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Introduction to the New Faculty Portal

Logging into the Faculty Portal

Procedure

In this lesson you will learn to Log into the Faculty Portal and Change Your Password.

Begin by logging into the portal at mycollege.laccd.edu.

Step Action

1. Open your favorite browser window to begin the process for logging into the SIS
Modernization portal.

Browsers that work with SIS Modernization are:
> Internet Explorer

> Safari
> Mozilla Firefox
> Chrome
pel j 42 (B LACCD - Home % | {C) Classes and Enrolimen... oy 8
x Fm:{:J Previous Next || # Options = |

LOS ANGELES COMMUNITY COLLEGE DISTRICT

HOME ABOUT LACCD BOARD OF TRUSTEES STUDENTS FACULTY AND STAFF BUSINESS AND COMMUNITY EMPLOYMENT

Education
Changes
Everything: Your
Future Begins
Here...

(3] e e AL (3] Sate nfarmation For LAGCD Office Of The Chancellor
\J'HA,.‘V»J\C‘ 2017 ggiad;;,‘gms ADA Compliance Office
Administrative Department v
aww | ACCD Adopis il sww FEmest H. Moreno Building
Step Action
2. In your browser window, type mycollege.laccd.edu into the address field.
3. Press [Enter] to advance to the SIS Modernization login page.
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ORACLE
USER PRODUCTIVITY KIT

Sign in with your organizational account
Example:

Students = 881234567

Employees = Smith)

Password

Sign in

1st time signing in? Click here.
Forget your password? Click here.

© 2013 Microsoft  Home  Privacy  Contact Us

Step Action

4, Enter your Faculty ID into the first/top field.

Employee username is your SAP user ID.

5. Enter your Password into the second/bottom field.
Fassword
6. Passwords

Employee default passwords will consist of:
8@ + the month of your birthdate (MM) + the first character of your last name
(capitalized) + the last 4 digits of your SSN

The first time you enter the SIS Modernization site, you will be required to enter a
predetermined password.

For example, Joe Smith, who was born on August 9th, and has SSN xxx-xx-1234,
his default password would be: 8@08S1234

Once in the system, you will be prompted to change your password.
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Update Password

“our password expired, please update.
[t cannot be a part of your name, email, userid or 3 prior
passwards,
Contains at least 7 characters and three of the following:
* Uppercase letters [A-Z]
s Lowercase letters [a-2]
o Number [0-9]
* Special character [@., §. # %]

escssOVAGHEKYA
0ld password
MNew password

Confirm new password
STk

Cligamere oo badntotthe Sian-in page.

Step Action

7. Passwords

character.

registration page.

> Enter your Faculty ID (as in SAP) into the appropriate field.
> Enter your old password and new passwords in their respective text boxes.

> Your new password must contain at least seven alphanumeric characters:
numbers, uppercase and lowercase alphabetical characters, and at least one special

Once you have successfully logged in, for your account’s security, you will be
transferred to the update password page to change your default password.

> Additionally, you may not use your prior three passwords as your new password.
> After successfully updating your password, you will be redirected to the password
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CITY

EAST
H AR BO R Update Password

MISSION Your password expired, please update.

It cannet be a part of your name, email, userid or 3 prior
passwards,

Contains at least 7 characters and three of the following:
P I E R C E * Uppercase letters [A-Z]

* Lowercase letters [a-]
= Number [0-9]

So U T H WE ST * Special character [@.). §. # %]

T R A D E -T E C H escssOlAGHERYA

0ld password

VALLEY

MNew password

Confirm new password

WEST

Cligamere oo badntotthe Sian-in page. hd

Step Action
8. Password Reqistration
The password registration page defines questions that will be used to retrieve and
reset your forgotten password.
On the password registration page, enter your Faculty 1D and new password into the
appropriate fields.
9. Password Reqistration
Select questions that you know and will remember the answers to.
After you have completed the question and answer page, you will be redirected to
the SIS Modernization home page.
10. You have successfully logged into the Faculty Portal. Once you Changed your

password, you may use the changed password for all future logins.

Please review the additional topics to learn how to perform further tasks in the
Faculty Portal.

End of Procedure.
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Navigating the Faculty Portal
Procedure

In this lesson you will learn to Navigate the Faculty Portal.

Begin by logging into the portal at mycollege.laccd.edu.

Step Action

1. Upon entering the faculty portal, you will immediately find the Faculty Schedule
listing the lasses that the faculty is assigned to.

You may also notice the Faculty Schedule menu in the right end of the page, which
when clicked will take you to the My schedule page in the Faculty Center.

et
Welcome to,LACCD.,
LoSiAngeles :mmayn@“ac_a Da

o

Days and
Class Times Enrelled

LEJ Amer sign Mon Wed 1
Lang | 04:35pmm -
(Lecture) 06:40pm

LEJ Amer Sign Tue Thu 0
Lang | 09:25am -
(Lecture) 11:30am

LEJ Amer Sign Fri 08:00am O
Lang | -~ 12:15pm

1l erfured
du:5001

laced. OVEE/EMPLIh/?tab=

Step Action
2. Click any Class link. For example, click on the Amer Sign Lang | (Lecture)
Armer Sign
Lang |
(Lecture)
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Amer Sign Lang | (Lecture)

Subject ASL

Catalog Number 001

Class Number 10032

Class Section E09

Room Information  East-3GEC 117

Class Dates  02-06-2017 - 06-05-2017

Step Action

3. Once you Click the Class link, the details of the Class opens with details like
Subject, Catalog Number, Class Number, Class Section, Room Information and
Class Dates.

Click on the pop-up window X to close the window.

X

4, Click the My Schedule link.

My Schedule
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Nicholas Zerlentes

f Faculty Center
| my schedule I

Faculty Center

class roster II

I =5

grade roster |

My Schedule

2017 Fall | LA Community College District

change term_ |

My Exam Schedule

Select display option: (® Show All Classes

Leon Legend:

(Lecture)

View Weekly Teaching Schedule

favascript:submitAction_win(docurent, wind, CLASSROSTER$D');

() Show Enrolled tlasses Only

6 clazs roster B rade roster

My Teaching Schedul llege District
view st | B0 |

Class Class Title Enrolled | Days & Times

i [ 25 L001-E01 amer sign Lang T 16 MoThFr 9:004M - 10:154M
(10002} (Lectura)

i 5 25 L001-E03 amer sign Lang T 3 TuTh 3:554M - 12:009M
(20104) (Lectura)

5 [EF] 25 LO001E1D amer sign Lang 1 4 MoWe 4:35RM - &:40PM
(20158) (Lectura)

5 [EF] 25 L 00203 american Sign Lang 2 2 MoWe 6:50FM - 8:55PM
11432

B Le2ming management

[ELEN
Room Class Dates
East-Overlosd Aug 28, 2017-

Dec17, 2017
East-SGEC  Aug 26, 2017-
117 Deci7, 2017
East-SGEC  Aug 26, 2017-
117 Deci7, 2017
East-SGEC  Aug 26, 2017-
117 Dec17, 2017

Gototop

Action

5. The Faculty Center - My Schedule page opens with the Class schedule listing for

the current term.

6. Click the Class Roster link to view the class roster for any particular class.

Nicholas Zerlentes

f Faculty Center

| my schedule II

Class Roster

class roster I

M Search

grade roster |

American Sign Language I (Lecture)

Days and Times. Room
MoThFr 9100AM-
10115AM

East-Overload

*Enrollment Status | Enrolled v
Enrollment Capacity 44 Enrolled 16
Select display option: # Link to Photos

2017 Fall | Regular Academic Session | L& Cammunity College District | Credit

< ASLO0D1-EO01(10002) change class

Instructor Dates Topic
Nicholas Zerentes D8/28/2017 -

12/17/2017

*) Include photos in list

Legacy sedion
Murnber: 0151

Request Test

. 1 [N et e i ) ¢
| Basis Practoring
Credit -
a ¢ Reguest Test
1| O |B 1 Graded | 4.00 of
Sam et Proctoring
Credit -
a Reguest Test
2| [ |E% |soo004579 |paiansbinsh Msiid |Graded | 4.00
Professional roctering
o e — s P Request Test -
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OoRrRACLE’

Step

Action

7.

the Class schedule (Days/ Time/ Room/ Instructor/ Dates and Topic)

Email

Nicholas Zerlentes -
f Faculty Center M Search 1
| my schedule II class roster I grade roster |

Class Roster

2017 Fall | Regular Acadernic Session | LA Cammunity Collage District | Credit

A S1001-E01{10002) | change class
American Sign Language I (Lecture)

Days and Times Room Instructor Dates Topic

MoThFr 3:00AM- East-Overload Nicholas Zerlentes D8/28/2017 - Legacy Section
10:15AM 12/17/2017  Humber: 0151

*Enrollment Status
1

Enrollment Capacity 44 Enrolled

select display option:  (® Link to Phatos ) Include phatos in list
13160 y
16y 1Y Name ';"af’e i and Plan |Level (I
Cradit -
o
il O (B 1 [ Graded | 4,00 |Admi of
Justice
Credit -
z| (1 |Bt |s0o004s79 |BsiaNabihsh Maiid |Graded | 4,00 |Admi
Professional
mailto:avetisss27Fo@student.laccd.edu Graded | 4.00 | Credit - >

Step

Action

class.

Click the Enrollment Status list box.

Entolled v
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The Class Roster page for any particular class lists the list of Enrolled / Dropped /
All Enrollment status's of Students of the Class. Also gives the information about

You may also view the Enroliment capacity and Enrolled fields for details on the
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s~ Email

Nicholas Zerlentes

f Faculty Center i Search

| my schedule II class roster I

Class Roster

grade roster

2017 Fall | Regular Acadernic Session | LA Cammunity Collage District | Credit

<ASLO001-EO01(10002) change class

American Sign Language I (Lecture)

ofed 16

to: () Include photos in list

Days and Times. Room Instuctor Dates
MoThFr 9:00AM- East-Ouerload Nicholas Zerlentes D8/28/2017 -
10:15aM 12/17/2017

Topic
Legacy Section
Humnber: 0151

™ Name Eza and Plan |Level
Basis
Credit -
- .
1 O | 1 (3 Graded | 4,00 of
m
= Justi
o Credit -
z| (1 |Bt |s0o004s79 |BsiaNabihsh Maiid |Graded | 4,00 |Admi
Professional
3| [ | |ssooissss|Chendisving Graded | 4,00 |Credit - Freshman hd

Training Guide
SIS Modernization

ULTY  Log Out

Step Action

10. As explained in the earlier frame, we see all 3 different Enrollment Status in the
list box, you may choose any one, and the view will vary accordingly.

11. Click on the Grade Roster tab to navigate to the Grade roster page of the same

class.
qgrade roster

12. Click the My Schedule tab to the My schedule page.

my schedule
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Nicholas Zerlentes

f Faculty Center
| my schedule I

Faculty Center

class roster II

I =5 )

grade roster |

My Schedule

2017 Fall | LA Community College District

Select display option: (® Show All Classes

Leon Legend:

My Exam Schedule

change term |

() Show Enrolled tlasses Only

6 clazs roster B orade roster B Learming mansgement

My Teaching Schedul

ollege District

o
View an | B0 | EHE [ELEN
Class Class Tile Enrolled Days & Times Room Class Dates
5, [ 2.5 L 001601 amer sign Lang 1 16 MoThFr 3:004M - 10:15AM  £ast-owerload Aug 28, 2017-
[1o0002) Lacturey Deci7, 2017
5, [F] 2.5 L 001609 amer sign Lang 1 3 TuTh 9:55aM - 12:00PM fast-sGEC  Aug 28, 2017-
(10104) Lacturey g Deci7, 2017
5, [ 2.5 L 00110 amer sign Lang 1 4 MotWe 4:35BM - 6:40PM fast-sGEC  Aug 28, 2017-
[1oise) Lacturey g Deci7, 2017
5 ] .51 002603 armerican Sign Lang 2 2 MoiWe 6:50BM - 8:55PM fast-sGEC  Aug 28, 2017-
[11432) (Lecture) 117 D=ci17, 2017
View Weekly Teaching Schedule Goto tep

favascript:submitAction_win(docurent winD, DERIVED_555_FCT_

OoRrRACLE’
USER PRODUCTIVITY KIT

Step

Action

13.

You may Choose between Show All Classes and Show Enrolled Classes only
radio button to see Classes that have enrolled students

(or)

to view all classes irrespective of whether they have students enrolled or not.

Nicholas Zerlentes

f Faculty Center
| my schedule I

Faculty Center

class roster

I =5 )

II grade roster |

My Schedule

2017 Fall | LA Community College District

Select display option:

Leon Legend:

change term |

My Exam Schedule

(® Show All Classes

() Show Enrolled tlasses Only
6 clazs roster B orade roster B Learming mansgement

ollege District

My Teaching Schedul

Class Class Tite

5 [EF] 25 L001-E01 amer sign Lang 1
(10002) (Lecture)

5 [EF] 25 L001-E09 amer sign Lang 1
(10104) (Lecture)

5 [EF] 25 LO001E1D amer sign Lang 1
(1o158) (Lecture)

5 [EF] 2.5 L 002603 amevican Sign Lang 2
11432

(Lecture)

View Weekly Teaching Schedule

z

javascript:submitction_win(docurent, winD, DERIVED_555_FCT_

.
view 2t | C0 | B8 Hors H

rolled | Days & Times Room Class Dates
MoThFr 3:004M - 10:154M East-Overlaad Aug 28, 2017
Dec17, 2017
TuTh 9:554M - 12:00PM East-SGEC  Aug 28, 2017

117 Dec17, 2017
MoWe 4:35PM - &:408M East-SGEC  Aug 28, 2017
117 Dec17, 2017
MoWe 6:50RM - 8:558M East-SGEC  Aug 28, 2017
117 Dec17, 2017

Goto top.
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Step Action

14. Click the Change Term button at any point to change the Term.

change term

FACULTY  Log Out

5w Email

Nicholas Zerlentes

f Faculty Center i Search 1

my schedule I class roster grade roster |

Faculty Center

Select Term b Miew FERPA Ststernent

ConTinuE

Term Institution
) |2018 spring L& Community College District
‘s |2017 Fall LA Gammunity Gollege District
0 |2017 Spring LA Community College District
O |2016 Fan L& Community College District

CouTiHuE

Faculty Center Search
My Schedule  Class Roster Grade Roster

Step Action

15. You may click the required term radio button of your choice

16. Click the Continue button.

CONTINUE
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s s~ Email

Nicholas Zerlentes

f Faculty Center

Faculty Center

| my schedule I class roster

I =5 )

II grade roster |

My Schedule

2018 Spring | LA Community College District

Select display option: (® Show All Classes

Class

291 001-EDS
[10031)

0

£91001-EDE
[10043)

291 001-ED7
[10078)

0

291 002-E03
[10378)

change term_| My Exam Schedule

() Show Enrolled tlasses Only

f clazz roster B crade Roster B Lezinin g Management

view i | 2 | B [P |

Enrolled |Days & Times Room Class Dates

Maue 4:35PM - 6:40RM East-SGEC 117 Feb S, 2018-
Ju

n 4, 2018
TuTh 9:25AM - 11:304M East-SGEC 117 Feb S, 2018-
Jun 4, 2018
Fr 8:004M - 12:15PM East-SGEC 117 Feb S, 2018-
Jun 4, 2018
Mo 6:50PM - 8:55PH East-SGEC 117 Feb S, 2018-
Jun 4, 2018

Gototop

OoRrRACLE’
USER PRODUCTIVITY KIT

ULTY  Log Out

Step Action

17. We now see that the Schedule for the 2018 Spring term is shown in the my schedule

page as required.

18. You may click the Search tab in the Faculty center to browse the classes available

for the various Courses/ Term and Campus.

19. Please review the additional topics to learn how to perform further tasks in the

Faculty Portal.
End of Procedure.
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Using the Faculty Portal

Viewing My Schedule
Procedure

In this lesson you will learn how to view Class Schedule.

Instructors use the Class Schedule page to access instructor-related transactions and to view their

teaching and exam schedules.
Instructors see only those terms for which they are assigned as the instructor.

The navigation path to accomplish this is: My Schedule > View Weekly Teaching Schedule

LACCD Website LACCD Colleges ~  Email Welcome, TRG_FACULTY  Log Out

% LACCD

; | My Schedule b3
. R

Welcome to,L ACCD,, ="
OSTANgelesiC UJJJJ{”-@H'-.Q‘- Qm B

[ » o NG
Faculty Schedule (—) |

Days and
Class Times Enrolled

LEJ Amer Sign Mon Wed 1
Lang | 04:35pm -
(Lecture) 06:40pm

LEJ AmerSign  Tue Thu 0
Lang | 09:25am -
(Lecture) 11:30am

L:J Amer Sign Fri 08:00am 0
— Lang | -12:15pm
Jaccd.edw:8001/psp/ eptrg, o) ¢/SA_LEARNING_MANAGEMENT.SS_FACULTY.GBL

Step Action
1. On the right-hand side of the window, click the arrow in the My Schedule Menu.

My Schedule >
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LACCD Website LACCD Colleges ~  Emai Oniine Classrooms me, TRG_FACULTY  Log Out

LACCD

f P— =

- e e e e e

Faculty Center

My Schedule
2017 Fall | LA College District __ change term | My Exam Schedule
Select display option: (& Show All Classes (" Show Enrolled Classes Only

Icon Legend: Bt Class Roster Bl Grade Roster B Leaming Management

Class Class Title Enrolled|Days & Times Room ClassDates  Early Alerk Roster | Loriive Attendance T
A5 5 ASL00Y-  Amersigniangr 17 Fr9:00AM - 1:15PM East-E3 Aug 28,2017~  Early Alert Roster  Positive Attendance T
Enz (Lecture) Building 155 Dec 17,2017 Foster R
10002)
#r B ASLD0L-  AmerSignlangl 6 TuTh 10:00AM - 12:05PM  East-SGEC Aug 28,2017~  Early AlercRoster  Positive Attsndance T
E03 {Lecture) 117 Dec 17,2017 Roster R
10104)
2Hr 30Min Wk TBA TBA Aug28,2017- Early Alert Roster  Positive Attendance |
Dec 17,2017 R
aHr 13Min fwk TBA City-Bishop Aug 28,2017~  Early AlertRoster  Positive Amendance T
Conaty | D=c 17,2017 R
Lorsto Hig
TEA Aug28,2017-  Early AlertRoster  Positive Amendance T
Dec 17,2017 R
City- Aug28,2017-  Early AlertRoster  Positive Amendance T
Jordanmigh  Dee 17,2017 R
2265 103rd

Step

Action

On the Faculty Center > My Schedule page, click the Show Enrolled Classes
Only option to see all the Classes that have students enrolled.

r

LACCD Website

uis
iz
b

==
i

Michale Walsh

LACCD Colleges

Email

LACCD

Oniine Classrooms

f P

Search

me, TRG_FACULTY

Log Out

| my sehedule || class roster || drop roster || grade roster | positive attendance || tha attendance roster || final atiendance hours
Faculty Center
My Schedule

My Exam Schedule

{* Show Enrolled Classes Only

2017 Fall | LA lege District __change term |

Select display option: " Show All Classes

Class Roster [} Grade Roster 5 Learning Management

IconLegend: 8

Class Class Title Enrolled|Days & Times — \Class Dates Esrly Alert Roster | POSItIVe Attendance T
Ak 5 ASLO0Y-  aAmersigniangl 17 Fr9:00AM - 1:15BM East-E3 Aug 28,2017~  Early Alert Roster  Positive Attendance T
E01 et Bulding 155 Dec 17,2017 Roster R
10002)
ik [ ASLO01-  AmerSignlangl 6 TuTh 10:00AM - 12:05PM  East-SGEC Aug 28,2017~  Early AlertRoster  Positive Attsndance T
£03 [Lecture) 117 Dec 17,2017 R
10104)
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Step Action

3. When you click the "Show All Classes" radio button, the My schedule page shows
all the classes even if the class has no enrollment.

When you click the "Show Enrolled Classes Only" radio button, the My schedule
page shows all the classes that have enrollment.

4, Instructors can also view their weekly teaching and exam schedules in a grid format.

Click the View Weekly Teaching Schedule link.

View Weekly Teaching Schedule

LACCD Webste LACCD Colleges v Emai Onine Classrooms Welcome, TRG_FACULTY  Log Out

Show Week of (09/11/2017 | Start Time (8:00AM | End Time [6:00PM H
- Monday Tuesday Wednesday Thursday Friday Saturday| Sunday
e Sep 11 Sep12 Sep13 Sep 14 Sep15 Sep16 Sep17
ASL001-TEST ASL001-TEST
8:00AM Lecture Lecture
8:00AM - 9:15AM B:00AM - 9:15AM
FF CAMPUS 2000 FF CAMPUS 2900
o:00an X0 Gty. 0
10:00AM
ASL001-E09 ASLo01-E09
Lecture Lecture
11:00AM 10:00AM - 12:05PM 10:00AM - 12:05PM
East-SGEC 117 East-SGEC 117
12:00PM
1:00PM
2:00pM
00PM [ A5 1 002 - E02 ASL002-E02
Lecture Lecture
3:30PM - 5:35PM 3:30PM - 5:35PM
East-£3 Building 255 East-E3 Building 253
#00PM [ a 51 002 - E02 ASLo02-E02
Lecture Lecture
3:30PM - 5:359M 3:30PM - 5:35PM
East-£3 Building 255 East-E3 Building 255 |
ASL001-E10 ASLo01-E10
BT Lecture Lecture
4:35PM - 6:40PM 4:35PM - 6:40PM
East-SGEC 117 East-SGEC 117
ASLO01-E10 ASLo01-E10
Lecture Lecture
SO0FH T 4:35pM - 6:a0mM 4:35PM - 6:40PM
East-SGEC 117 East-SGEC 117
Meeting Information not available:
— =l

Step Action

5. The View Weekly Teaching Schedule is viewed in a quick view format.
6. To view additional class information, click the next week >> link to view the
schedule for the next week.
next week > I
7. Click the Return to Faculty Center link to return to the Faculty Center main page.

Return to Faculty Center
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LACCD Website LACCD Colleges ~  Emai Oniine Classrooms

LACCD

Michale Walsh

f P— =

- e e e e

Faculty Center

My Schedule
2017 Fall | LA ity College District ||change tarm | My Exam Schedule
Select display option: " Show Al Classes {+ Show Enrolled Classes Only

Icon Legend: @i Class Roster Bl Grade Roster B Learning Management

Class Class Title Enrolled | Days & Times Room (Class Dates Early Alert Roster
A5 5 ASLD0Y-  Amersigniangl 17 Fr9:00AM - 1:15PM East-E3 Aug 28,2017~  Early Alert Roster
Eoi (Lecture) Building 155 Dec 17,2017
10002)
i [ ASLO01-  AmerSignlangl 6 TuTh 10:00AM - 12:05PM  East-SGEC Aug 28,2017~  Early Alert Roster
Eos (Lecture) 117 Dec 17,2017
10104)
2Hr 30Min Wk TBA TBA Aug 28,2017~  Early Alert Roster
Dec 17,2017
4Hr 15Min fwk TBA City-Bishop Aug 28,2017~  Early Alert Raster
Consty Dec 17,2017
Lorstto Hig
TBA Aug 28,2017~ Early Alert Raster
Dec 17,2017
city- Aug 28,2017~ Early Alert Raster
Jordanigh Dec 17,2017
2265 103rd
javase ction_win0(doc “DERIVED_SSS_FCT_S55_TERM_LINK); | |

me, TRG_FACULTY

My Teaching Schedule > 2017 Fall > LA Community College Disfrict

Positive Attendance

Positive Attendance

Roster

Positive Attendance
Roster

Positive Attendance
Roster

Positive Attendance
Roster

Positive Attendance
Roster
Positive Attendance
Roster

OoRrRACLE’
USER PRODUCTIVITY KIT

Log Qut

EEIET)

ERl

=
R
s
R

Action

change term |

Click the change term button to view your schedule for a different term.

LACCD Website LACCD Colleges v+ Emai Oniine Classrooms

LACCD

Michale Walsh
[ Faculty Center Search 1
| my sehedule || class roster || drop roster || arade roster || pusitive attendance || tha atiendance roster || final attendance hours
Faculty Center
Select Term T —
ConTwuE
Term Institution
" |2018 Spring LA Community Cellege District
@& |2017 Fall LA Community College District
" |2017 Spring LA Community College District
© [2016 Fall LA Community College District
ConTmuE
Eaculty Center Search
My Schedule Class Roster Drop Roster Grade Roster Pasitive Atrend Tha Attendance Raster  Final Atrendance Hours

me, TRG_FACULTY

Log Out

Step Action

you would like to view.
i

You will see terms you are assigned to listed. Click the radio button for the term
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Step Action

10. Click the Continue button.

CONTIMUE |

G_FACULTY Log Out

LACCD Webste LACCD Colleges v Emai Onine Classrooms

¥ Laccop

[ s Genter i =

| my schedue | class roster || drop raster || arade roster || positive attendance || ta attendance rostar [ final aiendance hours

Faculty Center

My Schedule

2018 Spring | LA ity College District __change term | My Exam Schedule

Select display option: (5" Show All Classes " Show Enrolled Classes Only

Ieon Legend 8 Class Roster [l Grade Roster

Class Class Title Enrolled Days & Times Room Class Dates Early Alert Roster THA Atta
AS1002°  American Sign Lang © TuTh 6:50PM - 8:55PM  Easr-Ez  Feb5,2018-  EarlvAlerRoster TeA Artal
E02 2 {Lecture) Bulding 157 Jun 4,2018 Roster
(11152}

Wiew Weekly Teaching Schedule Go to top

My Exam Schedule > 2018 Spring > LA Community College District

au have no final exams scheduled at this time,

Gototop

Faculty Center Search
My Schedule Class Roster Drop Roster Grade Roster Dosith d Ths dance Roster  Final

Grade Roster d s
| | »

Step Action

11. The schedule for the term selected is viewed.

12. Additional tabs under the Faculty Center include:
- Class Roster

- Drop Roster

- Grade Roster

- Positive Attendance

- TBA Attendance Roster

- Final Attendance Roster

To view instruction on the rosters, please refer to the Working with Rosters section.

13. You have successfully viewed the Viewing My Schedule topic.
End of Procedure.
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Sending Notifications to Students

Procedure
In this lesson you will learn how to send email notifications to students.

In this example, we will send notifications on the posting of final grades via the Grade Roster.
Sending notifications can be done through any of the Roster pages.

The navigation path to accomplish this is: My Schedule > Grade Roster link (for the respective
class) > Notify Students

LACCD Website LACCD Colleges +s Email Welcome, TRG_FACULTY  Log Out

§ raccD

.
My Schedule >

B4 Email

ISIANgeles Communi
gele s

a
Faculty Schedule (-} 1 L]

Days and
Class Times Enrolled
L:ﬂ Amer Sign Mon Wed 1
— Lang | 04:35pm -
(Lecture) 06:40pm
= AmerSign | Tue Thu 0
= | Lang | 00:25am -
(Lecture) 11:30am
L:ﬂ Amer Sign Fri08:00am 0
— Lang | - 12:15pm
laccd cdui8001 /psp/eptrg o /SA_LEARNING_ IT.55_FACULTY.GBL

Step Action

1. On the right-hand side of the window, click the arrow in the My Schedule Menu.

>
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LACCD Website LACCD Colleges v+ Email Online Classrooms Welcome, Log Out

§ raccp

[ Faculty Center V Search 1

| my schedule || class roster || drop rester || grade roster || positive || roster || final hours

Faculty Center

My Schedule

2017 Fal | LA Community Gllge District IR

Select display option: @ Show All Classes " Show Enrolled Classes Only

Icon Legend: i Clacs Roster B rade roster B Learnin g Management

My Teaching Schedule > 2017 Fall > LA Community College District

Class Class Title Enrolled Days & Times Room Class Dates Early Alert Roster | POSive Attendance )
fa B A5L001-  AmerSignlangl & MoWe 12:10PM - 2:15PM East-A6 102 Aug 28, 2017-  Early Alert Roster  Positive Attendanca TI
EDZ (Lecture) Dec 17, 2017 Roster R
(10003)
e B ASL00i- AmerSignilangl S TuTh §:50PM - 8:55PM East-E3 Aug 28, 2017-  Early Alert Roster  Positive Attendance TI
E04 (Lecture) Building 157 Dec 17, 2017 Roster R
{10005
5 E) ASL00:-  AmerSignlangl & MolWe 3:308M - 5:35PM East-E3 Aug 28, 2017-  Early Alert Roster  Positive Attendance Ti
E05 (Lecture) Building 153 Dec 17, 2017 Roster R
{10011
fe B AsL001-  AmerSignlangl & Sa B:00AM - 12:158M East-SGEC  Aug 28, 2017~  Early Alert Roster  Positive Attendancs I
Eo7 (Lecture) 110 Dec 17, 2017 Roster R
{10046
IsPs = ASL002-  American Sian Lana 18 TuTh 7:25AM - 9:30AM East-E3 Aug 28, 2017-  Early Alert Rostar __ Positive Attendance T
« »

Step Action

2. Click the desired Roster graphic for the class for which you want to send the
notification.

@

3. In this example, you have already completed the grading process. To view
instruction on grading, view the Posting Grades for a Single Class topic.

When sending notifications, you can select to send individual notifications (Notify
Selected Students) or to send to all students on the roster (Notify All Students).

4. To individually send email's to students, click the Select this row option for the
desired student(s).

-

5. Click the Select this row option for each student you want to send a notification to.

Page 19



Training Guide
SIS Modernization

ges

Email  Online

OoRrRACLE’

Toro.Dalia LN - RH
Credit -
Request Test
17| T [ |sss777320|R teph Graded| 4.00|C: r—
studies E—
Credit -
Request Test
16| I [}  |ssses1792|Eallesteros Lilvanns |Graded | 4.00 Genaral Studies:  |Frashman | S=2==LT=
Social and Be e
dent P o B 0 of 10
e Staff Member use
Permission
D Name Status Use Date Expire Date  [of Permission
Number
Number
1|100400 Not Used 12/31/2017
2|101624 Not Used 12/31/2017
3 |225072 Not Used 12/31/2017
4386177 Not Used 12/31/2017
5|982080 Not Used 13/31/2017
5|745850 Not Used 12/31/2017
7 |s18292 Not Used 13/31/2017
8 |ez1202 Not Used 12/31/2017
s|9s1338 Not Used 12/31/2017
10|484380 Not Used 12/31/2017
Select Al Clear All rinter Friendly Ve
rinter Friendly Version
notify selected students | notify all students |
Faculty Center Search
My Schedule Class Roster Drop Roster Grade Roster Pesitive Tha Roster Final Hours

USER PRODUCTIVITY KIT

Step

Action

If necessary, scroll to the bottom of the page.

Click the notify selected students button.
notify selected students I

) Website  LAC

Class Roster

Colleges

Email Online

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.
n from Marilyn Frontanez Loza

From: frontam@elac.adu
o myemailaddress@laccd.edy]
cc: |
laccd.ad Jaced
lfernanvm7468@student.laccd.edu
BCC:
Subject: Changs your subject here
Message Text: @

SEND NOTIFIGATION
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Step Action

7. The Send Notification page opens with an email template.

Notice your email address is listed as the "From" and "To" address and the students
email addresses are in the "BCC" field.

Change the Subject of your email if desired.

8. Enter the desired information into the Message Text: field.
In this example, we will enter

"Hi,

Your Grades for the Class XXX have been posted.

Thanks,
your instructor ".

LACCD Website LACCD Colleges ~s Email Welcome, TRG_FACULTY Log Out

§ raccp

Subject: <From the desk of Nicholas Zerlentes>

Message Text:  Hi, &
“Your Grades for the Class is netified to you.

Thanks,
Team LACCD|

SEND NOTIFICATION
Faculty Center Search
ction_winO{d 'DERIVED_SSSMAIL_BTN_SEND_NOTIFY'); &
Step Action
9. Click the Send Notification link to send email.
SEMD MOTIFICATION |
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LACCD Website LACCD Colleges v+ Email Online Classrooms Welcome, Log Out

§ raccp

Marilyn Frontanez Loza
[ Faculty Center W( Search W
| my scnedute || ciass roster || drap roster || grade roster || positive || roster || final hours
Class Roster
Send Notification Result

E-mail sent to:

i cd.edu, laced.eduy,
br i} laccd.edu, fernanvi m. laccd.edu
Eaculty Center Search )
Step Action
10. Click the Return to Grade Roster link to return to the class's grade roster page.

Return to Class Roster

11. If you want to Send the notification to all the Students in the Class, then you may
click the Notify all Students button and follow the same procedure as sending to
selected students.

12. You have successfully sent the notifications to the Students on their Grades.
End of Procedure.
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Searching for Classes
Procedure

Training Guide
SIS Modernization

In this lesson you will learn how to search for Course Catalog.

The navigation path to accomplish this is: My Schedule > Search tab.

LACCD Website LACCD Colleges »» Email Online Clas DMS:

Los Angeles Community College District
770 Wilshire Boulevard Los Angeles. CA 90017
(213) 891-2000

Copyright © 2014

\‘.‘ .
Welcome to,L ACCD’

LoSIAngelesiCommun Ié“! e Dm
-

Welcome, LogOut

My Schedule >

B Email
I canvas
I eTudes

@ First Time User, Need Help

Need Help? Contact Us

District Phone: (213) 891-2000

{, District Directories

B8 Technical Assistance: Webmaster

Step Action

1. Click the My Schedule link.
2. Click the Search tab.
Search
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LACCD Website LACCD Colleges ~» Email Onli Welcome, LogOut

§ raccp

[ Faculty Center I Search 1

Search for Classes

Enter Search Criteria

Institution LA Community College District -

Term 2017 Fall -

Select at least 2 search criteria. Select Search to view your search results.

7 Class Search 1 2

~
Subject [sdactsbpct_]

Course Number | is sxactly =
Course Career

[V Show Open Classes Only
Campus -

D Additional Search Criteria

CLEAR SEARCH

Eaculty Center _Search =

Step Action

3. The Search for Classes tab allows you to search and view information on all classes
offered across the District, including ITV classes.

You can search by using the search subject button (1) or directly entering the
subject information into the Subject field and/or Course Number field (2).

4, In this example, we will search using the select search button.

Click the select subject link.
select subject
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LACCD Website LACCD Colleges ~» Email Online Clas IMs. Welcome, LogOut

§ raccp

[ Faculty Center I Search ]

Search for Classes

Enter Search Criteria

LA Community College District | 2017 Fall

Meco@FGHIJKLMNOPQRSTUVWXYZ

01234567389

select ASL American Sign Language
select AST Automotive Service Technology

select PYErs) Asrospace Broduction
select ACAD PR Academic Preparation

select ACCTG
select ADDICST
select ADM JUS
select AFRO AM
select AGRL
select ALD HTH al
select ANATOMY Anatomy
1
ction_win0{doc "S5R_CLSRCH_WRK2_SSR_ALPHANUM_E'); ;I
Step Action

From the Search for Classes page, click on the first character of the desired course.

In this example we are going to look for Math courses, click the E link.

]

All subjects beginning with the letter selected are viewed. Click the select button to
the left of the subject to select.

In this example, we will view English classes.
select
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LACCD Website LACCD Colleges ~» Email Online Cl

§ raccp

[

Faculty Center I Search

Search for Classes

Institution

Term

7 Class Search

Enter Search Criteria

Search for Classes

LA Community College District -
2017 Fall -

Select at least 2 search criteria. Select Search to view your search results.

Subject select subject ENGLISH English
Course Number  [iz sxactly =
Course Career -

[V Show Open Classes Only
Campus -

D Additional Search Criteria

CLEAR SEARGH

javasc ction_win0(doc

CLASS_SRCH_WRK2_S5R_PB_SUBJ_SRCHSO'); |

OoRrRACLE’
USER PRODUCTIVITY KIT

welcome, LogOut

Step Action

7. To narrow down the search, enter the desired three-digit course number into

viewed.

—

the Course Number field. If no number is entered, all classes for the subject will be

LACCD Website LACCD Colleges ~» Email Online Class|

% LACCD

[

Faculty Center ]f Search

Search for Classes

Institution

Term

7 Class Search

Subject

Campus

Select at least 2 search i

Course Career

Enter Search Criteria

Search for Classes

LA Community College District _~
2017 Fall -

search results.
E=st Los Angeles College
Instructional Television
LA Community Cellege District
hni

English

Los Angeles Mission College
Course Number Los Angeles Southwest College 101
Los Angeles Valley Callege

Pierca College

West Los Angeles College

D Additional Search Criteria

CLEAR SEARGH

Faculty Center

Search

Welcome, LogOut
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Step

Action

8.

Click the desired Campus list item to narrow the search down to a specific college.
If no college is selected, all classes for the selected subject across the entire District

will be returned.

LACC! ‘ebsite LACCD Colleges » Email Online Cla: Welcome, LogOut

% LACCD

f Faculty Center ]f search 1
Search for Classes
Enter Search Criteria

Institution LA Community College District =

Term 2017 Fall -

Select at least 2 search criteria. Select Search to view your search results.

< Class Search

Subject select subject|  [EncLIsH English
Course Number  [iz sxactly 2 Th

Course Career ~

[V Show Open Classes Only

Campus Los Angeles City Collage -

D Additional Search Criteria

CLEAR SEARGH _

DERIVED_CLSRCH_SSR_EXPAND_COLLAPSS149851); |

ction_win0(doc

Step

Action

Click the Additional Search Criteria expand button to further narrow your search
results.

P
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LACCD Website LACCD Colleges +» Email Online Classrooms Welcome, LogOut

§ raccp

Subject select subject|  [ENGLISH English

Course Number [l exactly =] o

Course Career

¥ Show Open Classes Only

Campus Los Angeles City College 5

¥ Additional Search Criteria

Meeting Start Time [ graater than or aqual to =

Meeting End Time [ lass than or equal to =

Days of Week include only these days -

™ Mon ™ Tues [ wed [ Thurs ™ Fei [~ sat [ sun

Instructorlast  |beginsvith =] |

Name

Class Nbr g

Course Keyword 2
Minimum Units greater than or squal to 7]
Maximum Units lass than or equal to - |
Course Component -
Session ~|

CLEAR SEARCH

Eaculty Center Search

Step Action

10. The Additional Search Criteria section will allow you to search for classes using
additional search criteria including, but not limited to:

- Start and End Times

- Days of the Week

- Instructor Last Name

- Course Keywords

11. After you have entered all desire criteria, click the Search link.

SEARCH
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LACCD Website LACCD Colleges +» Email Online Classrooms Welcome, Log Out

§ 1AccD

( Faculty Center ]f Search ]

Search for Classes

Search Results
LA Community College District | 2017 Fall

The folloving classes match your search criteria Course Subject: English, Course Number is.
exactly '101', Show Open Classes Only: Yes, Campus: Los Angeles Gty College

| @open Bciosed Awsit st I
NEw searcH | MoDIFY SearcH |
38 class section(s) found
Class [Section [Days & Times [Room [nstructor [Meeting Dates [[status
20756 CO1-LEC TuTh 12:45PM - 2:10PM City-JH 214 Danislle Muller  08/28/2017 - ®
Reular 12/17/2017
Class [Section [Days & Times [Room [tnstructor [Meeting Dates [status |
20753 Co2-LeC TUTh 9:35AM - 11:00AM City-JH 112 Michsel Manous  08/28/2017 -
Reular 12/17/2017
Class [Section [Days & Times [Room [tnstructor [Meeting Dates [status |
20768 Co3-LEC MoWe 12:45PM - 2:10PM City-1H 203 Can Aksoy 08/26/2017 -
12/17/2017
ction_win0(doc MTG_CL/ | -

Step Action

12. All classes matching your criteria are returned.
A Legend providing the Status of classes is listed at the top of the page. Status are:
- Open: green circle
- Closed: blue square
- Wait List: yellow/orange triangle

13. To view detailed information on the class, click the Class or Section link for the
desired class and time.
20756 CO1-LEC

Regular

14. The Class Detail page provides in depth information on the class and status
including:
- Status
- Class Number
- Number of Units
- Campus
- Meeting Information (Dates/Times, Room, Instructor, Meeting Dates)
- Enrollment Information (Requirements and Designation)
- Class Availability (Class Capacity, Enrollment Total, Available Seats, Wait List
information)

15. Click Faculty Center link to return to your Faculty Center page.

16. Congratulations, you have successfully completed Searching for Courses.

End of Procedure.
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Working with Rosters

Viewing the Class Roster

Procedure

LACCD Colleges »  Email Online Classrooms

LACCD

Welcome t%LACGD'

u

gelesCommunit I1¢
-

= eTudes

@ First Time User, Need Help

Los Angeles Community College District

B Meed Help? Contact Us
770 Wilshire Boulevard Los Angeles, CA 90017

District Phone: (213) 891-2000
(213) 891-2000
(E45) {, District Directories
Copyright © 2014 B Technical Assistance: Webmaster

Step Action

1. Click the My Schedule link.
My Schedule
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LACCD Webste LACCD Colleges v Emai Onine Classrooms

¥ 1accp

[ F—— [ =

- e e e e

Faculty Center

My Schedule

PPy we—

Select display option: & Show All Clssses (" Show Enrolled Classes Only
Icon Legend f  Class Roster Bl Grade Roster B Learning Management

Positive Attendance | T—

Cla Enrolled Days & Times Room Class Dates Early Alert Roster o

#% B AsLoor- & MoWe 12:10PM - 2:15PM  East-m6 Aug 28, 2017-  Eary Alert Roster T
E0z 102 Dec 17,2017 R
(10003)

ik 5 AsLool- B TuTh 6i50PM - 8:55PM  East-E3  Aug28,2017-  Eady Alert Roster e T
Eos Building 157 Dec 17,2017 R
{10005

fh B ASL001-  amersigniangl & MoWe 3:30PM - 5:358M East-£3 Aug 28, 2017-  Eary Alert Roster ance T
E0S (Lecture) Building 153 Dec 17,2017 R
(10011)

#k [ ASLD0I-  AmerSignlangl 8 Sa 8:00AM - 12:15PM East-SGEC Aug 28,2017~  Esrly Alert Roster ance T
EQ7 (Lecture) 110 Dec 17,2017 R
(10038)

#n B AsLooz- TuTh7:25AM - 9:30AM  East-£3  Aug28,2017-  Early Alert Roster T
E0i Building 255 Dec 17,2017 R
(11382

A 5 ASL002-  american Sign Lang 7 MoWe 6:50PM - 8:55BM East-SGEC Aug 28, 2017-  Eary Alert Roster - by
E03 2 (Lecture) 117 Dec 17,2017 R Ry

3

< - |

Step

Action

The Faculty Center > my schedule tab is viewed.

Information on the page includes:
- Show All Classes
- Show Enrolled Classes Only

Additionally, note the icon legend. Using the icons next to the class information
under the My Teaching Schedule section will place you directly into that roster.

Click the Class hyperlink to view the Class Details page.

ASLOD1-
E0Z2
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LACCD Website LACCD Colleges ~ Emai Oniine Classrooms Welcome, Log Out

¥ LACCD

S5

Marilyn Frontanez Loza

| Faculty Center 1 Search |
| my schedule || class roster | drop roster || grade roster || pesitive attendance || tha atiendance roster || final attendance hours

Taculty Center

Class Detail

ASLO01-E02 American Sign Language T

LA Community College District | 2017 Fall | Lecture

Class Details.
Status ® open Career  Credit
Class Number 10003 Dates 8/28/2017 - 12/17/2017
Session Regular Academic Sessien ‘Grading Graded
Units 4 units Campus  East Los Angeles College

Class Components  Lecturs Required

Meeting Information
e — —— —
MoWe 12:10PM - _ 082812017 -

;i

Class Capaci a5 Wait List Capacity 23
Enrollment Tatal & wait List Total o
Available Seats 39

]

American Sign Langusge [

to Faculty Center

Step

Action

The Class Detail page provides the following information:
- Class Details

- Status of class

- Class number

- Dates of class

- Campus Location

- Meeting Information
- Dates & Times
- Room location
- Instructor name
- Meeting Dates

- Class Availability
- Class Capacity
- Enrollment Total
- Wait List Capacity

Click the Return to Faculty Center link to return to the my schedule page on the
Faculty Center.

Return to Faculty Center
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Step Action

6. Click the Class Roster graphic for the class roster you want to open.

Note: clicking the icon next to the desired class will open the Class Roster directly.
If you click on the Class Roster tab, you will be required to then select the class to

be associated to the roster.
fiH

7. Click on the *Enrollment Status drop down button to change the version of the
class roster you would like to view. Rosters you can view include:
e Enrolled - if there are students actively enrolled in the class
o All - all students that are actively enrolled, have dropped or been dropped,
and students on the Wait List
Dropped — students that have dropped or been dropped from the class
e Wait List — students currently on the Wait List to get into the class

To view and print your daily class roster, ensure the *Enrollment Status is set to
"Enrolled".

Click the *Enrollment Status list.

IEnr-:lllEd vI

LACCD Website LACCD Colleges v+ Emai  Oniine Classrooms Welcome, Log Out

¥ raccp

=
SE

| O ‘Eﬁ ses106821 (LT Graded| .00[Crd” St =
s B fassionrso Gradnd | 00| S5 ‘ :
Carde: Cradit
18| O ‘Eq 886875125 =2 Graded | 4.00( STt Sophamar:
Credit
A . Reauest Test
17| 7 [E&  |ess777320|R Gradzd| 4,00( Comr =
Studit
Credit
o - Reguest Test
18| [T (B |essesi7s L 4 Studies: |Freshman |poaeet =S
Social and Bz [
4 »
P Staff Member use
= b = Status e S
Number
1100400 ot Used 12/31/2017
2|101624 Not Used 12/21/2017
3[22s072 Not Used 12/31/2017
4[ss6177 Nor Used 12/31/2017
5|sgz2080 Not Used 12/21/2017
6|7 5850 Not Used 12/31/2017
7 [s18292 Nor Used 12/31/2017
8leziz02 Not Used 12/21/2017 y
10[2g4380 Nor Used 12/31/2017
SelectAll Clear 21l Srinter Friendly Wersion
T notify all stud
Faculty Center Search
My Schedule Class Roster Drop Roster Grade Roster Positi d; Tha d Roster Final Houl
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Step

Action

8.

Approximately one week prior to the start of class, the classes Permission Numbers
will be issued and viewable on the bottom of the class roster page.

As a student uses a permission number, their information will be populated in the
Student Permission table with their information. This allows you to double check
that the permission number issued was used by the correct student.

You can also view the Permission Expire Date. This is the last date that the
permission number can be used.

To print your class roster, click the Printer Friendly Version link.

Erinter Friendly Version

10.

Print the class roster using the preferred print method.

11.

Click the Return link on the bottom of the page to return to the Class Roster page.

Return

12.

To export the class roster to an Excel document, click on the Excel Download
button to the right of the Enrolled Students header.

13.

Click the OK button on the Open window.
oK

% = = ps [Protected View] - Microsoft Excel = & =
Home  Insert Page Layout Formulas Data Review  View  Acrobat v@ & =
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing x
K31 - I 2
A B C D E F G H 1 J K =
1 Notify |Photo D Name Grade Basis | Units Program and Plan Level Request Test Proctoring m
2 880819323 |Torres Maricruz Graded 4|Credit - Administration of Justice Freshman |Request Test Proctoring
3 880950332 |Bravo, Priscila | Graded 4|Credit - CHILDREN WITH SPECIAL NEEDS EM |Freshman |Request Test Proctoring
4 881380125|Fernandez,Vania M Graded 4Credit - Environmental Studies - Biolog Request Test Proctoring
5 881593584|limenez Patricia Graded 4Credit - CSU General Education Breadth Sophomore |Request Test Proctoring
6 881737708|Perez, Maria R Graded 4|Credit - Teacher 11 Sophomore |Request Test Proctoring
7 882572363 |Lee,Candace M Graded 4Credit - Psychology Freshman |Request Test Proctoring
8 882672877 |Vargas Melissa Graded 4|Credit - Communication Studies Sophomore |Request Test Proctoring
9 882711588 Colunga Mayra P Graded 4credit - Psychology Sophomore |Request Test Proctoring
10 882760559 |Chavez, Andrea L Graded 4Credit - Psychology Sophomore |Request Test Proctoring
11 883375332|Zambranc,Karen Graded 4|Credit-LVN -RN Sophomore | Request Test Proctoring
12 884110525 |Hernandez,Biby Graded 4Credit - LVN - RN Sophomore |Request Test Proctoring
13 884529464 |Hernandez Jonathan M [Graded 4|Credit - History Sophomore |Request Test Proctoring
14 885952392 |Aguila Franchesca Graded 4Credit - LVN - RN Sophomore |Request Test Proctoring
15 886106821 |Lopez -Marroquin,enny |Graded a|credit - Teacher 11 Sophomore |Request Test Proctoring 3
16 886109790|Kayoda Kari A Graded 4credit - Psychology Sophomore |Request Test Proctoring
17 886875125|Cardenas Del Toro,Dalia [Graded 4Credit - LVN - RN Sophomore |Request Test Proctoring
18 889777330|Ramirez Stephanie Graded 4|Credit - Communication Studies Sophomore |Request Test Proctoring
19 889881792 |Ballesteros Lilyanna Graded 4|Credit - General Studies: Social and Be Freshman |Request Test Proctoring
20
21
2
23
2
k5
26
27
28
2 P
20 -
M4 M| ps Kl T | » ]
Ready | |E@@E 100% (&) y] )
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Step Action

14. Once opened, click the Enable Editing button to activate the spreadsheet.
| Enable Editing |

15. Your class roster is now in an Excel format for your use.

Click the Close or Minimize button to return to PeopleSoft.

= & B

LACCD Webste LACCD Colleges v Emai Onine Classrooms Welcome, Log Out

¥ Laccp

Marilyn Frontanez Loza =

Faculty Center )i Seareh

| o e | ] e e

Class Roster

2017 Fall | Regular Academic Session | LA Community College District | Credit
“ASL 002 - EO01(11382)
American Sign Language 11 (Lecture)
Days and Times Room Instructor Dates |
TuTh7:25AM-9:30AM  East-E3 Building 255  Marilyn Frontanez Loza  08/28/2017 -
12/17/2017

*Enrollment Status | Enralled -

Enrollment Capacity 42 Enrolled 18

Select display option: (%' Link to Photos (™ Include photos in list

Fl " ¥
) Grade y Request Test
I 1D Name Basis and Plan |Level i
Cradit -
. Request Test
1| T [& |esoe1s323|T Graded | 4.00| Admin: of |Freshman (5o T
CHILDREN WITH Request Test
Brave.priscil,
4 Reguest Test
3| T [E8 |ss13sorzs|e M |Graded | 4. Proctoring
ction_win0(d "DERIVED_SSR_FC_S55_CHG_CLS_LINK); JiE- Request Test ~|

Step Action

16. Click the change class link to select the next class roster you would like to view
and/or print.

change class |

17. Congratulations! You have successfully completed Viewing the Class Roster.
End of Procedure.
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Using Drop Roster
Procedure

At LACCD colleges, students who are preregistered and miss the first class meeting may lose
their right to a place in the class, but the instructor may consider special circumstances. Whenever
students are absent more hours than the number of hours the class meets per week, the instructor
may exclude (drop) them from class. In addition, the instructor will consider whether there are
mitigating circumstances which may justify the absences. If the instructor determines that such
circumstances do not exist, the instructor may drop a student from the class. In addition, faculty is
required to drop students who are “no shows” or who stopped attending class prior to the Census
date.

We will see the different types of Roster and how a faculty can drop a student using a drop roster
in the following topic.

. 4
Welcome to, ACCD
LOSIANgeles, rj-vm.ﬂu.rl@ljes)a D

]

]

@ First Time User, Need Help

Meed Help? Contact Us

District Phone: (213) 891-2000

R, District Directories

Copyright © 2014 B Technical Assistance: \Webmaster

Los Angeles Community College District
770 Wilshire Boulevard Los Angeles, CA 90017
(213) 891-2000

https: fieptrg.laced. edu:B001 fpspfeptra/EMPLOYEE/HRIMS/c/5A_LEARMING_ MANAGEMENT.SS_FACULTY.GEL

Step Action

1. Click the My Schedule link.
by Schedule
2. Click the scrollbar and drag the mouse to the right to navigate to the right side of the
page.
o
3. Click the Drop Roster link for the class.

Crop Raoster
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Step Action

4. Drop Rosters should become available on the first day of the class and remain
accessible until the last day to drop.

For example, the class start date is 08/28/2017 and the end date is 12/17/2017, the
current date is between the Start date and End date, the drop roster page is available
for the class.

5. Rosters for the class should display in this order until the last day to drop:

» Mandatory Exclusion Roster (MER)
« Supplemental Roster (SER)
* Active Enrollment Roster (AER)

The Mandatory Exclusion Roster is always the first drop roster faculty will see. The
Mandatory Exclusion Roster should be made available as of the Class Start Date.
No drop rosters should be visible prior to the Class Start Date.

Generally, the Drop Rosters will be displayed to faculty in the following
chronological order:

1. Mandatory Exclusion Roster — Class Start Date

2. Supplemental Roster — After MER submission

3. Active Enrollment Roster — One week before the second Pell disbursement for
each term

4. Supplemental Roster — After AER submission

5. [No Drop Rosters visible] — After Last Date to Drop
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Step Action
6. The Mandatory Exclusion Roster must be displayed and submitted prior to any other

Drop Rosters becoming available to the faculty member.
# 1 If the Mandatory Exclusion Roster has not been submitted during the period
of time when the Active Enrollment Roster should be available, the Mandatory
Exclusion Roster should continue to display as the current Drop Roster.

# 2 If the Mandatory Exclusion Roster is not submitted by the Last Date to
Drop, then it would be the only Drop Roster available to the faculty member for
the duration of the class (until the Last Date to Drop).

If the Mandatory Exclusion Roster is submitted during the period of time when the
Active Enrollment Roster is required, then the Supplemental Roster would not be
displayed. The Supplemental Roster would be displayed after the Active Enrollment
Roster is submitted as usual. The Drop Roster sequence visible to faculty in this
scenario would be:

1.Mandatory Exclusion Roster — Start of class

2.Active Enrollment Roster — One week before the second Pell disbursement

3.Supplemental Roster — After AER submission

4.[No Drop Rosters visible] — After Last Date to Drop

The Active Enrollment Roster should display until it is submitted, or until the Last
Date to Drop, whichever occurs first. If the Active Enrollment Roster is not
submitted by the Last Date to Drop, then the Drop Roster sequence visible to faculty
in this scenario may be:

1.Mandatory Exclusion Roster — Start of class

2.Supplemental Roster — After MER submission

3.Active Enrollment Roster — One week before the second Pell disbursement

4.[No Drop Rosters visible] — After Last Date to Drop

7. Click the scrollbar and drag the mouse down to navigate to the bottom of the page.
[
8. Click the Choose a date graphic for the Last Date of attendance field.
El
9. Click the Display Active Students Only: option.
r
10. Click the Choose a date graphic to choose the Last Date of attendance field.
11. Click the appropriate date link.
|5
12. When No Show is selected, the day before the first day of class is defaulted into the

last date of attendance field.
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Step Action

13. For the Not Active as of Census, you may not future date a drop but you can
backdate a drop as long as the date is not before the first day of class or after
Census.

The Not Active as of Census option is only enabled for classes with these
Accounting Methods:

o Work Experience (WE)

o Daily Student Contact Hours (DSCH)
o Weekly Student Contact Hours (WSCH)
[ )

Independent Study.
14. The No Students to Exclude checkbox is used only if there are not any students to
report as dropped.
15. Click the No Show option.
[
16. Click the Declaration check box which states that the declaration from you the
faculty is true to the best of your consciousness.
-
17. Click the Submit button.
Subimit |
18. The Drop roster is successfully submitted. Click the OK button.
0K
19. Click the Scrollbar and drag the mouse down to navigate to the bottom of the page.
[
20. Click the notify all students link.
notify all students
21. Click in the Message Text field.
22. Enter the desired information into the Message Text: field. Enter
"Hi Student,

You have been dropped from the XXX class due to not attending.

Thanks,
Your instructor

23. Click the Send Notification link.
SEMD MOTIFICATION
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Step Action
24, We see that the notifications are sent successfully to the student. Click the Return

to Mandatory Exclusion Roster link.

Feturn to Mandatory Exclusion Roster

25.

All the fields are grayed out, once we press the submit option.

26.

You have successfully dropped the students using a Drop Roster
End of Procedure.
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In this lesson you will learn how to grades online for students via Faculty Center.

The navigation path to accomplish this is: My Schedule > Grade Roster link (for the respective

class)

LACCD Website LACCD Colleges +» Email

Welcome to

LACG

AngelesiCommunit
. -

Faculty Schedule (-}

Days and
Times Enrolled

Class

Lil Amer Sign
— Lang |

(Lecture)

(5 Amersign
= | Lang |

(Lecture)

Lal Amer Sign

Lang |

Jaced edu:8001/psp/eptrg

Mon Wed 1
04:35pm -
06:40pm

Tue Thu bl
09:25am -
11:30am

Fri 08:00am 0O
-12:15pm

0’

SA_LEARNING_MANAGEMENT.SS_FACULTY.GBL

Welcome, TRG_FA

B4 Email

CULTY

Log Out

My Schedule >

Step

Action

On the right-hand side of the window, click the arrow in the My Schedule Menu.

Page 41



Training Guide
SIS Modernization

LACCD Website LACCD Colleges ~» Email

§ raccp

Nicholas Zerlentes

[ Faculty Center V search

grade roster

Faculty Center

| my schedule II

class roster II

My Schedule

Select display option:

2017 Fall | LA Community College District

@) Show All Classes

Icon Legend:

change term |

%) Show Enrolled Classes Only

= =]
8 Class Roster B Grade Roster [ Learning Management

My Teaching Schedule > 2047 Fall > LA Community College Dist

view an | & | B L ey |

Class Class Title d|Days & Times Roam Class Dates.
fiz B A5 L001-E01 Amer Sign Lang I 16 MoThFr 9:00AM - 10:15AM East-Overload Aug 28, 2017-
100021 (Lecture) Dec 17, 2017
fix, B A5 L001-E03 Amer Sign Lang I 3 TuTh 9:55AM - 12:00PM East-SGEC Aug 28, 2017
{10104} (Lecture) Dec 17, 2017
fs B astoo Amer Sign Lang 1 4 MoWe 4:35PM - 5:40PM East-SGEC  Aug 28, 2017-
(10138) (Lectura) 117 Dec 17, 2017
i American Sign Lang 2 2 MoWe 6150PM - B155PM East-SGEC  Aug 28, 2017-
(Lecture) 117 Dec 17, 2017

View Weekly Teaching Schedule Go to ton

OoRrRACLE’

USER PRODUCTIVITY KIT

_FACULTY

m

Action

2. Click the Grade Roster graphic for the class for which you want to grade the

students.

=3

LACCD Website LACCD Colleges ~» Email

% LACCD

Grade Roster

2017 Fall | Regular Academic Session | LA Community College Di | Credit
¥ASLOOL-E10(10158) change class
American Sign Language 1 {Lecture)
Days and Times Room Instructor Dates Topic
MoWe 4:35PM- East-SGEC 117 Nicholss Zerlentes 08/28/2017 - Legacy Section
6:40PM 12/17/2017  Number: 8071
Display Options: Grade Roster Action:

*Grade Roster Type  Final Grade - *Approval Status

isplay Unassigned Roster Grade Only

Student Grade || Transeript Note

Not Ready to Post v  save

Select Al Clear All

o - Roster |Official |Grading P d Pla L |
Grade |Grade |Basis 9
Davis.Tonnecqua Credit -
Upreed | Fa s E] GRE} Registered Nurse =l
Duarts,Ch 1! Cradit -
2 - (GRD Freshman
Florence Early Childhood Education
Credit -
bi -
8 = GRE} Computer Scienca R
Cradit -
1 b it - GRD Freshman
Accounting
viewall | P | pountoad (M) (€] rows 1 - 4 o [P] [H]

nter Friendly Version

_FACULTY

Lo

n
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Step Action

3. Click the Roster Grade list for the respective student that you want to grade.

ebsite LACCD Colleges v+ Email Welcome, TRG_FACULTY Log Out

§ raccp

Grade Roster

2017 Fall | Regular Academic Session | LA Community College District | Credit

¥ASLO001-E10(10158) | changeclass M
American Sign Language 1 (Lacture)

DaysandTimes  Room Instructor Dates Topic

MoWe 4:35PM- East-SGEC 117 Nicholas Zerlentes 08/28/2017 - Legacy Sectior
6140PM 12/17/2017  Number: 8071
Display Options: Grade Roster Action:
*Grade Roster Type  Final Grade - *Approval Status  Not Ready to Post v _ save £

Display Unassigned Roster Grade Only

Student Grade || Transeriptiiote || 50

Roster |Official |Grading - d Pla 1 |
Grade |Grade |Basis i
== G e Frashman
F 2| P F——
B Early Childhood Education
= Credit -
E »
: il o SRD |computer science Frashman
2
Cradit -
[ 1 br 1 GRD Freshman
Accounting
View All | | Dovnload E E Rows 1 -4 of 4 lE‘ m

Select Al Clear All

Step Action

4. Choose the respective grade that you would want to grade the student with. Click
the desired grade list item.
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LACCD Website LACCD Colleges ~» Email  FACULTY LogOut

§ raccp

Grade Roster

A\ You have unsaved data on this page. Navigation tabs and links are temporarily

disabled. Finish entering your data and save to re-enable. To exit without saving,
click "enable tabs & links'. Unsaved data will be cleared.
enable tabs & finks
2017 Fall | Ragular Academic Session | LA Community Collage District | Cradit
¥ASLO01-E10(10158) change class
American Sign Language I (Lecture) E
Days and Times Room Instructor Dates Topic
MoWe 4:35PM- East-SGEC 117 Nicholas Zerlentes 08/28/2017 - Legacy Saction
6140PM 12/17/2017  Number: 8071
Display Options: Grade Roster Action:
*Grade Roster Type  Final Grade - *Approval Status  Not Ready to Post v  save

isplay Unassigned Roster Grade Only

Student Grade || Transeript Note

» N Roster [Official [Grading [ o ot
Grade |Grade |Basis 9

Davi=.Tonnecauz Cradit -
1|300004448 A - GRD Freshman

Rachella Registerad Nurse

Duarts, Ch I, Credit -
2 Hres, [=] SRR |early Childhood Education e

it = -

Step Action

5. Again, click the Roster Grade list for the respective student that you want to grade.

B

LACCD Website LACCD Colleges ~» Email /elcome, TRG_FACULTY Log

§ raccp

Grade Roster

A\ You have unsaved data on this page. Navigation tabs and |

ks are temporarily
disabled. Finish entering your data and save to re-enable. To exit without saving,
click "enable tabs &

nks'. Unsaved data will be cleared.

enable tabs & links

2017 Fall | Regular Academic Se:

n | LA Community College Di

¥ASLO01-E10(10158) change class

American Sign Language 1 {Lecture)

Days and Times Room Instructor Dates Topic
MoWe 4:35PM- East-SGEC 117 Nicholss Zerlentes 08/28/2017 - Legacy Section
6:40PM

12/17/2017  Number: 8071

Display Options: Grade Roster Action:
*Grade Roster Type Final Grade - *Approval Status Not Ready to Post save [
isplay Unassigned Roster Grade Only
& ficial |Crad
103 Name 8 P |0 | b Lawal
c Grade |Basis
D
Davi=.Tonnecauz Credit -
1 GRD Freshman
Rachelle F Registerad Nurse
1
Duarte, Chevell Cradit -
2 e [ R e Pl e[ et ey Fre e
— i =
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Step Action

6. Click the grade list item.
8 |

) Website LACCD Colleges ~» Email

% LACCD

Grade Roster

A\ You have unsaved data on this page. Navigation tabs and links are temporarily =
disabled. Finish entering your data and save to re-enable. To exit without saving,
click "enable tabs & links'. Unsaved data will be cleared.

enable tabs & links
2017 Fall | Regular Academic Session | LA Community College District | Credit
ASLO001-E10(10158) change class
American Sign Language I (Lecture) 3
DaysandTimes  Room Instructor Dates Topic
Mowe 4:35PM- East-SGEC 117 Nicholss Zerlentes  08/28/2017 -
6:40PM

Legacy Section
12/17/2017  Number: 8071

Display Options: Grade Roster Action:
*“Grade Roster Type  Final Grade - *Approval Status

Not Ready to Post v save

Display Unassigned Roster Grade Only

Student Grade || Transeriptote || ==

Roster |Official |Grading
D Name %" | program and Plan Level
crade |crade |Basis
Davis.Tonnecaua Cradit -
g Rachelle A O e e
Duarte,Chevell Cradit -
2 Er— B - =2 Early Childhood Education Py
— T 5]

Step Action

Continue scrolling down the page to grade the other students in the class.

-
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LACCD Website LACCD Colleges ~» Email

§ 1AccD
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USER PRODUCTIVITY KIT

Welcome, TRG_FACULTY Log Out

ASLO001-E10(10158) change class

American Sign Language I (Lecture)

Days and Times Room Instructor
MalWe 4:35PM- East-SGEC 117
6:409M
Display Options:
G terType  Final Grade -

Displ:

ay Unassigned Roster Grade Only

Student Grade ||| Transcriptiiote ) [ L]

Dates Topic

Nicholas Zerlentes 08/28/2017 - Legacy Section

12/17/2017  Number: 8071

*Approval Status

Grade Roster Action:

Not Ready to Post v save

Roster |official [Grading
03 Name “"3 | program and Plan Level
Grade |Grade |Basis
= Davis.Tonnecaus |, Cradit -
g Rachelle A SR et e
Duarte, Chevell Cradit -
=
2 E— h GRES Early Childhood Education Rl
Credit -
Fl| s H b - 6RO Freshman
Computer Science
Cradit -
e e -
CLE T i Frashman
viewail | 2 | povmtoad  [H] (@l rows 1 - 4 ofs P [F]

selectall Clear all

- <- add this grade to selected students

notify selected students | notify

Step Action

8. If there is more than one student with the same grade, you may select a set of

students and add the grade at one shot.

We shall look at how to grade the students now.

9. Click the Select this row option for each student to check off the student's name.

A

10. Click the list drop down near the <- add this grade to selected students button.

-

Page 46




OoRrRACLE’
USER PRODUCTIVITY KIT

LACCD Website LACCD Colleges ~» Email

§ 1AccD

“ASIL001-E10(10158) change class.
American Sign Language I (Lecture)

Days and Times Room

Instructor Dates Topic
MoWe 4:35PM- East-SGEC 117 Nicholas Zerlentes  08/28/2017 - Legacy Section
6:40PM 12/17/2017  Number: 8071
Display Options: Grade Roster Actior

*“Grade Roster Type  Final Grade - *Approval Status

Not Ready to Post v save

Display Unassigned Roster Grade Only

Student Grade || TranscriptiNote

Roster |official [Grading
03 Name %" | program and Plan Level
Grade |Grade |Basis
Davis.Tonnecaua Cradit -
g Rachelle A SR et e
Duarte, Chevell Cradit -
2 E— B - =2 Early Childhood Education Rl
Credit -
3 H sbi - 6RO Freshman
Computer Science
Cradit -
A 0004451 [Zabra.west - GRD : Frashman
. accounting
c (| povntosd  [H] [ rovs 1 - 4 o7 [P [F]

_ Clear all

[#] < add this grade to selected students |

sty | notify |

printer Friendly Version

FACULTY

Training Guide
SIS Modernization

Log Out

Step Action

11,
c

Select the Grade that you would want to grade the students with.

LACCD Website LACCD Colleges v Email

% LACCD

¥ASLO001-E10(10158) | changeclass
American Sign Language 1 (Lacture)

DaysandTimes  Room Instructor Dates Topic

MoWs 4:35PM-
6:140PM

East-SGEC 117 Nicholss Zerlentes 08/28/2017 - Legacy Section

12/17/2017  Number: 8071

Display Options: Grade Roster Action:

*Grade Roster Type  Final Grade - *Approval Status

Not Ready to Post v save

Display Unassigned Roster Grade Only

Student Grade || Transeript Note

o " Roster |Official [Grading [, o et
Grade |Grade |Basis 9
Davis.Tonnecqua Credit -
B ECEE = ey AT GRES Registered Nurse Rl
Duarts,Ch 1! Cradit -
2 B - (GRD Freshman
Florence Early Childhoed Education
Cradit -
. -
e = a2 Computsr Scienca e
4|200004451 |Zebra,west - orp  |Credit- Frashman
Accounting
viewall | P | pountoad (M) (€] rows 1 - 4 o [P] [H]
Select All  Clear All Printer Friendly Version
c - <- add this grade to selected students |

notify all stud |

Log Out

i
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Step Action
12. Click the <- add this grade to selected students button.

<- add this grade to selected students I

13.

Click the Save link.

SAVE

14.

Even though you have entered a grade, it does not become official until the grade is
posted. Posting grades is an important step because it officially assigns final class
grades to the students' career term records. You can continue to revise and update
the page by saving the information. As long as you do not post grades, you are able
to revise them.

Once you are sure of the Grades entered, the Administrator may change the
Approval Status to "Ready to Post™" and then "Post" the Grades to the Student.

Then the Faculty / Administrator may Notify the students on the Grades as required.

15.

You have successfully entered grades for the students in a class.
End of Procedure.
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Recording Incomplete Grade Details

Procedure

In this lesson you will learn how to record Incomplete Grade Details via Faculty Center.

The navigation path to accomplish this is: My Schedule > Grade Roster link (for the respective
class)

RG_FACULTY  Log Qut

i

\.'- -
?

&

Welcome to,L ACCD,
: ‘ 0SiANngeles -';.w]u&un@“egyﬂm

Days and
Class Times Enrolled

LEJ Amer sign Mon Yed 1
Lang | 04:35pm -
(Lecture) D:40pM

LEJ Amer Sign | Tue Thu 0
Lang | 09:25am -

(Lecture) 11:30am

L:J Amer sign Fri08:00am 0
= Lang | - 12:15pm

| artir
https: fieptrng.laced. edu:B001 fpspieptra/EMPLOYEE/HRIMS/c/SA_LEARMING. MANAGEMENT.SS_FACULTY.GEL

Step Action
1. On the right-hand side of the window, click the arrow in the My Schedule Menu.

>
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Nicholas Zerlentes

Faculty Center

| my schedule

[ Faculty Center

X )

grade roster |

class roster II

My Schedule

Select display option:

Class

57 A5 Looi-E0d
& (10002}
=

A5 L0D1-E03
(10104}

i

f

i & satoaten
i

(o158}

5 asLooz-e0z

(11432}

2017 Fall | LA Community College District

& Show All CI

Icon Legend:

Class Title

Arnar Sign Lang 1
(Lecture)

Ame

Armne nLang I
(Lect

American Sign Lan

(Lecture)

aaaaa € Show Enrolled Classes Only

change term |

Class Roster B Grade Roster (6 Leamin a Management

view all | £ | B [CIpEy |

Enrolled Days & Times Room Class Dates
16 MaoThFr 2:004M - 10:154M East-Owerlosd Aug 28, 2017-
Dec 17, 2017
3 TuTh 9:554M - 12:00PM East-SGEC Aug 28, 2017-
e Dec 17, 2017
4 MoWre 4135RH - G140PM East-3GEC  Aug 26, 2017-
11y De:17, 2017
g2 2 Mo¥¥e £:50PM - &155PM East-SGEC Aug 28, 2017-
1: Dec 17, 2017

o to top

Moivs concoenistiict |

OoRrRACLE’
USER PRODUCTIVITY KIT

FACULTY  Log Out

Action

2. Click the Grade Roster icon for the class for which you want to grade the student

=

with Incomplete Grade.

3. When a grade roster is created through self-service faculty center and have assigned

will appear.

grades as “I” (Incomplete) to any student, the “Student Incomplete” secondary page

4, Click the Roster Grade list box for the desired student.

=
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Nicholas Zerlentes

[ Faculty Center ]f Search

Grade Roster

| my schedule I class roster II grade roster

2017 Fall | Regular Academic Session | LA Community College District | Credit

~ASLO01-E09(10104) change class

American Sign Language 1 (Lecture)

Display Options: Grade Roster Action:

*Grade Roster Type  [Finsl Grade -

[ pisplay Unassigned Roster Grade Only

Days and Times Room Instructor Dates Topic
TuTh 9:55AM- East-SGEC 117 Micholas Zerentes 08/28/2017 - Legacy Section
12:000M 12/17/2017  Wumber 8035

*approval status [ ot Ready to Fost =

“
= e
<
o official |Grading
H oo | pratind [ program and Plan Level
900004445 |5 o - GRD  |Cradit - Frashman
3 Cradit -
900004445 ’: - GRD | Theater: Technica Frashman
™| 200004447 ‘ZEbra Lapc - GRD Credit - Frashman

LIS PR (1| AL P yyr-pey AL

Training Guide
SIS Modernization

FACULTY  Log Out

Step

Action

Click the “I” list item.
(1 |

3. Lapse Deadline (Lapse Date)
4. Lapse to Grade

As Soon as you assign a Roster Grade as "I", and the Student Incomplete
Secondary page opens. The following fields are mandatory; the System will not
allow you to proceed until you have completed all these fields.

1. Further Action for Incomplete Grade (Action)
2. Reason for Incomplete Grade (Reason)

Lapse Deadline is defaulted by the system. The Lapse Deadline should be set to
the term End Date for the same term (e.g. Fall, Winter) of the following year and
Lapse to grade by default it will be “F” if we don’t enter any value.
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FACULTY  Log Out

Student Incomplete

Delapuente,Karen Silvina

~ Class Section Information

Term 2017 Fall
Subject ASL Catalog Nbr o1
Class Nbr 10104 Section E09
Description Armer Sign Lang [
Grade IniOfficial
Grade In/Official 1 /
Lapse Status
Incomplete Action | Complate Assig x| Reason |Family Leave =]
Lapse Deadline  12/16/2018 Lapse To Grade [ Q
student &
Notification

OK Cancel

javasaript:submitAction_wind{document, winl, ‘GRADE_RSTR_WRK_CLASS_SECTION); |

Step

Action

Click the Action list.

This field is intended to capture the action that a student must take to complete the
class and receive a grade.

This field should be required for faculty, and should be included in the e-mail
communication to the student.

I Complete Assig;l

Page 52




OoRrRACLE’
USER PRODUCTIVITY KIT

Enail

Training Guide
SIS Modernization

Student Incomplete

Delapuente,Karen Silvina

Term 2017 Fall

Subject AsL Catalog Nbr  pa1
class Nbr 10104 section E0s
Description Amer Sign Lang [

Grade In/Official I /

~ Class Section Information

Grade Iniofficial

Lapse Status

Incomplete

Coemplete Assignment(s]
Complete Final

& Final Project

Lapse Deadline  12/16/]

Student
Notification

OK Cancel

Action | Complate #ssig x| Reason [Family Leave =]

Step Action

8. Select the appropriate action reason. Click the Complete Final Project list item.

Email

Student Incomplete

Delapuents Karen Silvina

~ Class Section Information

Grade In/Oi

Incomplete

Lapse Deadline

Term 2017 Fall

Subject ASL Catalog Nbr 001
tlass Nbr 10104 Section E]
Description Arner Sign Lang T

Grade In/Official

fficial I /

Lapse Status

Action | Complete Final =]  Reason [Family Leave =]

12/16/2018 Lapse To Grade [T Q

Student
Notification

L4

OK Cancel
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Step Action
9. Click the Reason list.

This field is intended to capture the reason the student could not complete the class
and was assigned a grade of “I”. It is required that the appropriate reason be
selected.

Below are some example translated values for this field.

* lllness

« Personal Emergency
* Military

* Other

I Family Leave ;I

ACULTY  Log Out

Student Incomplete

Delspuente,Karen Silvina
~ Class Section Information

Term 2017 Fall
Subject AsL Catalog Nbr  pa1
class Nbr 10104 section E0s

Description Amer Sign Lang [

Grade Iniofficial

Grade In/Official I /

Lapse Status

Incomplete Action | Complete Final =] Reason [Family Leave =]

Lapse Deadline  12/16/2018 Lapse To Grade [L | Consersion
Family Leave

Student e
Notification e

OK Cancel

Step

Action

10.

Click the appropriate Reason list item.
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Student Incomplete

Delapuente,Karen Silvina

Term 2017 Fall

Subject AsL Catalog Nbr  pa1
class Nbr 10104 section £os

Description Amer Sign Lang I

Lapse Status

Incomplete Action | Complate Final =] Reason [llness =l

Lapse Deadline  12/16/2018 Lapse To Grade [ Q

Training Guide
SIS Modernization

e ¢
OK Cancel
Step Action
11. Click the Look up Lapse To Grade icon.

Select the grade that the incomplete grade will be converted when the lapse process

runs.

This field must be completed, and should be included in the e-mail communication

to the student.

The Lapse To Grade options are restricted to only the valid grades for the individual
student’s Grading Basis for the class.

Q
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Look Up Lapse To Grade

Satiy;

Gracing Schome:

tGrasing Hasis:

e Inpud: Boging with =

baccrppon:  [5apa  3]
student Incomplete Look Up Clear Cangel | Basic Logkun
IR <" ="
Tarm 2017 Fa¥ - e
Cubjoct ABL Catalng whe
s e 1020 Sestinn :
Dasciotn  dees o Lesa 1 &
5 kit Cleut it . e
E Eaing
| incomeiete
I InPmness
My Militace ithdraval
HO Eegort Dotsed
Incamplete  Artion [Somoiste Final 5] e W

Lugrse Doalline  13716/2018 Ragran Tus Grad

St
T ation

ok | concal |

Step Action

12. Click the desired grade link.

Student Incomplete
Dalspusrte ¥ sran Siluing
2017 Fall

AsL Cataloy tir  BE1
abaoe  Seadem o

Incamplets mctson | Complats Final 2]  peason [tiiness =

aflne 131e/7008 Lapss To Grade F 0

#

Step Action

13. Click in the Student Notification field.

Faculty/Staff enter the information/ comment that is seen by the student as a
notification.
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Step Action

14, Enter the desired communication information into the Student Notification field.

Enter the message to be sent to the student. For example, Student to Complete the
Final Project before the due date.

15. Click the OK button.

FACULTY  Log Out

| faculty center Il

| rny schadule Il class roster Il

Grade Roster

A vou have unsaved data on this page. Navigation tabs and links are temporarily
disabled. Finish entering your data and save to re-enable. To exit without saving,
click "enable tabs & links". Unsaved data will be cleared.

enable tabs & links
2017 Fall | Regular Acadernic Session | LA Cammunity Collage District | Credit

~ASLO01-E09(10104) change class

American Sign Language 1 (Lecture)

Day: s Room Instructor Dates Topic
TuTh 9:554M- East-SGEC 117 Micholas Zarlentes 08/28/2017 - Legacy Section
12:000M

1217/2017  Number: 8035

Display Options:

crade Roster Action:

“Grade RosterType  |Final orade 2] *approval status  [Not Ready to Post =] save

[ pisplay Unassigned Roster Grade Only

r |Official |Grading
Grade |Baga . |Prosram and Plan Level

[T | 2|so00a4q4s |7 =Emscetarsn [ 7 GRD Cradit - Freshman
m

Step Action

16. Once you click on the OK button, the system takes you back to the Grade Roster
Page.

You may proceed to either grade the other students and/or Save the page

17. Click the Save button.
S AE |

18. You have successfully recorded Incomplete Grade details.
End of Procedure.
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Posting Final Grades for a Single Class

Procedure

OoRrRACLE’
USER PRODUCTIVITY KIT

In this lesson you will learn how to Post grades for a Single Class via Faculty Center.

The navigation path to accomplish this is: My Schedule > Grade Roster link (for the respective

class)

LACCD Website LACCD Colleges +» Email

Welcome toﬁLAC 3

0SIANgeles :mu.u‘._u_r._ lege Di

a
Faculty Schedule (-}

Days and
Class Times Enrolled

L:J Amer Sign Mon Wed 1
— Lang | 04:35pm -
(Lecture) 06:40pm

|.:ﬂ AmerSign | Tue Thu 0

= | Lang | 00:25am -
(Lecture) 11:30am

L:J Amer Sign Fri 08:00am 0

Lang | -12:15pm

Jaced edu:8001/psp/eptrg 0 /SA_LEARNING |

IT.S5_FACULTY.GBL

Welcome, TRG_FACULTY  Log Out

My Schedule >

B4 Email

Step Action

1. On the right-hand side of the window, click the arrow in the My Schedule Menu.

>
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LACCD Website LACCD Colleges ~» Email Welcome, TRG_FACULTY LogOut

§ raccp

Nicholas Zerlentes =

[ Faculty Center V search W

| my schedule II class roster II qgrade roster |

Faculty Center

My Schedule

m

Select display option: ® Show All classes () Show Enrolled Classes Only
= =
Icon Legend: fﬁﬁ Class Roster @ Grade Roster @ Learnin g Management
My Teaching Schedule > 2047 Fall > LA Community College District
viewall | 5| LIy ]
Class Class Title Enrolled | Days & Times Roam Class Dates.
fix B ASL001-E01 Amer Sign Lang I 16 MoThFr 9:00AM - 10:15AM East-Overload Aug 28, 2017-
100021 (Lecture) Dec 17, 2017
fix, B A5 L001-603 Amer Sign Lang I 3 TuTh 9:55AM - 12:00PM East-SGEC Aug 28, 2017- bl
{10104} (Lecture) 117 Dec 17, 2017
g5 5 ASL001-610 AmerSignlang1 4 Mowe 4:35PM - 5:40PM East-SGEC  Aug 28, 2017-
(10158) (Lactura) 117 Dec 17, 2017
5 5 A5L002-603 American Sign Lang 2 2 MoWe 6:50PM - 8:55PM East-SGEC Aug 28, 2017-
{11432} (Lecture) 117 Dec 17, 2017

View Weekly Teaching Schedule Gototen
tion_win0(doc 'GRADEROSTERS2); .

Action

Click the Grade Roster icon for the class for which you want to grade the students.

B

Note that all the Students in the Class have been already Graded for the Class in the
Previous Topic.

If the Students have not been graded, you may choose the grades from the Roster
Grade list and SAVE the grades.

Click the Approval Status list drop down.
Mot Ready to Post |L]
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LACCD Website LACCD Colleges ~» Email FACULTY LogOut

§ 1AccD

ASLO001-E10(10158) change class

American Sign Language I (Lecture)

Days and Times Room Instructor Dates Topic
MoWe 4:35PM- East-53GEC 117 Nicholas Zerlentes 08/28/2017 - Legacy Section
6:40PM

12/17/2017  Number: 8071

Display Options: Grade Roster Action:

*Grade Roster Type  Final Grade - *Approval Status

Not Ready to Post [v|  save

Ready to Post

Display Unassigned Roster Grade Only.

Student Grade || TranscriptiNote

Roster |official [Grading L
103 Name %" | program and Plan Level g
Grade |Grade |Basis
Davis.Tonnecaua Cradit -
g Rachelle A SR et e
Duarte,Chevell Cradit -
2 Ei— B - =2 Early Childhood Education Rl
Credit -
3 H ab c - 6RO Freshman
Computer Science
Cradit -
4 ComTr: -
1 c ELUT Frashman
view il | 2 | povntoad  [H] (@] rows 1 - 4 of s P [F]

selectall Clear all printer Friendly Version

- <- add this grade to selected students |

sify | notify |

Step Action

5. Click the Ready to Post list item.

LACCD Website LACCD Colleges ~» Email FACULTY Log

§ raccp

2017 Fall | Regular Academic S:

on | LA Community Collage District | Credit

¥ASLOO1-E10(10158) «change class

American Sign Language 1 (Lacture)

Days and Times Room Instructor Dates Topic
MoWe 4:35PM- East-SGEC 117 Nicholas Zerlentes 08/28/2017 - Legacy Section
6:40PM 12/17/2017  Number: 8071
Display Options: Grade Roster Action:
*Grade Roster Type  Final Grade - *ApprovalStatus  ReadytoPost v |Save

Display Unassigned Roster Grade Only

Student Grade || Transcript Note ¥

Roster |Official

D Name

Grade |Grade Program and Plan Laveal
) e oo [T e ——
- Lr:“:h = 2 ;ﬁ‘z%\\dhm Education Fesimer
: e B Sl Frashman
1 |zeb t c RO f::;‘n'mg Frashman L4

| povalosd M) 6 qous 1 - o (2] [H)

Select Al Clear All

view Al |

javasc ction_win0{doc ‘DERIVED_AA2_SAVE_PB');
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Step Action

6. Click the save button in the Grade Roster Action area.

Email

2017 Fall | Regular Acadernic Session | LA Cammunity Collage District | Credit

~ASLO01-E10(10158) change class

American §ign Language I (Lecture)

Days and Times Room Instuctor Dates Topic
MoWe 4:35PM- East-SGEC 117 Nicholss Zerlentes 08/28/2017 - Legacy Section
6:40BM 12/17/2017  Number: 8071

Display Dptions:

*Grade Roster Type  [Finsl Grade -
y TToote c

crade Roster Action:

+approval status  [Resdy to Post = save

Selectall Clear all

notify selected students |

notify all students |

javasctiptisubmitAction_winD(document wind, DERIVED_S5R_FC_SELECT_ALL$2834); |

Official | Gradin,
crade |Bame |Program and Plan Level
Davis,Tonnecqus Credit -
| 1[sooanaads [Eoigommssaes |y GRD. Registarad Nurse Freshman
Duarte,Chevelle Credit -
7| 2|s00004a4s [t B GRD Early Childhood Education Freshman
I | 3|s00004450 [Hossain.sbic < aro | Sredit Freshman
[ Computer Science
I | 4|s00004as1 [zebraivest < Gro |Sredits Freshman
| Accounting
view all | | powntoad  [H [6] goys 1 - 4 or 4 P ] b

Printer Friendly Version

Action

7. Make sure that the Grade Roster Type is "Final Grade".

8. Click the Select All link to select all the students.

Select all
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v Email

American Sign Language 1 (Lecture)

Days and Times Room Instructor Dates Topic

Mawe 4:35PM- East-SGEC 117 Nichalas Zerlentes 08/28/2017 - Legacy Sectian

6140PM 12/17/2017  Wuraber: 8071
Display Options: Grade Roster Action:

*Grade Roster Type  |Final arade =] *Approval Status  [Ready to Post o] save

[ pisplay Unassigned Roster Grade Only

T -

7 | 1[so000434s [RassTonncaus [, amo (S e ——
W | 2|s00004449 [Buamechevelle |y G e Frashman
W | 3|s0ono4dse SRD e dienee Freshman
¥ | 4[s00004451 GRD Freshman
i 20 | B | pountoad

selectall Clearall printer Friendly Version

notify selected students | notify all students |

SavE PosT

javascriptisubmibAction_win0{document, win, FOST; |

OoRrRACLE’
USER PRODUCTIVITY KIT

JLTY  Log Out

Step Action

9. Click the Post link.
POST |

10. We see that the Approval Status is grayed out and shows the Status as "Posted".

11. You have successfully posted Grades for a Single Class.
End of Procedure.
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Recording Positive Attendance

Procedure

The District is required to maintain accurate records of student enrollment and attendance.
Attendance records are reported to the State for funding purposes.

Attendance may reflect attendance in a class as recorded by a faculty member and/or participation
in a class as reported via the PeopleSoft interface with CI Track.

Positive attendance roster will be available for use by faculty in self-service to record student
attendance hours in Positive Attendance classes and to record Arranged hours (TBA). Positive
attendance roster is aligned with existing PeopleSoft rosters to ensure a consistency.

In this Topic we will learn how to record and track positive attendance for a class from a
Faculty's perspective.

Welcome t;éLACGD(

o \
1 5 B Email
llege D

=l canvas
B eTudes

@ First Time User, Need Help

ingeles CUilJ.R‘.JII
1

*

Los Angeles Community College District
770 Wilshire Boulevard Los Angeles, CA 90017
1213) 891-2000 District Phong: (213) 891-2000

R, [District Directories
Copyright © 2014 B Technical Assistance: \Webmaster

Meed Help? Contact Us

https: fieptrma.laced. edu:B001 fpspieptra/EMPLOYEE/HRIMS/c/5A_LEARMING MANAGEMENT.S5_FACULTY.GEL

Step Action

1. Click the My Schedule link.

by Schedule

2. Use The Faculty Center page to specify your term and view current class roster.

Note: You can change the term by clicking the Change Term button.
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Michale Walsh

p ”
| Faeuity Canter I

| scheaute || class roster || drop roster || arade roster || positme

Faculty Center
My Schedule

charys e | | M B Sitinctta |

2007 Fall | LA Cammunity College District

" Show Eneolled Classes Only

solact duplay optian: @ show Al Classes

Clnas s Tithe trnmiled Days B Tamas Hram Class hates Carly Alart Bster | Fofiue Attendanes 10

i % ASL00i:  AmerSigniangl 4 MoWe 1135PM - 6I40PM lastSoRc  Aug 28, 2007-  Early Alert Roster o
E1p (Lactura] 117 Dwc 17, 2017 Rmitar e
(A 3

fin B asi00i  smersigniangt s TuTh LIGSPM - J1L0PH tastsarc  Aug 28, 2007 Ealydled Roster  Cositivs Attendance u§
ELL {Lesture} 17 Dec 17, 2017 Epptar B
(10244)

A B Ao Arericen Sign Lang 12 Maa 0 I0RM - SISO Eait-E3 aug 20, FO0LT arly Alars foster  Eagitiv b 1
EQ3 2 (Lachura) Ruilding 388 Dec 7. 2017 Eoster B

a
vt sEAACEER, eI doc Tank e, CLASS SAICH WHKZ CLASS ALY LW | I

Step Action

3. Click the Positive Attendance Roster link.

Positive Attendance
Roster

LACCD

-

e — )

Search |

Faculty Cusibur i
| my senedule || class mater || drop rater || grade roater || poattise

Pasitive Attendance Roster

FaSLO00L - E10(10150) change class |

Arrvarican Sign Langusge T (Lacture)

Days and Tames Instructor Dates
Mo 42 TNEM G S0EM Mickala walth o
LERT T

S|

T sun T ron [ tues T wed T thurs T pe T sae
Weakly Dafault hoara |

Apphy weesdy Defsults |

Refesh Roster |

uluct deplay cption: (3 link tn Phatns  Inchude phatos in llat

MMWWT Weeke i |
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Step Action

4, A weekly “attendance sheet” is required to allow faculty that have Positive
Attendance classes to enter student participation. Separate rosters or rows (see
example screenshot below) are available for all weeks between the start and end
dates of these classes.

5. Note: To create a new week of positive attendance, you will need to specify the
specific week you desire.

Click the Look up Week Start Date button.
a,

Look Up Week Start Date

Census Dale:| begins with =] |

LookUp |  Clear | Cancel | Basic Lookup

0BJ2BH T
faded nojgai7 ]

09T
—— Doi1any
030751 7
1002 7
1009 7
101617

irmun

- fre
/06 T
HA3nT
2017
M2y
1200417
12117
Step Action
6. Separate rows are produced for all weeks between the start and end dates of these
classes. Click the desired week link.
08/2801 7
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LACCD

Weak Start Date
P N = =
oRraE17 0 Fen [

l Wankly Dofault hours l
Rofiesh Haster | Apply wirekly Dfaans |

seluct display sptiont  {F Unk to Bhains.  Inchude phatns in bt

Diaplay Activa Stdanta: [ ainiin Hours Der Waek 3,83

(M Status.

o Senad HON TUES WED |THURS |FRI SAT suN Weekly Fotal Units e ooy
¥ et oaszn foases Jassao Joasas |asen fessas Jassen |rotst et

gl
[Sanchaz|iomat [ C

[Clars  |Eand
Brana  |E-rd

|

L

EnmL [ ] | L

Step Action

7. Faculty has the ability to set a Weekly Default Hours value, and a way to apply
those hours to all enrolled students.

Individually select the class "days" then click in the Weekly Default hours field.

Enter the desired information into the Weekly Default hours field.

Click the Apply weekly Defaults button.

This will copy the number of hours you entered in the Weekly Default hours to all
selected days in the week in the attendance table.

Apply waekly Defaults |
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~ Email  0On

Roster Status

[Pandina =1 _sme_|
Week Start Date
T T sun P vton ™ tues @ wed T thurs T res T sat

Weekly Default hours 1,00

Refresh Roster | Apply weekly Defaulis |

Select display option: @ Link to Photos " Include photos in list
Display Active Students: [ Maximum Hours Per Week  3.83

4
Did
Total Units Not
Attend

- . send | o|MON  [rues |wep fmues lerr sat fsun |weekly
ame | mail *|ogs23 [08/20 [08/30 |0s/31 |09/01 [09s02 |0ss03 |[Total

1| 7 B |sszeseszs[l=T=es |2=nd [ 100 [ 100 I
and

a0

z| O ‘EQ 886169703 | 2" [ 100 [ 100
rena

s| M ‘EQ s86540342(
anos

3

[ [ [
[ [ [
I [ [ zoo|
[ [ [

[ [
[ [
[ o0 [ oo
[ [

1o [vao

Bl

4 T ‘Eq s86707473( 1"

Select &l Clear all

notify selected students notify all students |

Step Action

10. Students are displayed on the weekly attendance sheet if they are enrolled at any
point within the week. Students who are no longer enrolled in the class will not
appear on the weekly attendance sheet starting the week after their enroliment
ended. The hours the student attended prior to ending enrollment is still stored, and
the total hours should still be calculated and stored accordingly.

If a student does not attend the particular week or day you can click the Did Not
attend option.

Even the students who Dropped are recorded for hours and are retained in state

reporting.
11. Click the Save button.
Save |
12. Click the Look up Week Start Date icon to select the second week from start date.
Q,
13. Click the desired week link.
noan 7
14, Click the Refresh Roster button to clear information in the form.

Refresh Rostar |
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ges v+ Email Onlin e, TRG_FACULTY  Log Out

%_ LACCD

Roster Status

Pending ¥ _ save |

vreek start Date

el stare oo ™ s T o e 7 vied T thars T v T 50

Weekly Defaulthours
Refresh Roster | Apply weekly Defaults |
Select display option: & Link to Photos € Include photos in list
Display Active Students: [ Masimum Hours Per Week 3,83
1
Send MON TUES WED THURS |FRI SAT SUN Weekly . pid
i Name [t [¥2%% (00,04 [0s/05 [09/06 |09/07 [09/08 [09s00 [09/10 [totar [T URits :‘:‘;“d
1| T |Er  |sezeseszs ‘:S:jz f—;:ll ENRL [ [ [ [ | | [ [ 2,007
2| T [ |eseesros SZ: ﬁ.l ENRL [ [ [ [ | | [ [ 2.00 7
3l M & 886540542 l::: ﬁ“ ENRL \ \ \ \ | | \ \ 2.00| [0
o T [BR  |sss7o747a \K/:;': ﬁll ENRL \ \ \ \ | | \ \ 2,00 |7
Salactall Clesr Al
notify selected students | notify all students |
‘ ! ol
Step Action
. .. R . £
15. To enter the attendance individually, click in the day’s field for each student.
M H H H 13 77 -
16. Enter the desired information into the “day” field.

Continue entering information into each field as required for each student.

17. If a student did not attend class, click the Did Not Attend option. This option
represents that the student did not attend the class for the week.

These students should be stored/reported as having attended 0.00 hours for the week.

-

18. Click the Save button to save the details in the page.

Save |
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~  Email

Roster Status

[Fenams =] G |
Week Start Date
[osrzerir @ M sun [ Man T ues [ wed [ thurs [ Fs [ sat
weekly Default hours
Refresh Roster | Apply weekly Defaults |

Select display option: & Link to Photos  Include photos in list

Display Active Students: [ Maximum Hours Par Week 2,83
4
o Send MON TUES WED THURS |FRI SAT SUN Weekl: (=9
Notify |Photo | 1D Name | el [*2%%|0g26 |08/20 |0s/30 [08s31 [09/01 |0s/02 [0s/03 [Total ¥ [rotal units :‘:ﬂnd
A ‘Eq e P 3 A x| so |
2| M ‘E‘% 226169703 :na S [EMRL o0 | 100 | ( ( | 200 g.00| 7
3| [0 ‘E‘% ages40saz| )" “i [evRL 1.00 [ 1.00]| | [ [ [ 200 s.00 |
4 ‘EQ ses707473 | " EWRL .00 | 100 | ( ( | 200 800 |
Select Al Clesr All
notify selected students | notify all students |
4 | T
Step Action
19. The system restricts and displays an error if the total number of hours entered for

any particular week exceeds Maximum Hours Per Week.

The roster display the Maximum Hours Per Week based on data from the
Schedule of Classes for the class.

20. Faculty who wish to record weekly attendance hours outside of PeopleSoft should
be able to enter the student’s total attendance hours at the end of the class without
the need to fill out the weekly attendance hours in PeopleSoft.

21. Until the Roster Status is "Pending", you can change the attendance of all the
students.
22. Click the Roster Status list.

I Pending vI
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Roster Status

Pending ¥ ﬂl

M sun T ton M 1ues T wed M ihurs T ra T osat
Weeldy Default hours

Refresh Roster | Apply weekly Defaults |

select display option: (% Link to Photos ' Include photos in list

Display Active students: [ Maximum Hours Per Week 3.3

OoRrRACLE’
USER PRODUCTIVITY KIT

FACULTY

: send MoN  |Tues |wep |tuums [FRT  [saT  |sun  [weekly e P
E o Name | ail [¥5%%4% |05 25 |0s 20 |08/30 [08/31 [09/01 |09s02 [09/03 [rotal  [TotalUnits Mot
Attend

Y O P Y il e T N T | 100 [ [ I [ 200 s.00|
z| T ‘E‘? 886169703 s:z Seﬁ:” enrL || .00 [ 100 [ [ | [ 200 z00| T
s ‘@q sseseosez|7 =2 e [Twoa| [re| || 0| so0 |
J ‘Eq e | ool w00 |
SelectAll ClearAll

notify selected students notify all students

Printer Friendly Version

Step

Action

23.

Click the Posted list item.

Roster Status

Posted ¥ _gawe |

Week Start Date

owzsrr @ ™ sun [ ton [ tues I wed Mihurs T ks [ sat
Vreekly Default hours
Reitesh Roster | Apply weekly Defaults |
Select display aption: @ Link to Photos  { Include photos in list

Display Active students: [ Maximum Hours Per Week 3.3

§ : mon  [rues |wep [thurs[rrr [saT [sun  [weekly _ [pidnot
Notify [Photo 1D Name [send E-mail |status Total Units
08/28 |08/29 |08/30 [08/31 |09/01 [09/02 |09 /03 [Total Attand

125211

1| 0 ||§Q =sselle o g Email  [EMRL [1.00 1.00 200 |e.00
Sanche:
Clara ;

2| T ER |essaesyoz|] Send E-mail  |ENRL (1,00 1.00 200  [s.00 (]
Diana ]

3 ||§q ames40s4z |o 0" |send el |EwRL (1,00 1.00 200|500 ]
Kavin

a| T [ |ses7orera| =) gend E-mail  [ENRL 1,00 1.00 200  |e.o0 1]
alle

Selactall  Clesr all

notify selected students notify all students

Printer Friendly Version
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Step Action

24. Click the Save button.
Save |
25. A warning is displayed asking you to confirm since the transactions posted will be

final and cannot be modified.

Click the OK button.
(o]

26. Once the Roster Status becomes "Posted", all the fields are grayed out and one will
not be able to make any changes to the same.

217. You have successfully Recorded Positive Attendance for the students in a class.
End of Procedure.
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Working with the TBA Roster

In cases where you will need to record the "Arranged"” meeting times for TBA (To Be Arranged)
classes. This is a manual entry process. Classes with a TBA Meeting Pattern should also have an

Attendance Roster previously generated.

Procedure

OoRrRACLE’

USER PRODUCTIVITY KIT

In this lesson you will learn how to record the TBA Hours on the TBA Roster page.

LACCD Website LACCD Colleges ~» Email Online Classrooms s

Welcome, Dr. Sharon Ann Johnson  Log Out

Favorites + Main Menu ~

Los Angeles Community College Disirict
770 Wilshire Boulevard Los Angeles, CA 90017
(213) 891-2000

Copyright © 2014

ictps: ffeptest Jaccd.edu:001 fpspleptst/EMPLOVEE[HRMS]/5A_LEARNING_MANAGEMENT.55_FACUL. .

B Email
= canvas
& eTudes

@ First Time User, Need Help

Need Help? Contact Us

District Phone: (213) 831-2000

{. District Directories

B Technical Assistance: Webmaster

Step Action

1. Click the My Schedule link.

My Schedule
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Johnson  Log Out

[ Faculty Center i Search ]
| my schedule || class roster || early II || grade roster || posit || wa
Faculty Center

My Schedule

2017 Summer | LA Community College District __ change term

@ Show All Classes

il

Select display option: (O Show Enrolled Classes Only

Class Roster [} Grade Roster

Icon Legend

My Teaching Schedule > 2017 Summer > LA Community College District

Class Class Title Enrolled Days & Times Room Class Dates
£ BN IUS 661 Intro Adm Justics 5 10He 30Min /Wk TEA East-ON LINE Jul 17, 2017-
. (Lecture) hug 18, 2017

110955}

£ ADM JUS 002 Concept/Criminal Law 12 7Hr 25Min Wk TBA East-ON LINE Jun 12, 2017-
E02 (Lecturs) Jul 28, 2017
(118ea)

i ADM JUS 098- Basic Trg Academy 81 MoTuWeThFr 6:00AM - 6:30AM  East-B5 STAD Jan 30, 2017-
E01 (Lecture) Jun 30, 2017
(10154)

£ ADMIUS 095 asic Trg Academy 92 23k4r 50Min Wk TBA East-laSTC Jan 30, 2017
Eo1n (Laboratory) Jun 30, 2017

<

roster || fnal

D carming Hanagement

Early Alert Roster

Early Alert Roster

Early Alert Roster

Early Alert Roster

Early Alert Roster

Positive Attendance
Roster

Positive Attendance Roster

Ppositive Attendance Roster TBA At

Positive Attendance Roster

TBA A

Positive Attendance Roster TBA At

Action

you desire to process.

Use the My Schedule page to choose the specific course's TBA Attendance Roster

Click the TBA Attendance Roster link.

Vebsite Email

LACCD Colleges ~

Online Classrooms ~

Johnson  Log Out

Favorites~ |  MainMenu ~
~
Rosterseaves [Poriis 1] S |
Total hours required per student 10Mours 30 Minutes
Schedule Type v pay 2]
Mesting Start Time Meating End Time
Apply
Schedul
ify Lo day Frims o | ::: End Time |day ‘5_:": e | ::“':
Enrique
0| & z & | [ [ A [ = | [ T~
Chavez
2 O | & e = | [ [ [ = | [ ]
3| O | Er [essssares |y =~ | [ ( [ ™ [ ~
s O | B e =~ | [ ( [ ™ [ [ ~
&
5| O | B [ssrseasaz|irory = | [ | [ & | [ -]
6 [ | B |esosisors [ ~ | ( (i ( & | ( &
Select All Clear Al
v
notify selected students | notify all students
< >
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Step Action

4, Click the Schedule Type list.
Schedule Tvoe | ]

5. Click the Schedulel list item.
Schedule1

6. Click the Day list.
pay] =]

7. Click the Monday list item.
Monday

8. Click in the Meeting Start Time field.
Mostine Start Time ]

9. Enter the desired information into the Meeting Start Time field.
Mostinn Start Timal—_]

10. Click in the Meeting End Time field.
Mestine Fnd Timeal—]

11. Enter the desired information into the Meeting End Time field.
Meeting End Time|:|

12. Click the Apply button.
Loy |

13. Applying the meeting start time and end time for the TBA Attendance Roster, will
populate the times for all enrolled students for the particular course.
Note: If you need to individually manage any specific students meeting time it can
be done manually.

14. Click the Schedule Type list.
Schedule Tvoe schedule1 I?I

15. Click the Schedule2 list item.
Schedule2

16. Click the Day list.
Day | Monday T~

17. Click the Tuesday list item.
Tuesday

18. Click the Apply button.

Apply |
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Step Action
19. Click the Schedule Type list.
Schedule Tvoe | Schedule2 |
20. Click the Schedule3 list item.
Schedule3
21. Click the Day list.
Day | Tussday I?I
22. Click the Wednesday list item.
Wednesday
23. Click in the Meeting Start Time field.
Mactine Start Time [2:008M |
24, Enter the desired information into the Meeting Start Time field.
Mesting Start Time
25. Click in the Meeting End Time field.
Mactinn Fad Timal_]
26. Enter the desired information into the Meeting End Time field.
Meatinn Frd TimnD
217. Click the Apply button.
Apply |
28. Click the Schedule Type list.
Schedule Tyne “ScheduleS <]
29. Click the Schedule4 list item.
Schedule4
30. Click the Day list.
nayﬂ Wadnesday Ifl
31. Click the Thursday list item.
Thursday
32. Click the Apply button.
Apply
33. Click the Save button.
Save |
34. Click the Schedule5 day list.

— =
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Step Action
35. Click the Friday list item.
Friday
36. Click in the Schedule5 Start Time field.
|
37. Enter the desired information into the Schedule5 Start Time field.
38. Click in the Schedule5 End Time field.
|
39. Enter the desired information into the Schedule5 End Time field.
40. Click the Save button.
Save
41. Click the Schedule4 day list.
IThurs.
42. Click the blank list item to remove the day currently scheduled.
43. Click the Save button.
Save |
Note: When completing your TBA Roster changing your page from Pending
to Posted and saving will make this page no longer accessible for any future
changes.
44, Click the Roster Status list.
Roster Status
45. Click the Posted list item.
Posted
46. Click the Save button.
Save |
47. A Warning message will appear to confirm.
Click the OK button.
e
48. Congratulations, you have successfully completed the TBA Roster.

End of Procedure.
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Creating Early Alert Roster

Procedure

In this lesson we will learn how to create an Early Alert Roster in a Faculty portal.

aes v Email  Onlin

Welcome t;éLACGD(

AngelesiC. Syt
[

llege D

Il canvas
B eTudes

*

@ First Time User, Meed Help

% Los Angeles Community College District Need Help? Contact Us
770 Wilshire Boulevard Los Angeles, CA 30017
[213) 891-2000 District Phone: (213) 831-2000
{, District Directaries
Copyright @ 2014 B8 Technical Assistance: Webmaster

laced. edu:B001 0! 5A_LEARNING | .55_FACLLTY.GBL

Step Action

1. Click the My Schedule link.

r'l,l'1 W S0 r 12 |_1 L | E

2. Click the Early Alert Roster link adjacent to the desired class/course

For Early Alert Roster to be available, the class should have started, i. e. the Start
date > Current date. Also the class should have a few students enrolled into the
same.

Early Alert Roster

3. The Early Alert Roster page opens successfully.

The Enrollment Status list box helps to enlist all Enrolled or Dropped students.

4, Click the Create Alert link against any student that you would want to send the
alert to.

Create Alert
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Step Action
5. The Alert Student page opens.

Click the "Select Alert" Checkboxes for the Alerts to be sent.

Alerts include, but are not limited to:
e Missing Assignment

Writing and Reading Lab

Meet With the Instructor

Absences

Personal Counseling

Academic Counseling

Click the continue button.

continue |

The Send Notification page is opened. Select the appropriate Method of Contact
for each Early Alert selected.

Click the Method of Contact list against "Missing Assignments".

| [

Michale Walsh o to . =&
Early Alert Roster
z (1
Send Notification
To complete this process, select a Method of Contact' for each Alert, and press the ‘Process Alert' Button
Empl ID 900004460 Name Sarsh Mahaney o
Reason for the Alert Method of Contact Contact Action Comment
Missing Assignments - I
g Ll Email - Formatted
Math Lab
Reading Lab
Mest With The Instructor - I
Mental Heslth Servicas
Absences
Personal | Counsel ling 52 I
Academic Counsel ling = I —
[El
Financial I Aid
Eopas
DSPS/Special Services
Tutoring
jawascriptisubmitAction_wind(document,wind, LAC_ALERT_WRK_LAC_CREATE_ALERTSO); |
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Step Action

8. There are 2 items under Method of Contact list -
1. Email - Custom

2. Email - Formatted.

We shall look into both in the forthcoming slides.
Click the Email - Custom list item.

Ernail -

Email O

Michale Walsh PEE= =& i
Early Alert Roster 0
Send Notification
Tocomplete this process, selecta Method of Contact' for each Aler, and press the ‘Process Alert Button
Empl ID 900004460 Name Sarah Mahansy L]
Reason for the Alert Method of Contact Contact Action Commen t Instructor Email Address
Missin 9 Assignments Ernail - Customn +| send Email [ walshrna@faculty laced. edu
=
Veriting Lab
Math Lab
Reading Lab
Meet With The Instructer - |
=
Mental Health Services b
Absences
| [
=l [
=
Financial | Ald
EOP&S
|avas:nut‘submltA:t\un,me(ducument‘me,‘LACJLERT,WRK,LAC,CREATEJLERWU‘)E‘ » =
Step Action
9. In the Comments field, enter what you would want to share with the student.

For example, enter "You have missed multiple assignments and there is a grade
associated with those assignments. This will affect your overall grade.".

10. Click the Method of Contact list against "Meet With The Instructor".

| [
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Michale Walsh

Early Alert Roster

Send Notification

Empl ID 300004460 Name Sarah Mahoney

Reason for the Alert Method of Contact

Email - Custom +]| send Email

Contact Action
Missing Assignments

Writing Lab

Math Lab

Reading Lab

Meet With The Instructar

Mental Health Sarvices

Absences

Persanal Counseling

Academic Counseling

Financial Aid

EoPag

T r— )
E=Hz=]

To complete this process, selecta Method of Contact Tor each Alen, and press the Process Alert Button

Comment

Instructor Email Address

[eredit,

B ®

walshma@faculty. laccd. edu

Step Action

11. Click the Email - Formatted list item.

Michale Walsh

Early Alert Roster

Send Notification

Empl ID 300004460 Name Sarah Mahoney

Reason for the Alert Method of Contact

Email - Custom +]| send Email

Contact Action

Missing Assignments

Writing Lab

Math Lab

Reading Lab

Meet With The Instructar

Email - Formatted x| Wiew Email

Mental Health Sarvices

Absences
Persanal Counseling

Academic Counseling

Financial Aid

EoPag

T r— )
E=Hz=]

To complete this process, selecta Method of Contact Tor each Alen, and press the Process Alert Button

Comment

Instructor Email Address

[rou have missed multiple

[ d.ed

5

®

walshma@faculty. laccd. edu
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Step Action

12. Click in the Comment field.

13. Enter the desired information into the field. Enter "Need to meet the student in
person for Low grades."

14. Click the Method of Contact list. against “Personal Counseling™

| [

~  Email  Online s ULTY  Log Out

Michale Walsh o to . =& =
Early Alert Roster
= [
Send Notification
To complete this process, select a Methad of Cantact for each Alert, and press the Process Alert Button
Empl ID 300004460 Name Sarah Mahoney e
Reason for the Alert Method of Contact Contact Action Commen! t Instructor Email Address
Missing Assignments Email - Gustarn =] send Email [ou have missed multiple [ d.ed
Writing Lab
Math Lab
Reading Lab
Mest with The Instructor Ernail - Formatted =] Wiew Ernail [Low grades, walshma@faculty. laccd. edu
[}
Mental Health Services Eu
Absences
Personal | Counsel ling I
=
Academic Gounsel ling I
[}

Step Action

15. Click the Email - Custom list item.

Ernail - Custormn
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s ~ Emall Onlin FACULTY  Log Out

Michale Walsh o to =|®
Early Alert Roster =
Send Notification
To complete this process, select a Method of Contact for each Alert, and press the ‘Process Alert Button
Empl ID 300004460 Name Sarah Mahoney o
Reason for the Alert Method of Contact Contact Action Comment Instructor Email Address
Missing Assignments Ernail - Custarn ~| send Emsil [veu have missed multiple [ laced. ed
Writing Lab
Math Lab
Reading Lab
Meet With The Instructor Emnail - Formatted  w| View Emasil INagd to rneet the student in person for walshma@faculty laced. edu
Mental Health Services
Absences
Personal | Counsel ling Email - Custom ¥| send Email
(E
Academic Counsel ling B [
Financial | mid
EQP&S

DSPS/Special Services 5
4 »

Step

Action

16.

Click the Comment field

17.

Enter the desired information into the field. Enter "Minimal attendance in class".

18.

Click the Method of Contact list for the remaining Early Alerts and complete the
information.

| [

19.

Click the Display Comment in Modal Window graphic to see the entire comment.

L

20.

Review the Comments to be sent to the student.

Click the Return button.

Feturn |
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Alert R :  Missing Assignment
Email: Type the content of your message in the designated space below.
b =] E] Qbty S H W= Q
Faormat ~ | Font = |5z ~/|B I U &
E E £ E £ = i A- B
(]34 Cancel |
Step Action
21. To edit or format the comments, click the Rich Text Editor.
22. Enter the desired information into the Rich Text Editor field. For example, enter
"Hello,

To date, you have missed most of the assignments since the beginning of
ASLO0O0L. Please be aware this will affect your grades and lead to termination.
Please submit all the assignments no later than MM/DD/YYYYY to receive
credit.

Regards,
Your instructor ".

23. Click the OK button.

9] 4 |

Do the same for other comments as required.

24. Click the Process Alert button.
Frocess Alert |

25. We see a notification stating that the Alert messages are sent successfully.

Click the Return link.

Return

26. You may click the Create roster for other students and send the alerts as required
successfully.

217. We have successfully created the Early Alert roster for the students in a class.
End of Procedure.
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Finalize Hours for Positive Attendance Roster

Procedure

The District is required to maintain accurate records of student enroliment and attendance.
Attendance records are reported to the State for funding purposes.

Attendance may reflect attendance in a class as recorded by a faculty member and/or participation
in a class as reported via the PeopleSoft interface with CI Track.

In this Topic we will learn how to record and track positive attendance for a class from a
Faculty's perspective.

LACCD

- Welcome
b. _!' USIAngele ’.'-‘,u._J._z._-. ]

B e
E Camvas
E eTudes

@ First Time User, Need Help

Los Angeles Communiy Coliege District

T70 Wikshire Boulevard Los Angeles, CA 30017 =
{213) 891-2000 District Phone: (213) 891-2000

X, District Directories
Copyright € 2014 B Technical Assistance: Webmaster

MNeed Help? Contact Us

it ffeptrng Laeed adu: B008 InapleptraEMPLOYEEHAME e/ SA_LEANING MAMAGEMENT S5 FACLATY.CBL

Step Action

28. Click the My Schedule link.

r'|,|'1 W S h =] |j ] | =
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LACCD

Michale Walsh

Salect display option: B Shure AR Hasves

B e vore B

My Teaching Schedule > 2847 Fall > LA Community College District

1 S Ersrulled Classes Only

| Fagusty Center I e

| | elass rowter || drop lar | Il

Faculty Center

My Schedule

2007 Fall | LA Community College District __ changs bmem | My Exarn Schaduls

Class Class Titda Knrolied Days & Tivas Hoem Class Dates Carty MlartRostar | Pomius Atinndance T4
= '

ih S asioon-  amersgniangl 4 Mowe 4135PH < §140PM East-SGEC  Aug 38, 2007+ Easly Alent Bggtar b |
L fLacture) a7 Dc 27, 2017 Agater Be
(a3 i

i B AZL20%:  Amarsigniengl 3 TuTh /050H - 2:200M Fart-S40C  Aug 28,2087~ Eacly Alect Bogter  Paaliis Mbandarcs n
£l {Lacture) 7 Dme 17, 2047 Baster B
[FTrIEH]

f 5 miiosz: Amercan sign Lang 32 Muwe $1306H « 33300 EasrE3 Aug 2%, 2007 Eadly Al Koater  BosiGre stsndande n
1] 3 (Larhurs) Building 385 Dec 87, 2017 Roster Be
[FELIE3]
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I+

Step Action

29. Use The Faculty Center page to specify your term and view current class roster.

Note: You can change the term by clicking the Change Term button.

30. Click the final attendance hours tab

final attendance hours

Final Attendance Hours

FASLODL-E11010244) | changs class |
Amarian Sign Language 1 (Ladurs)

Bays and Tanes Faurn

A ot SG0C 117 Muchale Walth

salect diplay cption F Links o Bhatos 7 Dncheds photes in b

s brusor Dates
o020 0LY
11rz0ar

sz |

Sum of Dady Final Postivn
) S ey el
i |k Barkar i ]
0 | B Samanths Haylor B
)lr | yamna Dafim B
Jr B Zebra 5
s [ Avalas i
Sslectan Siaaran Peisiknr Pvigall Mussian
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Step Action
31. For both TBA class / Positive attendance roster, the Final attendance hours can be

modified if necessary.

32. We can see the fields for "Sum of Duration/ Credited Hours" (CI track), "Sum of
attendance" (From the TBA attendance roster), the attendance hours will be carried
from the respective pages.

33. Click in the Final Positive attendance Hours field for the desired student and enter
the number of hours.

34. Click the Choose a date graphic.

El
35. You may choose the Last Date of attendance Hours. Click the date link.
5]
TASLODL-E1L(10244]  chengedass |
alr i Purkar = R El U?.’U!(?o;.‘,“.
2 | [ 900004436 |samantha Hayber W
i | B Bafun B
_ ntify sed ,;-Lg-gg,I oty asbedents | Save |
Step Action
36. Continue entering student information as required until complete.
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Final Attendance Hours
TASLO0L-E10(10244) change dass |
Arnasican Sign Language T [Lasnars)
Days and Timas Rocny Anstructon Dates
Toa Lart-Salc 117 Michale Walth oW e/ 2017
AWATII0AT
Swboct dispkay optiont = Lok o Bhates  tnchude photos n bt
 faunn of Daily Finasl Positive
i s oF Durstion  [um of Credited Last Bate of
u 10 |t Attedance Attardence
s (€1 Tracky  [osirs (€1 Track) Attendance
ic B Parkar 3 [orfonizon
3 | B Haydor 3 [orrosraos Gy
sl | B oufun 7 (oo iy
ac | B Zaben 1/[orrosraon iy
sir B3 Avalos /[orfosizon )
salamal Slakeal Brintar Frisnidls Vsl
__nouty selectdstonts | nouty stswsdemts | Save

Step Action

37. Click the Save button.

Save |

LACCD

FANLO0L - ELD {101 58] changs class I
Amavican Sign Languags T (Lasurs}
Days and Timas Room Inatructor Dates
Mowe 4:330ME40M  EastBGEC 127 Michale Walh OB/2a/T0LT -
121192017
Salact display options (¥ Unk tm Phatas Inchids phatos in ket
by S L :"'“"'"" e 6F Durition | Sum oF traditad :"‘“"‘"“ Last Bate o
- Membanics urs (01 Track)  [Hours (C1 Track) | Atterdance Attnnd s
1M | B |eszssesza [rerrete santher .00 w00 [onenzon i
2P | B [sserseron [clas brana .08 .00 | ax/osiz0 5y
T B [smennm4a |pisne sanos 500 8,00 | O7/0s/ 201 Gy
o [ s avin valla 00 v s &
3| | it [900004444 [Austin Hignae )
s 5 |ooo00eass [3aramy siman W
S L - )
falnctall Cluscal i o e
1 ey 1 Say

Step Action

38.

Note: When Finalizing your Attendance Roster changing your page from pending to
posted and saving will make this page no longer accessible for any future changes.

39.
and TBA roster.
End of Procedure.

We have successfully corrected the Final Hours for both Positive attendance roster
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