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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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Personalize Content | Lavout

Search:

®
[- Self Service
[> Set Up SACR
> Reporting Tools
— Change My Password
— Ly System Profile

e =
Home Add to Favorites

Sign out
Help

Step Action

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

Click the Self Service link.
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TEST

I~ Self Servic
— Eaculty Center
— View Wy Advisees
— Class Search
— Browse Course Catalog
[ SetUp SACR
[ Reporting Tools
— Change Wy Password
— My System Profile

Home Add to Favoriles Sign out

% ) Self Service

Navigate to your self service information and activites.

!E Faculty Center E View My Advisees E Class Search
&4 Use the Faculty center to manage all your /Access your advisee roster and view details Use search criteria to find a class.
class, student and advisee related activities. including academic information, class

schedules, degres progress and grades.

Browse Course Catalot
Browse the course catalog by subject

Step

Action

Click the Faculty Center link.
_ FEICLIH" CEHtEr AV Tgans Y WU TS
— Wiew My Advisees ﬁﬁ Faculty Center

There are three tabs available in the Faculty Center component:

* Faculty Center
* Class Search
* Browse Catalog

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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T T
Home Add to Favoriles gn out

Jarrell,Karen

[ faculty center W[ class search W[ browse catalog W

Faculty Center
— Class Search
— Browse Course Catalog
[> Set Up SACR

> Reporting Tools

— Change My Password

— My System Profile

My Exsm Schedule

View My Advisees
2009 Spring | University of Texas at Dallas change term

Select display option: (@) Show All Classes. () Show Enrolled Classes Only

B 6race roster B Loarning Mansgement

My Teaching Schedule > 2009 Spring > University of Texas at Dallas

Class Class Title Enrolled | Days & Times Room Class Dates
5 PAS31S-  PUBLIC MANAGEMENT 24 Th 7:00PM - 9:45PM WSTC 1.216  Jan 12, 2009-
1 (Lecture) May 13, 2009
(10870}

View Weekly Tesching Schedule Go to top

My Exam Schedule > 2009 Spring > University of Texas at Dallas

You have no final exams scheduled st this time.

Go to top

Faculty Center Class Sesrch Browse Catsleg

Step Action

Click the Class Search tab.

[ class search |

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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T T T
Home Add to Favoriles Sign out

Search:

®

[ Self Senvice

faculty center class search I browss catalog ]

Search for Classes

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Institution [University of Texas st Dallas v
— Change WMy Password
- My System Profile Term [ 1984 Spring v

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

Course Subject ‘ - ‘
Course Number = exactly v

Show Open Classes Only
[Jshow Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results,

[ Additional Search Criteria ‘

CLEAR CRITERIA SEARCH

Faculty Center Clsss Search Erovee Cstzslog

Step Action

Click the Browse Catalog tab.

[ browse catalog |

8. The Browse Catalog page allows you to browse the Course Catalog
alphabetically by subject.
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TEST

— Class Search
— Browse Course Catalog
[> Set Up SACR

> Reporting Tools

— Change My Password

— My System Profile

[ faculty center I

Add to Favoriles Sign out

|

class ssarch I browss catalog ]

Browse Course Catalog

HBCDEFGH\JKLI'.’INUPELRSTUVW)(YZ
012345 672889

COLLAPSE ALL EXPAND ALL

Select subject code to display or hide course information.

D A&H - AH - Arts and Humanities

=4
I

ABS - Registered In Absentia

=4

ACCT - ACCT - Accounting

-

ACN - ACN - Appld Cognition Neurosci

=4

AERO - AERO - AFROTC - with UNT

[ AERS - AERS - Aeroncutical Science

P AGRI - Agriculture - CCN

D AHST - AHST - Art History

D AIM - AIM - Accounting and Info Mgmt

Step Action

9.

Click the Faculty Center tab.

[ faculty center |
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TEST

— Class Search
— Browse Course Catalog
[> Set Up SACR

> Reporting Tools

— Change My Password

— My System Profile

Home Add to Favoriles

Jarrell,Karen

[ faculty center W[ class search W[ browse catalog W

Faculty Center

My Exsm Schedule

View My Advisees

2009 Spring | University of Texas at Dallas change term

Select display option: (@) Show All Classes.

8 cloes Ros

() Show Enrolled Classes Only

ter

Gradebook M) Grode Roster [ Learming Mansgement

My Teaching Schedule > 2009 Spring > University of Texas at Dallas

Class Class Title Enrolled | Days & Times Room Class Dates
5 PAS31S-  PUBLIC MANAGEMENT 24 Th 7:00PM - 9:45PM WSTC 1.216  Jan 12, 2009-
501 (Lecture) May 13, 2009
(10870}
View Weekly Teaching Schedule Go to top

My Exam Schedule > 2009 Spring > University of Texas at Dallas

You have no final exams scheduled st this time.

Go to top

Faculty Center Class Sesrch Browse Catsleg

Sign out

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.

PA S315-
S01
(108701
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Search:

| e

[ Self Senvice

- 5ees

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools
— Change My Password
— My System Profile

T
Home Add to Favorites Sign out
.

i faculty center I class search I browse catalog

Faculty Center

Class Details

PA5315-501 PUBLIC MANAGEMENT

niversity of Texas st Da

Return to Faculty Center

Status @ open Career Gradusts
Class Number 10870 Dates 1/12/2009 - 5/13/2009

Session Regular Academic Session Grading Graded - Graduate Courses

Units 3 units Location UT Dallzs Mzin Campus
Instruction Mode  Face-to-Face Campus  UTDAL Main Campus
Class Components  Lecturs Required

Meeting Information
Days & Times. Room Mesting Dates
Th 7:00PM - 9:45PM 01/12/2009 - 05/13/2009

WSTC 1.216 Jarrell,Karen

Class Capacity 995 Wait List Capacity 0
Enrollment Total 24 Wait List Total o
Available Seats 575

PA 5315 (PSCI 5315) Public Management (3 semester hours) The applicatien of
idea igues of public management and d ing to examine
the v of the generzl manager in public org ns. Utilizes the
cas -0) Y

Return to Faculty Center

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.

[Return to Faculty Cented

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.

(UMY TEST

Personalize Content | Lavout

Home: Add to Favorites Sign out

Help

Search:

[ Self Service
[> Set Up SACR
[ Reportina Tools

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

Click the Self Service link.
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T T
Home Agd to Favoriies Sign out

Main Menu >
\*‘?, Self Service

Navigate to your self service information and activites.

(]

— Eaculty Center

— View Wy Advisees FEI Faculty Center E View My Advisees E Class Search
— Class Search &4 Use the Faculty center to manage all your /Access your advisee roster and view details Use search criteria to find a class.

class, student and advises related activiies. including academic information, class
schedules, degres progress and grades.

— Browse Course Catalog
[ SetUp SACR
[ Reporting Tools

Browse Course Catalot
Browse the course catalog by subject

Step Action

Click the Faculty Center link.
_ FEICLIH'-CEHIEF AV Tgans Y uurt il
- View My Advisees ﬁ@ Faculty Center

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
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Search:

®

[ Self Senvice

— Faculty Center

— View Wy Advisees Faculty Center

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

T T
Home Add to Favoriles Sign out

Jarrell,Karen

[ faculty center W[ class search W[ browse catalog W

My Exsm Schedule

iew My Advisees

2009 Spring | University of Texas at Dallas change term

Selact display option: @ Show All Classes (2 Show Enrolled Classes Only

Class Title Enrolled | Days & Times Room Class Dates
PUBLIC MANAGEMENT 24 Th 7:00PM - 9:45PM WSTC 1.216  Jan 12, 2009-
(Lecture)

May 13, 2003

Go to top

My Exam Schedule > 2009 Spring > University of Texas at Dallas

You have no final exams scheduled st this time.

Go to top

Faculty Center Class Sesrch Browse Catsleg

Step

Action

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.

[view weekly Teaching S:hedulgj

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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Search:
[ Self Senvice
a

[> Set Up SACR

TEST ﬁ
Home Add to Favoriles Sign out
a

I

ear
— Browse Course Catalog

> Reporting Tools

Jarrell,Karen

f

Faculty Center

faculty center class search browse catalog

View My Weekly Schedule

<< previous week

Week of 1/12/2009 - 1/18/2009

next week >>
refresh calendar

Show Week of [01/12/2009 B Start Time [2:00AM | End Time [6:00PM

Monday Tuesday Wednesday Thui
Time Jan 12 Jan 12 Jan 14 Jal
8:00AM
9:00AM
GEOS 4606 - ATS GEOS 41
GEDS 4606 - SPT Independent Study GEOS 4606 - SPT Indepen:
AT Independent Study 10:00AM - 11:15AM Independent Study 10:00AM
: 10:00AM - 11:00AM School of Management 2.804 10:00AM - 11:00AM School of Man
Schaol of 2.802 School of Management 2.303
CRIM 3319 - MLA CRIM 3:
Lec
11:00AM 10:15AM - 11:30AM 10:15AM
GOVT 2301 - SPT Erik Jonsson Academic Center 3.304 Erik Jonsson Aca
Lacture (—
12:00PM 11:30AM - 2:15PM
cecil H. Green Hall 2.302
1:00PM
GOVT 2301 - SPT
Lecture
11:30AM - 2:15PM
Cecil H. Green Hall 2.202
2:00PM _—
ATEC 2331 - SPT ATEC 2331 - SPT
Lecture ure
2:30PM - 3:45PM B )= Ee N
Erik Jonsson Academic Center 4,614, Erik Jonsson Academic Center 4.614
ATEC 2331 - SPT
Lecture
F:0oem 2:30PM - 3:45PM
Erik Jonsson Academic Center 4,614 ~
< ¥

Step

10.

11.

Action

First, let's change the hours the schedule displays. Let's say | only want to
see those classes that occur between 11:00 AM and 6:00 PM.

Click in the Start Time field.

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

Click the Refresh Calendar button.
| |

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

refrash calendar

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

Click the Current Date link.

Click the Refresh Calendar button.
| |

refresh calendar

Page 12



Training Guide
Faculty Self Service

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.

| D Show Instructor Ro|e|

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.
| refresh calendar I
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.

Page 13
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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.

TEST

Personalize Content | Lavout Hel

Search:

[- Self Service
[> Set Up SACR
> Reporting Tools

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

Click the Self Service link.
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Home Add to Favorites

— Eaculty Center

— View Wy Advisees

— Class Search

— Browse Course Catalog
[ SetUp SACR
[ Reporting Tools

Sign out

%  Self Service

Navigate to your self service information and activites.

(]

!E Faculty Center E View My Advisees E Class Search
&4 Use the Faculty center to manage all your /Access your advisee roster and view details Use search criteria to find a class.
class, student and advisee related activities. including academic information, class

schedules, degres progress and grades.

Browse Course Catalot
Browse the course catalog by subject

Step

Action

Click the Faculty Center link.
_ FEICLIH"CEI'ITEI’ AV Tgans Y uurt il
- View My Advisees ﬁ@ Faculty Center

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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— View My Advisees

— Class Search

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

T T
Home Add to Favoriles Sign out

Search:

®

Jarrell,Karen

[ faculty center W[ class search W[ browse catalog W

Faculty Center

My Exsm Schedule

2009 Spring | University of Texas at Dallas change term

Select display option: (@) Show All Classes. () Show Enrolled Classes Only

8 Clos Roster B Gradebook B Grade Roster B} Learning Management

My Teaching Schedule > 2009 Spring > University of Texas at Dallas

Class Class Title Enrolled | Days & Times Room Class Dates

5 PAS31S-  PUBLIC MANAGEMENT 24 Th 7:00PM - 9:45PM WSTC 1.216  Jan 12, 2009-
501 (Lecture) May 13, 2009
(10870}

View Weekly Teaching Schedule

Go to top

My Exam Schedule > 2009 Spring > University of Texas at Dallas

You have no final exams scheduled st this time.

Go to top

Faculty Center Class Sesrch Browse Catsleg

Step

Action
Let's access the roster for this class.

Click the Class Roster button.
it
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.

Page 16
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TEST
Home Add to Favorites Sign out
~
Faculty Center il
Class Roster
PA 5315 - 501 PUBLIC MANAGEMENT
— Class Search
— Browse Course Catalog Lecture (10370)
I SetUp SACR 2009 Spring | Regular Academic Sassion | University of Texas at Dallas | Graduats
> Reporting Tools
= Weeting Information
Days & Times [Room |1nstructor |Meeting Dates
Th 7:00PM - 5:45PM |wsTc 1218 |3arrell.ksren |01/12/2008 - 05/13/2008

*Enroliment Status change

Enrollment Capacity ~ 999 Enrolled 17
ﬁ View FERPA Statement
Selact display option: (@) Link to Photos ) Include photos in list

Enrolled Students

1-17 of 17 "l Last

Notify| Photo|ID Name E:‘i’: units| Program and Plan ]
. Master -
il O | N— Convarsion| 3.00| 1221807 L L adfaine Graduste
Master -
2l O & - - Cenvarsion| 3.00| e oo L eT Stugies  |Sredusts
Master -
= O (B | e ———— Conversion| 3.00) (22200 o lie Affairs Graduate
Master -
s O |& P—— Conversion| 3.00[@®= 20~ L Attaire Graduate
Master -
s| O E:Q - —— - Conversion| 3.00| 2250 . o L Afaire Graduate
Graduate Non-Degrae
s B - Conversion| 3.00| Objective - Graduste
Master of Public Affairs - HD
Doctoral -
= - . Conversion| 3.00| 5, Liic bolicy and Political B | 52943t
. Master -
sl O EQ - — wn |convarsion| 3.00(PRE L L Affains Graduzste v

Step Action
6. Let's send an email to Eliana C----.

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

Click the Vertical scrollbar.

Click the Notify Selected Students button.

| NOTIFY SELECTED STUDENTS |
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Search:

| e

Faculty Center

vt
Home Add to Favorites Sign out

cl
- rse Catalog
[> Set Up SACR

> Reporting Tools

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma a< a separator.
Hotification from Jarrell,Karen

From: @utdallss.edu

tor ‘ @utdzllas.edu |

CcC: ‘ |

@utdsllas.adu

Subject: <From the desk of Jarrell.Karen

Message Text:

SEND NOTIFICATION

Return to Class Roster

Step

10.

11.

12.

13.

14.

Action
Click in the Message Text field.

Enter the desired information into the Message Text field. (Note: Make
sure you keep the misspelling.)

Enter "Please come by my ofice this afternoon.".
Before we send it, we should check the spelling.

Click the Spell Check Message Text (Alt+5) button.
&
The misspelled word is highlighted and a correct alternative is offered.

Click the Change button.

Click the OK button.

Click the Return to Class Roster link.
Return to Class Rcsted
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Home Add to Favoriles Sign out
| O & Wr— Conversien| 3.00 m:::::;FPublw:AFFawrs Graduste A
! Mastar -
2| O (& - . Convarsion| 3.00| 800 L aT Stugies Graduste
3| O (B P— Convarsien| 3.00 n:::z:;wubh:}wws Graduate
Master -
_ Class Search | O | s |conversion| 3.00[R=ET L L airs Graduate
— Browse Course Catalog Moter -
b SetUp SACR sl O |E& - - Conversion| 3.00[@®= "0~ L Attaire Graduate
b Reporfing Tools Graduats Non-Degree
3 EQ - Conversion| 3.00| Objective - Graduzte
Master of Public Affairs - HD
Doctoral -
)| O & - Conversion| 3.00| 5, Ll bolicy and Political ¢ | Cr2duate
sl O & s wn [conversion| z.a|MEstEr - e Graduate
sl O (B - _a Conversion| 3.00 x:::z:;wum Affaire Graduste
w| O |E g Cenversion| 3.00 n:::::;wubh: aftaire Graduste
u| O B - . Conversion| 3.00 n:::z:;wubh: affaire Graduste
2| O B Rp— Conversion| .00 x:::::;wubh: affaire Graduste
Master -
=l 0O | - . Conversion| 3.00|Master of Public Graduate
Affairs/Master of Public Policy
14 [E= wew Swiw | Conversion| 2.00 x:::z: of Public Affairs Graduate
[ O B - Conversion| 3.00 x:::::;wubh[ o Graduste
Mastar - g
1) O E:Q PAg— Conversion| 3.00| 120 linary Studies Graduate =
Graduate Non-Degres
17| O E:Q - R—— Conversion| 3.00|Objective - Graduate
Master of Public Affairs - HD
NOTIFY SELECTED STUDENTS NOTIFY LISTED STUDENTS FRINTER FRIENDLY VERSION
Eeturn to Faculty Center
~

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.

| NOTIFY LISTED STUDENTS |
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T T
Home Agd to Favoriies Sign out

Search:

®

Faculty Center

Students without Email Address

— View by Advisees CANCEL CONTINUE
— Class 8earch
— Browse Course Catalog
[> Set Up SACR

> Reporting Tools

Missing Email Address

CANCEL CONTINUE

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.

CONTINUE
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TEST ﬁ
Home Add to Favoriles Sign out

Search:

I
[ Self Senvice

=) Advisees

— Class Search

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Faculty Center

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma a< a separator.
Hotification from Jarrell,Karen

From: gutdsllzs.edu

tor ‘ @utdsllzs.adu |

CcC: ‘ |

Subject: <From the desk of Jarrell.Karen>

Message Text:

SEND HOTIFICATION

Return to Class Roster

Step Action

17.
Click the Return to Class Roster link.
[Return to Class Rosterd

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.

TEST

Personalize Content | Lavout

Search:

[> Self Service
[> Set Up SACR
- Reporing Tools

Add to Favorites Sign out

Step Action

1.
Click the Self Service link.

[ Self Service
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Home Add to Favorites Sign out

Search:

2

— Eaculty Center

%  Self Service

Navigate to your self service information and activites.

— View Wy Advisees %.‘Fa:u\g Center E View My Advisees E Class Search
— Class Search &Z2 |Use the Faculty center to manage all your /Access your advisee roster and view details Use search criteria to find a class.
— Browse Course Catalo class, student and advisee related activities. including academic information, class

[- Set Up SACR schedules, degree progress and grades.

> Reporting Toals

Browse Course Catalot
Browse the course catalog by subject

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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Search:

®

[ Self Senvice

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Jarrell,Karen

[ my advisees ]( student center ]( general info ]( transfer credit ]( academics

]

View My Advisees

—
Home Add fo Favorites Sign out

Advisee Roster

| ® There is no information for the transaction you requested.

VIEW DATA FOR OTHER STUDENTS

My Advisees Student Center General Info Transfer Credit Academics

Step Action

4.

Click the View data for other students button.

| VIEW DATA FOR OTHER STUDENTS I
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Search:

I
[ Self Senvice

— Facully Center

— Class Search

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Advisee's Student Center

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

Find an Existing Value

—
Home Add to Favorites Sign out

D: [ begins with w]|

Campus ID:| begins with |||

National ID: | begins with w2

Last Name“ begins with |+ [

First Name:‘ begins witn |||

[ case sensitive

Search | Clear |Easu:Seamh 1B save Search Criteria

Step

Action

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

"1234567890".

Click the Search button.
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Search:

[ Self Senvice

[> Set Up SACR

TEST

®

— Browse Course Catalog

> Reporting Tools

HDmE A.dd 1o Favoriles :‘.un out
-

my advisees swdentcenter || generalinfo || transtercredit || academics

]

a's Student Center

My Class Schedule Foezdiines (=1 5 cradebook

Shopping Cart ¥ To Do List

My Planner This Week's Schedule

Class Schedule

~ Enroliment Dates
[otherscademice. MI® | g 0 3570

LEC (11248)

Eﬂ ISNS 3368-001
7 .
LEC (11784)

weekly schedule b

~ Personal Information

Contact Information
Demegraphic Dats

Emergency Contact Permanent Address Billing Address
Hone

Home Phone Personal Email

Mo Holds.

Open Enrollment Dates

My Advisees Student Centsr Genersl Info Trznsfer Credit Academics

QURetumnto Search | [ENotity

2 i

[E3

Step

Action

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.
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—
Home Add to Favorites Sign out
A

Search:

®

= Self Serv

f my advisees ]( student center ]( general info ]( transfer credit ]( academics W

Eervice Indicators Initiated Checklists

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Student Groups Personal Data

Addresses Names COLLAPSE ALL
Email Addresses Phones ——

¥ Service Indicators

No service indicators found.

[Eco to top L
= Initiated Checklists
No initiated checklists found.
[Eco to top
¥ Student Groups
Student Group | Description Institution Status
i University of Texaz at Active as of
cB4L Lisble to 45 hr rule 7\ *® e e
- Fall 2007 Guaranteed University of Texas at Active as of
Tuition Dallas 1970-01-01
[Elco to top

< Personal Data

Campus 1D:

Date of Birth:

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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Home Add to Favoriies Sign out

Search:

®

[ Self Senvice

— Faculty Center

— View My Advisees

f my advisees ]( student center ]( general info ]( transfer credit academics

— Class rch

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

No data available.

My Advisees Student Center General Info Transfer Credit Academics

£\ Return to Search | [=] Notify

Step Action
9. Transfer credit information is displayed on this tab.

Click the Academics tab.
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Search:

[= Self Senvice

[> Set Up SACR

I

— Class 8earch
— Browse Course Catalog

> Reporting Tools

TEST ﬁ
Home Add to Favoriles Sign out

f my advisees ]( student center ]( general info ]( transfer credit ]( academics 1

Institution / Career / Program

UTDAL - University of Texas at Dallas

You have no access to this information.

~ GRAD - Grad Non-Degree Objective

Term Summary

~ UTDAL - University of Texas at Dallas Term Setup
" GRAD - Graduate
- 2092 - 2009 Spring You have no access to this information.

©7 2088 - 2008 Fall

- 2085 - 2008 Summer
7 2082 - 2008 Spring
- 2078 - 2007 Fall

My Advisses Student Center General Info Transfer Credit Academics

S\Retumn to Search | [Z] Hotify

Step
10.

11.

Action

The Academics tab contains information about the student's academic
career here.

Click the Faculty Center link.

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

TEST

Personalize Content | Lavout

Search:

[- Self Service
[> Set Up SACR
> Reporting Tools

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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TEST

Main Menu >
\*‘?, Self Service
Navigate o your self service information and activities.

FZ/E Facuity Center
€5 Us= the Faculty center to manage al your
class, student and advisee related activities.

(]

— Eaculty Center

— View Wy Advisees

— Class Search

— Browse Course Catalog
[ SetUp SACR
[ Reporting Tools

E" View My Advisees

Access your advisee roster and view details
including academic information, class.
schedules, degree progress and grades.

Browse Course Catal
Browse the course catalog by subject

Add to Favoriles Sign out

E" Class Search
Use search criteria to find a class.

Step Action

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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[> Set Up SACR

TEST ﬁ
Home Add to Favoriles Sign out
a

Search: Dr. KJ Jarrell B
VI:SEHSEMEE [ faculty center W[ class search W[ browse catalog W

— Faculty Center

— Viey dvisees Faculty Center

rch
— Browse Course Catalog

> Reporting Tools

My Exsm Schedule

iew My Advisees
2009 Fall | University of Texas at Dallas __change term

Selact display aption: @® Show All Classes () Show Enralled Classes Only

Class. Class Title Enrolled Days & Times. Room Class Dates

= AIM 6201- FINANCIAL o S2 B:30AM - 12:30PM SOM 1.110  Aug 20, 2009-
051 ACCOUNTING Oct 17, 2009
(10832)  (Lecture)

"g"'j EA 4V90-  MAHAGEMENT o TEA TEA Aug 20, 2003-
Fig INTERHSHIP Dec 16, 2009

(10832)  (Practicum)

RES METH IN CRIME O TuTh 10:00AM - 11:15AM TBA Aug 20, 2009~
& JUST STUDY Dec 16, 2009
(Lecturs)
- COMPUTER SCIENCE 0 We 2:30PM - 4:20PM ECSS5 2.103  Aug 20, 2009-
LABORATORY Dec 16, 2009
(Labaratery)
304- RESEARCH METHODS 10 TuTh 10:00AM - 11:15AM TBA Aug 20, 2008~ B
IN PUELIC ADM Dec 16, 2009
(Lecture)
5- PUBELIC MANAGEMENT O Th 7:00PM - 9:45PM CH 1.304 Aug 20, 2009~

Dac 1§, 2009

{11405)

= PSCI 5315- PUBLIC MANAGEMENT 0 Th 7:00PM - 9:45PM CH1.304  Aug 20, 2009-
501 (Lecture) Dec 16, 2009
(11408)

&"E‘ SOC 2304- RESEARCH METHODS 0 TuTh 10:00AM - 11:15AM TBA Aug 20, 2009~
001 IN SOCIOLOGY Dec 16, 2009
(11275)  { )

Step

Action

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.
El

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.

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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TEST

[ Self Senvice
— Faculty Cs

lass Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
Lecture (11274)
0 Fall | Regular Academic n | University of Texas st Dallas | Undergraduste
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
+| _<- add this grada to all students |
»
| B
Program and Plan
e | Undergraduats - K
1 0O e Criminglogy/Pelitical Science Senier
) Undergraduste -
I ——
2 Felprialy ST UBR | terdisciplinary Studies Senior
Undergraduste - .
= UGR | gusiness Administration Senier
. Undergraduste - R
v — uer =,
4 0 AR ar Bicchemistry/ Molecular Bislogy |~
Undergraduste -
s| O uer [ neers Juniar
Undergraduste - .
s [ ueR | ey Junier |
Undsrgradusts -
uer E
U= Business Administration =nier
Undergraduste -
sl O CL=L R ey Junier
; Undergraduste - R
o O S UGR | Business Administration Junier
Undsrgradusts -
A St UGR E
ol O R Elactrical Engineering =nier @

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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TEST

Add to Favoriles Sign out

~
Faculty Center il
= Self Service Grade Roster = view FERPA Statement
Faculty Center
— View by Advisees -
sl Siisees PA3304-001  RESEARCH METHODS IN PUBLIC ADM
— Class 8earch
— Browse Course Catalo Lecture (11274)
[ Set Up SACR 9 Fall | Regulsr Academic S Univarsity of Texas st Dallas | Undergraduste
> Reporting Tools 5
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
<~ add this grada to all students
Official
c Grade Program and Plan
c-
Undergraduste - .
< YSR | Criminelogy/ Political Scisnce Senier
b+ Undergraduste -
HETR S50
D- ki UBR | terdisciplinary Studies S=nier
£
Undergraduate - .
1
R UGR | gusiness Administration Senier
X Undergraduste - .
UGR S
Ty Eiochemistry/Moleculzr Biclogy =nier
Undergraduate -
s| O uer [ neers Juniar
Undergraduate - .
s O ueR | ey Junier |
Undargradusts -
UGR S
= Business Administration =nier
R Undergraduate -
s O e R VSR Einznce Junier
de Undergraduste - .
s| O i AFSL USR | piness Administration Junier
Undergraduste -
e T UGR . S
v 0 ki Elactrical Enginsering =nier 2

Step Action

8.
Click the B list item.
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TEST

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
- PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
— Class Search
— Browse Course Catalo Lecture (11274)
> Set Up SACR Regula
> Reporting Tools 5
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
¢~ add this grade to all students
| &
Hotify | I Basis |Program and Plan Level
Undergraduste - i
10 YSR | Criminelogy/ Political Scisnce Senier
Undergraduate -
2 UBR | terdisciplinary Studies Senior
Undergraduats - .
= UGR | gusiness Administration Senier
Undergraduste - i
usk s
40 Biochemistry/ Molecular Biclogy =nier
Undergraduate -
s| O uer [ neers Juniar
Undergraduzte - .
s [ ueR | ey Junier |
Undargradusts -
UGk E
U= Business Administration =nier
Undergraduate -
sl O CL=L R ey Junier
Undergraduste - .
o O UGR | Business Administration Junier
. Undergraduate -
T e T UGR N S0
| O RS Electrics| Enginzering =ner @

Step Action

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

| =- add this grade to all students I

10.
for those that didn't earn a B.

Click the Vertical scrollbar.

11. Student 3 earned a D.

Click the Roster Grade list.

All the students now display a grade of B. Now we can change the grades
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TEST

Add to Favoriles Sign out

< Meeting Infermation ~
Days & Times [Room |1nstructor |Meeting Dates |
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

[ Self Senvice

Faculty Center
— - #Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only

+Approval Status | Not Reviewsd v
v| _<- add this grade to all students |

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduate - Senior
Criminology/Politicz] Science
2 ertacmany Studies senier
3 O :S:if;:i‘;i:?n:stratinn S=niar
4 0 Bt olacular siology |57
sl o ::::Lgeraduate— Junior
s O St e usr |Underaraduste - unior
- gy
-
yla sedackeits < e etration sanier
g O i ek gf UGR ::‘::’i’aduate - Junior
| O [assstusane [snamsna ven [urdeedte on
N e
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action
12. Click the D list item for Student 3.
b1
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Add to Favoriles Sign out

< Meeting Infermation

-

Days & Times [Room |1nstructor |Meeting Dates
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

“Grade Roster Type [ Final Grade v [ pisplay Unassigned Roster Grade Only
+Approval Status | Not Reviewsd v

+| _<-add this grade to all students |

[ Self Senvice

Faculty Center

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduste - canior
Criminslogy/ Politicsl Scisnce
2 ertacmany Studies Serier
3 O T UeR :S:if;:i‘;i:?n:stratinn S=niar
40 s ueR ::\‘:‘i:;gr::t\:jf;\;letu\arBml\jg'; S=nier
= som i uss |dndersradusts - sunior
s O o — uer [Jraergraduate - Jumior
7o e S retation Senier
g O Uor  [Underareduste - Surior
s| O wls uER :S::E;:i‘;i:?n:stratmﬂ Junier
o] O — Y
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action
13. Student 5 earned an | (Incomplete).

Click the Roster Grade list.
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TEST

Add to Favoriles Sign out

< Meeting Infermation

-~

Days & Times [Room |1nstructor |Meeting Dates
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

“Grade Roster Type [ Final Grade v [ pisplay Unassigned Roster Grade Only
+Approval Status | Not Reviewsd v

+| _<-add this grade to all students |

[ Self Senvice

Faculty Center

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduste - canior
Criminslogy/ Politicsl Scisnce
2 ertacmany Studies Serier
3 O T UeR :S:if;:i‘;i:?n:stratinn S=niar
40 s ueR ::\‘:‘i:;gr::t\:jf;\;letu\arBml\jg'; S=nier
= som i uss |dndersradusts - sunior
s O o — uer [Jraergraduate - Jumior
7o e S retation Senier
g O Uor  [Underareduste - Surior
s| O wls uER :S::E;:i‘;i:?n:stratmﬂ Junier
o] O — Y
HR
NOTIFY SELECTED STUDENTS | NOTIFY 4X ENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action

14.
Click the | list item.

L1
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Search:

[ Self Senvice
— Faculty Center
— Vies visees

rch
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

< Meeting Infermation
Days & Times
TuTh 10:00AM - 11:15AM

Room
|Tea

Instructor
‘Jarre”ﬂ(aren

Add to Favoriles

Meeting Dates
08/20/2009 - 12/16/2008

Mot Reviewed A
+| _<-add this grade to all students |

*Approval Status

Student Grade | Transeript Note [ [E=T]

[ pisplay Unassigned Roster Grade Only

| i

Name

Ojo|o|o|o|o|c|a

o

Pty 2 )

EAEEE e T

NOTIFY SELECTED STUDENTS |

HIRIRIBIRITMRIRIE
<
G
B

Roster |Official |Grade

Grade |Grade |Basis |Program and Plan

B UGR

HOTIFY ALL STUDENTS |

Undergraduate -
Finznce

n
Electrica| Enginsering

Level

Senior

Senior

PRINTER FRIENDLY VERSICN

RETURN SAVE

Sign out

B3

%

Step
15.

Action

Click the Save button.

The Approval Status offers three types of approval. This controls how

16.

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.

Click the Approval Status list.

I Mot Reviewed

v

Let's go ahead and approve these grades.
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Search:

I
[ Self Senvice
— View My Advisees
- ch
— Browse Course Catalog

[> Set Up SACR
> Reporting Tools

< Meeting Infermation

I T
Home Add to Favoriles Sign out
a

Days & Times

[Room

|1nstructor

|Meeting Dates

TuTh 10:00AM - 11:15AM

|TeA

|1arrell,karen

|08/20/2005 - 12/18/2008

*Grade Roster Type | Final Grade v

*Approval Status | Not Reviewsd

]

[ pisplay Unassigned Roster Grade Only

Student Grade | Transeript Note

Undergraduste

Roster |Official |Grade
Hotify 1D Name Grade |Grade |Basis |Program and Plan Level
# 1485

NOTIFY SELECTED STUDENTS |

HOTIFY ALL STUDENTS

Electrica| Enginsering

PRINTER FRIENDLY VERSICN

RETURN SAVE

10 UER | e loay, bahtical Scicnce Seniar
2 LR erieeineny Studies seier
3 O UGR Senior
4 0O i UGR Senior
s| O |# UGk ::‘::Li’ad““e - Juniar
s O |3 uer [Jraergraduate - Junior
7| O s il . senier
8| O |# UGR ::‘::Lﬂe’aduate - Junier
| O s il panier
10| O Lan |Undergradusts - Sanior

<

Step Action

18.

Click the Approved list item.

[2pproved

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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Add to Favoriles Sign out
Lecture (11274) F
s Fall | Regular Academic S University of Texas at Dallas | Undergraduate
-
= Self Service IMeeting Infarmation
Faculty Center Days & Times. |[Room |1nstructor |Meeting Dates
— Vie i TuTh 10:00AM - 11:15AM |Tea |3arrell.karen |oe/20/2005 - 12/16/2008
— Class Search
— Broy q : . .
Browse Course Catalo *Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only
" Repoing To “Approv
> Reporting Tools Approval Status porove
Undergraduste -
10 g VSR | Ciminology/ Political Science Seniar
Undargraduats - R
e usR =,
2 Interdisciplinary Studies =nior
Undergraduste -
3| 0 e UER | usiness Administration Senier
Undergraduste - .
40 & YER | Biochemistry/Molecular Biology |25
Undergraduate - "
1 usr 3
s U Finznce
Undergradusts - =
s O ) ueR |y Junior
A o N Lan |Undergradusts - Sanior
Business Administration
Undergradusts -
e uer 3
s U Finznce
Undergraduste -
s O £ YER | pusiness Administration Junier
Undargraduats - R
10 O & YER | Elactrical Enginesring Senier
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
~

Step Action

20.
Click the Notify All Students button.

| NOTIFY ALL STUDENTS |
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Home Agd to Favoriies Sign out

Search:

®

Grade Roster

Students without Email Address

— View by Advisees CANCEL CONTINUE
— Class 8earch
— Browse Course Catalog
[> Set Up SACR

> Reporting Tools

Missing Email Address

[y

CANCEL CONTINUE

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.

CONTINUE
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Search:

®

[ Self Senvice

— Faculty Center

— View My Advisees

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

T T T
Home Add to Favoriles Sign out

Faculty Center

Send Notification

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

From: karenlgutdsllzs.edu

Notification from Jarrell,Karen

o kerenl@utdsllas.edu

cc: ‘

Subject: <From the desk of Jarrell.Karen>

Message Text:

SEND HOTIFICATION

Return to Grade Roster

Step
22.

Action

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.

[Return te Grade Roster
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— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
Lecture (11274)
2009 Fall | Regular Academi University of Texas at Dallas | Underaraduate
< Meeting Infarmation
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
x
| B
Student Grade Transcript Note o
Hotify 1D Name Program and Plan Level
Undergradusts -
e uer E
1 O Criminalogy/ Polltical Sciance =nier
) Undergraduate -
R
2 ety St g VSR terdisciplinary Studies S=nier
o Undergraduste - R
3| 0 e " UER | pusiness administration Senier
Undergraduste -
oy & ot
4 O Sl e | USR | inehamistry/Molecular Biology | °"
Undergraduste - .
st 0 1 1= el Junier
A Undergraduste - R
R T e usa | 3
s O Einlony unior
B B Uen |Undergraduate - Senior
Eusiness Administration
Undergraduste - .
sl O e 1= el Junier
Undsrgradusts -
e uer 3
o O Business Administration unter
. Undergraduste -
| O i £ YER | electrical Engineering Senier
NOTIFY SELECTED STUDENTS NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION ~

Step
23.

24,

25.

Action

Click the Vertical scrollbar.

Click the Save button.

You can also print a hardcopy version for your files.

Click the Printer Friendly Version button.

| PRINTER FRIENDLY VERSION |
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Home Add lo Favoriies Sign out
Search: A
[ @
= Self Senice Grade Roster
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
— Class Search Lecture (11274)
— Browse Course Catalog o - - B
[ Set Up SACR Session | University of Te
> Reporting Tools
Weeting Information
Days & Times Room Instructor Meating Dates
TuTh 10:00AM - 11:15AM TEA Jarrell,Karen 08/20/2008 - 12/16/2003
Grade Rostar Type  Final Grade Approval Status  Agproved
Roster |Official |Grade
0} Hame Grade |Grade |Basis |Program and Plan Level
Und duste -
& ueR c:rr:rngc:\ao;,:piwiti:al Science Senior
B UGR Senior
D UGR Senior
B UGR Senior
1 UGR Junier
3 ucr gg?:g’?’ad““e' Junior
B UGR ratio Senior
E UGR Junier
duste -
i uer i ud:?nistratian Jonier
: Ve e T enaesring senier
Beturn
v
Step Action
' . . .
26. Use your browser's print function to print the Grade Roster.
Click the Return link.
27. Congratulations!

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.

You now know how to add grades to entire groups of students or

Upon completion of this lesson, you will be able to review and change grades to entire
groups of students or individually.
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Personalize Content | Lavout Help
Search:
®
> Self Service
[ Set Up SACR
> Reporting Tools
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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TEST

Main Menu >
\*‘?, Self Service
Navigate o your self service information and activities.

FZ/E Facuity Center
€5 Us= the Faculty center to manage al your
class, student and advisee related activities.

(]

— Eaculty Center

— View Wy Advisees

— Class Search

— Browse Course Catalog
[ SetUp SACR
[ Reporting Tools

E" View My Advisees

Access your advisee roster and view details
including academic information, class.
schedules, degree progress and grades.

Browse Course Catal
Browse the course catalog by subject

Add to Favoriles Sign out

E" Class Search
Use search criteria to find a class.

Action

Click the Faculty Center link.
- E) Faculty Center

3. This page displays your teaching schedule, as well as providing links to

class rosters, gradebooks, and grade rosters.
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[> Set Up SACR

TEST ﬁ
Home Add to Favoriles Sign out
a

Search: Dr. KJ Jarrell B
VI:SEHSEMEE [ faculty center W[ class search W[ browse catalog W

— Faculty Center

— Viey dvisees Faculty Center

rch
— Browse Course Catalog

> Reporting Tools

My Exsm Schedule

iew My Advisees
2009 Fall | University of Texas at Dallas __change term

Selact display aption: @® Show All Classes () Show Enralled Classes Only

Class. Class Title Enrolled Days & Times. Room Class Dates

= AIM 6201- FINANCIAL o S2 B:30AM - 12:30PM SOM 1.110  Aug 20, 2009-
051 ACCOUNTING Oct 17, 2009
(10832)  (Lecture)

"g"'j EA 4V90-  MAHAGEMENT o TEA TEA Aug 20, 2003-
Fig INTERHSHIP Dec 16, 2009

(10832)  (Practicum)

RES METH IN CRIME O TuTh 10:00AM - 11:15AM TBA Aug 20, 2009~
& JUST STUDY Dec 16, 2009
(Lecturs)
- COMPUTER SCIENCE 0 We 2:30PM - 4:20PM ECSS5 2.103  Aug 20, 2009-
LABORATORY Dec 16, 2009
(Labaratery)
304- RESEARCH METHODS 10 TuTh 10:00AM - 11:15AM TBA Aug 20, 2008~ B
IN PUELIC ADM Dec 16, 2009
(Lecture)
5- PUBELIC MANAGEMENT O Th 7:00PM - 9:45PM CH 1.304 Aug 20, 2009~

Dac 1§, 2009

{11405)

= PSCI 5315- PUBLIC MANAGEMENT 0 Th 7:00PM - 9:45PM CH1.304  Aug 20, 2009-
501 (Lecture) Dec 16, 2009
(11408)

&"E‘ SOC 2304- RESEARCH METHODS 0 TuTh 10:00AM - 11:15AM TBA Aug 20, 2009~
001 IN SOCIOLOGY Dec 16, 2009
(11275)  { )

Step

Action

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.
El

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.

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.

Page 48



ORION

THE UNIVERSITY OF TEXAS AT DALLAS

Training Guide
Faculty Self Service

TEST

[ Self Senvice
— Faculty Cs

lass Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
Lecture (11274)
0 Fall | Regular Academic n | University of Texas st Dallas | Undergraduste
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
+| _<- add this grada to all students |
»
| B
Program and Plan
e | Undergraduats - K
1 0O e Criminglogy/Pelitical Science Senier
) Undergraduste -
I ——
2 Felprialy ST UBR | terdisciplinary Studies Senior
Undergraduste - .
= UGR | gusiness Administration Senier
. Undergraduste - R
v — uer =,
4 0 AR ar Bicchemistry/ Molecular Bislogy |~
Undergraduste -
s| O uer [ neers Juniar
Undergraduste - .
s [ ueR | ey Junier |
Undsrgradusts -
uer E
U= Business Administration =nier
Undergraduste -
sl O CL=L R ey Junier
; Undergraduste - R
o O S UGR | Business Administration Junier
Undsrgradusts -
A St UGR E
ol O R Elactrical Engineering =nier @

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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TEST

Add to Favoriles Sign out

~
Faculty Center il
= Self Service Grade Roster = view FERPA Statement
Faculty Center
— View by Advisees -
sl Siisees PA3304-001  RESEARCH METHODS IN PUBLIC ADM
— Class 8earch
— Browse Course Catalo Lecture (11274)
[ Set Up SACR 9 Fall | Regulsr Academic S Univarsity of Texas st Dallas | Undergraduste
> Reporting Tools 5
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
<~ add this grada to all students
Official
c Grade Program and Plan
c-
Undergraduste - .
< YSR | Criminelogy/ Political Scisnce Senier
b+ Undergraduste -
HETR S50
D- ki UBR | terdisciplinary Studies S=nier
£
Undergraduate - .
1
R UGR | gusiness Administration Senier
X Undergraduste - .
UGR S
Ty Eiochemistry/Moleculzr Biclogy =nier
Undergraduate -
s| O uer [ neers Juniar
Undergraduate - .
s O ueR | ey Junier |
Undargradusts -
UGR S
= Business Administration =nier
R Undergraduate -
s O e R VSR Einznce Junier
de Undergraduste - .
s| O i AFSL USR | piness Administration Junier
Undergraduste -
e T UGR . S
v 0 ki Elactrical Enginsering =nier 2

Step Action

8.
Click the B list item.
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TEST

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
- PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
— Class Search
— Browse Course Catalo Lecture (11274)
> Set Up SACR Regula
> Reporting Tools 5
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
¢~ add this grade to all students
| &
Hotify | I Basis |Program and Plan Level
Undergraduste - i
10 YSR | Criminelogy/ Political Scisnce Senier
Undergraduate -
2 UBR | terdisciplinary Studies Senior
Undergraduats - .
= UGR | gusiness Administration Senier
Undergraduste - i
usk s
40 Biochemistry/ Molecular Biclogy =nier
Undergraduate -
s| O uer [ neers Juniar
Undergraduzte - .
s [ ueR | ey Junier |
Undargradusts -
UGk E
U= Business Administration =nier
Undergraduate -
sl O CL=L R ey Junier
Undergraduste - .
o O UGR | Business Administration Junier
. Undergraduate -
T e T UGR N S0
| O RS Electrics| Enginzering =ner @

Step Action

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

| =- add this grade to all students I

10.
for those that didn't earn a B.

Click the Vertical scrollbar.

11. Student 3 earned a D.

Click the Roster Grade list.

All the students now display a grade of B. Now we can change the grades
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TEST

Add to Favoriles Sign out

< Meeting Infermation ~
Days & Times [Room |1nstructor |Meeting Dates |
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

[ Self Senvice

Faculty Center
— - #Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only

+Approval Status | Not Reviewsd v
v| _<- add this grade to all students |

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduate - Senior
Criminology/Politicz] Science
2 ertacmany Studies senier
3 O :S:if;:i‘;i:?n:stratinn S=niar
4 0 Bt olacular siology |57
sl o ::::Lgeraduate— Junior
s O St e usr |Underaraduste - unior
- gy
-
yla sedackeits < e etration sanier
g O i ek gf UGR ::‘::’i’aduate - Junior
| O [assstusane [snamsna ven [urdeedte on
N e
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action

12.
Click the D list item.

1
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TEST

Add to Favoriles Sign out

< Meeting Infermation

-

Days & Times [Room |1nstructor |Meeting Dates
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

“Grade Roster Type [ Final Grade v [ pisplay Unassigned Roster Grade Only
+Approval Status | Not Reviewsd v

+| _<-add this grade to all students |

[ Self Senvice

Faculty Center

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduste - canior
Criminslogy/ Politicsl Scisnce
2 ertacmany Studies Serier
3 O T UeR :S:if;:i‘;i:?n:stratinn S=niar
40 s ueR ::\‘:‘i:;gr::t\:jf;\;letu\arBml\jg'; S=nier
= som i uss |dndersradusts - sunior
s O o — uer [Jraergraduate - Jumior
7o e S retation Senier
g O Uor  [Underareduste - Surior
s| O wls uER :S::E;:i‘;i:?n:stratmﬂ Junier
o] O — Y
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action
13. Student 5 earned an | (Incomplete).

Click the Roster Grade list.
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TEST

Add to Favoriles Sign out

< Meeting Infermation

-~

Days & Times [Room |1nstructor |Meeting Dates
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

“Grade Roster Type [ Final Grade v [ pisplay Unassigned Roster Grade Only
+Approval Status | Not Reviewsd v

+| _<-add this grade to all students |

[ Self Senvice

Faculty Center

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduste - canior
Criminslogy/ Politicsl Scisnce
2 ertacmany Studies Serier
3 O T UeR :S:if;:i‘;i:?n:stratinn S=niar
40 s ueR ::\‘:‘i:;gr::t\:jf;\;letu\arBml\jg'; S=nier
= som i uss |dndersradusts - sunior
s O o — uer [Jraergraduate - Jumior
7o e S retation Senier
g O Uor  [Underareduste - Surior
s| O wls uER :S::E;:i‘;i:?n:stratmﬂ Junier
o] O — Y
HR
NOTIFY SELECTED STUDENTS | NOTIFY 4X ENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action

14.
Click the | list item.

L1
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Search:

[ Self Senvice
— Faculty Center
— Vies visees

rch
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

< Meeting Infermation
Days & Times
TuTh 10:00AM - 11:15AM

Room
|Tea

Instructor
‘Jarre”ﬂ(aren

Add to Favoriles

Meeting Dates
08/20/2009 - 12/16/2008

Mot Reviewed A
+| _<-add this grade to all students |

*Approval Status

Student Grade | Transeript Note [ [E=T]

[ pisplay Unassigned Roster Grade Only

| i

Name

Ojo|o|o|o|o|c|a

o

Pty 2 )

EAEEE e T

NOTIFY SELECTED STUDENTS |

HIRIRIBIRITMRIRIE
<
G
B

Roster |Official |Grade

Grade |Grade |Basis |Program and Plan

B UGR

HOTIFY ALL STUDENTS |

Undergraduate -
Finznce

n
Electrica| Enginsering

Level

Senior

Senior

PRINTER FRIENDLY VERSICN

RETURN SAVE

Sign out

B3

%

Step
15.

Action

Click the Save button.

The Approval Status offers three types of approval. This controls how

16.

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.

Click the Approval Status list.

I Mot Reviewed

v

Let's go ahead and approve these grades.

Page 55



Training Guide
Faculty Self Service

ORrION

UNIVERSITY OF TEXAS AT DALLAS

Search:

I
[ Self Senvice
— View My Advisees
- ch
— Browse Course Catalog

[> Set Up SACR
> Reporting Tools

< Meeting Infermation

I T
Home Add to Favoriles Sign out
a

Days & Times

[Room

|1nstructor

|Meeting Dates

TuTh 10:00AM - 11:15AM

|TeA

|1arrell,karen

|08/20/2005 - 12/18/2008

*Grade Roster Type | Final Grade v

*Approval Status | Not Reviewsd

]

[ pisplay Unassigned Roster Grade Only

Student Grade | Transeript Note

Undergraduste

Roster |Official |Grade
Hotify 1D Name Grade |Grade |Basis |Program and Plan Level
# 1485

NOTIFY SELECTED STUDENTS |

HOTIFY ALL STUDENTS

Electrica| Enginsering

PRINTER FRIENDLY VERSICN

RETURN SAVE

10 UER | e loay, bahtical Scicnce Seniar
2 LR erieeineny Studies seier
3 O UGR Senior
4 0O i UGR Senior
s| O |# UGk ::‘::Li’ad““e - Juniar
s O |3 uer [Jraergraduate - Junior
7| O s il . senier
8| O |# UGR ::‘::Lﬂe’aduate - Junier
| O s il panier
10| O Lan |Undergradusts - Sanior

<

Step Action

18.

Click the Approved list item.

[2pproved

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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Add to Favoriles Sign out
Lecture (11274) F
s Fall | Regular Academic S University of Texas at Dallas | Undergraduate
-
= Self Service IMeeting Infarmation
Faculty Center Days & Times. |[Room |1nstructor |Meeting Dates
— Vie i TuTh 10:00AM - 11:15AM |Tea |3arrell.karen |oe/20/2005 - 12/16/2008
— Class Search
— Broy q : . .
Browse Course Catalo *Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only
" Repoing To “Approv
> Reporting Tools Approval Status porove
Undergraduste -
10 g VSR | Ciminology/ Political Science Seniar
Undargraduats - R
e usR =,
2 Interdisciplinary Studies =nior
Undergraduste -
3| 0 e UER | usiness Administration Senier
Undergraduste - .
40 & YER | Biochemistry/Molecular Biology |25
Undergraduate - "
1 usr 3
s U Finznce
Undergradusts - =
s O ) ueR |y Junior
A o N Lan |Undergradusts - Sanior
Business Administration
Undergradusts -
e uer 3
s U Finznce
Undergraduste -
s O £ YER | pusiness Administration Junier
Undargraduats - R
10 O & YER | Elactrical Enginesring Senier
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
~

Step Action

20.
Click the Notify All Students button.

| NOTIFY ALL STUDENTS |
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T T
Home Agd to Favoriies Sign out

Search:

®

Grade Roster

Students without Email Address

— View by Advisees CANCEL CONTINUE
— Class 8earch
— Browse Course Catalog
[> Set Up SACR

> Reporting Tools

Missing Email Address

[y

CANCEL CONTINUE

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.

CONTINUE
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Search:

®

[ Self Senvice

— Faculty Center

— View My Advisees

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

T T T
Home Add to Favoriles Sign out

Faculty Center

Send Notification

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

From: karenlgutdsllzs.edu

Notification from Jarrell,Karen

o kerenl@utdsllas.edu

cc: ‘

Subject: <From the desk of Jarrell.Karen>

Message Text:

SEND HOTIFICATION

Return to Grade Roster

Step
22.

Action

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.

[Return te Grade Roster

Page 59



Training Guide
Faculty Self Service

ORION

THE UNIVERSITY OF TEXAS AT DALLAS

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
Lecture (11274)
2009 Fall | Regular Academi University of Texas at Dallas | Underaraduate
< Meeting Infarmation
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
x
| B
Student Grade Transcript Note o
Hotify 1D Name Program and Plan Level
Undergradusts -
e uer E
1 O Criminalogy/ Polltical Sciance =nier
) Undergraduate -
R
2 ety St g VSR terdisciplinary Studies S=nier
o Undergraduste - R
3| 0 e " UER | pusiness administration Senier
Undergraduste -
oy & ot
4 O Sl e | USR | inehamistry/Molecular Biology | °"
Undergraduste - .
st 0 1 1= el Junier
A Undergraduste - R
R T e usa | 3
s O Einlony unior
B B Uen |Undergraduate - Senior
Eusiness Administration
Undergraduste - .
sl O e 1= el Junier
Undsrgradusts -
e uer 3
o O Business Administration unter
. Undergraduste -
| O i £ YER | electrical Engineering Senier
NOTIFY SELECTED STUDENTS NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION ~

Step
23.

24,

25.

Action

Click the Vertical scrollbar.

Click the Save button.

You can also print a hardcopy version for your files.

Click the Printer Friendly Version button.

| PRINTER FRIENDLY VERSION |
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Home Add to Favorites Sign out
Search: A
= Self Senice Grade Roster
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
— Class Search Lecture (11274)
— Browse Course Catalog o - - B
[ Set Up SACR o o h
> Reporting Tools
leeting Infarmation
Days & Times Room Instructor Meeting Dates
TuTh 10:00AM - 11:15AM TEA Jarrell,Karen 08/20/2009 - 12/16/2009
Grade Rostar Type  Final Grade Approval Status  Agproved
Roster |Official |Grade
] Hame Grade |Grade |Basis |Program and Plan [
Undergraduate -
& UBR | fiminelogy/Palitical Scisnce Senior
B UGR Senior
D UGR Senior
B UGR Senior
1 UGR Junior
: Uer |Undsrgradusts - Jumior
Biology
B UGR . Senior
ratios
e UGR Junior
raduste -
i uer 535 Administration Jonier
Undergraduate -
£ YER | Electrical Engineering Seniar
Return
~

26.

Click the Return link.

27. Congratulations!

Use your browser's print function to print the Grade Roster.

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

TEST

Personalize Content | Lavout

Search:

[- Self Service
[> Set Up SACR
> Reporting Tools

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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Main Menu >
\*‘?, Self Service
Navigate o your self service information and activities.

FZ/E Facuity Center
€5 Us= the Faculty center to manage al your
class, student and advisee related activities.

(]

— Eaculty Center

— View Wy Advisees

— Class Search

— Browse Course Catalog
[ SetUp SACR
[ Reporting Tools

E" View My Advisees

Access your advisee roster and view details
including academic information, class.
schedules, degree progress and grades.

Browse Course Catal
Browse the course catalog by subject

Add to Favoriles Sign out

E" Class Search
Use search criteria to find a class.

Action

Click the Faculty Center link.
- E) Faculty Center

3. This page displays your teaching schedule, as well as providing links to

class rosters, gradebooks, and grade rosters.
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[> Set Up SACR

TEST ﬁ
Home Add to Favoriles Sign out
a

Search: Dr. KJ Jarrell B
VI:SEHSEMEE [ faculty center W[ class search W[ browse catalog W

— Faculty Center

— Viey dvisees Faculty Center

rch
— Browse Course Catalog

> Reporting Tools

My Exsm Schedule

iew My Advisees
2009 Fall | University of Texas at Dallas __change term

Selact display aption: @® Show All Classes () Show Enralled Classes Only

Class. Class Title Enrolled Days & Times. Room Class Dates

= AIM 6201- FINANCIAL o S2 B:30AM - 12:30PM SOM 1.110  Aug 20, 2009-
051 ACCOUNTING Oct 17, 2009
(10832)  (Lecture)

"g"'j EA 4V90-  MAHAGEMENT o TEA TEA Aug 20, 2003-
Fig INTERHSHIP Dec 16, 2009

(10832)  (Practicum)

RES METH IN CRIME O TuTh 10:00AM - 11:15AM TBA Aug 20, 2009~
& JUST STUDY Dec 16, 2009
(Lecturs)
- COMPUTER SCIENCE 0 We 2:30PM - 4:20PM ECSS5 2.103  Aug 20, 2009-
LABORATORY Dec 16, 2009
(Labaratery)
304- RESEARCH METHODS 10 TuTh 10:00AM - 11:15AM TBA Aug 20, 2008~ B
IN PUELIC ADM Dec 16, 2009
(Lecture)
5- PUBELIC MANAGEMENT O Th 7:00PM - 9:45PM CH 1.304 Aug 20, 2009~

Dac 1§, 2009

{11405)

= PSCI 5315- PUBLIC MANAGEMENT 0 Th 7:00PM - 9:45PM CH1.304  Aug 20, 2009-
501 (Lecture) Dec 16, 2009
(11408)

&"E‘ SOC 2304- RESEARCH METHODS 0 TuTh 10:00AM - 11:15AM TBA Aug 20, 2009~
001 IN SOCIOLOGY Dec 16, 2009
(11275)  { )

Step

Action

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.
El

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.

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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[ Self Senvice
— Faculty Cs

lass Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
Lecture (11274)
0 Fall | Regular Academic n | University of Texas st Dallas | Undergraduste
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
+| _<- add this grada to all students |
»
| B
Program and Plan
e | Undergraduats - K
1 0O e Criminglogy/Pelitical Science Senier
) Undergraduste -
I ——
2 Felprialy ST UBR | terdisciplinary Studies Senior
Undergraduste - .
= UGR | gusiness Administration Senier
. Undergraduste - R
v — uer =,
4 0 AR ar Bicchemistry/ Molecular Bislogy |~
Undergraduste -
s| O uer [ neers Juniar
Undergraduste - .
s [ ueR | ey Junier |
Undsrgradusts -
uer E
U= Business Administration =nier
Undergraduste -
sl O CL=L R ey Junier
; Undergraduste - R
o O S UGR | Business Administration Junier
Undsrgradusts -
A St UGR E
ol O R Elactrical Engineering =nier @

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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Add to Favoriles Sign out

~
Faculty Center il
= Self Service Grade Roster = view FERPA Statement
Faculty Center
— View by Advisees -
sl Siisees PA3304-001  RESEARCH METHODS IN PUBLIC ADM
— Class 8earch
— Browse Course Catalo Lecture (11274)
[ Set Up SACR 9 Fall | Regulsr Academic S Univarsity of Texas st Dallas | Undergraduste
> Reporting Tools 5
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
<~ add this grada to all students
Official
c Grade Program and Plan
c-
Undergraduste - .
< YSR | Criminelogy/ Political Scisnce Senier
b+ Undergraduste -
HETR S50
D- ki UBR | terdisciplinary Studies S=nier
£
Undergraduate - .
1
R UGR | gusiness Administration Senier
X Undergraduste - .
UGR S
Ty Eiochemistry/Moleculzr Biclogy =nier
Undergraduate -
s| O uer [ neers Juniar
Undergraduate - .
s O ueR | ey Junier |
Undargradusts -
UGR S
= Business Administration =nier
R Undergraduate -
s O e R VSR Einznce Junier
de Undergraduste - .
s| O i AFSL USR | piness Administration Junier
Undergraduste -
e T UGR . S
v 0 ki Elactrical Enginsering =nier 2

Step Action

8.
Click the B list item.
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Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
- PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
— Class Search
— Browse Course Catalo Lecture (11274)
> Set Up SACR Regula
> Reporting Tools 5
< Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
¢~ add this grade to all students
| &
Hotify | I Basis |Program and Plan Level
Undergraduste - i
10 YSR | Criminelogy/ Political Scisnce Senier
Undergraduate -
2 UBR | terdisciplinary Studies Senior
Undergraduats - .
= UGR | gusiness Administration Senier
Undergraduste - i
usk s
40 Biochemistry/ Molecular Biclogy =nier
Undergraduate -
s| O uer [ neers Juniar
Undergraduzte - .
s [ ueR | ey Junier |
Undargradusts -
UGk E
U= Business Administration =nier
Undergraduate -
sl O CL=L R ey Junier
Undergraduste - .
o O UGR | Business Administration Junier
. Undergraduate -
T e T UGR N S0
| O RS Electrics| Enginzering =ner @

Step Action

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

| =- add this grade to all students I

10.
for those that didn't earn a B.

Click the Vertical scrollbar.

11. Student 3 earned a D.

Click the Roster Grade list.

All the students now display a grade of B. Now we can change the grades
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Add to Favoriles Sign out

< Meeting Infermation ~
Days & Times [Room |1nstructor |Meeting Dates |
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

[ Self Senvice

Faculty Center
— - #Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only

+Approval Status | Not Reviewsd v
v| _<- add this grade to all students |

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduate - Senior
Criminology/Politicz] Science
2 ertacmany Studies senier
3 O :S:if;:i‘;i:?n:stratinn S=niar
4 0 Bt olacular siology |57
sl o ::::Lgeraduate— Junior
s O St e usr |Underaraduste - unior
- gy
-
yla sedackeits < e etration sanier
g O i ek gf UGR ::‘::’i’aduate - Junior
| O [assstusane [snamsna ven [urdeedte on
N e
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action

12.
Click the D list item.

1
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< Meeting Infermation

-

Days & Times [Room |1nstructor |Meeting Dates
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

“Grade Roster Type [ Final Grade v [ pisplay Unassigned Roster Grade Only
+Approval Status | Not Reviewsd v

+| _<-add this grade to all students |

[ Self Senvice

Faculty Center

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduste - canior
Criminslogy/ Politicsl Scisnce
2 ertacmany Studies Serier
3 O T UeR :S:if;:i‘;i:?n:stratinn S=niar
40 s ueR ::\‘:‘i:;gr::t\:jf;\;letu\arBml\jg'; S=nier
= som i uss |dndersradusts - sunior
s O o — uer [Jraergraduate - Jumior
7o e S retation Senier
g O Uor  [Underareduste - Surior
s| O wls uER :S::E;:i‘;i:?n:stratmﬂ Junier
o] O — Y
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action
13. Student 5 earned an | (Incomplete).

Click the Roster Grade list.
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< Meeting Infermation

-~

Days & Times [Room |1nstructor |Meeting Dates
TuTh 10:00AM - 11:15AM |TeA |3arrellkaren  |o0g/z0/2008 - 12/16/2008

“Grade Roster Type [ Final Grade v [ pisplay Unassigned Roster Grade Only
+Approval Status | Not Reviewsd v

+| _<-add this grade to all students |

[ Self Senvice

Faculty Center

— Class Search
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

0 Undergraduste - canior
Criminslogy/ Politicsl Scisnce
2 ertacmany Studies Serier
3 O T UeR :S:if;:i‘;i:?n:stratinn S=niar
40 s ueR ::\‘:‘i:;gr::t\:jf;\;letu\arBml\jg'; S=nier
= som i uss |dndersradusts - sunior
s O o — uer [Jraergraduate - Jumior
7o e S retation Senier
g O Uor  [Underareduste - Surior
s| O wls uER :S::E;:i‘;i:?n:stratmﬂ Junier
o] O — Y
HR
NOTIFY SELECTED STUDENTS | NOTIFY 4X ENTS PRINTER FRIENDLY VERSION

RETURN SAVE

Step Action

14.
Click the | list item.

L1
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Search:

[ Self Senvice
— Faculty Center
— Vies visees

rch
— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

< Meeting Infermation
Days & Times
TuTh 10:00AM - 11:15AM

Room
|Tea

Instructor
‘Jarre”ﬂ(aren

Add to Favoriles

Meeting Dates
08/20/2009 - 12/16/2008

Mot Reviewed A
+| _<-add this grade to all students |

*Approval Status

Student Grade | Transeript Note [ [E=T]

[ pisplay Unassigned Roster Grade Only

| i

Name

Ojo|o|o|o|o|c|a

o

Pty 2 )

EAEEE e T

NOTIFY SELECTED STUDENTS |

HIRIRIBIRITMRIRIE
<
G
B

Roster |Official |Grade

Grade |Grade |Basis |Program and Plan

B UGR

HOTIFY ALL STUDENTS |

Undergraduate -
Finznce

n
Electrica| Enginsering

Level

Senior

Senior

PRINTER FRIENDLY VERSICN

RETURN SAVE

Sign out

B3

%

Step
15.

Action

Click the Save button.

The Approval Status offers three types of approval. This controls how

16.

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.

Click the Approval Status list.

I Mot Reviewed

v

Let's go ahead and approve these grades.
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Search:

I
[ Self Senvice
— View My Advisees
- ch
— Browse Course Catalog

[> Set Up SACR
> Reporting Tools

< Meeting Infermation

I T
Home Add to Favoriles Sign out
a

Days & Times

[Room

|1nstructor

|Meeting Dates

TuTh 10:00AM - 11:15AM

|TeA

|1arrell,karen

|08/20/2005 - 12/18/2008

*Grade Roster Type | Final Grade v

*Approval Status | Not Reviewsd

]

[ pisplay Unassigned Roster Grade Only

Student Grade | Transeript Note

Undergraduste

Roster |Official |Grade
Hotify 1D Name Grade |Grade |Basis |Program and Plan Level
# 1485

NOTIFY SELECTED STUDENTS |

HOTIFY ALL STUDENTS

Electrica| Enginsering

PRINTER FRIENDLY VERSICN

RETURN SAVE

10 UER | e loay, bahtical Scicnce Seniar
2 LR erieeineny Studies seier
3 O UGR Senior
4 0O i UGR Senior
s| O |# UGk ::‘::Li’ad““e - Juniar
s O |3 uer [Jraergraduate - Junior
7| O s il . senier
8| O |# UGR ::‘::Lﬂe’aduate - Junier
| O s il panier
10| O Lan |Undergradusts - Sanior

<

Step Action

18.

Click the Approved list item.

[2pproved

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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Add to Favoriles Sign out
Lecture (11274) F
s Fall | Regular Academic S University of Texas at Dallas | Undergraduate
-
= Self Service IMeeting Infarmation
Faculty Center Days & Times. |[Room |1nstructor |Meeting Dates
— Vie i TuTh 10:00AM - 11:15AM |Tea |3arrell.karen |oe/20/2005 - 12/16/2008
— Class Search
— Broy q : . .
Browse Course Catalo *Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only
" Repoing To “Approv
> Reporting Tools Approval Status porove
Undergraduste -
10 g VSR | Ciminology/ Political Science Seniar
Undargraduats - R
e usR =,
2 Interdisciplinary Studies =nior
Undergraduste -
3| 0 e UER | usiness Administration Senier
Undergraduste - .
40 & YER | Biochemistry/Molecular Biology |25
Undergraduate - "
1 usr 3
s U Finznce
Undergradusts - =
s O ) ueR |y Junior
A o N Lan |Undergradusts - Sanior
Business Administration
Undergradusts -
e uer 3
s U Finznce
Undergraduste -
s O £ YER | pusiness Administration Junier
Undargraduats - R
10 O & YER | Elactrical Enginesring Senier
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
~

Step Action

20.
Click the Notify All Students button.

| NOTIFY ALL STUDENTS |
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Home Agd to Favoriies Sign out

Search:

®

Grade Roster

Students without Email Address

— View by Advisees CANCEL CONTINUE
— Class 8earch
— Browse Course Catalog
[> Set Up SACR

> Reporting Tools

Missing Email Address

[y

CANCEL CONTINUE

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.

CONTINUE
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Search:

®

[ Self Senvice

— Faculty Center

— View My Advisees

— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

T T T
Home Add to Favoriles Sign out

Faculty Center

Send Notification

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

From: karenlgutdsllzs.edu

Notification from Jarrell,Karen

o kerenl@utdsllas.edu

cc: ‘

Subject: <From the desk of Jarrell.Karen>

Message Text:

SEND HOTIFICATION

Return to Grade Roster

Step
22.

Action

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.

[Return te Grade Roster
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— Browse Course Catalog
[> Set Up SACR
> Reporting Tools

Home Add to Favoriles Sign out
~
Faculty Center
Grade Roster = view FERPA Statement
PA 3304 - 001 RESEARCH METHODS IN PUBLIC ADM
Lecture (11274)
2009 Fall | Regular Academi University of Texas at Dallas | Underaraduate
< Meeting Infarmation
Days & Times [Room [1nstructor [Meeting Dates
TuTh 10:00AM - 11:15aM |TE2 |1arrail.karen  |08/20/2008 - 12/16/2008
*Crade Roster Type [ pisplay Unassigned Roster Grade Only
x
| B
Student Grade Transcript Note o
Hotify 1D Name Program and Plan Level
Undergradusts -
e uer E
1 O Criminalogy/ Polltical Sciance =nier
) Undergraduate -
R
2 ety St g VSR terdisciplinary Studies S=nier
o Undergraduste - R
3| 0 e " UER | pusiness administration Senier
Undergraduste -
oy & ot
4 O Sl e | USR | inehamistry/Molecular Biology | °"
Undergraduste - .
st 0 1 1= el Junier
A Undergraduste - R
R T e usa | 3
s O Einlony unior
B B Uen |Undergraduate - Senior
Eusiness Administration
Undergraduste - .
sl O e 1= el Junier
Undsrgradusts -
e uer 3
o O Business Administration unter
. Undergraduste -
| O i £ YER | electrical Engineering Senier
NOTIFY SELECTED STUDENTS NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION ~

Step
23.

24,

25.

Action

Click the Vertical scrollbar.

Click the Save button.

You can also print a hardcopy version for your files.

Click the Printer Friendly Version button.

| PRINTER FRIENDLY VERSION |
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[> Set Up SACR

— Class 8earch
— Browse Course Catalog

> Reporting Tools

Home Add to Favorites Sign out
Grade Roster
PA 33204 - 001 RESEARCH METHODS IN PUBLIC ADM
Lecture (11274)
leeting Infarmation
Days & Times |[Room | Instructor |Meeting Dates
TuTh 10:00AM - 11:15AM |TE~ |12rrell,Karen |08/20/2008 - 12/15/2008
Grade RosterType  Final Grade Approval Status  Approved
Hame Program and Plan [
Undergradusts -
” e uer s
s Sy Criminology/Felitical Science snier
Undergraduste -
e Bt
il SHp g YER | terdisciplinary Studies Seniar
o Undergraduate - .
3 e " UER | Business administration Senier
Undergraduste -
4 & UBR | b chamistry/ Molacular Biology Senior
- L Ugn |Undersraduate - Jnior
Finance
. c Uer |Undsrgradusts - Jumior
Biology
N Undergraduste -
| £ ueR Administration Senier
8l& : Ugn |Undersraduste - Jnior
Finance
Undsrgradusts -
o e uer = 3
ik AT Administration unter
Undergraduste -
i = UERelectrical Engineering senier

Return

Step
26.

27.

Action

Use your browser's print function to print the Grade Roster.

Click the Return link.

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.
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