SOAR 8.9 FC-Faculty-Faculty Center Tab

Facu]tg Ccntcr~ Facultg Ccntcr Tab

This document will discuss and look into the information contained in the “Faculty
Center” tab of the Faculty Center.
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DPasic Na vigation

Home > Self Service > Faculty Center

Marlissa Northrop My Info [EaEE0 ]

[ faculty center ](advisement}fclass search 1

Faculty Center

Select Term | Fall 2007-2008 [w] change | T3 viewrFerpa Statement

@Show all classes OOnly classes with enrollment OViEW My Weekly Schedule

E?P] Class Roster E_Fﬁl Grade Roster @ Learning Managemeant System

My Teaching Schedule > Fall 2007-2008 > Univ of Southern Mississippi

Class Class Name Days and Time Location |Class Dates Enrollad
SCM 320-HOO4 Bus And Prof Aug 22, 2007-
LEC 7020 Spking (Lecture) LalBS:TORRELE 0SBl Hiliest. Dec 14, 2007 = ﬁﬁ

1. How to change the term
a. Click on the [¥| associated with the select Term box.

10/16/2007 1



SOAR 8.9 FC-Faculty-Faculty Center Tab

b. When appropriate term displays in the box, click on the _ change |
button.

2. il = Class Roster

3. lf?ﬁ' = Grade Roster

4. Eid=TImport to MS Excel

View my wcc,é[g class schedule

1. Click on the © View My Weekly schedule y4dio button.

Faculty Center

Select Term | Fall 2007-2008 v| change |

@Show all classes '::}l!:!Inlg,.r classes with enrollment View My Weekly Schedule

Processing Please wait...
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View My Weekly Schedule

Show Week of  |08/20/2007 |[}] StartTime [g:00AM End Time [g.gopm ~ REFRESH CALENDAF{l

< PREVIOUS WEEK | NEXT WEEK = |

8/20/2007 - 8/26/2007

Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Aug 20 Aug 21 Aug 22 Aug 23 Aug 24 Aug 25 Aug 26
8:00AM
S:00AM
10:00AM
11:00AM
12:00PM
1:00PM
2:00PM
3:00PM
4:00PM
5CHM 320 - HOO4
Lecture
5:00PM 5:10PM - 6:25PM
Liberal Arts
Building 206
5CM 320 - HOO4
SHa 5:10PM - 6:25PM

~ Display Options

Shw AMPM Monday 'I'hursday
DSIH:M Instructor Role Tu«:.-dav Friday Sum‘liwr REFRESH CALENDAF{l
[] show class Title Wednesday Saturday

CANCEL |

2. You can alter the display at the bottom of the page (days, times, etc).
a. Choose appropriate options.

b. Click on the HEFRESH CALENDAR button.

3. Click the ““"“* button you have completed viewing this schedule.

View my class roster and import it to MS o xcel

1. Choose the appropriate semester.
2. Click on the £f2n32 hytton.

3. Click on the ] button associated with the correct class.
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Faculty Center

FC-Faculty-Faculty Center Tab

Select Term | Fall 2007-2008

change I g Wiew FERPA Statement

@ Show all classes

ﬁf} Class Roster

E_ﬂ Grade Roster

O Only classes with enrollment

@ Learning Management System

My Teaching Schedule > Fall 2007-2008 > Univ of Southern Mississippi

O View My Weekly Schedule

®
2

Class Class Name Days and Time Location |Class Dates Enrolled
SCM 320-HOOD4 Bus And Prof . o Aug 22, 2007-
LEC 7020 Spking (Lecture) uhls 10ENELS SSEES i Dec 14, 2007 e 3

Faculty Center

Processing

v

Please wait...

v

Class Roster

B view FERPA Statement

7020 - SCM 320 - Bus And Prof Spking

B Class Roster Information

Course SCM 320 Institution Univ of Southern Mississippi
Title Bus And Prof Spking Term Fall 2007-2008

Class Number 7020 Session Regular Academic Session
Class Section HoOO4 Career Undergraduate

Component Lecture

Day Tues Thurs Instructor Northrop,Marlissa F

Time 5:10PM  &:25PM

Location LABE 206

Enrollment Status Enrolled change |

Total Students 23

Enrolled Students

Enroll Capacity

Customize |

27

Find |

10/16/2007

Notify | ID Name Grade rogram and Plan Level
litical Sci, Intl Davl,
1 Graded| 2.00|1.%. - Freshman
ID Name P=\sl=gal Studies BA
Murfing -
2 I:‘ D Name Graded| 3.00 Dr;lxursing BSN Sophomore
‘ Bicloqcal Sciences - .
= O I Graded| 3.00 Biolo&al Sciences B3 | SeNior
ID Name Chemifry B
! Biochemystry -
4 O | Graded| 3.00 Chemist Sophomore
1D ] Name (Biocherm\stry) BS
Political Intl Devl,
5| O Graded| 3.00|L.A. - Senior
ID Name Political Scidnce BA
ManagemeniE
Marketing - .
& I:‘ 1D Name Graded| 3.00 Management Xsanaral) Junior
G BSBA
Management B
7 I:‘ ] ID Name Graded| 2.00|Marketing - Sophomore
Marketing BSBA




SOAR 8.9 FC-Faculty-Faculty Center Tab

NOTIFY SELECTED STUDENTS NOTIFY LISTED STUDENTS PRINTER FRIENDLY VERSION |

CANCEL |

4. If you would like to download to MS Excel, click on the EZ button.

5. To return to Faculty Center homepage, click on the “*"“=- putton.

E mail all students on roster

1. Choose the appropriate semester.
2. Click on the =P2m22 hytton.

3. Click on the ] button associated with the correct class.

Faculty Center

1 [select Term |FE||| 2007-2008 Iil change I g View FER.PA Statement

®

@ Show all classes O Only classes with enrcllment O View My Weekly Schedule 2

ﬁ?} Class Roster lf‘ﬁ_;!f Grade Roster @ Learning Management System

My Teaching Schedule > Fall 2007-2008 > Univ of Southern Mississippi

Class Class Name Days and Time Location |Class Dates Enrclled
SCM 320-HOO4 Bus And Prof ’ e Aug 22, 2007-
LEC 7020 ey I o A OBM A -2 S DS LAB 208 Ipec 14, 2007 = @ 3

NOTIFY LISTED STUDENTS

4. Click on the button.
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Faculty Center

Class Roster B view FERPA Statement

7020 - SCM 320 - Bus And Prof Spking

H Class Roster Information

Course SCM 320 Institution Univ of Southern Mississippi
Title Bus And Prof Spking Term Fall 2007-2008

Class Number 7020 Session Regular Academic Session
Class Section HOO04 Caraer Undergraduate

Component  Lacture

Day Tues Thurs Instructor Morthrop,Marlissa F
Time 5:10PM  B:25PM
Location LAE 206
Enr t Status | Enrolled . ZiTiiE I
Total Students 23 Enroll Capacity 27
Enrolled Students Customize | Find | B First 1] 1-23 of 23 [P Last
Notify| 1D Name Grade |Units|Program and Plan Level
| Political Sci, Intl Davl,
1 A Graded| 3.00|LA. - Freshman
1D Name Paralegal Studies BA
Nursing -
2 D [ Graded| 3.00 Pra-Nursing BSN Sophomore
ID Name Biological Sciences - .
: 0O c Graded| 3.00| g |ogical Seiancas BS |52
Chemistry &
Bioch try -
4 O ID c Name Graded| 3.00 C';:mei;: 4 Sophemore
(Biochemistry) BS
Political Sci, Intl Devl.
s| O ID E Name Graded| 2.00|LA. - Senior
Political Science BA
ID Name Management &
Marketing - .
& D 14 Graded| 3.00 Manzgement (General) Junior
G BSBA
1D Name Mansgement &
7 D E Graded| 3.00|Marketing - Sophomore
Marketing BSBA
NOTIFY SELECTED STUDENTS I NOTIFY LISTED STUDENTS PRINTER FRIENDLY WERSION

CANCEL |

5. If the student has not activated their xx.xx@usm.edu at the HelpDesk, the
following panel will display:

6. Click on the C2NTINUE button.

Faculty Center

Students without Email Address

CANGEL CONTINUE

Missing Email Address i First U1 1 of 1 L% Last

1| Student name

CANCEL | CCINTINLII—&'
T

NOTE: LEAVE ALL STUDENT EMAIL ADDRESSES IN THE BCC FIELD!!!
All students show up in the BCC (blind carbon copy) field because of privacy issues.
Using the blind carbon copy prevents the student seeing everyone else’s email
address when message is delivered.

7. Enter your subject line in the Subject: Jine,
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8. Enter the email body in the Messag= Text: Jine,

FC-Faculty-Faculty Center Tab

9. Click on the ¥ button if you want the system to spell check.

10. Click on the “&ME MOTIFIEATION bytton to send email. You will receive a copy.

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.

Notification from Marlissa Northrop

From:

To:

CC:

BCC:

Marlissa.Northrop@usm.aedu

Marlissa.Northropi@usm.adu

Students’ email addresses will
appear here.

Subject:

Message Text:

CANCEL |

Sample Subject

Dear Students:
Sample Text.
Sinceraly,

Mrs. Northrop

SEND NOTIFIGATION

@4—

E mail select students from roster

1. Choose the appropriate semester.

2. Click on the =han2= hutton.

10

3. Click on the i button associated with the correct class.
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Faculty Center

FC-Faculty-Faculty Center Tab

1 |[select Term [Fall 2007-2008

change I

= view FERPA Statement

@ Show all classes

ﬁf} Class Roster

O Only classes with enrollment

E_ﬂ Grade Roster

O View My Weekly Schedule

@ Learning Management System

My Teaching Schedule > Fall 2007-2008 > Univ of Southern Mississippi

®
2

Class Class Name Days and Time Location |Class Dates Enrolled
SCM 320-HOO4 Bus And Prof . o Aug 22, 2007-
LEC 7020 Spking (Lecture) uhls 10ENELS SSEES i Dec 14, 2007 e @ 3

Class Roster

Check on ¥l boxes for the students you wish to email.

Click on the NOTIFY SELECTED STUDENTS button

B3 view FERPA Statement

7020 - SCM 320 - Bus And Prof Spking

H Class Roster Information

Course SCM 320 Institution Univ of Southern Mississippi
Title Bus And Prof Spking Term Fall 2007-2008

Class Number 7020 Session Regular Academic Session
Class Section HOD4 Career Undergraduate

Component  Lecture

Day Tues Thurs Instructor Northrop.Marlissa F

Time S5:10PM  6:25PM

Location LABE 206

Enrollment Status | Enrolled change |

Total Students 23

Enrolled Students

Enroll Capacity

27

5 [—p» NOTIFY SELECTED STUDENTS |

NOTIFY LISTED STUDENTS

PRINTER FRIENDLY VERSION

CANCEL

6. As before, enter your subject line in the Subi=ct: Jine.

7. As before, enter the email body in the Message Text: ]Jine,

Customize | Find First " 1-22 of 23
Notify |ID Name Grade |Units|Start Date |End Date Program and Plan Level
Political Sci, Intl Devl, LA. -
1 1 ID Name Graded| 2.00|08/22/2007|12/14/2007 Paralegal Studies BA Freshman
Mursing -
2 13 D N Graded| 3.00|08/22/2007(12/14/2007 [ RS2 ooy Sophomore
B ame ; ;
s B Biclogical Sciences - )
3 O |= Gradad| 3.00|08/22/2007 | 12/14/2007 | 12290 CRENCRS C o Senior
. Chemistry & Biochemistry -
4 4| O 1D Name Graded| 3.00|08/22/2007[12/14/2007 [ 122 L OO AT o g | Sophomers
I~ = -
Political Sci, Intl Devl, 1.A. -
A 4 :  |Graded| 3.00|08/22/2007 |12/14/2007 |0 20 10 U8 Senior
b ID Name Management & Marketing -
3 4 Graded| 3.00|08/22/2007|12/14/2007 |Management (General) G Junior
BESBA
. ID Name Management E Marketing -
7 D £ ) Graded| 3.00|08/22/2007|12/14/2007 Marketing BSBA Sophomore

8. As before, click on the & button if you want the system to spell check.
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9. As before, click on the “5"P NOTIFICATION bitton to send email. You will
receive a copy.

View Pasi' final and midterm grac/cs

1. Choose appropriate term in Select Term box and click on the ="3782 hytton.

2. Click on the '—E‘i_pl| button.

Faculty Center

1 | select Term | Summer 2006-2007 Vl change I % View FERPA Statement

@ Show all classes O Only classes with enrollment O View My Weekly Schedule

ﬁ?} Class Roster 'E_al Grade Roster @ Learning Management System

My Teaching Schedule > Summer 2006-2007 > Univ of Southern Mississippi

Class Class Name Days and Time Location |Class Dates Enrolled
SCM 499CA-HOO1 Brit Studies Comm May 28, 2007- =,
LEC 6854 {Lectura) i) = Aug 3, 2007 2 il | &8 <

3. Select the type of roster you would like to view in the *“&rade Roster Type phox
(Midterm or Final Grades).

4. Select the approval status that you would like to view in the *Approval Status

box (Ready for Review, Approved, or Not Reviewed).

Grade Roster T view FERPA Statsment

7324 -SCM 320 - Bus And Prof Spking

B Grade Roster Information

Course SCM 320 Institution Univ of Southern Mississippi
Description Bus And Prof Spking Term Spring 2006-2007
Class Number 7324 Session Regular Academic Session
Class Section HOooO4 Career Undergraduate
Component Lecture
Day Tues Thurs Instructor Northrop.Marlissa F
Time 5:10PM 6:25FPM
Location LAE 104
3
*Grade Roster Type | Mid-Tarm Grade [il [] pisplay Unassigned Roster Grade Only

*Approval Status | Ready for Review [il

1\ 4
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5. When you completed viewing these grades, click on the RETURN pitton on the
bottom of the page.

Grade Roster T view FERPA Statement

7324 - SCM 320 - Bus And Prof Spking

B Grade Roster Information

Course SCM 320 Institution Univ of Southern Mississippi
Description Bus And Prof Spking Term Spring 2006-2007
Class Number 7324 Session Regular Academic Session
Class Section HOO4 Career Undergraduate
Component Lecture
Day Tues Thurs Instructor Morthrop,Marlissa F
Time S:10PM  &:25PM
Location LAE 104
*Grade Roster Type | Mid-Term Grade [ll ¥ Display Unassigned Roster Grade Only
*Approval Status | Ready for Review [ll
¥
e
Management & Marksting - .
i| ¥ B A ; Junior
ID | Student Name Marketing BSBA
Mursing -
2| O MNA MNA . Freshman
ID | Student Name —_—
Mursing -
g |:| E B Pre-Mursing BSN Frezhman
ID Student Name .
4 O A a General Studies - Sophomors
GS [University Curriculum]
ID Student Name Biological Sciences -
Biclogical Sciences
sl O A A : Sophomore
BS/Science B Tech (Pre-
ID Student Name phys Ther)
D St d tN Mass Communication B
udent Name Journal -
& I:‘ = = Journalism (News-Editorial) =it
| | BA
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
) o
~—’

E nter Grac/cs

1. Verify the correct semester is displayed. Change if needed.

2. Click on the 51 button associated with the class for which you wish to enter
grades.
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Faculty Center

1 P> select Term |Fall 2007-2008 [#] change | T viewFERPA Statement

@Show all classes ODnly classes with enrollment O'.l’iew My Weekly Schedule

ﬁ?}:zss Roster I_E‘ﬁ_p]| Grade Roster @_EE"‘ ng Management System

My Teaching Schedule > Fall 2007-2008 > Univ of Southern Mississippi

Class Class Name Days and Time Location |Class Dates Enrollad

SCM 220-HO04 Bus And Prof . e Aug 22, 2007- =,

LEC 7020 Spking (Lecture) TuTh 5:10PM - 8:25PM e Diec 14, 2007 e ﬁﬁ ﬁn
h,

3. Choose the correct roster type (midterm or final) in the
*Grade Roster Type | Mid-Term Grade | box.

Roster

4. Enter LETTER GRADES into the box in the (T2 column.

NOTE: STUDENTS NOT ATTENDING CLASS - If a student is not
attending class, enter NA (not attending) beside the student’s name on the
midterm roster.

This helps us to comply with the U.S. Department of Education regulations
that the university must identify students who are not attending class. Non-
compliance will affect federal funding of students’ financial aid.

The Registrar’s Office and Financial Aid Office will send a correspondence to
all students who are not attending classes. It is the student’s responsibility
to withdraw from these classes by completing a drop form or withdrawing
from the university. Failure to do so will result in a grade F for each class
the student did not attend.

5. Once there is a grade entered for each student and they have been reviewed
*Approval status | [BED ] box.

for accuracy, choose “Approved” for the

NOTE: Once the grade roster has been set to “Approved,” a change of grade
form must be submitted to the Registrar’s Office to change a grade.

6. Click on the SAVE button.

7. You may print a copy of this roster for your records if you so choose. Click on
the FRINTER FRIENDLY VERSION btton for a sleek looking report.
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Grade Roster T Wiew FERPA Statement

7020 - SCM 320 - Bus And Prof Spking

H Grade Roster Information

Course SCM 220 Institution Univ of Southern Mississippi
Description Bus And Prof Spking Term Fall 2007-2008
Class Number 7020 Session Regular Academic Session
Class Section HOO4 Career Undergraduate
Component Lecture
Day Tues Thurs Instructor Northrop,Marlissa F
Time 5:10PM 6:25FM
Location LAB 206
3 .
*Grade Roster Type Mid-Term Grade |% L] Display Unassigned Roster Grade Only
*Approval Status iApproved R 5
<- add this grade to all students |
N
| B
dent Grade
Program and Plan
Political Sci, Intl Devl,
1 ID Name LA, - Freshman
Paralegal Studies BA
Mursing -
e D ID Name Pra-Mursing BSN Sophomoe
3 D B!ulug!cal Sc!em:es = Senior
Biclogical Sciencaes BS
. ID_ Name
Chemistry & Biochemistry
4 |:| - . . . Sophomore
Chemistry (Biochemistry)
ID  Name =
Political Sci. Intl Davl,
sl O 1D Name LA, - Senior
Folitical Science BA
Management B
& D ID Name Marketing - Junior
Management (General) G
ID N BSBA
ame
Management B
7 |:| Marketing - Sophomore
Marketing BSEA
NOTIFY SELEGTED STUDENTS | NOTIFY ALL STUDENTS | PRINTER FRIENDLY VERSION |
P .
RETURN save |« 7 (Optional)
6
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