any of the other information
about the activities. Refer to Editing a Course Activity.

* Delete any activities you do not plan to use for your course section. Refer
to Deleting Course Activities.

 If you have created a Course Home Page for the course section, you can
provide the document files your students will need to complete the
activities. Refer to Managing Media for a Course Activity.
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You can copy one of the course activities that has already been assigned for the

course section.

-

Select the Classes tab.

Select the Setup menu item.

2
3. Select the Activities option.
4

From the list of years, terms, and sessions, select the course.

Activities
Grade Mappings

Course Home Page

Recent Courses

Manage Section Madia

Setup - Activities

v Select Course

Or... browse the courses below:

Year

Springm
2008 01 - Session
ACC 101/Lecture/01
2007 BUS 100/Lectures0L
2006

5. On the Activities page, review the list of activities that have been defined for
the course section.

Activities
Grade Mappings
Course Home Page
Manage Section Media
Options

B Add an Activity

B Copy Activities
32 Delete all Activities

- Weight by Type of
Activity

How to Weight Activities
& By Maximurn Paoints

¢ Equally

¢ Enter for Each
Activity

Change

Recent Courses

Setup - Activities

* Select Course
Introduction to Business

MWF 5:00 PM - 5:50 PM, SCT/anderson Hallf100

Traditional

Exam (2 items, 200 points)

Midterm: Drop Lowest Drop Highest Final:
0z 0yz
Title Assigned Due
Final Examm
Mid Terrm Exarn
Anon Quiz (1 iterms, 70 points)
Midterm: Drop Lowest Drop Highest Final:
0/0 0so
Title Assigned Due

Quiz 7

Total Midterm Points: 2000 |

Save

Course: 2008/Spring /01 - Session - BUS 100/Lecture 01

Reset

Drop Lowest  Drop Highest
(- [
Possible

Counts Toward Counts

Points Midterm Toward Final
100 v i
100 v I3

Drop Lowest  Drop Highest

0/ 0so
Possible Counts Toward Counts
Points Midterm Toward Final
70 r r

Tatal Final Points: 200

6. Select the activity you want to duplicate.
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7. On the drop-down menu, select Copy.

Activities
Grade Mappings
Course Home Page
Manage Section Media
Options

B Add an Activity

[} Copy Activities
32 Delete all Activities

[l Weight by Type of
Activity

How to Weight Activities
@ By Maximum Points

¢ Equally

¢ Enter for Each
Activity

Change

Recent Courses

Setup - Activities

v Select Course

Midterm: Drop Lowest Drop Highest Final: Drop Lowest Drop Highest
0/z 0ve 0z 02
Possible Counts Toward Counts
Title Assigned Due Points Midterm Toward Final
Final Exarn 100 [l ca
Mid Terrn Exarn 100 ™ ¥

Midterm: Drop Lowest Drop Highest Final: Drop Lowest Drop Highest
0/0 0so 0/ 0o
Possible Counts Toward Counts
Title Assigned Due Points Midterm Toward Final
T Quiz 7 v 70 [l [
Edit
ints: 200 |  Total Final Points: 200

Course: 2008/Springm/01 - Session m - BUS 100/Lecturem,/01
Introduction to Business

MWF 5:00 PM - 5:50 PM, SCT/anderson Hall/ 100

Traditional

Exam (2 items, 200 points)

Anon Quiz (1 items, 70 points)

Delete

Copy Save Reset

8. On the Add Activity page, update the following information for the new course

activity.

Column:

Description:

Title

You must specify a unique name for the new activity that will make
it easy to distinguish between this activity and all the other activities
for the course section (for example, Project 1, Quiz - Chapters 1-3,
Quiz - Chapters 4-6, Midterm Exam).

Activity Type

You must specify which type of activity you are creating for the
course.

Description

Enter a description of the course activity.

Possible Points

You must specify the maximum number of points students can
earn by completing this course activity.

Assigned

Specify the date and time on which this activity is to be assigned to
the students taking the course.

Due

Specify the date and time on which this activity must be completed
and submitted.

Prevent Late
Submissions

Specify whether submissions made after the Due date and time
are to be prevented.

Midterm Weight

If you have chosen to Enter the weight for Each Activity, specify
the weight of this activity when calculating students’ midterm
grades.

Final Weight

If you have chosen to Enter the weight for Each Activity, specify
the weight of this activity when calculating students’ final grades.
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Column: Description:

Counts Towards If you have chosen to weight activities By Maximum Points or
Midterm Equally, specify whether the grade for this activity should be
included when calculating the midterm grade.

Counts Towards If you have chosen to weight activities By Maximum Points or
Final Equally, specify whether the grade for this activity should be
included when calculating the final grade.

Availability Specify whether information about this activity should:
¢ Always be Available on the course page, or

* Only be Available within the designated time period. Make sure
that you specify the From date and time and the To date and
time.

9. Select Save to record all the information about the new course activity.

10./f a Course Home Page has been created for the specified course section,
the system will also create folders for the activity in the document libraries for
the course section.

» A folder for the activity in the Course Documents document library.
¢ A folder for the activity in the Submitted Documents document library.

* A subfolder for each student under the folder for the activity in the
Submitted Documents document library.

11.If you need to provide your students with any documents in order to complete
this activity, continue with Managing Media for a Course Activity.

Editing a Course Activity

You can update the information about any of the activities (for example, exams,
essays, projects) that you have assigned for one of your course sections.

1. Select the Classes tab.

Select the Setup menu item.

Select the Activities option.

From the list of years, terms, and sessions, select the course.

View the Activity information that has already been specified for the course.

Select the activity you want to update.

N o o & 0D

On the drop-down menu, select Edit.
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8. On the Edit Activity page, update the information about the course activity.

Column: Description:

Title You must specify a unique name for the activity that will make it
easy to distinguish between this activity and all the other activities
for the course section (for example, Project 1, Quiz - Chapters 1-3,
Quiz - Chapters 4-6, Midterm Exam).

Activity Type You must specify which type of activity you are creating for the
course.

Description Enter a description of the course activity.

Possible Points

You must specify the maximum number of points students can
earn by completing this course activity.

Assigned

Specify the date and time on which this activity is to be assigned to
the students taking the course.

Due

Specify the date and time on which this activity must be completed
and submitted.

Prevent Late
Submissions

Specify whether submissions made after the Due date and time
are to be prevented.

Midterm Weight

If you have chosen to Enter the weight for Each Activity, specify
the weight of this activity when calculating students’ midterm
grades.

Final Weight

If you have chosen to Enter the weight for Each Activity, specify
the weight of this activity when calculating students’ final grades.

Counts Towards
Midterm

If you have chosen to weight activities By Maximum Points or
Equally, specify whether the grade for this activity should be
included when calculating the midterm grade.

Counts Towards
Final

If you have chosen to weight activities By Maximum Points or
Equally, specify whether the grade for this activity should be
included when calculating the final grade.

Availability

Specify whether information about this activity should:
* Always be Available on the course page, or

* Only be Available within the designated time period. Make sure
that you specify the From date and time and the To date and
time.

9. Select Save to record your changes.

10.1f you need to review or change any of the documents that are listed for this
activity, select Manage Activity Media.

11. On the Activity Documents site, select Upload.
12.Browse to find the document file you need to upload for the specified activity.

13.Select OK to upload the file to the document folder for the activity.
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Deleting Course Activities

You can delete one of the activities that has been assigned for a course section
as long as no grades have been recorded for that activity, or delete all the course
activities as long as no grades have been recorded for any of the activities.

1.

2
3
4,
5

Select the Classes tab.

. Select the Setup menu item.

. Select the Activities option.

From the list of years, terms, and sessions, select the course section.

. Specify which activities you want to delete:

To: Follow These Steps:

Delete ONE If grades have NOT been recorded for the activity you want to
Course Activity delete, you can delete it, as follows:

1. Select the activity you want to delete.
2. On the drop-down menu, select Delete.

3. If you really want to delete the activity from the course section,
select OK.

Delete ALL If grades have NOT been recorded for ANY of the course activities,
Course Activities you can delete all the activities, as follows:

1. Select the Delete All Activities option.

2. If you really want to delete all the activity information from the
course section, select OK.

Managing Media for a Course Activity

For any activity you have assigned for a course section, you may have
documents that your students need in order to complete the activity. If you have
created a Course Home Page for the course section, you can make these
documents available on your Course Home Page so your students can download
them.

1.

o a0 DN

Select the Classes tab.

Select the Setup menu item.

Select the Activities option.

From the list of years, terms, and sessions, select the course section.
View the Activity information that has been specified for the course.

Select the activity for which you want to update media.
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7. On the drop-down menu, select Manage Media.

Activities
Grade Mappings
Course Home Page

Manage Section Media

5= add an Activity

B copy Activities

$2 Delete All Activities

| Weight by Type of
Activity

How to Weight Activities
By Maxirurm Points

Equally

Enter for Each
Activity

Options v

v Select Course Course: 2008/Springm/01 - Session m - ACC 101/Lecturem/01
Principles of Accounting 1
MF 8:00 AM - 8:50 AM, SCT/Anderson Hallf100

Traditional

Quiz (3 items, 300 points)

Midterm: Drop Lowest Drop Highest Final: Drop Lowest Drop Highest
03 03 0 /3 03
possible Counts Toward Counts
Title Assigned Due Points Midterm Toward Final
Quiz 1 v 1/25/2008 1/29/2008 100 ~ =
Edit b
WE/2008  2/12/2008 100 ~ ~
Delete
'22/2008 2/26/2008 100 z2 z2
Manage Media
Copy
Midterm: Drop Lowest Drop Highest Final: Drop Lowest Drop Highest
0 /2 0/z 0/2 02
Possible Counts Toward Counts
Title Assigned Due Points Midterm Toward Final
Midtermn Exam 3/4/2008  3/4/2008 200 I3 ~

8. On the Course Documents site, select Upload.

Documents

Course Documents
Subrmitted Documents
Lists

Course Annauncements
Discussions

Caurse Forum

Sites

People and Groups

7] Recycle Bin

Course Home Page for 01 - Session m-ACC 101-Lecturemn-01 > Course Documents > Quiz 1
Course Documents

Contains documents related to the course and activities.

Mew = | Upload |'| Actions = Settings * Yiew: | All Documents
Type g Upload Document ied Madified By
Upload & document from your
There are e j Efmputar to this library. v =" document library, To create a new item, click "New" or "Upload” above,

9. Select Browse.

10.Find the document file you need to upload for the specified activity.

11. Select Open.

Laak jh I@ Desktop j = 5} B

%FrameMaker--cthurWurd.bmp
QFrameMakerFonts.zlp

@ izetUpgradelnfo.exe

9] 1nstall Instructions - PC Self Service 70.doc
E_]IQ.Weh e-Commerce Quick Reference Guide. dac
[} Otw'eb For Administrators-42.doc

2|

4] — M
File name: IUu\z Thst j Open I
Files of type: i Files (=) =l Cancel

Z]

12.Select OK to upload the file to the document folder for the activity.

3%
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13. Specify the document’s Title, and the First and Last dates on which this
document will be available on the Course Home Page.

#  The document was uploaded successfully, Use this Form to update the properties of the document,

OK Cance

W Delete Item | 9% Spelling... #indicates a required field
Name * Jlouiz 1 it
Title I
First Date Available I :jllg aM =] [on .I
Last Date Available [ 1z am =] oo .I
Created ak §/29/2007 12:28 AM by Ms, Lisa Appleton oK Cancel
Last maodified at 8/29/2007 12:28 AM by Ms, Lisa Appleton

14.Select OK.

* The document file will be stored in a folder, which has the same name as

the course Activity, in the Course Documents document library for your
Course Home Page.

* Your students will be able to access the files in each activity folder in the
Course Documents document library, when you make them available.

15. Verify that the document has been uploaded for the activity.

Documents Course Home Page for 01 - Session -ACC 101-Lecture-01 > Course Docurments > Quiz 1

Course Documents Course Documents

CUBMEEd DOCUMERES oo nemm e

Lists Conkains documents related ta the course and activities,

Course Announcements Mew - | Upload - | Acdions = | Settings - View:  All Documents -
Discussions Type  Mame Modified Modified By

Course Forum B cuiztuew 8/29/2007 12:31 &M System Account

Sites

People and Groups

5] Recycle Bin

16. After your specified deadline for submitting course activity media, review your
students’ submissions in the corresponding activity folder in the Submitted

Documents document library.
* When students submit their completed course activities on-line (upload

their activity files to the Course Home Page), their files will be stored in
their submitted media subfolder for that activity.

PowerCAMPUS Self-Service for Eaculty User Guide
5/30/2008

35



Setting up Your Courses PowerCAMPUS Self-Service for Faculty

Mapping Numeric Grades to Letter Grades

¢ You, and any other faculty members who are teaching the course section,
can access ALL the submitted media.

» Each student will only be able to view his or her own media submissions. If
a student submits an updated file, it will overwrite the student’s previous
submission.

17.Follow the instructions for Entering Grades for Course Activities.

Mapping Numeric Grades to Letter Grades

You must provide the Grade Mappings for the course, so that each student’s
numeric grade can be converted to the corresponding letter grade. For example,
to convert an 85 to a B.

* Mapping the Grades for a Course

¢ Deleting the Grade Mappings for a Course

Mapping the Grades for a Course

You need to specify how the students’ numeric grades are mapped to letter
grades for the course section.

1.

2
3
4,
5
6

Select the Classes tab.

. Select the Setup menu item.

. Select the Grade Mappings option.

Select a Year and then view the list of your courses for that year.

. Select the Course section for which you want to verify the grade mappings.

. If there are no grade mappings defined for the course section, select one

of the options:

Select: To:

Set Up Manually  Manually enter all the grade mappings for the course section.
1. Select Set Up Manually.
2. Continue with Step 7 below.

Apply Defaults Use the default grade mappings that have been defined by the
institution.

1. Select the Apply Defaults option or button.

2. Select OK to apply the institution’s grade mappings to the
course section.
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Select: To:
Copy Grade Use the grade mappings that have been defined for another course
Mappings section.

1. Select the Copy Grade Mappings option or button.

2. On the Copy Grade Mappings window, choose the course
section from which to copy the course mappings.

3. Select Copy.

4. On the Copy Grade Mappings - Success window, select Close
Window.

7. If you chose to Weight Activities By Maximum Points on the Activities
page, select the Show Points option.

8. For each Credit Type that you want to use for your class:

* Select the Credit Type.

* View the current grade mappings to the right (or below, if your page is

narrow).
Column: Description:
Grade The letter grade that students will receive if they earn the

specified minimum values.

Midterm Min Points* The lowest number of points that students must earn for the
course activities that count toward their midterm grade in
order to receive the corresponding Midterm Grade.

Midterm Min % The lowest grade percentage that students must earn for the
course activities that count toward their midterm grade in
order to receive the corresponding Midterm Grade.

Final Min Points* The lowest number of points that students must earn for the
course activities that count toward their final grade in order to
receive the corresponding Final Grade.

Final Min % The lowest grade percentage that students must earn for the
course activities that count toward their final grade in order to
receive the corresponding Final Grade.

Total Points* Specify the total number of points for course activities that
count toward the Midterm and Final grades.

For example, if you are using the grades from two tests to
calculate your students’ final grades and Test7 has a
maximum of 150 points and Test2 has a maximum of 200
points, the Total Points for the Final would be 350.

* If you selected the Show Points option, the Midterm and Final Min Points, and
the Total Points for the Midterm and Final will also be displayed.

¢ Enter any necessary changes to the minimum values for each Grade.

9. Select Save to record the grade mappings for the course section.
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Deleting the Grade Mappings for a Course

You can delete all the grade mappings for a course section.

1. Select the Classes tab.

2
3
4,
5
6
7

. Select the Setup menu item.

. Select the Grade Mappings option.

Select a Year and then view the list of your courses for that year.

. Select the Course section for which you want to delete the grade mappings.

. Select the Delete All option.

If you really want to delete all the grade mappings for the course section,

select OK.

If you delete the existing grade mappings, you must specify new grade
mappings for the course section:

Select:

To:

Set Up Manually

Manually enter all the grade mappings for the course section.

1.
2.

Select Set Up Manually.

If you chose to Weight Activities By Maximum Points on the
Activities page, select the Show Points option, so you can
specify the Midterm and Final Minimum Points for each letter
grade, and the Total Points for the Midterm and Final.

For each Credit Type enter the minimum values for each letter
Grade.

Select Save to record the grade mappings for the course
section.

Apply Defaults

Use the default grade mappings that have been defined by the
institution.

1.
2.

Select the Apply Defaults option or button.

Select OK to apply the institution’s grade mappings to the
course section.

Copy Grade
Mappings

Use the grade mappings that have been defined for another course
section.

1.
2.

Select the Copy Grade Mappings option or button.

On the Copy Grade Mappings window, choose the course
section from which to copy the course mappings.

Select Copy.

On the Copy Grade Mappings - Success window, select Close
Window.
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9. Review the current grade mappings for each Credit Type, and enter any
necessary changes.

10.Select Save to record the grade mappings for the course.

Using a Course Home Page

You can create, view, and update a Course Home Page for each of your course
sections. The Course Home Page will be the common location where you, other
faculty members who are teaching the course section, and the students in the
class can share information on-line.

* Faculty members can display information about their course section and make
course documents downloadable for students.

¢ Students can view information about their course section (including
announcements and important dates), download course documents, and
submit their course activities.

Depending on the current status of the Course Home Page site for a specified
course section, different options will be available.

Option: Description:

Create Site You can create a Course Home Page site for a course section which
does not already have one.

Refer to Creating a Course Home Page.

View Site Once a Course Home Page has been created for a course section, you
can view and update it.

Refer to Viewing a Course Home Page.

Inactivate Site You can inactivate your Course Home Page site whenever you are not
ready for students to access it.

When you create a new Course Home Page site, it will automatically be
activated. You can inactivate the site so that it cannot be accessed by
your students. Once you finish setting up your Course Home Page site,
you can activate it so that it is available to your students.

Refer to Inactivating a Course Home Page.

Activate Site You can activate a Course Home Page that has been inactivated.

Refer to Activating a Course Home Page.
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Creating a Course Home Page

You can create and then set up a Course Home Page for each of your course

sections which do not already have a Course Home Page.
1. Select the Classes tab.
Select the Setup menu item.

Select the Course Home Page option.

2
3
4. From the list of years, terms, and sessions, select the course section.
5

Select Create Site.

Setup - Course Home Page

Activities

Manage Section Media

Options

Recent Courses
Create New...

Create a new Course
Home Page Site:

Create Site

1 * Select Course Course: 2008/3pring/01 - Session 01- ACC 101/Lecture/01

Grade Mappings ! Principles of Accounting 1

Course Home Page fOMVWE 800 AM - 8150 &M, SCT/Anderson Hallf100
Traditional

6. View the confirmation message.

Setup - Course Home Page

Manage Section Media
Options

Recent Courses

Cancel Pending...

Cancel a pending Course
Home Page Site creation
request:

Cancel Request

Activities
v Select Course | Course: 2008/Spring/01 - Session01- ACC 101/Lecture/01
Grade Mappings i Principles of Accounting I
Course Home Page fOMWE 200 &AM - 3:50 AM, SCT/anderson Hall/100
Traditional
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7. You will need to wait for your Course Home Page site to be created. Your
institution must run a job to create your new site and this job may be
scheduled to run once a minute, hour, or day. When the system creates the
site, it will:

Grant you, and any other faculty members who are scheduled to teach the
course section, permission to view and update the site.

Activate the site and grant the students, who are registered for the course
section, permission to access the site.

Create a Course Documents document library, which will be used to store
your course media in a Section Media folder and your activity media in
folders for each course activity.

Create a Submitted Documents document library, which will store your
students’ completed activities.

Create a Site Collection for the year and term, if this is the first Course
Home Page being created for the specified year and term. For example, all
Course Home Pages created by all faculty members for courses for Spring
2007 will be grouped in a Site Collection for Spring 2007.

8. Select |2 to Refresh the information on the page.

9. Once the View Site option appears, follow the instructions for Viewing a
Course Home Page.

Viewing a Course Home Page

After you have created a Course Home Page site for your course section, you
can view the site.

1. If you have not already selected the Course Home Page you want to view,
follow these steps:

Select the Classes tab.
Select the Setup menu item.
From the list of years, terms, and sessions, select the course section.

Select the Course Home Page option.
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course.

2. Select View Site to access the Course Home Page site for the specified

Activities

Grade Mappings
Course Home Page
Manage Section Media

Options

Recent Courses

Setup - Course Home Page

v Select Course | Course: 2008/Spring/01 - Session 01- ACC 101/ Lecture/01
¢ Principles of Accounting [
MWF 8:00 AM - 8:50 AM, SCT/Anderson Hallf100
Traditional

Yiew Existing... Inactivate Existing...

View an existing Course Inactivate an existing

Home Page Site: Course Home Page Site:
Wiew Site Inactivate Site

3. View the information on your Course Home Page. The amount of information

that is displayed on a NEW Course Home Page is determined by your
institution’s Course Home Page site definition. Your Course Home Page may
display any, or all, of the following Web parts:

‘Welcome Ms. Lisa Applston | Site Actions | Help This Sike: Course Home Page Fix

1 Self-Service Home

Documents
Course Documents

Submitted Documents

Section Display - Course Announcements -~

There are currently no active

ACC 101/Lecturemn/01 - Principles of Accounting I Faculty
Lists announcements. To add a new
This introductory course in accounting emphasizes Appleton, Liss announcement, dick "Add new
Course Announcements financial accounting. Topics typically include th... Boh announcement” below,
oheny,
Discussions 1/7/2008 - 6/25/2008 Edward Add new announcement
Course Forum schedule
~ Course Documents =
Sites ..
Day Time Campus Building Room
Type  Mame Madified By
feoplesnd Coupe MWE  8:00 AM - 8150 AM sCT Anderson Hall 100
= " [ ] Sectian System
& Recydle Bin Media Account
My Activities = add new docurment
There are no recent activities to display, Please selact the "View all
crivities' link,
: _WI == m_ . Submitted Documents -
FWiew all activities
Type Name IModified By
e G T - There are no kems to show in this
Please select the "View Details' link in the My Activities web part in order to wiews of the "Submitted Documents"
wiew detail information for each activity, daocurment library. To create a new
item, dick "Add new document
My Attendance - belovs.
attendance information is only available to students. Add new dacurment
Web Part: Description:

Course Announcements Displays any course Announcements that you and any

other course instructors have posted for your students.

Course Documents Displays a Section Media folder and a folder for each

course activity you have defined for the course via Self-
Service. You can post documents for the course in the
Section Media folder, and documents for each course
activity in the corresponding document folder.

My Activities

Displays the list of student activities you have assigned for
the course section.
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Description:

My Activity Detail

When you select View Details to the left of an activity on
the My Activities Web part, the system will display more
information about the activity on the My Activity Detail Web
part.

* The date on which the activity was assigned and when it
is due.

e The timeframe within which your students can view
information about the specified activity on the Course
Home Page.

* Whether the grade for the specified activity counts
toward the midterm and final grades.

My Attendance

Allows students to view their attendance records for your
class.

Section Display

Displays information about your course section:
¢ Course title and description
* When and where the class meets

¢ Names of the instructors

Submitted Documents

Displays a folder for each course activity you have
assigned for the course. Each activity folder holds a
subfolder for each student’'s media submissions for the
activity.

4. What do you want to do now?

¢ To change the information on the Course Home Page, continue with Step
2 in the instructions for Updating a Course Home Page.

¢ To return to the Self-Service application, select the Self-Service Home

link.
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Updating a Course Home Page

After you create your Course Home Page site, you can update it. For example,
you can deactivate features that you do not want to use on your Course Home
Page site.

1. If you are not already viewing the Course Home Page for the course section,
follow these steps:

» Select the Classes tab.

¢ Select the Setup menu item.

» Select the Course Home Page option.

* From the list of years, terms, and sessions, select the course section.

e Select View Site to access the Course Home Page site for the specified

course.
Setup - Course Home Page
Activities
. v Select Course Course: 2008/5pring /01 - Session 01- ACC 101/Lecture/0l
Grade Mappings Principles of &ccounting 1
C H B MWF 2:00 AM - 2:50 AM, SCT/anderson Hallf100
ourse Home Fage Traditional
Manage Section Media
Options v
Recent Courses A
Yiew Existing... Inactivate Existing...
View an existing Course Inactivate an existing
Home Page Site: Course Home Page Site:
Wiew Site Inactivate Site

2. Review the information on your Course Home Page. For example:

welcorne Ms. Lisa Appleton Site Actions | Help This Site: Course Homne Page fi
{] g ge for 0

J W + Self-Service Home
P I et
Course Docurments Section Display - Course Announcements -
Submitted Documents T i i

ACC 101/Lecturem/01 - Principles of Accounting 1 Faculty BTE are CLITently no active
Lists announcements. To add a new
This introductary course in accounting emphasizes appleton, Lisa announcement:, click "Add new
Course Announcements financial accounting. Topics typically include th... boh announcement” below,
aheny,
Discussions 1/7/2008 - 6/25/2008 Edward Add new announcernent
Caurse Forum Schedule
N Course Documents >
Sites A
Day Time Campus Building Room -
Type  Mame Modified By
People and Groups MWF  8:00 AM - 8150 AM sCT Andarson Hall 100 )
= - (] Section Syskem
2] Recycle Bin Media Accaunt
My Activities - Add new docurnent

Thare sre no recant activities to display, Flesse select the "Wiew all

ctivities' link.
activities' linl Submitted Documents -

Fiew all activities
Type Mame Maodified By

i i - There are noitems to show in this
Please select the 'Wiew Details' link in the My Activities web part in order to view of the "Submitted Documents”
view detail information for each activity, document library, To create a new

item, click "add new document”

My Attendance - below.

Add new documnent

Attendance information is only available to students.
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If you do not want to display any of the Web parts (for example, the My
Activities and My Activity Detail Web parts if you are not using course
activities to grade your students), select = in the upper-right corner of the
Web part. This will close the Web part on the Course Home Page and remove
it from your students’ view of your Course Home Page.

Do you want to see what other Web parts may be available for your Course
Home Page or move the Web parts?

* NO, it looks good the way it is. Skip to Step 9.

* YES, | want to see what other Web parts might be available or move the
Web parts around on the Course Home Page. Continue with Step 5.

5. From the Site Actions drop-down menu, select Site Settings.

6.

Welcome Lisa Appleton Site Actions | Help | ITh's S'te;l
Create
H Add a new library, list, or web page to

= this website,

Edit Page
f Add, remove, or update Web Parts on
this page.

i Site Settings
40, Maniage site settings on this site.

On the Site Settings page, select Site Features.

Course Home Page for 01 - Session01-PORTALLOD-Lecture-01 > Site Settings

Site Settings

Site Information

Site URL: http: ffmalsharepoint2. powercampusdey . com: 35557 [sites [ 2007-FALL{D1-PORTALLO0-LEC-01/
Mobile Site URL: http:/fmalsharepointZ, powercampusdey, com: 35557 [sites/2007-FALL/O1-PORTAL LOO-LEC-01jm/
Wersion: 12.0.0.4518
Users and Permissions Look and Feel Galleries Site Administration
o People and groups o Title, description, and icon o Master pages o Regional settings
o Advanced permissions o Tree view o Site content bypes o Site libraries and lists
o Site theme  Site columns o Site usage report
@ Top link bar @ User alerts
@ Quick Launch @ R535
@ Reset to site definition @ Search visibility

@ Sites and workspaces
o Site Features

@ Delete this site:
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7. On the Site Features page, you can Activate features for your Course Home
Page which are not already Active, or Deactivate those features that you do

not want to use.

Course Horme Page for 01 - Session m-PORTALLOO-Lecturem-01 = Site Settings > Site Features

Mame

Dffice SharePoint Server Enterprise Site features

License

g Fl ¥ F

Translation Management Library

o

out,

Course Home Page Activities

Installs the My Activities web parts For the course home page.

Course Home Page Announcements

Installs Announcements functionality for the course,

Course Home Page Attendance

Installs the My Attendance web part For the course home page.

Course Home Page Forums

Installs Discussion Boards fior the course,

Course Home Page Media

Provides media storage For courses.

Course Home Page Schedule

Installs the Schedule web patt For the course home page.

Course Home Page Submitted Media

Provides media storage of courses assignments,

Features such as the business data catalog, forms services, and Excel Services, included in the Activate
Office SharePoint Server Enterprise License
Dffice SharePoint Server Publishing
Create a Web page library as well as supporting libraries to create and publish pages based on Activate
page layaouts,

Office SharePoint Server Standard Site features

Features such as user profiles and search, included in the Office SharePaint Server Standard Activate

Team Collaboration Lists

Provides team collaboration capabilities For a site by making standard lists, such as document Deactivate
libraties and issues, available.

Create a translation management library when you wank to create documents in multiple .
languages and manage translation tasks, Translation management libraries include a workflaw Activate
to manage the translation process and provide sub-folders, file versioning, and check-infcheck-

Status

Deactivate m
Deactivate m
Deactivate m
Deactivate
Deactivate m

Activate

Deactivate m

PREERRERERLE
H

Site Feature:

Description:

Course Home Page

Activities

If you are using activities to help you grade your students, and
you want to display the list of activities on your Course Home
Page, select Activate. When this site feature is activated, the
My Activities and My Activity Detail Web parts are displayed on
your Course Home Page.

The My Activities Web part includes the following information
for each course activity:

* The date on which the activity was assigned
* The date on which the activity is due

e The student’'s numeric Score for the activity
» The student’s letter Grade for the activity

¢ An option for the student to view more details about the
activity on the My Activity Detail Web part

* An option for the student to submit his or her completed
activity

Course Home Page
Announcements

Select Activate if you want to display the Announcements Web
part on the Course Home Page.
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Description:

Course Home Page
Attendance

Select Activate if you want to display the student’s attendance
record on the Course Home Page. When you view the Course
Home Page, you will not see your students’ attendance
records. When one of your students accesses your Course
Home Page, he or she will see his or her attendance record for
your class.

¢ The number of times the student was absent from class, with
or without a valid excuse

¢ The number of times the student was late to class, with or
without a valid excuse

¢ The number of times the student attended the entire class

Course Home Page
Forums

Select Activate to use discussion groups on your Course
Home Page. This will enable your students to post new topics
of discussion, and read and reply to topics posted by other
students in the class or you.

Course Home Page
Media

Select Activate if you want to be able to upload media files to
your Course Home Page so they are available for students to
download. You can provide documents about your course
section and for the course activities.

If you select Inactivate any media you have uploaded will be
lost.

Course Home Page
Schedule

Select Activate if you want to display course schedules on the
Site Collection page.

* You would see your schedule when viewing the Site
Collection page.

e Each student would see his or her own course schedule
when viewing the Site Collection page.

Course Home Page
Submitted Media

Select Activate if you want to allow your students to submit
their completed activities on-line. When a student completes a
course activity, he or she will upload the activity media file to
the Course Home Page. The file will be stored in a folder for
that course activity.

You can display the Submitted Documents Web part on your
Course Home page, so that you can review and grade your
students’ activity submissions.

Office SharePoint

You have the option of using the following Office SharePoint
features. They are not required for your Course Home Page.

e Server Enterprise Site Features
* Server Publishing

e Server Standard Site Features

Team Collaboration
Lists

Select Activate if you want to be able to use document
libraries and post announcements on your Course Home Page.
For example, you could let your students know about a change
in the class location.
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8. You can add, delete, or move Web parts on your Course Home page.

* On the Site Actions drop-down menu, select Edit Page.

¢ On the Left Side or Right Side of the Course Home Page, select Add a
Web Part.

* Select Advanced Web Part gallery and options.

 If there is a Web part in the gallery that you want to add to your Course
Home Page, drag the Web part from the gallery to a position on your
Course Home Page.

* To move any of the Web parts on your Course Home Page, drag the Web
part and reposition on the page.

¢ To remove a Web part from your Course Home Page, select Delete on the
Edit drop-down menu for the Web part.

* When you are finished making your changes, select Exit Edit Mode.

9. You can provide documents for the course section or a course activity. All

documents provided for a course section will be stored in the Course
Documents document library for the Course Home Page site.

» To provide documents that your students will need for your course
section, follow the instructions for Managing Course Section Media. The
course section documents will be stored in the Section Media folder in the
Course Documents document library.

¢ To provide documents that your students will need in order to complete a
course activity, follow the instructions for Managing Media for a Course
Activity. The documents for an activity will be stored in a folder named for
the activity.

Activating a Course Home Page

Your Course Home Page site will automatically be activated when you create it. If
you inactivate your Course Home Page site while you are setting it up, you must
activate it when you are ready for students to access it.

1.

Select the Classes tab.

. Select the Setup menu item.

. From the list of years, terms, and sessions, select the course section.

2
3
4,
5

Select the Course Home Page option.

. Select Activate Site.

Students, who have registered for your course, will be able to access your
Course Home Page via a Go to Course Home Page link on their course
schedules.
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Inactivating a Course Home Page

You can make your Course Home Page site inactive so that it cannot be
accessed by your students.

1. Select the Classes tab.

2. Select the Setup menu item.

3. Select the Course Home Page option.

4. From the list of years, terms, and sessions, select the course section.
5

. Select Inactivate Site.

Managing Course Section Media

For any course section, you may have documents that you want to share with
your students. If you have created a Course Home Page for the course
section, you can make these documents available on your Course Home Page
so your students can download them.

1. Select the Classes tab.
2. Select the Setup menu item.
3. From the list of years, terms, and sessions, select the course section.

4. Select the Manage Section Media option.

Setup - Manage Section Media
Activities

v Select Course : Course: 2007/Fall /01 - Session01- PORTAL100/Lecture/01
Grade Mappings i portal

O MWF B:00 &M - 2:00 AM, SCT/admissions/REG 1

Course Home Page Traditional

Manage Section Media

Options

BeCent Courses ¥Yiew Existing...

Manage Media Objects:

View Media

5. Select View Media.
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6. On the Course

Documents site for the course section, view the list of

documents that are in the Section Media folder.

+ Self-Service Home

Documents

Caurse Documents
Submitted Documents
Lists

Caurse Annauncements
Discussions

Caurse Forum

Sites

People and Groups

2] Recyele Bin

Course Home Page for 01 - Session 01-PORTALLO0-Lecture-01 > Course Documents > Section Media

Course Documents

Contains documents related to the course and activities.

Mew = Upload =~ Actions = Settings = wiew: | All Documents

Type MName Modified ! Madified By

There are noitems to show in this view of the "Course Documents" document library, To create a new item, dick "New" or "Upload” above.

Select Upload.

Course Documents

Contains documents related ko the course and activities.

Mew = | Upload |'| Actions ~

Settings * Yiew: | All Documents

Type %j

There are ru

Upload Document
Upload & document from your
computer ko this library,

ied ) Modified By

5" document library. To create a new item, click "New" ar "Upload” abave.

8. On the Upload drop-down menu, select Upload Document.

9. Select Browse.

Upload Document
EBrowse to the dacument you inkend ta upload.

[ Browse... I

¥ overrite existing files

OK Cancel

10.Find the file you

want to upload for the specified course section.

Look jn: I@ Desktop j - & oy B
Ext
FrameMaker--chgForWard, brmp
:gFrameMakerFonts‘zlp
iaetUpgradelnfo. exe
5] 1netall Instructions - PC Self Service 70.doc
_]IQ‘Weh e-Commerce Quick Reference Guide.dac
_]IQWeb For Administrators-42.dac
]
File name: |Fistdw/orks chedule. s | Gpen |
Files of type: IAI\ Files (7] j Cancel

A

11. Select Open.
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12.Select OK to upload the file to the document folder for the course section.

13.Specify the Title of the document, and the First and Last dates on which it
should be available on the Course Home Page.

Course Documents: FieldWorkSchedule

¥ Delete Itemn | o7 Spelling. ..

Name *

¥ The document was uploaded successfully, Use this Form to update the properties of the document,

O I Cancel I

* indicates a required field

|Fie\dWorkSchedule
Title I

it

First Date Available I

Last Date Available I

iz an = foo =

Zreated at 8/28/2007 10:22 PM by Mrs, Brenda Smith
Last modified at 8/28/2007 10:22 PM by Mrs, Brenda Smith

1z am = oo =
o3 I Cancel I

14.Select OK.

15. Verify that the document has been uploaded.

Zontains documents related ko the course and activities,
Mew = | Upload ~

fctions - | Settings -

Type  Mame
B Fieldworkichedule | new

Maodified

8/28/2007 10:25 PM

View: | All Documents

Modified By

System Account

The course section documents will be stored in the Section Media folder in the
Course Documents document library for your Course Home Page. You and
your students will be able to access the files in each folder in the Course

Documents document library.
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Posting Course Announcements

If your have chosen to display announcements on your Course Home Page, you
can keep your students informed about your class (room changes, deadline
extensions, and so on).

1. If you are not already viewing the Course Home Page for the course section
for which you want to post an announcement, follow these steps:

Select the Classes tab.

Select the Setup menu item.

Select the Course Home Page option.

From the list of years, terms, and sessions, select the course section.

Select View Site to access the Course Home Page site for the specified
course.

Setup - Course Home Page
Activities

Grade Mappings
Course Home Page
Manage Section Media

Options

Recent Courses

v Select Course : Course: 2008/Spring/01 - Session 01- ACC 101/ ecture/01

Principles of Accounting I

MWF 2:00 &M - 8:50 AM, SCT/Anderson Hallf100

Traditional

¥iew Existing... Inactivate Existing...

Wiew an existing Course Inactivate an existing

Home Page Site: Course Home Page Site:
View Site Inactivate Site

2. Review the information on your Course Home Page.

welcome Ms. Lisa appleton Site Actions | Help This Site: Course Home Page Fi »
Course Home Pages fa ring = Course Home Page for 0

4 Self-Service Home

Documents

Caurse Dacuments
Submitted Documents
Lists

Caurse Annauncements
Discussions

Course Forum

Sites

People and Groups

] Recycle Bin

Section Display

ACC 101/Lecturem/01 - Principles of Accounting I Faculty

This introductory course in accounting emphasizes Appleton, Lisa

financial accounting. Topics typically include th...

Doheny,

1/7/2008 - 6/25/2008 Edward
Schedule
Day  Time Campus Building Room
MWF 2:00 AM - 2,50 AM SCT Anderson Hall 100

My Activities

There are no recent activities to display, Please select the "View all
activities' link,

Ve all activities

My Activity Detail

Please select the "Yiew Details' link in the My Activities web part in arder to

view detail infarmation for each activity.

My Attendance

Attendance information is only available to students.

Course Announcements -

There are currently no active
announcements, To add a new
announcement, dick "Add new
announcement” below.,

Add new announcernsnt

Course Documents =

Type  Mame Madified By

[ ] Section System
Media Account

Add new document,

Submitted Documents -
Type Narne Modified By

There ate no ikems to show in this
view of the "Submitted Documents"
document library. To create a new
item, dick "add new document”
bedow,

Add new document,
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3. On the Course Home Page Announcements Web part, view the current list
of announcements.

4. Add, edit, or delete announcements as necessary.

To: Follow These Steps:
Add a New 1. Select Add new announcement.
Announcement

2. Enter a Title that will clearly identify the subject of your
new announcement. For example, Monday’s Class.

3. Enter the information for your new announcement. For
example, Meet in front of the Science Building for
Monday’s class.

4. Select the last day on which the announcement should
be displayed on the Course Home Page.

* Select .

¢ Select the date on which the announcement
should expire.

5. Select OK to post the new announcement to the
Announcements Web part.

Edit an Announcement Select the name of the announcement you want to edit.
Select Edit Item.

Enter your changes.

A @b =

Select OK to post your updated announcement to the
Announcements Web part.

Delete an Announcement Since you can specify when an announcement should
Expire (no longer be displayed) on the Course Home Page,
you may not need to delete most announcements.
However, if you need to remove an announcement:

1. Select the name of the announcement you want to
delete.

2. Select Delete Item.

3. Select OK to confirm that you want to delete the
announcement.
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Posting Information to a Forum

If your have chosen to display forums on your Course Home Page, you and your
students can discuss course topics on-line.

1. If you are not already viewing the Course Home Page for the course section
for which you want to post a discussion topic, follow these steps:

¢ Select the Classes tab.

¢ Select the Setup menu item.

» Select the Course Home Page option.

* From the list of years, terms, and sessions, select the course section.

¢ Select View Site to access the Course Home Page site for the specified

course.

Activities

Grade Mappings
Course Home Page
Manage Section Media
Options

Recent Courses

v Select Course

Yiew Existing...

Wiew an existing Course Inactivate an existing

Home Page Site:

View Site

Course: 2008/Spring,/01 - Session 01- ACC 101fLecture/01
Principles of Accounting I

MYWE 2:00 AM - 2:50 AM, SCT/Anderson Hallf100
Traditional

Inactivate Existing...

Course Home Page Site:

Inactivate Site

2. Review the information on your Course Home Page.

4 Self-Service Home

Documents

Course Dacuments
Submitted Documents
Lists

Course Announcements
Discussions

Course Forum

Sites

People and Groups

5] Recycle Bin

Section Display - Course Announcements -
ACC 101/Lecturern/01 - Principles of Accounting [ Faculty There are currently no active
announcements, To add a new
This introductory course in sccounting emphasizes Appleton, Lisa announcerment, click "add new
financial accounting. Topics typically include th... Dah announcement” below,
oheny,
1/7/2008 - 6/25/2008 Edward Add new announcement
Schedule
Course Documents =
D Tii C Buildis Ro
id me ampus ureing om Type  Mame Maodified By
MWF 2100 AM - 2150 AM SCT Anderson Hall 100 "
(] Section Swskem
Media Account
My Activities - Add new docurment

There are no recent activities to display, Please select the View all

activities' link.

Niew all activities

My Activity Detail

Please select the "Wiew Details' link in the My Activities web part in order to view of the "Submitted Documents"
wiew detail information for each activity. document library. To create & new

My Attendance

attendance information is only available to students.

Submitted Documents -
Type MName Modified By

There are na ikems ko show in this

item, click"Add new document"
- below.

Add new docurnent
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3. On the Course Home Page Forums Web part, view the current list of

discussion topics.

4. Add a new discussion topic or review the topics that have already been

posted.
To: Follow These Steps:
Add a New topic of 1. Select Add new discussion.
Discussion 2. Enter the Subject of your new discussion.
3. Enter your information for the topic of discussion.
4. Select OK to post the new discussion to the Forums
Web part.
View a Discussion 1. Position the cursor over the name of the discussion you
want to view.
2. On the drop-down menu, select View Item.
3. Select Open to view all the postings for the discussion.
4. For any discussion point for which you want to add
information:
¢ Select Reply.
¢ Enter your reply.
¢ Select OK to post your reply.
5. Select the Course Code link above the Forums page

heading to return to the Course Home Page.

Deleting a Course Home Page

You can delete a Course Home Page site for one of your course sections.

1. View the Course Home Page site that you want to delete.

2. From the Site Actions drop-down menu, select Site Settings.

wielcome Lisa Appletan Site Actions | Help | |Th\s S'te;l
Create
H Add 3 new library, list, or web page o

= this website,

Edit Page

/‘ Add, remove, or update 'Web Parts on
T this page.

Site Settings
Ol IManage site settings an this site,
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3. Under the Site Administration heading, select Delete this Site.

Site Settings

Site Information

Site URL:
Mobile Site URL:

Version:

Users and Permissions

a People and groups

a Advanced permissions

http:/fssinstall,powercampusdey,com: 81 fsitesf2008-5PRING01-HIS1 100-LEC-01/
hittp: }fssinstall. powercampusdey. com: 81 /sitesf2008-SPRING/01-HIS1 100-LEC-01 fmy

12.0.0.4516
Look and Feel Galleries
a Title, description, and icon a Master pages
a Tree view @ Site contentk types
@ Site theme @ Site columns
a Top link bar

a Quick Launch

@ Reset ko site definition

Site Administration

© Regional settings

& Site libraries and lists
@ Site usage repork

o User alerts

= R35

& Search visibility

8 Sites and workspaces
& Site Features

& Delete this site

4. On the Delete This Site page, select Delete.

Delete This Site

Warning

To continue, click Delete.

“fou are about to delete the following Web site: hittp:/fssinstall, powercampusdey  com:&1 /sites/2008-3PRIMNG/01-HIS 1 100-LEC-01
Deleting the Web site will permanently destroy all content and user information, including:

® Documents and document libr aries

& Lists and list data, including surveys, discussions, announcements, calendar
® ‘Wsh site settings and configurations

& Permission levels and security information relating to the Web site

Delete | Cancel

5. If you really want to delete the Course Home Page site, select OK.

Microsoft Internet Explorer

g/ Are you sure you wank to permanently delete this Web site and allits contents?

i Cancel

6. View the confirmation message.

Delete Web

Your Web site has been deleted.
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You can view and download information about the students who have selected
one of your course sections.

* Viewing Your Class List

* Downloading Class List Information

E-mailing Students in Your Class

Viewing the Waitlist for a Class

Viewing the Permission Requests for a Class

Viewing Your Class List

You can display a list of the students who have enrolled in one of your classes.

1. Select the Classes tab.

2. Select the Enrollment menu item.
3. Select the Class List option.
4. Choose Select Course.
5. From the list of years, terms, and sessions, select the course.
6. View the Class List for the specified Course.
Field: Description:
Name The student’s name is a link to more information about the student. To
view the student’s dossier, follow these steps:
1. Select the student’s name.
2. On the drop-down menu, select View Dossier.
3. On the pop-up window, view the information that is available for the
student:
¢ Student's Name (Prefix, First Name, Middle Name, Last Name,
Former Name, Suffix, and Nickname)
* Student’s preferred E-mail Address
¢ Student’s Photo (if your school has chosen to display photos)
4. When you are finished viewing the student’s dossier, select Close
Window.
ID The student’s identification number. By default, this is the People ID
assigned by PowerCAMPUS.
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Field: Description:

Curriculum The student’s current degree program.

Class Level Whether the student is currently a freshman, sophomore, junior, or
senior.

Class Load Whether the individual is a full-time or part-time student.

Credit Type Whether the student is taking the course for credit or not.

Credits If the student is taking the course for credit, how many credits will be
earned upon completion of the course.

Attendance The student’s overall attendance status (for example, attends daily).

Status The student’s enroliment status for the course.

7. Select the enrollment Status of the students you want to view.

Select: To Display:

View All A list of all the students who have enrolled in the course, no matter what
their Enrollment Status.

Add A list of only those students who have an Enrollment Status of Add for the
course.

Drop A list of only those students who have an Enroliment Status of Drop for
the course.

Hold A list of only those students who have an Enroliment Status of Hold for

the course.

8. Select Go to view the list of students with the specified enrollment status.

9. If your institution has chosen to display student photos, you can:

¢ Select a student’s name to display the student’s photo, or

» Select the Image View option to display the class list by student photos
instead of the detailed list. Select a photo to view the detailed information
for the student. Select List View to return to the detailed class list.

10.If you want to download the information that is currently displayed on the
Class List page to a file, follow the instructions for Downloading Class List

Information.

11. If you want to e-mail the students, follow the instructions for E-mailing
Students in Your Class.

12.If you want to print out your class list, follow these steps:

¢ Select Print List.

¢ Select Print.

» Specify your printer options.
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Downloading Class List Information

You can download information about the students, who are attending one of your
course sections, to a file.

1. If you have not already done so, follow the instructions for Viewing Your Class
List to display the class list information you want to download.

2. Make sure that you Select Status to display the desired list of students.

Enrollment - Class List
Class List
Waitlist v Select Course Course: 2007/Fallf/01 - Session - ACC 101/Lecture/01 Select Status
Principles of Accounting 1 . ) m
Femissisn Roaeso 'Trvavt;t\loln:glu LM - 11:50 &M, SCT Extension/Education Hall/235 =
Qoticns N Class Class Credit
. [} Name ID Curriculum Level Load Type Credits Attendance Status
Image View
abbatt, 222- Conti
[ e 3 Giedmestieded cotnars B Lo 300
Ann 222
7] E-Mail Selected
r adams, 0oo- Half
R p angela 000- Undergrad/BAJEnalish Senior Credit 3.00 Add
= Print List Moo 1o Time
Recent Courses A noo- Less
Iul adams, Fred  go; 7 Undergrad/BA/sccounting Sophomore thalp Credit 3.00 add
1. 2007/Fsllf01 - Session 038 Ha
ACC 101 Lecture/01
ooo-
8 ig?;;g‘ﬂi?;@f:fimn [T allen, Garth ggg- Undergrad/BS/Education Junior Credit 3.00 Add
3. 2007/Summer/01 -
Session ART Chase, ooo-
101/ Lecture/01 [T Katherine 0o0- Credit 3.00 Drop
4. 2007/Spring/ConEd Lynn 188
Session BUS 0o0- Less
AL ERTATL r gm:;‘;{ . Do #E‘:fﬁ;ﬂ,’l’jg’f“h Freshman  than  Credit 3.00 add
689 Half
3. Select the Download option.
4. On the Class List Download window, select the Download Format:
Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Name I Class Level Class Load Credit Type Crediis
Boott, Jamison Fred 000-000-247 Bophomore Full Time  Credit 300
Smith, Bob L. 000-000-300 Sophomore Full Time  Credit 3.00
Wines, Bathara 000-000-010 Freshman  Full Time Credit 300
Microsoft Word In a Microsoft Word (.doc) file. For example:
Name )i | Class Level|Class Load Credit Type|Credits
Seott, Jarnison Fred|000-000-247 Sophomore | Full Time | Credit 300
Smith, Bob L. 000-000-500 Sophoracre | Full Time  |Credit 3.00
Wines, Barhara 000-000-010 Freshrnan | Full Time  |Credit 3.00
Microsoft Excel In a Microsoft Excel (.xls) file. For example:
A B c 8] E F
1 Name Id Class Level Class Load Credit Type Credits
| 2 |Scott, Jamison Fred D00-000-247 Sophomore  Full Time  Credit 3
| 3 |Smith, Bob L 000-000-500 Sophomare  Full Time  Credit 3
| 4 |Wines, Barhara 000-000-010 Freshman  Full Time  Credit 3
—
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Select: To Download the Data in this Format:
Tab-Separated In a text (.tsv) file with each column of data separated by a tab.
For example:

P download.tsy - Notepad

File Edit Format Wiew Help

Mame Id Class Lewvel Class Load credit Type credits
Scott, Jamison Fred 000-000-247 Sophomore Full Time Credit 3.00
smith, Bob L. 000-000-500 Sophomore Full Time Credit 3.00
wines, Barbara 000-000-010 Freshman Full Time credit 3.00

Comma-Separated In a Microsoft Office Excel Comma-Separated Values (.csv) file.

For example:
A B © D E F
1 |MName Id Class Leve Class Loal Credit Typi Credits
| 2 |Scott, Jar000-000-2¢ Sophoman Full Time | Credit 3
| 3 |Smith, Bot0O0-000-50 Sophorman Full Time | Credit 3
| 4 Wines, Ba000-000-01Freshman Full Time | Credit 3

5. Specify which Available Columns you want to download. (By default, all of
the columns will be selected.)

Class List Download

Dovenload Format:

HTHL hd

Available columns; Columns to download:

Id
Ernail Address

Class Load

Credit Type v
Credite

Attendance

Statug

Download

6. Select p to add the selected column names to the Columns to download
list.

7. Use s and v to change the order of the columns in the download file.
8. Select Download to write the selected information to the file.

9. On the Class List Download window, specify whether you want to Open or

Save the file.
Select: To:
Open For all download formats except for Tab-Separated, you can view the

contents of the download file. For example, if you chose the Microsoft Word
Download Format, the system will open the file in a Microsoft Word
document.

After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.

10.Select Close Window to close the Class List Download window.
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E-mailing Students in Your Class

You can send an e-mail to specified students, or all students, in one of the course
sections you are teaching.

1. If you have not already done so, follow the instructions for Viewing Your Class
List.

2. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.

3. On the E-mail window, verify that your default e-mail address is listed in the
From field. If necessary, you can change this address.

From:

Recipients:

Ira Keep e-mail addresses private

Subject:

Message:

Send Message Cancel

4. Verify the list of Recipients.

5. If you want to list the Recipients in the bee (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

6. Enter the Subject of your e-mail.
7. Enter your e-mail Message.

8. Select Send Message.
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Viewing the Waitlist for a Class

You can display a list of the students who have placed themselves on the waitlist
for one of your classes, because the course was already closed when they tried
to register.

1.

o a »» 0 bd

Select the Classes tab.

Select the Enrollment menu item.

Select the Waitlist option.

Choose Select Course.

From the list of years, terms, and sessions, select the course.

View the following information for each student on the waitlist:

Field: Description:

Name The student’s name.

ID The student’s ID number.

Curriculum  The student’s major field of study.

Class Level Whether the student is a freshman, senior, and so on.

Date Added The date on which the student’s name was added to the waitlist.

Credit Type  Whether the student wants to take the course for credit, audit the
course, and so on.

Credits The number of credits for which the student wants to take the course.

Status The student’s current waitlist Status.

Rank Displays the rank of each student on the waitlist. The rank is based on:
¢ The number of waitlist pending attempts, and
* The program, degree, curriculum, or class level; as set up by your

Administrator via PowerCAMPUS.

A rank of P (Pending) indicates that the student is now eligible to register
for the waitlisted course.

Attempts Displays the number of times the course was offered to the student,

versus the maximum number of waitlist pending attempts set up by your
Registrar via PowerCAMPUS.
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7. If your school allows instructors to change students’ waitlist status, you can
change a student’s Status when a seat becomes available in your class.

* Decide which student you want to offer the open seat.
¢ Change the student’s Status from Waiting to Pending.
* Select Save to record any changes you have made on this page.

The system will send the student an e-mail that offers the open seat and
details how much time the student has to register for your course.

8. If you want, you can also follow the instructions for E-mailing Students on a
Waitlist.

E-mailing Students on a Waitlist

You can send an e-mail to specified students, or all students, on the waitlist for
one of your course sections.

1. If you are not already viewing the waitlist for the class, follow these steps:
* Select the Classes tab.

Select the Enrollment menu item.

Select the Waitlist option.

Choose Select Course.

From the list of years, terms, and sessions, select the course.

2. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.
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3. On the E-mail window, verify that your default e-mail address is listed in the

From field. If necessary, you can change this address.

Recipients:

~ Keep e-mail addresses private

Subject:

Message:

Send Message Caneel

Verify the list of Recipients.

If you want to list the Recipients in the bee (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

Enter the Subject of your e-mail.
Enter your e-mail Message.

Select Send Message.

Viewing the Permission Requests for a Class

You can display a list of the students who have requested permission to register
for one of your classes, because the course requires student permission, or the
student did not meet a course or test prerequisite.

1.

Select the Classes tab.

. Select the Enrollment menu item.
. Select the Permission Requests option.

2
3
4,
5

Choose Select Course.

. From the list of years, terms, and sessions, select the course.
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6. View the permission requests for the specified Course.

Enrollment - Permission Requests
Class List
. * Select Course Course: 2007/Spring/01 - Session - ART 102fLecture/01 i Select Status
Waitlist Drawing
Permission Requests MUWF 2:00 PM - 3:00 M, SunGard/Edward 1, Wayns Haljzon | [VewAl =]
a Traditional GO
QOptions v :
Prerequisites: { Instructor Permission Reguired from Ms, Vickie R, Jones )
P Add students
Name ju} Curriculum Class Level Status
54 E-Mail Selected
r Abbott, Alexandra Ann » 222-222-222 Undergrad/fssoc Art/Education Senior Wiaiting  x
Recent Courses
1. 2007/Spring/0l - Session r Koehler, Andrea A. * 000-000-693  Graduate/MBA/BuUs. Admin Graduate Approved
ART 102/Lecture/0L
2. 2007/Fall/03 - Session [l Roman, Wanda 1. > 000-000-697  Graduate/Diplomas/SpeechPath Senior Approved
ACC 401/lecture/01
3. 2007/COMED/ConEd COMMENTS
Szadiow G Student Comments: Instructor Comments:
251/Lecture/01 please grant me permission to take this course
DYERRIDE
Name: Lisa appleton Date: 3/13/2007 Comments:
- Srnith, Harry 3 000-001-121 Approved -
[l smithall, Johnny » 000-001-147 Approved | =
-
Save

7. Select the enrollment Status of the students you want to view.

Select: To Display:

View All A list of all the students who have requested permission to register for the
specified course.

Approved Alist of only those students who have been granted permission to register
for the specified course.

Waiting A list of only those students who are still waiting for instructor permission
to register for the specified course. Students will have a Permission
Status of Waiting if they requested permission via the Request
Permission link on the Cart page.

Declined A list of only those students who have been denied permission to register

for the specified course.

8. Select Go to view the list of students.
9. Select a student’s name to display the following information:

¢ Student’s comments, as entered when he or she requested permission to
take the course via the Cart page or updated via the Permission Requests

page.

* Colleagues’ requests.

 Instructors’ comments - Unless the Registrar has already approved the
request, you will be able to enter information that you would like the

student to view about why you changed his or her status (for example, the
reason for denial of permission).
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10.You can change the Permission Status for any student in the list, except
those for whom the Registrar has already granted approval. If the Registrar
approved the student’s request, the list will display the Registrar’s ID and the
Date on which the override was recorded.

11. If you change a student’s permission Status, enter Instructor Comments to
let the student know why you changed the status.

12.Select Save to record any changes you have made on this page.
13.If you want to, you can also follow the instructions for:

* Adding a Permission Request for a Student

* E-mailing Students About Permission Requests

Adding a Permission Request for a Student

If a student comes to you to ask for permission to take your class, instead of
entering a permission request on-line, you can add the student to the list for your
class.

1. If you are not already viewing the list of permission requests for the class,
follow these steps:

Select the Classes tab.

Select the Enrollment menu item.

Select the Permission Requests option.

Choose Select Course.

From the list of years, terms, and sessions, select the course.

2. View the permission requests for the specified Course.

Enrollment - Permission Requests
Class List
* Select Course Course: 2007/Spring/01 - Session - ART 102/Lecture/01 Select Status
SR Drawing 1 i
Permission Requests MWW 2:00 PM - 3:00 PM, SunGard/Edward 1, Wayns Hall/2o0 [z i |
a Traditional ]
Options v
Prerequisites: { Instructor Permission Required from Ms. Vickie R. Jones )
A Add Students
Name D Curriculum Class Level status
54 E-Mail selected
[T abbatt, alexandra Ann » 222-222-222  Undergrad/assoc Art/Education Senior Waiting |~
Recent Courses
1. Z007/Spring/01 - Session - Kaoehler, Andrea A. 3 000-000-693  Graduate/MBA/Bus. Admin Graduate Approved
ART 102/Lecture/01
2. Z007/Fall/03 - Session [l Roman, wanda 1. » 000-000-697  Graduate/Diplomna/SpeechPath Senior Approved
ACC 401/ Lecture/0L
3. Z007/COMED/ConEd COMMENTS
Session ART Student Comments: Instructor Comments:
251/Lecture/01 please grant me permission to take this course
OYERRIDE
Mames: Lisa Appleton Date: 3/13/2007 Comments:
- Smith, Harry 3 000-001-121 Approved -~
- Srmithall, Johnny 3 000-001-147 Approved =
-
Save
—
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Select Add Students.

Adding a Permission Request for a Student

On the Student Search window, enter the search criteria (first name, last

name, or ID) for finding the student you want to add to the specified course.

student Search

First Name:

Last Name:

Select Search.

student’s dossier:

¢ Select the student’s name.

¢ On the drop-down menu, select View Dossier.

View the list of students who match your search criteria.

If you want to find out more about a student, follow these steps to view the

* On the pop-up window, view the information that is available for the

student:
Field: Description:
Name The student’s Name (Prefix, First Name, Middle Name, Last

Name, Former Name, Suffix, and Nickname)

E-mail Address

The student’s preferred e-mail address.

Photo

If your school has chosen to display photos, the student’s photo
will be displayed.

* When you are finished viewing the student’s dossier, select Close

Window.

8. Select Add next to the name of the desired student.

student Search

First Name:

Last Name:

Name

Smith, Bob L.
Smith, Harry
Srmith, Merfis
Smith, Mike
Smithall, Johnny
Smithy, lim

smith

0oo-0o00-300
0o0-001-121
000-001-360
000-001-386
000-001-147
oon-001-382

> Add

» Add
» add

» Add
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9. When the system displays the Student Added Successfully message,

select OK.
=
I } Student added successfully,

10. The student will be added to the list with a permission Status of Approved. If
you change a student’s permission Status:

e Enter Instructor Comments to let the student know why you changed the
status.

» Select Save to record any changes you have made on this page.

E-mailing Students About Permission Requests

You can send an e-mail to specified students, or all students, who have
requested permission to take one of your course sections.

1. If you are not already viewing the list of permission requests for the class,
follow these steps:

e Select the Classes tab.

Select the Enrollment menu item.

Select the Permission Requests option.

Choose Select Course.

From the list of years, terms, and sessions, select the course.

2. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.
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3. On the E-mail window, verify that your default e-mail address is listed in the
From field. If necessary, you can change this address.

From:

Recipients:

v Keep e-mail addresses private

Subject:

Message:

send Message Cancel

4. Verify the list of Recipients.

5. If you want to list the Recipients in the bec (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

6. Enter the Subject of your e-mail.
7. Enter your e-mail Message.

8. Select Send Message.
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Entering Grades

From the Classes tab, select the Grading menu item to enter students’ grades,

violations, or attendance.

Option: Description:

Activity Grades

You can enter students’ grades for each of the activities you assign for

your course section. You can also view and download activity statistics.

e Viewing a Student’s Submitted Activities

o Entering Grades for Course Activities

* Downloading Grades for an Activity

» Viewing Statistics About a Course Activity

* Downloading Statistics for an Activity

Overall Grades

You can enter students’ midterm and final grades for a course section.

You can also view and download course statistics.

e Entering Overall Grades for a Course

e Changing Students’ Grades for a Course

* Downloading Overall Course Grades

» Viewing Course Statistics

* Downloading Course Statistics

Violations

You can add or edit information about your students’ violations. You

can also download violation data.
* Adding a Student Violation

e FEditing a Student Violation

* Deleting a Student Violation

* Viewing Details about Who Added a Violation

* Downloading Student Violations

Attendance

You can enter or edit attendance information for your course section.

You can also download the attendance information.

» Entering Attendance for a Course

e Downloading Attendance Records
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Entering Activity Grades

For each of the activities you assigned for a course section via course Setup, you
can perform these options:

Viewing a Student’s Submitted Activities

Entering Grades for Course Activities

E-mailing Students About Activity Grades

Downloading Grades for an Activity

Viewing Statistics About a Course Activity

Downloading Statistics for an Activity

Viewing a Student’s Submitted Activities

Once your students have submitted their completed course activities, you can
view them and grade them.

1.

2
3
4,
5

e

8.
9.

Select the Classes tab.

. Select the Grading menu item.

. From the list of years, terms, and sessions, select the course section.

Select the Activity Grades option.

. Find the name of the student in the list and verify that the student has

Submitted the activity.
On the drop-down menu for the student, select Submitted Media.

On the Submitted Documents site for the course section and specified
Activity, view the list of documents that are in the Student’s folder.

Open the student’s submitted media file.

Review the file, save the file to your computer to review it later, or print it out.

10.1f you need to view submitted documents for other students in the course

section, use the links at the top of the Submitted Documents site to navigate
to the next student’s submitted media folder.

11.When you have reviewed your student’s submitted activity, follow the

instructions for Entering Grades for Course Activities.
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Entering Grades for Course Activities

You can enter students’ grades for each of the activities they have submitted for
your course section.

1. Select the Classes tab.
. Select the Grading menu item.

. Select the Activity Grades option.

2

3

4. Select a Year and then view the list of your courses for that year.

5. Select the Course section for which you want to enter activity grades.
6

. Select which activity grades you want to view.

View: To:

All Students’ Activity Grades Enter the number of points each student earned for
each course activity. You can also:

¢ Select a student’s name to view the Grades for
the Specified Student.

» Select an activity to view the Grades for the
Specified Activity.

Grades for the Specified Activity Enter the number of Points each student Earned
for the specified course activity, and assign a letter
Grade for each student.

From the drop-down menu to the left of a student’s
name, you can also choose to:

* View and enter the specified student’s grades for
all the course activities, or

¢ View and enter the comments

Grades for the Specified Enter the number of Points the specified student
Student Earned for each course activity, and assign a letter
Grade for each activity.

From the drop-down menu to the left of a date, you
can also choose to:

* View and enter all students’ grades for the
specified activity

¢ View comments

¢ View details

7. Enter the students’ grades. The number of Points Earned for each student or
course activity:

e Must be a number > 0 (is not a negative number).
* Must be a whole number (does not contain a decimal point).

¢ May exceed the maximum number of points defined for the activity.
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8. If you are viewing grades for a Specified Activity or Student, you can also:

* View the percentage earned by each student for an activity, as calculated
by the system by dividing the Points Earned by the Possible Points.

e Enter a letter Grade for each activity or student. This letter grade will not
have any effect on the student’s midterm or final grade.

* If desired, you can change the date on which the Grade was Received.
(This date defaults to the day on which the grade was entered.)

« If your institution has enabled the Activity Grade Comments option, enter
Comments about the student’s activity grade.

9. Select Save to record all the grade information.

E-mailing Students About Activity Grades

You can e-mail any or all of the students you have listed on the Activity Grades
page.

1. If you are not already displaying the names of the students you want to e-mail
on the Activity Grades page, follow these steps:

e Select the Classes tab.

Select the Grading menu item.

Select the Activity Grades option.

Select a Year and then view the list of your courses for that year.

Select the Course section for which you want to e-mail students.
2. Select one of these views:

* View All Students’ Activity Grades (Datasheet View)
* View Grades for the Specified Activity

3. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.
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4. On the E-mail window, verify that your default e-mail address is listed in the
From field. If necessary, you can change this address.

From:

Recipients:

v Keep e-mail addresses private

Subject:

Message:

send Message Cancel

5. Verify the list of Recipients.

6. If you want to list the Recipients in the bec (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

7. Enter the Subject of your e-mail.
8. Enter your e-mail Message.

9. Select Send Message.

Downloading Grades for an Activity

You can download the list of the activity grades that you are currently viewing.

-

Select the Classes tab.
Select the Grading menu item.
Select the Activity Grades option.

Select a Year and then view the list of your courses for that year.

o » 0N

Select the Course section for which you want to download the activity
grades.

e

Select which activity grades you want to view.

7. Select the Download Activity Grades option to download the activity grades
you are currently viewing.
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8. On the Activity Grades Download window, select the Download Format:

Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Name )i | Poinis Earned Possible Points Grade Received Date
Bezilla, Todd  000-000-419 72 100 127572006
EBond, James  000-000-423 70 100 12/5/2006
Seott, Jamison 000-000-247 ET 100 124572006
Smith, Bob 000-000-500 8% L] 12452006
Wines, Barbara 000-000-010 100 L] 12/5/2006
Microsoft Word In a Microsoft Word (.doc) file. For example:
Name Id Points Earned Possible Points | Grade Received Date
Bezifta, Todd 000-000-419 72 100 12/5/2006
Bond, James | 000-000-423 70 100 12/5/2006
Scott, Jamizon 000-000-247 87 100 12/5/2006
Stnith, Bob (00-000-500 89 100 12/5/2006
Wines, Barbara 000-000-010/100 100 12/5/2006
Microsoft Excel In a Microsoft Excel (.xls) file. For example:
A B C D E F
1 Name Id Points Earned Possible Points Grade Received Date
Bezllla, Todd  000-000-419 72 100 12/5/2006

Bond, James  D00-000-423 70 100 12452006
| 4 |Scott, Jamison 000-000-247 a7 100 12452006
Smith, Bah 00-000-500 a9 100 124612006

Wines, Barbara 000-000-010 100 100 12/542006
Tab-Separated In a text (.tsv) file with each column of data separated by a tab.
For example:

B download.tsy - Notepad

File Edit Format Wiew Help

Mame I Paints Earned Possible Points Grade  Receiwved Date
Bezilla, Todd 000-000-413 7z

12/5,/2008
Bond, James 000-000-422 7o 100 12/5,/2008
SCOET, Jamison  000-000-247 a7 100 1z/5/2006
smith, Bob 000-000-500 &3 100 1z2/5,/2008
'Wines, Barbara 000-000-010 100 100 12/5 /2006

Comma-Separated In a Microsoft Office Excel Comma-Separated Values (.csv) file.
For example:

A B c D E F
1 |Narne Iuf Foints EarPossible F Grade Received Date
Bezilla, To 000-000-41 72 100 12/5/2006
Bond, Jar 000-000-42 it 100 12/5/2006
Scott, Jarr 000-000-24 a7 100 12/5/2006
Srnith, Bot000-000-50 99 100 12/5/2006
| & |wvines, Ba 000-000-01 100 100 12/5/2006

9. Select Download to create the file with the grade information.

10.0n the Activity Grades File Download window, specify whether you want to
Open or Save the file.

Select: To:

Open For all download formats except for Tab-Separated, you can view the
contents of the download file. For example, if you chose the Microsoft Word
Download Format, the system will open the file in a Microsoft Word
document.

After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.
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11. Select Close Window.

Viewing Statistics About a Course Activity

When you are viewing the grades for a specified course activity, you can view

statistics about the students’ grades for the activity.
1. Select the Classes tab.
Select the Grading menu item.

Select the Activity Grades option.

o a 0N

Select a Year and then view the list of your courses for that year.

Select the Course section for which you want to view the activity statistics.

Under View Grades for the Specified Activity, select the course activity.

Activity Grades
¥ Select Course

Overall Grades Art Structure

oot Traditional
Attendance
Options
¥iew All Students’ Activity Grades
Select View
View All Students” Activity Grades (Datasheet Yiew)
T Download

¥Yiew Grades for the Specified Activity

» Homewaork 2
» Research Paper 2
» Research Paper 1

» Homework 1
» Quiz 2
» Test 2

Recent Courses

2007/Spring/01 - Session
ART 101/Lecture/01

2007/5ummer/03 - Session
ART 251 /Lecture/01

¥iew Grades for the Specified Student

2007/Summer/03 - Session » Abbott, Alexandra » Adams, Fred

ART 205/Lecture/01

Course: 2007/Spring/01 - Session - ART 101/Lecture/01

MWF 9:00 AM - 10:00 AM, SunGard/Edward 1. Wayne Hallf200

» Quiz 1
» Test 1

» Koehler, Andrea

7. Select the View Activity Statistics option.

Grading - Activity Grades

Activity Grades

v Select Course
Overall Grades i At Structure

Winlations

Traditional
Attendance
Options Homework 1 -
Select view Cue Date: 9/30/2006 | Total Points: 100,000
£ E-Mail Selected Points
(i Name D Submitted Earned
{r Download abhott
M [E10] oy, 22z-222-222 a0
Activity Statistics
= - Adams
=) ’ 000-001-039
Submitted Media r Fred e
= |- Koehl
Recent Courses [ mEY-] Andres | 0D0-D0D-693 27
2007/5pring/01 - Session Save

ART 101/Lecture/01

2007/5ummer/03 - Session
ART 251/Lecture/01

Course: 2007/Spring/01 - Session - ART 101/Lecturef0l

MWE Q:00 &M - 10:00 AM, SunGard/Edward 1. Wayne Hallf200

Possible

Points Grade

/100

/100

/100

Grade Received

2132007 [12]
2212007 [12]

272142007
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8. View the grade statistics for those students who have completed the specified

activity.
Column: Description:
Percent Identifies the percentage of students who were graded for the specified
Graded course activity.
Percent Specifies the percentage of students who completed the specified
Completed course activity.
Average The average student score earned for the specified course activity. The
Score system calculates the Average Score (Mean) by:
1. Adding up all the students’ scores for the specified activity.
2. Dividing the total by the number of students who received a grade
for the activity.
High Score The highest student score earned for the specified course activity.
Low Score The lowest student score earned for the specified course activity.
Standard The Standard Deviation is commonly used to measure the dispersion of
Deviation student scores. The system calculates the Standard Deviation by
finding the square root of the Variance.
Variance The system calculates the Variance by:
1. Finding the difference between each score and the Average Score
(Mean) and then squaring each of these values.
2. Totalling all the squares.
3. Dividing the total by the number of scores (or the number of scores
minus 1, if the number of scores is less than 15).
Mode The score that most frequently appears in the list of students’ scores for

the specified course activity. If more than one Mode value is found, the
system will display the largest Mode value.

9. Do you want to download the activity statistics to a file?

¢ If No, select Close Window.

¢ If Yes, follow the instructions for Downloading Statistics for an Activity.
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Downloading Statistics for an Activity

When you view the statistics for an activity, you can also download the statistics

to a file.

1. If you have not already done so, follow the instructions for Viewing Statistics
About a Course Activity.

2. On the Statistics window, select Download Statistics.

Statistics for Homework 1

Percent Percent Average High Low Standard
Graded Completed Score Score Score Deviation Yariance Mode
100% 1302,33 90*

100% 48,33 90 27 36.09

Download Statistics..,

3. Select the Download Format:

Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Title Percent Graded Percent Completed Average Score High Score Low Score Standard Deviation Variance Mode
Homework 2 100% 100% 23600000 100000 70000 125419 157.3000 100000
Microsoft In a Microsoft Word (.doc) file. For example:
Word
Title  |Percent Graded Percent Completed Average Score High Score|Low Score Standard Deviation Variance| Mode
Homework 2/100% 100% 33600000 [100.000  [70000  [12.5419 157.3000 | 100.000
Microsoft In a Microsoft Excel (.xIs) file. For example:
Excel
A ] © D E F G w1 ]
1 Title Percent Graded Percent Completed Average Score High Score Low Score Standard Deviation Variance Mode
HomeworkZ 100% 100% 836 100 70 125418 16573 100
Tab- In a text (.tsv) file with each column of data separated by a tab. For
Separated example:
File Edit Format ‘iew Help
Title Percent Graded Percent Completed Awverage Score High Score Low Score  Standard Dewiation Variance Mode
Homework 2z 100% 100% 12.541% 157.32 100
Comma- In a Microsoft Office Excel Comma-Separated Values (.csv) file. For
Separated example:

=l download.csy

A B c D E F G H |

1 |Title Percent GiPercent CrAverage SiHigh Score Low Score Standard [Variance  Mode
| 2 [Homework 100% 100% 83.6 100 70 125418 1573 100

list.

Highlight the Available Columns you want to download.

Select the p to move the highlighted columns to the Columns to Download

Use 4 and v to specify how you want to order the fields in the download file.
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7.
8.

9.

Entering Overall Course Grades

Select Download to create the file with the activity statistics.

On the File Download window, specify whether you want to Open or Save the
file.

Select: To:

Open For all download formats except for Tab-Separated, you can view the
contents of the download file. For example, if you chose the Microsoft Excel
Download Format, the system will open the file in a Microsoft Excel
spreadsheet.

After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.

On the File Download window, select Close Window.

Entering Overall Course Grades

For each of the course sections you have defined via course Setup, you can:

Entering Overall Grades for a Course

Changqing Students’ Grades for a Course

E-mailing Students About Overall Grades

Downloading Overall Course Grades

Viewing Course Statistics

Downloading Course Statistics

Entering Overall Grades for a Course

You can enter students’ overall grades for one of your course sections.

1.

2
3
4,
5

Select the Classes tab.

. Select the Grading menu item.

. Select the Overall Grades option.

Select a Year and then view the list of your courses for that year.

. Select the Course section for which you want to enter overall course grades.
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6. If activities have been set up for the course section and grades have been
entered for these activities, select:

¢ Apply Midterm to display the calculated midterm grades (if your institution
is using midterm grading and the Calculated Score for the midterm grades
are not yet displayed). The letter grade which maps to the Calculated
Score will be displayed in parenthesis.

* Apply Final to display the Calculated Score for the final grades. The letter
grade which maps to the Calculated Score will be displayed in
parenthesis.

7. In the My Grade column, you can change grades for students for whom the
Actual Grade has not yet been approved or posted. The Actual Grade will
appear as Pending if your department head wants to approve grades for this
course.

8. Select the appropriate button to record the students’ grades:

Button: Description:

Save If the time period is not open for grading, you will only be able to Save
the students’ grades.

If the time period is open for grading but you are not ready to submit the
students’ grades, select Save to just record the grades for now.

Submit If the time period is open for grading, your institution has enabled
Midterm midterm grading, and you are ready to submit the students’ midterm
grades for the course section, select Submit Midterm.

Submit Final If the time period is open for grading and you are ready to submit the
students’ overall grades for the course section, select Submit Final.

 If grade approval IS required, the grade will be saved in the
PowerCAMPUS Transcript Detail Record and the Actual Grade will be
displayed for the student upon approval by the Department Head.

* If grade approval is NOT required, the grade will be saved in the
PowerCAMPUS Transcript Detail Record and the Actual Grade will be
displayed for the student when the grade is submitted.

Changing Students’ Grades for a Course

You can change students’ actual grades for one of your course sections before
they have been approved by your department head or an administrator or posted.

1. Select the Classes tab.

2. Select the Grading menu item.

3. Select the Overall Grades option.
4

. Select a Year and then view the list of your courses for that year.
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8.
9.

Entering Overall Course Grades

Select the Course section for which you want to review and change students’
actual grades.

For each incorrect Actual Grade that is not yet marked as Approved or
Posted, complete steps 7 through 10.

Select the Actual Grade that you want to change for a student.
On the Change Grade window, specify the correct grade for the student.

Enter a comment that explains why you are changing the student’s grade.

10. Select Submit to record the grade change information.

E-mailing Students About Overall Grades

You can e-mail any or all of the students you have listed on the Overall Grades
page.

1.

If you are not already displaying the names of the students you want to e-mail
on the Overall Grades page, follow these steps:

¢ Select the Classes tab.

Select the Grading menu item.

Select the Overall Grades option.

Select a Year and then view the list of your courses for that year.

Select the Course section for which you want to e-mail students.

2. Specify which students you want to e-mail.
To E-mail: Follow These Steps:
Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*
2. Choose to E-mail Selected students.
All Students 1. Select the checkbox on the column heading to select all
the students in the list.*
2. Choose to E-mail Selected students.
* The checkbox will be grayed out for any student who does not have an e-mail address
on file.
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3. On the E-mail window, verify that your default e-mail address is listed in the

From field. If necessary, you can change this address.

From:

Recipients:

v Keep e-mail addresses private

Subject:

Message:

send Message Cancel

Verify the list of Recipients.

If you want to list the Recipients in the bee (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

Enter the Subject of your e-mail.
Enter your e-mail Message.

Select Send Message.

Downloading Overall Course Grades

You can download the overall course grades, that you are currently viewing, to a
file.

1.

Select the Classes tab.

. Select the Grading menu item.
. Select the Overall Grades option.

2
3
4,
5

Select a Year and then view the list of your courses for that year.

. Select the Course section for which you want to download the overall course

grades.

Select the Download Grades option.
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7. On the Overall Grades Download window, select the Download Format:

Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Mame it | Credit Type Midterm Poinis Final Peints Final Transcript Grade
Bexzilla, Todd 000-000-419 Credit 2432 24.2 B
Bond, Tames 000-000-423 Credit 82 82 B
Seott, Jamizson Fred 000-000-247 Credit 9 898 B
Bmith, Bob L. 000-000-500 Credit 822 832 B
Wines, Barbara 000-000-010 Credit 006 996 A
Microsoft Word In a Microsoft Word (.doc) file. For example:
Name 1 Credit Midterm Final Final Transcript
) Type Points Points Grade
Biegilla, Todd E?S'“””' Credit 343 542 B
Bond. James (D00 0" credt |32 22 B
]Ef;;t’ Jamson ggg-uuu- Credit  [30.8 898 B
smih, BobL (500" Jores (382 58.2 B
'Wines, Barbara E?E-DUD- Credit 996 994 A
Microsoft Excel In a Microsoft Excel (.xIs) file. For example:
) | B C D E F
1 Name Id Credit Type Midterm Points Final Points  Final Transcript Grade
Bezilla, Todd 000-000-419 Credit 842 842 B
| 3 |Bond, James 000-000-423 Credit g2 a2 B
Scott, Jamison Fred 000-000-247 Credit 9.8 898 B
Smith, Bob L 000-000-500 Credit 852 832 B
| B |Wines, Barhara 000-000-010° Credit 996 996 A
Tab-Separated In a text (.tsv) file with each column of data separated by a tab.
For example:

B download.tsv - Notepad

Fle Edt Format Yiew Help

N ame d credit Type Midterm Points Final Points Final Transcript Grade
Bezilla, Todd 000-000-41% Credit G4.2 4.2 B
Bond, James 000-000-423  Credit 82 82 E
Scott, Jamison Fred 000-000-247 <redit 29.3 25.8 E
smith, Bob L. 000-000-500 Credit 6%.2 g8.2 B
wines, Barbara 000-000-010 credit 99.6 3.8 A
Comma-Separated In a Microsoft Office Excel Comma-Separated Values (.csv) file.
For example:
A | B © D E F G
1 |Name Id Credit TypiMidterm P Final Point Final Transcript Grade
Bezilla, To 000-000-41Credit 842 842 B
| 3 |Bond, Jam000-000-4Z Cradit a2 a2 B
Scott, Jarm 000-000-2¢ Cradit 838 838 B
Smith, Bot000-000-50 Credit 85.2 3.2 B
6 |Wines, Ba000-000-01Cradit 99.5 99.6/A

8. Highlight the Available Columns you want to download.

9. Select the p to move the highlighted columns to the Columns to Download
list.

10.Use 4 and v to specify how you want to order the fields in the download file.

11. Select Download to create the file with the grade information.
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12.0n the File Download window, specify whether you want to Open or Save the

file.

Select: To:

Open For all download formats except for Tab-Separated, you can view the
contents of the download file. For example, if you chose the Microsoft Excel
Download Format, the system will open the file in a Microsoft Excel
spreadsheet.
After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.

13.0n the File Download window, select Close Window.

Viewing Course Statistics

You can view statistics about the students’ grades for a course, and download
these statistics to a file.

1. Select the Classes tab.

2. Select the Grading menu item.

3. Select the Overall Grades option.

4. Select a Year and then view the list of your courses for that year.
5

. Select the Course section for which you want to download the course
statistics.

o

Select the View Course Statistics option.

7. View the grade statistics for the active students in the course section.

Column: Description:

Period Identifies whether the grade statistics are for the midterm or final
grading period.

Percent Specifies the percentage of the student scores that were available when
Included calculating the course statistics for the specified period.

Average The average student score earned in the course section for the

Score specified period. The system calculates the Average Score (Mean) by:

1. Adding up all the students’ scores.

2. Dividing the total by the number of students.

High Score The highest student score earned in the course section for the specified

period.
Low Score The lowest student score earned in the course section for the specified
period.
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Description:

Standard
Deviation

The Standard Deviation is commonly used to measure the dispersion of
student scores. The system calculates the Standard Deviation by
finding the square root of the Variance.

Variance

The system calculates the Variance by:

1. Finding the difference between each score and the Average Score
(Mean) and then squaring each of these values.

2. Totalling all the squares.

3. Dividing the total by the number of scores (or the number of scores
minus 1, if the number of scores is less than 15).

Median

When the scores for all the students in the course section are sorted
from lowest to highest, the Median is the score in the middle of the list. If
there are an even number of scores, the Median is calculated by adding
the two middle values and then dividing by 2.

Mode

The score that most frequently appears in the list of students’ scores for
the course section. If more than one Mode value is found, the system
will display the largest Mode value.

8. Do you want to download the statistics to a file?

¢ If No, select Close Window.

¢ If Yes, follow the instructions for Downloading Course Statistics.

Downloading Course Statistics

When you view the course statistics, you can also download the statistics to a

file.

1. If you have not already done so, follow the instructions for Viewing Course

Statistics.

2. Select Download Statistics.

3. Select the Download Format:

Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Period Percent Included Average Score High Score Low Score Standard Deviation Variance
Mlidterm 100% 3276 996 82 6.31 4635
Final 100% B8.78 904 82 6.81 4635
Microsoft Word In a Microsoft Word (.doc) file. For example:
Period Percent Included Average Score High Score Low Score Standard Deviation Variance
Nfidterm 100% 88.76 Q9.6 52 6.81 46.35
Final 100% 88.76 Q9.6 52 6.81 46.35
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Select:

To Download the Data in this Format:

Microsoft Excel

In a Microsoft Excel (.xls) file. For example:

Bl download.xls

& B © D E F G
1 | Period PercentIncluded Average Score High Score Low Score Standard Deviation Variance
| 2 Midterm 100% 88.76 99.6 B2 6.81 46,35
| 3 Final 100% 88.76 99.6 B2 6.81 46,35

Tab-Separated

In a text (.tsv) file with each column of data separated by a tab.
For example:

B download.tsy - Notepad

Flle Edt Format Wiew Help

Feriod Fercent Included Average Score High Score Low Score  Standard Dewiation Variance
Midterm 100% g8.76 93.6 a2 6,81 46,35
Final 100% 28.76 93.6 82 E.B1 46,385

Comma-Separated

In a Microsoft Office Excel Comma-Separated Values (.csv) file.
For example:

Efj download.csv

A B © D E F G
1 |Period Percent IniAverage SiHigh Score Low Score Standard [variance
| 2 Midterm 100% 88.76 99.6 g2 6.51 46.35
| 3 [Final 100% 88.76 99.6 g2 6.51 46.35

4. Highlight the Available Columns you want to download.

5. Select the p to move the highlighted columns to the Columns to Download

list.

6. Use 4 and w» to specify how you want to order the fields in the download file.

7. Select Download to create the file with the course statistics.

8. On the File Download window, specify whether you want to Open or Save the

file.

Select: To:

Open For all download formats except for Tab-Separated, you can view the
contents of the download file. For example, if you chose the Microsoft Excel
Download Format, the system will open the file in a Microsoft Excel
spreadsheet.
After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.

9. On the File Download window, select Close Window.
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Entering Student Violations

When a student breaks a rule, you can enter information about the violation.
¢ Adding a Student Violation
Editing a Student Violation

Deleting a Student Violation
* Viewing Details about Who Added a Violation

E-mailing Students About Violations

Downloading Student Violations

Adding a Student Violation

You can add a student’s violation for one of your course sections.

1. Select the Classes tab.

Select the Grading menu item.

Select the Violations option.

Select a Year and then view the list of your courses for that year.

Select the Course for which you want to enter the violation.

o a »» 0 DN

On the drop-down menu to the left of the student’s name, select Add
Violation.

Activity Grades
v Select Course Course: 2007/Spring /01 - Session01- ACC 101/Lecture/01
Gl Gl ¢ Principles of Accounting T
POMWE 11:00 &M - 11:50 &M, SCT Extension/Education Hall/235
i Saturday 9:00 AM - 10:00 AM, SCT/Anchor Hallf100
Traditional

Yiolations
Attendance
Options

Yiolations by Student
5/ Add Wiolation

£ E-Mail Selected

r Name Category  Violation Date
> Download r & |- Abbott, Alexandra  Behavioral 1. Inapprop. Language F/16/2007  Edit | Delete | Details
Recent Courses
[ (5 -] Harris, Robert Behavioral 1. Cheating on Exam 8/17/2007  Edit | Delete | Details
r = |~ | Roy, Heath

7. Enter the information about the student’s violation.

Field: Entry:

Violation Type From the drop-down menu, select the type of violation the student
committed. (The list of violation types is defined by your institution in
the PowerCAMPUS code tables.)

Description Describe what the student did wrong.

Date Occurred Specify the date on which the violation was committed.
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8. Select Save to record the information about the student’s violation.

Along with the information you entered, the system will automatically record your
name (the person who entered the violation) and today’s date (when the violation
record was created).

Editing a Student Violation

You can update the information about a student violation that you created for one
of your course sections.

-

Select the Classes tab.

. Select the Grading menu item.

. Select the Violations option.

. Select the Course for which you want to edit a violation.

2
3
4. Select a Year and then view the list of your courses for that year.
5
6

. On the line with the violation you need to update, select Edit. (The Edit option
will not be available for any violation that you did not add.)

Activity Grades
averall Grades
Yiolations
Attendance
Options

F Add Violation
[ E-Mail Selected

T Download

Recent Courses

v Select Course | Course: 2007/Spring /01 - Session01- ACC 101/Lecture/01
i Principles of Accounting 1
fOMWE 11:00 AM - 11:50 &M, SCT Extension/Education Hall/235
i Saturday 9000 AM - 10:00 AM, SCT/anchor Hall/100
i Traditional

Violations by Student

r Name Category Yiolation Date

r & |=| Abbott, Alexandra Behavioral 1. Inapprop. Language 7/16/2007  Edit | Delete | Details
Il & |- | Harris, Robert Behavioral 1. <Cheating on Exam 8/17/2007  Edit | Delete | Details
r = |~ | Roy, Heath

7. Review the information about the student’s violation and enter any necessary

changes.
Field: Entry:
Violation From the drop-down menu, select the violation the student committed.
(The list of violations is defined by your institution in the
PowerCAMPUS code tables.)
Description Describe what the student did wrong.

Date Occurred Specify the date on which the violation was committed.

8. Select Save to record your changes to the student’s violation.
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Deleting a Student Violation

You can delete a student violation that you created for one of your course
sections.

1.

o a 0o DN

7.

Select the Classes tab.

Select the Grading menu item.

Select the Violations option.

Select a Year and then view the list of your courses for that year.
Select the Course for which you want to delete a violation.

On the line with the violation you need to delete, select Delete. (The Delete
option will not be available for any violation that you did not add.)

Grading - Violations

Activity Grades

¥ Select Course Course: 2007/5pring /01 - Session01- ACC 101/Lecture/0l
Principles of Accounting 1
MWF 11:00 &M - 11:50 &M, SCT Extension/Education Hall/235
Saturday 9:00 &AM - 10000 AM, SCT/anchor Hall/100
Traditional

Overall Grades
Yiolations
Attendance
Options

Violations by Student
P Add Violation

54 E-Mail Selected
Name Category Yiolation Date
¥ Download & |-| Abbott, Alexandra  Behavioral 1. Inapprop.language  7/16/2007  Edit | Delete | Details

Recent Courses . i
5 |- | Harris, Robert Behavioral 1. Cheating on Exam 8/17/2007  Edit | Delete | Detalls

& |- | Roy, Heath

o al oo

Confirm that you want to delete the student’s violation.

Viewing Details about Who Added a Violation

You can view information about the person who added a student violation for one
of your course sections.

1.

Select the Classes tab.

. Select the Grading menu item.
. Select the Violations option.

2
3
4,
5

Select a Year and then view the list of your courses for that year.

. Select the Course for which you want to view student violations.

PowerCAMPUS Self-Service for Eaculty User Guide 89

5/30/2008



Entering Grades

PowerCAMPUS Self-Service for Faculty

Entering Student Violations

6. On the line with the violation for which you want to view more information,

select Details.

Activity Grades
Oversll Grades
Yiolations
Attendance
Options

A Add Violation
£ E-Mail Selected

£ Download

Recent Courses

Grading - Yiolations

v Select Course Course: 2007/Spring /01 - Session01-ACC 101/Lecture/01
Principles of Accounting 1
MWF 11:00 &AM - 11:50 &M, SCT Extension/Education Hall/235
Saturday 9:00 AM - 10:00 AM, SCT/anchor Hall/100
Traditional

violations by Student

r Name Category Violation Date

- & |- | Abbott, Alexandra Behavioral 1. Inapprop, Language 771642007  Edit | Delete | Details
- 5 || Harris, Robert Behavioral 1. Cheating on Exam 8/17/2007  Edit | Delete | Details
r = |- | Ray, Heath

7. View the information on the Details window.

Field:

Description:

ID

The Person ID of the faculty member who added the specified
violation.

Created By

The name of the faculty member who added the violation.

Description

A description of what the student did wrong.

Date Created

The date on which the violation was added.

8. When you are finished viewing the information, Close the Details window.

E-mailing Students About Violations

You can e-mail any or all of the students you have listed on the Violations page.

1. If you are not already displaying the names of the students you want to e-mail
on the Violations page, follow these steps:

¢ Select the Classes tab.

Select the Grading menu item.
Select the Violations option.
Select a Year and then view the list of your courses for that year.

Select the Course section for which you want to e-mail students.
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2. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.

3. On the E-mail window, verify that your default e-mail address is listed in the
From field. If necessary, you can change this address.

From:

Recipients:

72 Keep e-mail addresses private

Subject:

Message:

send Message Cansel

4. \erify the list of Recipients.

5. If you want to list the Recipients in the bcc (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

6. Enter the Subject of your e-mail.
7. Enter your e-mail Message.

8. Select Send Message.

Downloading Student Violations

You can download a list of the student violations for the specified course section.
1. Select the Classes tab.
2. Select the Grading menu item.

3. Select the Violations option.
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4. Select a Year and then view the list of your courses for that year.

5. Select the Course section for which you want to download the list of
violations.

6. Select the Download Violations option.

Activity Grades

¥ Select Course i Course: 2007/5pring /01 - Session01 - ACC 101/Lecture/01
overall Grades ¢ Principles of Accounting
violations fOMWYE 11:00 AM - 11:50 AM, SCT Extension/Education Hall/235
i Saturday 9:00 AM - 10:00 AM, SCT/anchor Hall/100
e i Traditional

Options A
¥iolations by Student
o7 Add Wiolation

£ E-Mail Selected

r Name Category Yiolation Date
¥ Download r 5 |-| Abbatt, Alexandra  Behavioral 1. Inapprop. Language F/16/2007  Edit | Delete | Details
Recent Courses A
[l & |- | Harris, Robert Behavioral 1. Cheating on Exam 8/17/2007  Edit | Delete | Details
r & |~ | Rov, Heath

7. On the Violations Download window, select the Download Format:

Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Name Category Violation Date
Wities, Batbara + Behavioral 1. Cheating on Exam * 12/5/2006
Scott, Jamdson « Behavioral 1. Cutfew « 12/4/2008
2. Inapprop. Language * 12/572006
# Dress Code 3. Qut of Uniform » 12/4/2008
Microsoft Word In a Microsoft Word (.doc) file. For example:
Name Category Violation Date

Wines, Barbara + Behavioral 1. Cheating on Exam «  LN5/2006

Scott, Jamison + Behavioral 1. Curfew « 12472006
2. Inapprop. Language, o 12/5/2006
+ Dress Codel 3 Owt of Uniform o 12/4/2006
Microsoft Excel In a Microsoft Excel (.xIs) file. For example:
A B c D
1 Name Category Violation Date
| 2 |Wines, Barbara  Biehavioral 1. Cheating on Exam 12/872006
| 4 |Scott, Jamison  Behavioral 1. Curfew 124472006
2. Inapprop. Language  12/5/2000
Dress Code 3. Out of Uniform 12/4/2006
Tab-Separated In a text (.tsv) file with each column of data separated by a tab.

For example:

P download.tsv - Notepad

Eile Edit Format View Help

Hame Category violation ate
Scott, lamison EBehavioral curfew 1z/4,/2006
Scott, Jamison  EBehavioral Inapprop. Language 1z/5 /2006
Scott, lamison Dress Code out of Uniform 1z /42006
wines, Barbara EBehavioral cheating on Exam 1z /5 /2006
—
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Select: To Download the Data in this Format:

Comma-Separated In a Microsoft Office Excel Comma-Separated Values (.csv) file.
For example:

E}I download.csy

A B C 8]

1 |Name Category Wiolation Date
Scott, Jarr Behavioral Curfew 12472008
Scott, Jarr Behavioral | Inapprop. L 12/5/2008
| 4 |Scott, Jarr Dress Cod Out of Unif 12/4/2006

Wines, Ba Behavioral Cheating o 12/5/2008

8. Select Download to create the file with the violation information.

9. On the File Download window, specify whether you want to Open or Save the

file.

Select:  To:

Open For all download formats except for Tab-Separated, you can view the
contents of the download file. For example, if you chose the Microsoft Excel
Download Format, the system will open the file in a Microsoft Excel
spreadsheet.
After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.

10.0n the File Download window, select Close Window.

Entering Student Attendance

You can enter attendance for any of your course sections.

e Entering Attendance for a Course

* E-mailing Students About Attendance

* Downloading Attendance Records

Entering Attendance for a Course

You can enter students’ attendance information for a course.

1. Select the Classes tab.

2. Select the Grading menu item.

3. Select the Attendance option.

4. Select a Year and then view the list of your courses for that year.
5

. Select the Course section for which you want to enter attendance.
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6. Select which attendance information you want to view.

View:

Description:

Overall Section Attendance  Displays each student’s number of excused and

unexcused absences and latenesses and allows you
to enter:

* Each student’s overall attendance status for the
specified course section (for example, attends daily,
poor attendance).

¢ The last date on which each student attended the
course section.

From the drop-down menu to the left of a student’s
name, you can choose to view the student’s Daily
Attendance.

Daily Attendance for the Enables you to view and enter attendance for all the

Specified Date

students for the specified date.

From the drop-down menu to the left of a student’s
name, you can choose to:

« Add a violation for the specified student, or

¢ View the student’s Daily Attendance.

Daily Attendance for the Allows you to view and enter attendance for the
Specified Student specified student for all the dates of the selected

course section.

From the drop-down menu to the left of a date, you can
choose to view the Daily Attendance for all students on
that day.

7. If you are viewing the daily attendance for a Specified Date, you can select
the general attendance value (for example, Present) for all the students for
that date. Choose the attendance status and select Apply Status.

Activity Grades
Owerall Grades
Wiolations
Attendance
Options
Select Wiew

¥ Download Attendance

Recent Courses

Grading - Attendance

v Select Course  :  Course: 2007/Spring /01 - Session01-ACC 101/ Lecture/01
i Principles of Accounting T
POMWE 11:00 &M - 11:50 &M, SCT Extension/Education Hallf235
i Saturday 9:00 AM - 10:00 AM, SCT/anchor Hallf100

Traditional

Daily Attendance for 3/28/2007

MName Attendance Status Comments

-

=N Abbott, Alexandra Present 'I j
=Nhe Harris, Robert Absent ‘I jl
-

[Erwed oty B

a |~ Rooney, Heather Excused Tardy A LI

Save

o7
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8. If you are viewing the daily attendance for a Specified Date or Student,
update the Attendance Status and enter any necessary Comments about
the status for each student.

9. Select Save to record your attendance information.

E-mailing Students About Attendance

You can e-mail any or all of the students you have listed on the Attendance page.

1. If you are not already displaying the names of the students you want to e-mail
on the Attendance page, follow these steps:

e Select the Classes tab.

Select the Grading menu item.

Select the Attendance option.

Select a Year and then view the list of your courses for that year.

Select the Course section for which you want to e-mail students.
2. Select the Overall Section Attendance view.

3. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.
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4. On the E-mail window, verify that your default e-mail address is listed in the

From field. If necessary, you can change this address.

From:

Recipients:

v Keep e-mail addresses private

Subject:

Message:

send Message Cancel

Verify the list of Recipients.

If you want to list the Recipients in the bee (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

Enter the Subject of your e-mail.
Enter your e-mail Message.

Select Send Message.

Downloading Attendance Records

You can download a list of the students’ attendance records for the specified
course section.

1.

2
3
4,
5

Select the Classes tab.

. Select the Grading menu item.

. Select the Attendance option.

Select a Year and then view the list of your courses for that year.

. Select the Course section for which you want to download attendance

information.

Select the Download Attendance option.
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7. On the Attendance Download window, select the Download Format:

Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Name ik Excused Ahsence Unexcused Absence Excused Tardiness Unexcused Tardiness

Wines, Barbara  000-000-010 O o 1} 1)

Heott, Jamison  000-000-247 O a 1} o

Bexzilla, Todd 000-000-41% 0O 1] 1} a

Bond, James 000-000-423 0 o 1} 1)

Bmith, Boh 000-000-300 0 a 1} o
Microsoft Word In a Microsoft Word (.doc) file. For example:

Namne Id Excused Absence |Unexcused Absence Excused Tardiness Unexcused Tardiness
Wines, Barbara 000-000-010(0 0 0 0
Scott, Jamnison 000-000-2470 0 0 i}
Bezilla, Todd |000-000-418|0 0 0 0
Bond, James |000-000-423|0 0 0 0
Smith, Bob  |000-000-300(0 0 0 0
Microsoft Excel In a Microsoft Excel (.xls) file. For example:
A B © D E F

Name Id
| 2 |wines, Barbara 000-000-010
| 3 |Scott, Jamison 000-000-247

| 4 |Bezilla, Todd  000-000-419
| 5§ |Bond, James  000-D00-423
| B |Smith, Bob 000-000-500

0
0
0
0

1}
1}
1}
1}

Excused Absence Unexcused Absence Excused Tardiness Unexcused Tardiness

coooo
coooo

Tab-Separated

In a text (.tsv) file with each column of data separated by a tab.
For example:

B download.tsy - Notepad

Fle Edt Format Wew Help

Name Id

wines, Barbara 000-000-010
Scotrt, Jamison 000-000-247
Bezilia, Todd
Bond, lames
smith, Bob

000-000-419
000-000-423
000-000-500

Excused Absence Unexcused Absence Excused Tardiness Unexcused Tardiness

coooo

coocoo

coocoo

cocooo

Comma-Separated

In a Microsoft Office Excel Comma-Separated Values (.csv) file.
For example:

I B [ D E F G

ad.csvy
A

1 |Mame

Id
| 2 |Wines, Ba 000-000-01
Scatt, Jarr 000-000-2
Bezilla, To 000-000-41
Bond, Jam000-000-42
| & |Smith, BakD0O-000-50

0 0
0 0
0 0
0 0

Excused 2UnexcuseExcused TUnexcused Tardiness

0
0
0
0

8. Select Download to create the file with the attendance information.
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9. On the File Download window, specify whether you want to Open or Save the

file.

Select:  To:

Open For all download formats except for Tab-Separated, you can view the
contents of the download file. For example, if you chose the Microsoft Excel
Download Format, the system will open the file in a Microsoft Excel
spreadsheet.
After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.

10.0n the File Download window, select Close Window.

Managing Your Assistants

If you want to have other people, like a graduate student or an office assistant,
use Self-Service to help enter information for your classes, you must select the
people and the features they can access.

* Adding an Assistant for a Class

* Changing What Assistants Can Access

Adding an Assistant for a Class

You can specify who you want to help enter information for one of your classes,
and which Self-Service features he or she can access.

1. Select the Classes tab.
2. Select the Manage Assistants menu item.

3. Select the Course section for which you want to allow an assistant to enter
class information.

4. Select Add an Assistant.

5. On the Faculty Assistant Search window, enter all, or part, of the name or ID
of the person you want to be your assistant.

6. Review the search results.

7. To the right of the name of the person who you want to be your assistant,
select Add.
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8. Select OK to acknowledge that the assistant has been added. The system will
e-mail the person about being named as an assistant for this course.

9. Do you want to name other assistants for this course section?

If YES, repeat steps 5 through 8.

If NO, select Close Window on the Faculty Assistant Search window.

10.For each assistant, select the features you want him or her to access for the
specified course section. You can check any feature which your institution
allows faculty assistants to access (checkbox is not grayed out).

Access Class List

Access Waitlist

Access Violations

Access Attendance

Access Course Home Page
Access Activity Grades
Access Overall Grades

Submit Overall Grades (available if Access Overall Grades is checked)

11. Select Save to record the information for your assistants.

12.Review the list of assigned rights for those assistants for whom you have just
entered changes.

13.Select Confirm Changes to record your updates.

14.Contact your Self-Service Administrator and ask him or her to assign the
Faculty Assistant role to each Self-Service user you have selected to be
your assistant.

Changing What Assistants Can Access

Whenever you decide to give assistants access to more, or less, course
information, follow these steps.

1. Select the Classes tab.

2. Select the Manage Assistants menu item.

3. Select the Course section for which you want to change an assistant’s
access.
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4. Review the list of assistants and enter any necessary changes.

* For each assistant, select only those features you want him or her to
access for the specified course section. You can check any feature which
your institution allows faculty assistants to access (checkbox is not grayed
out).

* If you no longer want an assistant for the specified course, select Remove
to the left of the assistant’'s name. The system will e-mail the person about
being removed as an assistant for this course.

5. Select Save to record the information for your assistants.

6. Review the list of assigned rights for those assistants for whom you have just
entered changes.

7. Select Confirm Changes to record your updates.

Approving Grades

Grades must be approved by institution administrators (for example, Registrar,
Dean) or department heads, and submitted to PowerCAMPUS. Department
heads may approve the grades for those course sections which have been
assigned to their departments. From the Classes tab, department heads can
choose the following options:

* Approve Grades for the course sections which still need their approval.
Approving Students’ Grades for a Course.

* Set Up Approvals to select the course sections for which they want to approve
students’ grades. Setting up Grade Approvals.

If you are a department head and cannot use either of these options to approve
grades for your department’s course sections, contact an administrator. You will
need to be set up in PowerCAMPUS Self-Service as a department head for the
correct department.

Approving Students’ Grades for a Course

Department heads can approve the grades for those course sections for which
they have chosen to approve students’ grades. Grades can only be approved for
time periods which are open for grading.

1. Select the Classes tab.

2. Select the Approve Grades menu item.
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6.

Setting up Grade Approvals

Select the Year for which you want to approve students’ grades.

Select the Course section for which you want to approve grades.

Review the students’ midterm (if enabled by your institution) and final grades
for the specified course section.

Column:

Description:

Calculated Score

If activities have been set up for the specified course section, the
system will display:

¢ The score from the activities that are counted toward the
midterm or final grade.

* The letter grade that maps to the calculated grade.

Fac. Grade

The midterm or final grade that the faculty member has assigned
the student for the course section.

Appr. Grade

If a department head or administrator is approving grades for this
course section, the system will display the midterm or final grade
that the approver has assigned the student for the course
section.

Actual Grade

The midterm or final grade that was recorded on the student’s
transcript in PowerCAMPUS for the course section.

In the Appr. Grade column, enter the letter grade you want to give each
student for whom a grade has not yet been approved or posted.

7. Select Approve Grades to record your grade approvals.

Setting up Grade Approvals

Department heads can select the course sections for which they want to approve
students’ grades.

1. Select the Classes tab.

2. Select the Set Up Approvals menu item.

3. Select the Year for which you want to set up grade approvals.

4. For each department for which you are a department head, view the list of

course sections.
Column: Description:
Period The term and session during which the course section is scheduled.
Course The course number, course type, and section number.
Name The course title.
Instructors The names of the faculty members who are scheduled to teach the
course.
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5. Check the Requires Approval box to the left of each course section for which

you want to approve grades.

6. Select Save to record your grade approval settings.

Advising Students

From the Advising tab, faculty members and advisors can search for students
they want to advise (for example, view a student’s academic plan, unofficial
transcript, or What If? plans), or authorize students to register for classes.

Managing Your Advisees

Authorizing Students to Reqister for Classes

Managing Your Advisees

The Manage Advisees feature enables you to search for the student you want to
advise and then perform any of the advisory functions you are authorized to use.

Searching for Students to Advise

E-mailing Advisees

Downloading a List of Advisees

Viewing a Student’s Course Schedule

Viewing a Student’s Academic Plan

Viewing a Student’s What If? Plan

Viewing a Student’s Unofficial Transcript

Viewing a Student’s Permission Requests

Approving a Student’s Course Schedule

Viewing a Student’s Schedule Requests

Viewing a Student’s Grade Report
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Searching for Students to Advise

Advisors can search for a student they are authorized to advise, and then
perform advisory functions for that student.

1. Select the Advising tab.
2. Select the Manage Advisees menu item.

3. Search for the students you want to advise in one of these ways:

Select: Description:

List Select one of the lists at the left side of the Manage Advisees
page to display information about all the students in that list.
Depending on your permissions, you may have access to any or
all of the following Lists:

* My Advisees - Students who:

* Have you assigned as their advisor for the latest Year/
Term/Session recorded for them.

* Have not graduated or withdrawn from the institution.

¢ My Students - Students who are currently registered for
one or more of your courses.

¢ All Students - Students who have not yet graduated.

* Former Advisees - Students who you were assigned to
advise in a Year/Term/Session prior to the latest Year/
Term/Session recorded for them. These students may
have switched advisors or been assigned a different
advisor after changing academic programs.

¢ Alumni - Students who have graduated.

Quick Search To perform a Quick Search:
1. On the Quick Search tab, select a List.

2. Specify a student’s ID number, or at least part of the First
Name or Last Name.

3. Select Search.

Advanced Search To perform an Advanced Search:
1. On the Advanced Search tab, select a List.

2. Specify the Advanced Search criteria for finding students in
the list who are associated with a particular Academic
Period, Session, Program, Degree, Curriculum, College,
Campus, Department, Class Level, or Status.

3. Select Search.
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4. Review the search results. The following information appears for each

student.
Field: Description:
Student The student’s name is a link to more information about the student. To
view the student’s dossier, follow these steps:
1. Select the student’s name.
2. On the drop-down menu, select View Dossier.
3. On the pop-up window, view the information that is available for the
student:
¢ Student’'s Name (Prefix, First Name, Middle Name, Last Name,
Former Name, Suffix, and Nickname)
¢ Student’s preferred E-mail Address
¢ Student’s Photo (if your school has chosen to display photos)
4. When you are finished viewing the student’s dossier, select Close
Window.
ID The student’s identification number. By default, this is the People ID
assigned by PowerCAMPUS.
Pending If you have permission to approve students’ schedules, this column will
Schedules be displayed. If the student has made recent changes to his or her
course schedule (adding or dropping courses), INEW will appear in the
Schedule column.
Stop List If the student’s account is currently on the Stop List, an X will appear in

the Stop column. Select the X to view the student’s Stop List. For each
item on the Stop List, the system will display this information:

¢ The date on which the student’s account was placed on the Stop List.
» The reason why the student’s account was placed on the Stop List.

* Which Self-Service features the student is prevented from using,
because the account is on the Stop List.

* Any comments that may have been recorded about the item.

Then select Close Window to return to the Manage Advisees page.

5. If the desired students are not listed in the search results, perform a New
Search or an Advanced Search.

6. You can Filter the list so that it only display the names of those students who
have Pending Schedules or are on the Stop List.

7. If you want to save this information in a file, follow the instructions for
Downloading a List of Advisees.

8. If you want to send an e-mail message to students on the list, follow the
instructions for E-mailing Advisees.
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9. On the Manage Advisees page, find the name of the student you want to
advise.

10.Follow the instructions for the advisory function you want to perform for the
student.

* Viewing a Student’s Course Schedule

e Viewing a Student’s Academic Plan

* Viewing a Student’s What If? Plan

* Viewing a Student’s Unofficial Transcript

* Viewing a Student’s Permission Requests

* Approving a Student’s Course Schedule

¢ Viewing a Student’s Schedule Requests

E-mailing Advisees

You can e-mail any or all of the students you have listed on the Manage Advisees
page.

1. If you have not already done so, follow the instructions for Searching for
Students to Advise to display the desired list of students on the Manage
Advisees page.

2. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.
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3. On the E-mail window, verify that your default e-mail address is listed in the
From field. If necessary, you can change this address.

From:

Recipients:

v Keep e-mail addresses private

Subject:

Message:

send Message Cancel

4. Verify the list of Recipients.

5. If you want to list the Recipients in the bec (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

6. Enter the Subject of your e-mail.
7. Enter your e-mail Message.

8. Select Send Message.
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Downloading a List of Advisees

You can download the list of students, that is currently displayed on the Manage

Advisees page, to afile.

1. If you have not already done so, follow the instructions for Searching for
Students to Advise to display the information you want to download.

2. Select the Download option.

3. On the Manage Advisees Download window, select the Download Format:

Select: To Download the Data in this Format:
HTML In an HTML file. For example:
Student 1 Schedules Siop

Camphbell, Alisa 000-000-821

Alevander, Tosie 000-000-433 X

Gray, Kenneth 000-000-661

Mottis, Stanley 000-000-387  INEW
Microsoft Word In a Microsoft Word (.doc) file. For example:

Student Id Schedules | Stop
Camphell, Alisa 000-000-821
Aleszander, Josie 000-000-433 Y

Gray, Kenneth |000-000-661
Morris, Stanley 000-000-837 \INEW

Microsoft Excel

In a Microsoft Excel (.xls) file. For example:

E: download--AdvisingList.xls

A B c D
1 Student Id Schedules Stop
Camphbell, Alisa 000-000-821
Alexander, Josie 000-000-433 H
Gray, Kennath 000-000-661
Morris, Stanley 000-000-867 INEW

Tab-Separated

In a text (.tsv) file with each column of data separated by a tab.
For example:

!& download.tsy - Notepad

File Edit Format Yiew Help

Student Id schedules stop
Campbell, Alisa 000-000-521

(A1 exander. Josie 000-000-433 ®
Gray, Kenneth 000-000-661

Morris, Stanley 000-000-887 H

Comma-Separated

In a Microsoft Office Excel Comma-Separated Values (.csv) file.
For example:

A B © D
1 |Student |Id Schedules Stop

Carnpbell, 000-000-521
Algxander,000-000-433 X
Gray, Keni000-000-661

| 5 |Monis, 5t:000-000-887 X

4. Select Download to write the selected information to the file.
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5.

6.

Specify whether you want to Open or Save the file.

Select: To:

Open For all download formats except for Tab-Separated, you can view the
contents of the download file. For example, if you chose the Microsoft Word
Download Format, the system will open the file in a Microsoft Word
document.

After viewing the contents of the file, you can save it or print it.

Save Save the download file to a specified location.

Select Close Window to close the Manage Advisees Download window.

Viewing a Student’s Course Schedule

If you have permission to view a student’s course schedule, you can select the
student and course schedule, as follows:

1.

© a > o

If you have not already found the name of the student whose course schedule
you want to view, follow the instructions for Searching for Students to Advise.

On the Manage Advisees page, select the name of the Student whose course
schedule you want to view.

Select Schedule on the drop-down menu.
Choose to view the student’s schedule in a Text list, or within a calendar Grid.
Choose the time Period for the student’s schedule you want to view.

If course options are displayed, specify which courses you want to include in
the schedule.

¢ Courses in the student’s shopping Cart
* Waitlisted Courses

* Continuing Education courses with a start date or end date in the future

If you are viewing the student’s schedule as a Grid, you can specify the
timeframe to be included.

¢ Select Automatic Time Scale to only include the times for the student’s
classes, or

» Specify start and end times for the schedule grid.

Select Submit.
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9. View the following information about the various types of courses on the

student’s schedule:

For:

The Schedule Will List:

Registered Courses

Course title, instructor’s name, number of credits,
duration, schedule, and location

A summary of the total number of registered courses
and credits will also be displayed, along with the
student’s program, advisor, class level, and full- or
part-time status.

Waitlisted, Pending, or
Holding Courses (optional)

Course title, instructor’s name, number of credits,
duration, schedule, location, and Instructor
Permission Status (if the course has a pre-requisite of
instructor permission).

Courses in Shopping Cart
(optional)

Course title, instructor’s name, number of credits,
duration, schedule, location, and Instructor
Permission Status (if the course has a pre-requisite of
instructor permission).

Continuing Education Courses
(optional)

Course information for a week. If the Continuing
Education course varies by week, it will not be
displayed on the grid.

10.To find out more information about a course, select the course title.

11. To perform another advisory function for the same student, or to choose
another student in the list, select Return To List.

Viewing a Student’s Academic Plan

If you have permission to view a student’s Academic Plan, you can select the

student and plan, as follows:

1. If you have not already found the name of the student whose academic plan
you want to view, follow the instructions for Searching for Students to Advise.

2. On the Manage Advisees page, select the name of the Student whose
academic plan you want to view.

3. On the drop-down menu, select Academic Plan.
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4. Select the Academic Plan you want to view. The plan lists 3 levels of
information:

¢ The name of the student’s Program, Degree, and Curriculum will appear
with a summary of the course and credit information compiled for each
associated Discipline and Classification.

» Each Discipline will appear with a summary of the course and credit
information for each associated classification.

¢ Each Classification will appear with a summary of the associated
courses.

5. Specify which information you want to View.

Select This View: To Display:

Summary Course and credit totals for the courses the student has already
completed and the courses that are still remaining for each
discipline and classification in the student’s academic plan

Academic Plan A list of all the courses associated with the student’s academic
plan, which are complete, incomplete, optional pending
completion, or optional and associated with complete
classifications. Courses which are not associated with any of the
student’s academic plans appear at the end.

Progress A list of the courses associated with the student’s academic plan,
which are complete, incomplete, or optional pending completion
(except those associated with complete classifications). Courses
which are not associated with any of the student’s academic plans
appear at the end.

Unassigned A list of the courses which the student has completed or is in the
process of taking which are not associated with any of the
student’s academic plans.

6. Select Change.
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7. If you chose the Academic Plan or Progress view, review the information
about the courses assigned to the student’s academic plan:

Column:

Typically Lists:

Status

The student’s current status for the course:

* @ - The student has completed the course and has received a grade
that meets the minimum grade requirement.

e I -The student has registered for the course but has not yet received
a grade.

e Below Min - The student received a grade that does not meet the
minimum grade requirement.

Select @ or I to display more information about the course in the
student’s Academic Plan. In addition to the Year, Term, Course ID, Sub
Type, Name, Credits, and Status, which are already listed on the
Academic Plan page, you will see the Session and Section numbers,
and the student’s Final Grade (if the student completed the course).

a |~

For courses which have not been completed, select [a17] to list the
available course sections for the corresponding course code.

(and)
And/Or

If applicable, the parentheses are used to group courses together to help
you decipher which group of courses must be taken and which courses
can be taken instead of other courses.

Course

The number of the course is displayed as a link to more information
about the course.

Name

The course title.

Sub Type

The type of course (for example, lecture, lab).

Credits

The number of credits the student will earn upon completion of the
course.

Sequence

The enrolled sequence number for the course.

Min Grade

The minimum grade the student must earn in order for the course to fulfill
the classification requirement

Required

Whether the student must complete the course in order to fulfill the
classification requirement.

Custom

Whether the course was changed from the standard requirement for the
student’s academic plan.
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8. If you chose the Academic Plan or Progress view, review the information
about the courses, which the student has taken or is currently taking, that are
not assigned to the student’s academic plan:

Column: Typically Lists:
Status The student’s current status for the course:
* @ - The student has completed the course and has received a grade
that meets the minimum grade requirement.
e X - The student has registered for the course but has not yet
received a grade.
* Below Min - The student received a grade that does not meet the
minimum grade requirement.
a " For courses which have not been completed, select | to list the
available course sections for the corresponding course code.
Course The number of the course is displayed as a link to more information
about the course.
Name The course title.
Sub Type The type of course (for example, lecture, lab).
Section The course section.
Final Grade  The student’s final grade for the course (if the student completed the
course).
Credits The number of credits the student will earn upon completion of the
course.
Taken The term and session when the student took this course.
Repeated If the student took this course more than once, a check mark is

displayed.

9. To perform another advisory function for the same student, or to choose
another student in the list, select Return To List.
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Viewing a Student’s What If? Plan

If you have permission to view a student’s What If? Plan, you can select the
student and plan, as follows:

1.

If you have not already found the name of the student whose What If? Plan
you want to view, follow the instructions for Searching for Students to Advise.

On the Manage Advisees page, select the name of the Student whose What
If? Plan you want to view.

On the drop-down menu, select What If? Plan.

From the list of the student’s What If? Plans, select the plan you want to

view.

Review the What If? plan, which lists 3 levels of information:

¢ The name of the Program, Degree, and Curriculum will appear with a
summary of the course and credit information compiled for each
associated Discipline and Classification.

* Each Discipline will appear with a summary of the course and credit
information for each associated classification.

¢ Each Classification will appear with a summary of the associated

courses.

6. Review the information about the courses assigned to the specified
academic plan:

Column:

Typically Lists:

Status

The student’s current status for the course:

* @ - The student has completed the course and has received a grade
that meets the minimum grade requirement.

e I - The student has registered for the course but has not yet
received a grade.

* Below Min - The student received a grade that does not meet the
minimum grade requirement.

Select @ or I to display more information about the course in the
specified Academic Plan. In addition to the Year, Term, Course ID, Sub
Type, Name, Credits, and Status, which are already listed on the What
If? page, you will see the Session and Section numbers, and the
student’s Final Grade (if the student completed the course).

a |~

For courses which have not been completed, select (a7 to list the
available course sections for the corresponding course code.

(and)
And/Or

If applicable, the parentheses are used to group courses together to
help you decipher which group of courses must be taken and which
courses can be taken instead of other courses.
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Column: Typically Lists:

Course The number of the course is displayed as a link to more information
about the course.

Name The course title.

Sub Type The type of course (for example, lecture, lab).

Credits The number of credits you will earn upon completion of the course.

Sequence The enrolled sequence number for the course.

Min Grade The minimum grade you must earn in order for the course to fulfill the
classification requirement

Required Whether you must complete the course in order to fulfill the classification
requirement.

Custom Whether the course was changed from the standard requirement for

your academic plan.

7. Review the information about the courses, which the student has taken or is
currently taking, that are not assigned to the specified academic plan:

Column: Typically Lists:
Status The student’s current status for the course:
* @ -The student has completed the course and has received a grade
that meets the minimum grade requirement.
e X - The student has registered for the course but has not yet
received a grade.
* Below Min - The student received a grade that does not meet the
minimum grade requirement.
a " For courses which have not been completed, select a1 to list the
available course sections for the corresponding course code.
Course The number of the course is displayed as a link to more information
about the course.
Name The course title.
Sub Type The type of course (for example, lecture, lab).
Section The course section.
Final Grade  The student’s final grade for the course (if the student completed the
course).
Credits The number of credits the student will earn upon completion of the
course.
Taken The term and session when the student took this course.
Repeated If the student took this course more than once, a check mark is

displayed.
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8. To perform another advisory function for the same student, or to choose

another student in the list, select Return To List.

Viewing a Student’s Unofficial Transcript

If you have permission to view a student’s unofficial transcript, you can select the
student, as follows:

1.

If you have not already found the name of the student whose unofficial
transcript you want to view, follow the instructions for Searching for Students

to Advise.

On the Manage Advisees page, select the name of the Student whose
unofficial transcript you want to view.

On the drop-down menu, select Unofficial Transcript.

View the student’s complete academic history at this institution. The unofficial
transcript is sorted by academic year and term, and includes:

* A list of degrees the student has been awarded
¢ A list of the honors and GPAs the student has earned at other institutions

* The student’s coursework, grades, and credits for each term the student
has attended this institution

If the student has completed his or her undergraduate coursework and has
registered for graduate courses, a second transcript will appear after the first
one.

To perform another advisory function for the same student, or to choose
another student in the list, select Return To List.

Viewing a Student’s Permission Requests

If you are authorized to view the list of permission requests a student has sent to
instructors, you can select the student, as follows:

1.

If you have not already found the name of the student whose permission
requests you want to view, follow the instructions for Searching for Students

to Advise.

2. On the Manage Advisees page, select the name of the Student whose

permission requests you want to view.

3. On the drop-down menu, select Instructor Permission.
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4. View the information about each of the student’s permission requests.

Field: Description:

Comments  The comments the student entered when requesting a seat in the class.

Instructor The name of the instructor who is teaching the course.

Status The current status of the student’s request (Denied, Approved, or
Waiting).

Revised The date and time at which any of the information about the permission

request was last updated.

If you modify the information in the My Comments field, select Save to record
your changes.

If the instructor’s decision is overridden by someone who is authorized to
do so (for example, a registrar), view this additional information.

Field: Description:
Name The name of the person who overrode t he instructor’s decision.
Date The date on which the person overrode the instructor’s decision.

Comments The reason the person entered for overriding the instructor’s decision.

7. To perform another advisory function for the same student, or to choose

another student in the list, select Return To List.

Approving a Student’s Course Schedule

If you have permission to approve a student’s course schedule, you will be
notified when the student has submitted a request to add or drop a course. You
can then approve or deny the student’s request, as follows:

1.

On the Manage Advisees page, find the name of the student whose course
schedule you need to approve. (If the student’s name is not listed, follow the
instructions for Searching for Students to Advise.)

Select (@ approve (mewy for the student.

Review the course information, and the date and time at which the student
sent each request.
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4. For the courses that are Awaiting Approval, approve or deny the changes.

Select: To:

Approve Approve the specified course change (listed to the left).

Deny Deny the specified course change (listed to the left).

Approve All Approve ALL the changes to the student’s schedule that are Awaiting
Approval.

Deny All Deny ALL the changes to the student’s schedule that are Awaiting
Approval.

5. You have the option to enter a Comment about why you are approving or
denying each course schedule change.

6. Select Validate to verify the student’s schedule and make sure that you have
approved all of the required corequisites.

7. Review the validation messages.

« If the schedule changes are validated, continue with Step 8.

« If the schedule changes are NOT validated, approve or deny any course
which is preventing validation of the student’s schedule. (For example, for
a course with a corequisite, you could approve the corequisite or deny the
course with the corequisite). Then continue with step 6.

8. Select Apply to make the changes to the student’s schedule. Once you
approve or deny the student’s schedule changes:

¢ The student will be sent an e-mail about your decision.

* When the student continues the Registration process and reviews his or
her schedule, the changes will be listed as Approved Courses and
Denied Courses.

¢ The schedule change will be listed on the Schedule Requests page for the
student.

9. To perform another advisory function for the same student, or to choose
another student in the list, select Return To List.

Viewing a Student’s Schedule Requests

You can view a list of the prior decisions you have made to approve or deny a
student’s requests to add or drop classes.

1. On the Manage Advisees page, find the name of the student whose schedule
requests you want to view. (If the student’s name is not listed, follow the
instructions for Searching for Students to Advise.)

2. On the Manage Advisees page, select the name of the Student whose
instructor permissions you want to view.
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3. On the drop-down menu, select Schedule Requests.

4. For each year, term, and session, view the information about each of the
student’s requests to add or drop a course.

Field: Description:

Section The code, type, and title of the course section the student requested.

Request Date The date on which the student requested that the course be added to
his or her schedule.

Decision Whether the schedule change was Approved or Denied.

Reason The reason the schedule change was denied, if available.

Decision Date The date on which the schedule change was approved or denied.

Viewing a Student’s Grade Report

If you are authorized to view students’ grade reports, you can select the student,
as follows:

1. If you have not already found the name of the student whose grade report you
want to view, follow the instructions for Searching for Students to Advise.

2. On the Manage Advisees page, select the name of the Student whose grade
report you want to view.

3. On the drop-down menu, select Grade Report.
4. Select the Period for which you want to view the student’s grades.

5. View the student’s grades for the specified period.

Column: Description:

Session The session in which the student took the course.

Course The course code and type.

Name The course title.

Credits The number of credits the student earned for completing the
course.

Quality Points The number of quality points the student earned for completing the

course. Quality points are used for calculating the student’s Grade
Point Average.

Midterm Grade If your school uses midterm grading, this column will appear with
the student’s midterm grade.

Final Grade The student’s final grade for the course.

Comments Select View to display any comments that the instructor may have
entered about the student’s grade.
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6. View the student’s credits, GPA, and awards:

Field: Description:

Credits Attempted  The number of credits for all the courses the student has
taken at this institution.

Earned The number of credits the student has earned by completing
courses with passing grades.

GPA Term The student’s Grade Point Average for the specified term.

Overall The student’s Grade Point Average for all the courses the
student has completed at this institution.

Awards Term The number of awards the student has received during the
specified term.

Overall The number of awards the student has received while
attending this institution.

7. If you want to print out the student’s grade report, follow these steps:
* Select Print Report.
» Select Print.
¢ Specify your printer options.

8. To perform another advisory function for the same student, or to choose
another student in the list, select Return To List.

Authorizing Students to Register for Classes

If you have permission to authorize students to register for specific academic
periods, you can select the students and enable them to register during any of
those periods. You can then e-mail the students to let them know when they can
register. Follow the instructions for:

1. Searching for Students to Authorize

2. Selecting Students and Academic Periods

3. E-mailing Students About Reqistration

Searching for Students to Authorize

1. Select the Advising tab.

2. Select the Authorize Registration menu item.
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3. Search for the students, who you want to allow to register, in one of these
ways:

Select: Description:

List Select one of the lists at the left side of the Authorize
Registration page to display information about all the students in
that list. Depending on your permissions, you may have access
to any or all of the following Lists:

* My Advisees - Students you have been assigned to advise
in the current Year and Term, who have not graduated or
withdrawn from the institution.

¢ My Students - Students who are currently registered for
one or more of your courses.

¢ All Students - Students who have not yet graduated.

* Former Advisees - Students you were assigned to advise
in a prior Year and Term. These students may have
switched advisors or been assigned a different advisor
after changing academic programs.

¢ Alumni - Students who have graduated.

Quick Search To perform a Quick Search:
1. On the Quick Search tab, select a list.

2. Specify a student’s ID number, or at least part of the First
Name or Last Name.

3. Select Search.

Advanced Search To perform an Advanced Search:
1. On the Advanced Search tab, select a list.

2. Specify the Advanced Search criteria for finding students in
the list who are associated with a particular Academic Period,
Session, Program, Degree, Curriculum, College, Campus,
Department, Class Level, or Status.

3. Select Search.
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4. Review the search results. The following information appears for each

student.

Field:

Description:

Student

The student’s name is a link to more information about the student. To
view the student’s dossier, follow these steps:

1.
2.
3.

Select the student’'s name.
On the drop-down menu, select View Dossier.

On the pop-up window, view the information that is available for the
student:

¢ Student’'s Name (Prefix, First Name, Middle Name, Last Name,
Former Name, Suffix, and Nickname)

¢ Student’s preferred E-mail Address
¢ Student’s Photo (if your school has chosen to display photos)

When you are finished viewing the student’s dossier, select Close
Window.

ID

The student’s identification number. By default, this is the People ID
assigned by PowerCAMPUS.

Sessions

A list of the open sessions for the specified Year and Term.

Stop List

If the student is currently on the Stop List, an X will appear in the Stop
column. Select the X to view the student’s Stop List. For each item on the
Stop List, the system will display this information:

The date on which the student’s account was placed on the Stop List.
The reason why the student’s account was placed on the Stop List.

Which Self-Service features the student is prevented from using,
because the account is on the Stop List.

Any comments that may have been recorded about the item.

Select Close Window to return to the Authorize Registration page.

5. Verify that the correct students are listed. If the desired students are not
listed in the search results, perform a New Search or an Advanced Search.
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Selecting Students and Academic Periods

1. If you have not already done so, follow the instructions for Searching for
Students to Authorize to display the desired list of students on the Authorize
Registration page.

2. Select the Year and Term for which you want to authorize the students to
register.

3. Select the Sessions for which you want to authorize the students to register:

To Authorize: Do This:

All Students in the list  For each session for which you want to authorize registration
for all the students in the list, select the session column
heading.

For example, if you select the session 07 column heading, all
the students in the list will be authorized to register for
session 01.

A Student in the list For each student whose registration you want to authorize,
you can either:

¢ Select each session for the student, or

¢ Select the student’s name to display a drop-down menu.
Then choose Select all periods or Deselect all periods.

4. Select Save to record all the changes you entered on the Authorize
Registration page.

* If you authorized a student to register for a Year, Term, and Session, that
Period will be listed with the status OK to Register on the Registration
page. The student can then register for classes for that Period.

 If you did not authorize a student to register for a Year, Term, and
Session, that Period will be listed with the status Advisor authorization
needed to register on the Registration page.

5. If you want to send an e-mail message to any of the students on the list, follow
the instructions for E-mailing Students About Registration.
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E-mailing Students About Registration

You can e-mail the students to let them know that you have authorized them to
register.

1. If you have not already done so, follow the instructions for Selecting Students
and Academic Periods.

2. Specify which students you want to e-mail.

To E-mail: Follow These Steps:

Individual Students 1. Select the checkbox to the left of the name of each student
you want to e-mail.*

2. Choose to E-mail Selected students.

All Students 1. Select the checkbox on the column heading to select all
the students in the list.*

2. Choose to E-mail Selected students.

* The checkbox will be grayed out for any student who does not have an e-mail address
on file.

3. On the E-mail window, verify that your default e-mail address is listed in the
From field. If necessary, you can change this address.

From:

Recipients:

=2 Keep e-mail addresses private

Subject:

Message:

Send Message Cangel

4. \erify the list of Recipients.

5. If you want to list the Recipients in the bcc (blind copy) field instead of the To
field on the e-mail so that the Recipients will not see anyone else’s e-mail
address, select Keep e-mail addresses private.

6. Enter the Subject of your e-mail.

7. Enter your e-mail Message.

8. Select Send Message.
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