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FERPA Tutorial

In 1974, Congress enacted the Family Educational Rights and Privacy Act (FERPA), which
places restrictions on the release of student records. Everyone who needs to access SIS must
complete the online FERPA tutorial before their account will be activated.

You will find the FERPA tutorial at: http://www.maricopa.edu/legal/ferpa/

Once you have finished the tutorial, you will fill out the Online Completion

Form. This will

send an alert to the PVCC SIS Security Administrator, Shirley Green, that you have completed

the tutorial so she can unlock your SIS account.

Login to SIS Faculty Center

maricopa.edu
——

=

student center

» SIS login » 515 help » HRMS login

¥ watch an overview of the Online Faculty Center

T Print Faculty Center Quick Reference Guide

Announcements:

Wielcome to the new Student Information Systerm and Faculty Center! Click the Help link to see available
help for accessing and using the application. Help is also available within the application. The Student
Infarmation System is available 8 am to 8 pm Monday through Friday, HRMS is available 24x7 exceptfor a
brief period at night ¢11:10-11:25FM, Mon-Fri) and is currently available only from within the Maricapa
network. 2008-02-13 06:31:21

~ Ten colleges specializing in university transfer, continuing education, career and job training programs ~
note dizclaimer | contact us

Go to http://my.maricopa.edu.

Click the employees tab.

Click the SIS login link.

Enter your MEID (Maricopa Enterprise ID) into the User ID field.

Enter your password into the Password field.

Click the Sign In button.

Click Employee Self Service.

NN

Click Faculty Center.
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Click here to Set
User Preferences

Click the Change
term button to

v change term
William Petkovich My Info | IR () (semester) and/or
Faculty Center college.
Classes using /
Blackboard will have
Fall 2008 | Paradise Yalley Comm College change term I C“Ck here fOI’

—
@J next to them.

oﬂ’/ calendar view of
CI ick it to Open the (@ Show all classes O Only classes with enrollment iew My Weekly Schedule

: your schedule.
Blackboard Login

page H:H Class Roster LE"T%‘ Grade Roster @ Learning Managerment Systerm
My Teaching Schedule > Fall 2008 > Paradise Valley Comm College
V- CI Class Class Name Enrolled | bays and Time Room Class Dates
Iew ass s B ) Eng 101-0001 First-vear 17 TuTh 12:30PM - 1:55PM M 223 - Sep 9, 2008-
Roster LEC 13292 Cormposition Classroom Dec 11, 2008
(Lecture]
s B ) Eng1o2-po3e First-vear 7 TBA Guided Aug 23, 2008-
LEC 13374 Cormposition Indepnt Dec 26, 2008
(Lecture] Learning
View Grade
ROSter EDIT MY FAVORITE YWEBSITES | H H H
Click Class ID link to view

detailed class information.

Faculty Center Advizernent ©Class Search Faculty Search Learning Managernent Systerns

Set User Preferences

VERY IMPORTANT: You will not be able to enter grades in the grade roster unless you set
User Preferences.

Click the My Info down arrow and select User Preferences.

Click the double arrow button @

3. At Institution select Paradise Valley Community College.

Note: If you teach for more than one college, select one to be your primary
college. You will be able to use the green Change Term button to switch between
colleges but one college must be selected in your Preferences.

You are not required to make selections at Academic Career, Term, or Aid Year.
Click Save.

Click OK at the Save Confirmation screen.

Click the Return to Faculty Center button.

A
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Faculty Center Viewing Options

It may be helpful to temporarily hide the Menu while viewing the
Faculty Center.

Search:

|® o =
I My Favarites To do this, click the Collapse Menu button =

— Employee Self Service

[ Advisement

— Student Services Center
— Faculty Center

-

3
To redisplay the Menu, click the Expand Menu button =)

View your Weekly Schedule

{::' Show all classes 'C:' Only classes with enrollment {f-::' Yiew My Weekly Schedule

To view a calendar view of your weekly teaching schedule, click the View My Weekly
Schedule radio button. The Weekly Schedule defaults to the first week of the term for the
institution selected.

Faculty Center

View My Weekly Schedule ghOW Week O.:;Dat(ej’
tart Time, and En
Show Week of @ start ime [3:00aM End Time [g:00pM|  REFRESH CALENDARl < Time can be Changed to
< PREWVIOUS WEEK | WEXT WWEEK » |

fit your schedule; then

Week of 1/21/200% - 1/27/2008

— Monday Tuesday | Wednesday |  Thursday Friday saturdey Sunday click Refresh Calendar
Jan 21 Jan 22 Jan 23 Jan 24 Jan 25 Jan 26 Jan 27
8:00AM
3:00AM
10:00AM
11:00AM
ENG 102 - 0001 ENG 102 - 0001
Lecture Lecture
12:00PM 12:30PM - 1:55PM 12:30PM - 1:55PM
PY M Building PY M Building
Classroom 223 Classroom 223
Li00p 122300 - 11350 1253000 - 11350
2.00PM
3.00PM
4:00PM
5.00PM
6:00PM
Use checkboxes to
[¥] show AM M [¥] Monday [¥] Thursday L Change DISp|ay
[ show Instructor Role ¥ Tuesday Friday sunday REFRESH CALENDAR| X O . .
; then click
[ show tlass Titde Wednesday Saturday ptl ons’ t en clic

Refresh Calendar

RETURM TO FACULTY CENTER|

The “Show Week Of” date can be changed as well as the Start Time and End Time. You must
click the Refresh Calendar button after making changes.

-+

E
e To change the week displayed, click the calendar icon 4 ; then click Refresh Calendar.
You can also scroll through the weeks using the Previous Week and Next Week buttons.

e Triple-click the Start Time or End Time to change it, then click Refresh Calendar.

e Below the calendar view are some additional display options. These display options can
be changed and the view updated by clicking on the Refresh Calendar button.

e When you are finished viewing your teaching calendar, click the Return to Faculty
Center button FETURN To FACULTY CENTERI
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View Class Details

1. Click the Class link to view class details including description, meeting dates and times,
units, Instructor, location, total enrollment, available seats.

f:ﬁ:] |§:_|_9]| @I EMG 101-0001 First-rear 17 TuTh 12:30PM - 1:55FPM M EZE - Sep 9, ZOOS-
LEC 13292 Cornpasition Classroom Cecll, 2002
- [Leacture]

Click here to view
class details.

CLASS DETAILS

Status O Cpen Career  Credit

Class Number 30445 Dates  1/22/2008 - 5/1/2008

Session Dynarnic Dated Grading Standard Letter Grades

Units 3 units Location Paradisze Valley Comm

Instruction Mode In Parson College

Class Components Lecture Requirad Campus  paradize Valley Comm
College

Meeting Information

Days & Times Room Instructor Meeting Dates
I?;’:pti:SDPM . M 223 - Classroom Chrystle Hall 1222008 - 5712008

ENROLLMENT INFORMATION

Enrollment Requirements Prarequisites: ENG101 with a grade of "C" or better,

Class Attributes First-vear Cormposition (FrC)

CLASS AVAILABILITY

Class Capacity 25 Wait List Capacity a
Enrollment Total 24 Wait List Total 1}
Available Seats 1

Notes

Class Notes Praraquisite Required - See Catalag

DESCRIPTION

Ermnphasis on rhetoric and cormposition with a focus on persuasive, research-
basad writing and understanding writing az a process. Developing advanced
college-level writing strategies through three or more writing projecks comprising

at least 4,000 words in total,
CLOSE |

2. To return to the Faculty Center, click the Close button.
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View and Print Class Roster

1. Click on Employee Self Service and then Faculty Center.
Links for the classes you are teaching will display.

2. If you teach for more than one college and for multiple terms, you can select a different

term/college by clicking the e | button. This will display a list of all the
terms/colleges. Click the radio button to select the term/college you want to view. Then
click Continue.

CONTINUE

Select a term then click Continue.
Term Institution

() Fall zo07 Paradize Valley Cormm College
O Spring 2007 Paradize Valley Comm College

C) Fall zooo Scottsdale Comrnunity College

CONTINUE

3. Click the Class Roster icon. it

The Class Roster displays the Student ID, Name, Grade Basis, Units (Credits), Start Date, End
Date (OE/OE classes only), Program, Plan, and Level for each student enrolled.

Names that appear as a link indicate that an email address has been entered for that student.
The email functionality of the database will not be available at go-live. However, an
instructor can still click on the name link and access the student’s email address to send an
email to the student from an email client not connected to the database.

An OE/OE Roster can be sorted by the Start Date column by clicking Start Date header. In
addition, by entering a date in the Start Date field, the roster will then only include those
students with the selected start date and beyond.

4. The Enrollment Status defaults to Enrolled. This can be changed by selecting All,
Dropped, or Enrolled. The user would then click the Change button and the roster will be
refreshed to show only those students with the enrollment status selected.

To print a roster, click the Printer Friendly Version button at the bottom of the roster.
Click the right mouse button on the roster; then select Print from the menu that displays.

Click the Cancel button (bottom of roster) to exit from the Printer Friendly version.

© N o v

The Return button (bottom of roster) will return you to the Faculty Center. The Grade
Roster button will take you directly to the Grade Roster.

RETURHN | GRADE ROSTER l
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Submit Final Grades through Faculty Center

1.  Click on Employee Self Service and then Faculty Center.
Links for the classes you are teaching will display.

2. If you teach for more than one college and for multiple terms, you can select a different
change term II

term/college by clicking the button.

3. This will display a list of all the terms/colleges. Click the radio button to select the
term/college you want to view. Then click Continue.

CONTINUE |

Term Institution

@ Fall zoo7 Paradise Valley Comm College
() Spring 2007 Paradise Valley Cormm College

() |Fall zooo Scottsdale Community College

CONTINUE |

4. Click the Grade Roster icon L=l for the class you wish to grade.

My Teaching Schedule > Spring 2008 > Paradise Yalley Comm College
Class Class Mame Enrolled Days and Time Roonn Class Dates

ﬁi’] §|__9]| s 115-0008 Creating Collage 20 we 6:30PM - §:10PM M 123 - Jan 16, 2008-
LEC 34546 Success [Lecture) Claszroom Mar 5, 2008

5. Itisrecommended to use the Transcript Note tab to enter the grades. It is less busy
looking, and this tab contains a Note link that is required when entering an | grade.

1} Attendance |[Reason

1 XXXXXXX @ Albrecht,Barbara ] ote
2 XXXXXXXX @ Q Hutchison,Cherie Jean Maote

6.  Use the drop-down boxes under the Roster Grade colum@a’nd assign a grade to

each student.

Note: If the Grade Roster drop-down menu does not display grades, you need to set
your User Preferences. See page 2 for instructions. Once you have set User
Preferences, the grades will appear in the Grade Roster drop-down menu.

Grades will only be available for the grading basis attached to the student. For example, if a
student has a P/Z Grading Basis the only grades that will appear are P, Z, W and 1.

Entering a Grade of F or Z opens the Last Date of Attendance (LDA) field. A date must
be entered before the grade roster can be saved. Click the #& icon to select the LDA.
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9.

Entering a Grade of W or Y opens the LDA field along with the Drop Reason field.
Click the % icon to display a list of Drop Reasons.

Once grades have been added for each student, Click the Save button.

Note: Although it may not appear that your grades have been “submitted,” clicking Save is
all that is required to submit your grades. Grades are posted to the students’ records
through an automatic overnight process. You can verify this has occurred by viewing your
grade roster the next day. You will see the posted grade in the Official Grade column, and
you will no longer be able to change the grade from your online grade roster. Once grades
are posted, changes must be made by submitting a paper grade change form to the
Admissions and Records office.

If you wish to print the grade roster,

Click the Printer Friendly Version button at the bottom of the roster.

Click the right mouse button on the roster; then select Print from the menu that displays.
Click the Cancel button (bottom of roster) to exit from the Printer Friendly version.

Click the Return button to return to the Faculty Center.

Entering a Grade of Incomplete

The Incomplete Contract information must be entered and is found using the Note link.

1.
2.

Select I (Incomplete) in the Roster Grade column.

Click the Note link (ensure you are on the Transcript Note tab).

Click the Incomplete Detail Button. | INCOMELETE DETAIL |

Lapse Status

Incomplete

Lapse Deadline [ Lapse To Grade Q

Commen t @

Click in the Lapse Deadline field. Click the # jcon to select the deadline by which the
student must complete the assignments. District policy only allows 7 months maximum
from grade date.

Use the Q| icon to enter the Lapse to Grade. This is the grade the student is to receive if
they do not complete the work by the Lapse Deadline.

Enter information in the Comment field as to what the the student must accomplish to
reach a desired grade.

Note: It is highly recommended that you print 2 copies of the incomplete grade
information; one for the student and one for your records.

Click the OK button twice to return to the grade roster.
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View Incomplete Grade Info after Grades are Posted

Once an Incomplete Grade is posted, the Incomplete Contract information is no longer visible
from the Grade Roster in the Faculty Center.

1.

Navigate to Records and Enrollment>Student Term Information>Student Incomplete.

Student Incomplete
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

ID: hegins with »

Academic Career: = ™ w

Academic Institution: | heagins with

Jeaye;

Term: = ™
Campus ID: heging with
Mational ID: hegins with

Last Hame: heging with

L |

First Hame: hegins with
Term Alternate Key: |= + a,

[Jcase Sensitive

Search | Clear |Elasic59arch B save Search Criteria

Enter information to search for the student incomplete you wish to view.

You may search for the student by entering their SIS ID number or by entering their Last
and First Name.

Additionally, you should enter the following:

Academic Institution: select your college

Term: (optional) enter the term in which the Incomplete was assigned

Click Search.

Edit My Favorite Websites

Can be used to add links to websites the instructor would like quick access to while using
Faculty Center.

1
2
3.
4

From within the Faculty Center, click the Edit My Favorite Websites button.
For each website, enter a Link Name and the full web address for the site.
Click Save.

Click the Return button to return to the Faculty Center.
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Search for a Class (search the class schedule)

Click on Employee Self Service and then Faculty Center.

Click the Class Search link at the bottom of the Faculty Center window.

Click the Institution list and select the desired college.

1 =

To search across all Maricopa colleges, leave the institution field blank. 1f you
have set User Defaults for institution, you will not be able to leave the institution
field blank until you clear the default.

At Term (semester), click the Lookup icon C| and select the desired term.

Note: An instructor can also Browse the Catalog by selecting the Browse Catalog
radio button.

Click the button.

Enter the 3 letter course prefix into the Course Subject field. (e.g. eng).

Hint: You could also use the green select subject button to find and enter a Course
Subject.

Enter the desired information into the Course Number field. (e.g. 101).

At least two search criteria must be selected. The Show Open Classes Only
check box defaults as selected and is considered as one of the two required criteria.

Use the Legacy Section Number field to conduct a search for section numbers as
they were created in the Legacy system.

[ Additional Search l:riterial

Click to further define your search criteria to include
meeting times/days, instructor name, key words, etc.

Click the Search button.

SEARCH

When there are over 50 classes found, the system will display a message asking if
you would like to continue. You can choose Cancel and discontinue the search or
click the OK button to continue.

10.

Click the Section link to view class detail information.

ENG 061 - Basic Writing Skills

View All Sections First IIl 1-3 of 6 u Last

Section DO0L-LEC(27582) stats @
Session DD
Bons s dmes Eoom Instructor Meating Dates
. - 9@ 8/20/2007 -
MWF 3:30AM - 10:204M M Bldg Classro e A32 | Parnels Osback ez e

You may need to Click the link or click the Ei in order to view
all classes within the chosen subject.
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