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Faculty Self Service 
The Faculty Center is a self-service component that provides instructors a single entry 
point from which to begin navigation to instructor-related transactions.  
  
Upon completion of this section you will be able to:  

•   View Teaching Schedule     
•   View Class Roster     
•   Search Classes and Browse Course Catalog     
•   View Student Information   
•   Enter Grades online 

 

Introduction to the Faculty Center 
The Faculty Center enables you to view your class schedule, check class rosters, 
record grades and much more.  
  
 
 
Procedure 
 
 
This topic introduces the Faculty Center. 
 
Once completed, you will know how to navigate through the Faculty Center, as well as 
what options are available in the Faculty Center. 
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Step Action 
1.   First we need to access the Faculty Center pages. 

 
Click the Self Service link. 
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Step Action 
2.    

Click the Faculty Center link. 

3.   There are three tabs available in the Faculty Center component: 
 
• Faculty Center 
• Class Search 
• Browse Catalog 

4.   The Faculty Center tab provides links to your exam schedule, as well as 
giving a highlevel view of your teaching schedule. 
 
The View My Advisees link allows you to view the academic information 
of specific students. 
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Step Action 
5.    

Click the Class Search tab. 

6.   The Class Search page allows you to search for classes.  You can filter 
your search by Term, Subject, even Career.  
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Step Action 
7.    

Click the Browse Catalog tab. 

8.   The Browse Catalog page allows you to browse the Course Catalog 
alphabetically by subject.  
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Step Action 
9.    

Click the Faculty Center tab. 
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Step Action 
10.   To view details about a class, you can click on the hyperlink in the Class 

column.  
 
Click the PA 5315-501 (10870) link. 
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Step Action 
11.   The Class Details page provides detailed information about a class, 

including the status, meeting information, class capacity and wait lists. A 
description is also provided. 
 
Click the Return to Faculty Center link. 

 
12.   Other options on the Faculty Center page allow you to display only 

enrolled classes, or view the roster of a specific class.  
13.   Congratulations! You now know how to navigate through the Faculty 

Center, and have been introduced to the options available in the Faculty 
Center. 
End of Procedure. 

 
 

View Teaching Schedule 
The Faculty Center provides several ways for viewing an instructors' schedule of 
classes. An instructor will see only those terms for which he or she is assigned as the 
instructor.  
 
 
Procedure 
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This topic covers viewing the schedule of classes assigned to the instructor. 
 
Once completed, you will know how to navigate to the appropriate pages and what type 
of information is needed there. 
 
  

  

 
Step Action 
1.   First we need to access the Faculty Center pages. 

 
Click the Self Service link. 
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Step Action 
2.    

Click the Faculty Center link. 

3.   There are several ways to change how the teaching schedule is displayed. 
You can: 
 
• Change the term displayed 
• Display all classes, or only those with enrollees. 
• Browse Catalog 

 
  



 
Training Guide
Faculty Self Service

 

 

 Page 11

  

 
Step Action 
4.   To see your schedule in a week-by-week format, we need to go to the 

Weekly Teaching Schedule.  
  
Click the View Weekly Teaching Schedule link. 

5.   You can use the Show Week of field to specify the week and the Start 
Time and End Time fields to specify class times. You can also toggle 
between the Next Week and Previous Week classes. 
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Step Action 
6.   First, let's change the hours the schedule displays. Let's say I only want to 

see those classes that occur between 11:00 AM and 6:00 PM. 
 
Click in the Start Time field. 

 
7.    

Enter the desired information into the Start Time field. Enter a valid value 
e.g. "11:00AM". 

8.    
Click the Refresh Calendar button. 

 
9.   Now let's jump to a specific date. Let's display the calendar for the current 

date. 
 
Click the Choose a date (Alt+5) button. 

 
10.    

Click the Current Date link. 
 

11.    
Click the Refresh Calendar button. 
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Step Action 
12.   We can also limit the days displayed by the calendar. 

 
Click the vertical scrollbar. 
 

13.   In the Display Options section of the page, you can apply settings that 
determine what information is displayed. 
 
For example, let's display the Instructor Role for each class, and limit the 
display to Mondays, Wednesdays, and Fridays.  
 
Click the Show Instructor Role option. 

14.   Now let's display only the classes for Mondays, Wednesdays, and Fridays. 
 
Click the Tuesday option. 

 
15.    

Click the Thursday option. 
 

16.    
Click the Saturday option. 

 
17.    

Click the Sunday option. 
 

18.    
Click the Refresh Calendar button. 

19.    
Click the Vertical scrollbar. 
 

20.   We now see the Monday, Wednesday, and Friday classes, as well as the 
Instructor's role in each class. 

21.   You now know how to navigate through the calendar, as well as how to 
change the way it displays classes. 
End of Procedure. 

 
 

Viewing Class Rosters 
The Class Roster allows Instructors to view the students who are enrolled in a class, 
have dropped a class, or are on the wait list for a class. Instructors can send email 
notifications to selected students or all students in the class. Instructors also have the 
option to display student photos and have the ability to print the roster. 
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Procedure 
 
 
This topic covers the use of Class Rosters. 
 
Once completed, you will know how to view the list of students enrolled in a class. You 
will also know how to send email notifications to selected students or all students in the 
class, as well as how to print the Class Roster.  
 
  

  

 
Step Action 
1.   First we need to access the Faculty Center pages. 

 
Click the Self Service link. 
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Step Action 
2.    

Click the Faculty Center link. 

3.   In addition to allowing instructors to : 
 
•  View their teaching schedule     
•  View their grade rosters, enter grades, and post grades    
•  Search for classes and browse the course catalog  
 
the Faculty Center provides access to class rosters. 
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Step Action 
4.   Let's access the roster for this class.  

 
Click the Class Roster button. 

 
5.   In addition to the list of Enrolled Students, the Class Roster page lists 

meeting information and enrollment status, A link to a FERPA Statement 
is also available. 
 
The roster is a useful communication tool, allowing you to send emails to 
one, several, or all the students listed.  
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Step Action 
6.   Let's send an email to Eliana C----. 

 
Click the Notify option that corresponds to the desired student, Eliana 
Colada. 

 
7.    

Click the Vertical scrollbar. 
 

8.    
Click the Notify Selected Students button. 
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Step Action 
9.    

Click in the Message Text field. 
 

10.   Enter the desired information into the Message Text field. (Note: Make 
sure you keep the misspelling.)  
 
Enter "Please come by my ofice this afternoon.". 

11.   Before we send it, we should check the spelling.  
 
Click the Spell Check Message Text (Alt+5) button. 

 
12.   The misspelled word is highlighted and a correct alternative is offered.  

 
Click the Change button. 

 
13.    

Click the OK button. 

14.    
Click the Return to Class Roster link. 
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Step Action 
15.   The process is similar if you want to send an email to everyone listed on 

the Class Roster. The difference is that you do not need to select any of 
the students. 
 
Click the Notify Listed Students button. 
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Step Action 
16.   This page lists the student(s) who do not have an email address on record. 

 
You can either Cancel the message, or Continue.  
 
Click the Continue button. 
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Step Action 
17.    

Click the Return to Class Roster link. 

18.   Congratulations!  
 
You now know how to view the list of students enrolled in a class. You also 
know how to send email notifications to selected students or all students in 
the class, as well as how to print the roster.  
End of Procedure. 

 
 

View Student Information 
Almost all instructors will be called upon to assist a student. Whether helping them 
navigate the registration process, or looking up Service Indicators (previously called 
"holds"), Orion simplifies the task of helping students by allowing faculty members to 
see the same information, just as it is displayed to the student.   
 
 
Procedure 
 
 
Orion allows faculty to view student information so that he or she can assist students. 
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This topic describes how to access information about students, covering everything from 
contact information to academic career data.  
 
  

  

 
Step Action 
1.    

Click the Self Service link. 
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Step Action 
2.   The student information is accessed through the View My Advisees tool.  

 
Click the View My Advisees object. 
 

3.   As you see, this instructor (like most at our institution), does not have any 
advisees assigned to her. 
 
However, she can look up information for students that are not advisees. 
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Step Action 
4.    

Click the View data for other students button. 
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Step Action 
5.    

Enter the desired information into the ID field. Enter a valid value e.g. 
"1234567890". 

6.    
Click the Search button. 
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Step Action 
7.   This page (the Student Center page) is identical to the page the student 

sees when opening his or her Student Center.  
 
Click the General Info tab. 

 
 
  



 
Training Guide
Faculty Self Service

 

 

 Page 27

  

 
Step Action 
8.   This page provides general information, such as Service Indicators or 

Personal Data, about the student. 
 
Click the Transfer Credit tab. 
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Step Action 
9.   Transfer credit information is displayed on this tab.  

 
Click the Academics tab. 
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Step Action 
10.   The Academics tab contains information about the student's academic 

career here. 
 
Click the Faculty Center link. 

 
11.   Congratulations! 

 
You now know to access student information covering everything from 
contact information to academic career data. 
End of Procedure. 

 
 

Entering Grades 
The Faculty Center gives instructors access to Class Rosters and Grade Rosters. This 
allows instructors to enter grades.  
 
 
Procedure 
 
 
This topic covers entering grades into the Orion system.  
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Upon completion of this lesson, you will be able to add grades to entire groups of 
students or individually. You will also know how to send notices to students and approve 
grades 
 
  

  

 
Step Action 
1.   First navigate to the Grade Roster of the particular class you want to give 

grades. 
 
Click the Self Service link. 
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Step Action 
2.    

Click the Faculty Center link. 
 

3.   This page displays your teaching schedule, as well as providing links to 
class rosters, gradebooks, and grade rosters. 
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Step Action 
4.   We will use the Grade Roster to add grades to the Research Methods in 

Public Administration class. 
 
Note: Make sure you are in the right term for grading.  
 
Click the Grade Roster button. 

 
5.   On the Grade Roster you can set the type of grade roster, set the 

approval status, give a blanket grade to all the students, or set the grades 
for each student individually. 

6.   Note: Do NOT use the Transcript Note tool! (Located  next to the 
Student Grade tab.)  
 
This functionality is reserved for possible future use. Faculty should not 
add notes to student transcripts. 
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Step Action 
7.   The majority of students earned a B in this class.  

 
Let's use the Add this grade to all students option to get started.  
 
Click the <- Add this grade to all students list. 
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Step Action 
8.    

Click the B list item. 
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Step Action 
9.    

Click the <- Add this grade to all students button. 

10.   All the students now display a grade of B. Now we can change the grades 
for those that didn't earn a B. 
 
Click the Vertical scrollbar. 
 

11.   Student 3 earned a D. 
 
Click the Roster Grade list. 
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Step Action 
12.   Click the D list item for Student 3. 
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Step Action 
13.   Student 5 earned an I (Incomplete). 

 
Click the Roster Grade list. 
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Step Action 
14.    

Click the I list item. 
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Step Action 
15.    

Click the Save button. 
 

16.   The Approval Status offers three types of approval. This controls how 
grades and the grade roster are processed: 
 
Not reviewed – no grades present.  
Reviewed – some grades submitted and saved, but the grades have not 
been posted because changes may still occur.   
Approved – each student has a grade, no more changes are needed, and 
the grades are ready to post to academic record. 

17.   Let's go ahead and approve these grades. 
 
Click the Approval Status list. 
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Step Action 
18.    

Click the Approved list item. 
 

19.   Once the grades are approved, you can no longer change them. 
 
Note: Grades MUST be set to approved for the grades to post to the 
student’s academic record.  Students will not be able to see their grades 
until the grade is posted.   
 
Additionally, each student must have a grade to move the grade roster to 
approved status.   
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Step Action 
20.    

Click the Notify All Students button. 
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Step Action 
21.   If an email address is missing, a list displays and you are given the option 

of canceling the email. 
 
Click the Continue button. 
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Step Action 
22.   Here you can enter any text in the Message Text box. You can also edit 

the email addresses, as well as the subject line. 
 
Click the Return to Grade Roster link. 
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Step Action 
23.    

Click the Vertical scrollbar. 
 

24.    
Click the Save button. 

 
25.   You can also print a hardcopy version for your files. 

 
Click the Printer Friendly Version button. 
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Step Action 
26.   Use your browser's print function to print the Grade Roster. 

 
Click the Return link. 

 
27.   Congratulations!  

 
You now know how to add grades to entire groups of students or 
individually. You also can notify students and approve grades 
End of Procedure. 

 
 

Reviewing Grades 
The Faculty Center gives instructors access to Class Rosters and Grade Rosters. This 
allows instructors to review grades.  
 
 
Procedure 
 
 
This topic covers reviewing grades already entered into the Orion system.  
 
Upon completion of this lesson, you will be able to review and change grades to entire 
groups of students or individually.  



Training Guide 
Faculty Self Service 

 

 

 Page 46 

 
  

  

 
Step Action 
1.   First navigate to the Grade Roster of the particular class you want to give 

grades. 
 
Click the Self Service link. 
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Step Action 
2.    

Click the Faculty Center link. 

3.   This page displays your teaching schedule, as well as providing links to 
class rosters, gradebooks, and grade rosters. 
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Step Action 
4.   We will use the Grade Roster to add grades to the Research Methods in 

Public Administration class. 
 
Note: Make sure you are in the right term for grading.  
 
Click the Grade Roster button. 

 
5.   On the Grade Roster you can set the type of grade roster, set the 

approval status, give a blanket grade to all the students, or set the grades 
for each student individually. 

6.   Note: Do NOT use the Transcript Note tool! (Located  next to the 
Student Grade tab.)  
 
This functionality is reserved for possible future use. Faculty should not 
add notes to student transcripts. 
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Step Action 
7.   The majority of students earned a B in this class.  

 
Let's use the Add this grade to all students option to get started.  
 
Click the <- Add this grade to all students list. 
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Step Action 
8.    

Click the B list item. 
 

 
  



 
Training Guide
Faculty Self Service

 

 

 Page 51

  

 
Step Action 
9.    

Click the <- Add this grade to all students button. 

10.   All the students now display a grade of B. Now we can change the grades 
for those that didn't earn a B. 
 
Click the Vertical scrollbar. 
 

11.   Student 3 earned a D. 
 
Click the Roster Grade list. 
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Step Action 
12.    

Click the D list item. 
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Step Action 
13.   Student 5 earned an I (Incomplete). 

 
Click the Roster Grade list. 
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Step Action 
14.    

Click the I list item. 
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Step Action 
15.    

Click the Save button. 
 

16.   The Approval Status offers three types of approval. This controls how 
grades and the grade roster are processed: 
 
Not reviewed – no grades present.  
Reviewed – some grades submitted and saved, but the grades have not 
been posted because changes may still occur.   
Approved – each student has a grade, no more changes are needed, and 
the grades are ready to post to academic record. 

17.   Let's go ahead and approve these grades. 
 
Click the Approval Status list. 
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Step Action 
18.    

Click the Approved list item. 
 

19.   Once the grades are approved, you can no longer change them. 
 
Note: Grades MUST be set to approved for the grades to post to the 
student’s academic record.  Students will not be able to see their grades 
until the grade is posted.   
 
Additionally, each student must have a grade to move the grade roster to 
approved status.   
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Step Action 
20.    

Click the Notify All Students button. 
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Step Action 
21.   If an email address is missing, a list displays and you are given the option 

of canceling the email. 
 
Click the Continue button. 

 
 
  



 
Training Guide
Faculty Self Service

 

 

 Page 59

  

 
Step Action 
22.   Here you can enter any text in the Message Text box. You can also edit 

the email addresses, as well as the subject line. 
 
Click the Return to Grade Roster link. 
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Step Action 
23.    

Click the Vertical scrollbar. 
 

24.    
Click the Save button. 

 
25.   You can also print a hardcopy version for your files. 

 
Click the Printer Friendly Version button. 
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Step Action 
26.   Use your browser's print function to print the Grade Roster. 

 
Click the Return link. 

 
27.   Congratulations!  

 
You now know how to add grades to entire groups of students or 
individually. You also can notify students and approve grades 
End of Procedure. 

 
 

Posting Grades and Notifiying Students 
The Faculty Center gives instructors access to Class Rosters and Grade Rosters. This 
allows instructors to approve grades and send notifications to students. 
 
 
Procedure 
 
 
This topic covers entering grades into the Orion system.  
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Upon completion of this lesson, you will be able to add grades to entire groups of 
students or individually. You will also know how to send notices to students and approve 
grades 
 
  

  

 
Step Action 
1.   First navigate to the Grade Roster of the particular class you want to give 

grades. 
 
Click the Self Service link. 

 
 
  



 
Training Guide
Faculty Self Service

 

 

 Page 63

  

 
Step Action 
2.    

Click the Faculty Center link. 

3.   This page displays your teaching schedule, as well as providing links to 
class rosters, gradebooks, and grade rosters. 
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Step Action 
4.   We will use the Grade Roster to add grades to the Research Methods in 

Public Administration class. 
 
Note: Make sure you are in the right term for grading.  
 
Click the Grade Roster button. 

 
5.   On the Grade Roster you can set the type of grade roster, set the 

approval status, give a blanket grade to all the students, or set the grades 
for each student individually. 

6.   Note: Do NOT use the Transcript Note tool! (Located  next to the 
Student Grade tab.)  
 
This functionality is reserved for possible future use. Faculty should not 
add notes to student transcripts. 
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Step Action 
7.   The majority of students earned a B in this class.  

 
Let's use the Add this grade to all students option to get started.  
 
Click the <- Add this grade to all students list. 
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Step Action 
8.    

Click the B list item. 
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Step Action 
9.    

Click the <- Add this grade to all students button. 

10.   All the students now display a grade of B. Now we can change the grades 
for those that didn't earn a B. 
 
Click the Vertical scrollbar. 
 

11.   Student 3 earned a D. 
 
Click the Roster Grade list. 

 
 
  



Training Guide 
Faculty Self Service 

 

 

 Page 68 

  

 
Step Action 
12.    

Click the D list item. 
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Step Action 
13.   Student 5 earned an I (Incomplete). 

 
Click the Roster Grade list. 
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Step Action 
14.    

Click the I list item. 
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Step Action 
15.    

Click the Save button. 
 

16.   The Approval Status offers three types of approval. This controls how 
grades and the grade roster are processed: 
 
Not reviewed – no grades present.  
Reviewed – some grades submitted and saved, but the grades have not 
been posted because changes may still occur.   
Approved – each student has a grade, no more changes are needed, and 
the grades are ready to post to academic record. 

17.   Let's go ahead and approve these grades. 
 
Click the Approval Status list. 
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Step Action 
18.    

Click the Approved list item. 
 

19.   Once the grades are approved, you can no longer change them. 
 
Note: Grades MUST be set to approved for the grades to post to the 
student’s academic record.  Students will not be able to see their grades 
until the grade is posted.   
 
Additionally, each student must have a grade to move the grade roster to 
approved status.   
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Step Action 
20.    

Click the Notify All Students button. 
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Step Action 
21.   If an email address is missing, a list displays and you are given the option 

of canceling the email. 
 
Click the Continue button. 
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Step Action 
22.   Here you can enter any text in the Message Text box. You can also edit 

the email addresses, as well as the subject line. 
 
Click the Return to Grade Roster link. 
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Step Action 
23.    

Click the Vertical scrollbar. 
 

24.    
Click the Save button. 

 
25.   You can also print a hardcopy version for your files. 

 
Click the Printer Friendly Version button. 
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Step Action 
26.   Use your browser's print function to print the Grade Roster. 

 
Click the Return link. 

 
27.   Congratulations!  

 
You now know how to add grades to entire groups of students or 
individually. You also can notify students and approve grades 
End of Procedure. 

 


	Introduction to the Faculty Center
	Faculty Self Service
	View Teaching Schedule
	Viewing Class Rosters
	View Student Information
	Entering Grades
	Reviewing Grades
	Posting Grades and Notifiying Students


