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Log In
Access the portal by going to http://www.lindenwood.edu and clicking the Portals
link. The site is accessible from either on or off campus.
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http://www.lindenwood.edu/

Step by Step: Log In
1. Enter your User Name, which is your network login: example kbrickler
2. The Password is your network password, which is the same password
used to log in into your email account from off campus.
3. Click Login or press Enter
4. You will receive a notification about the Family Educational Rights and
Privacy Act (FERPA). Click Accept.
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mailto:kbrickler@lindenwood.edu

This screen is referred to as the portal home page. Any posted announcements
will be viewable from this screen.
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Menday, August 18, 2010}

Faculty and Staff Portal Hews

Important Dates for Fall Semester 2010

August 16-20 - Faculty Workshops

August 18 - Freshman Orientation Check-in

August 19-22 - Freshman Orrentation

August 22 - Fall Residential Check-In

August 23 - Classes Bagin

August 25 - Opening Convocation 4:00 PM

August 27 - Last day to register for or add class, or choose audit
September & - Labor Day Holida

R Saptambar 22 - Faculty Work Day- o classes befors 4:30 PM
e October 1 - Last day to withdraw with "W*

Ragistration

October 4 - Late Start Classes begin
Class Roster
Emad Students

Last Day to Ragister for  Lats Start Class Before the third day of class
Getaber 11 - Miterm Grades due, noon
October 29 - Last date to withdraw with "WP"/"WF"
November B-9 - Spring semester and J-term registration Seniors and Junior
November 17-18 - Spring semester and J-term registration Sophomre 3nd Freshman
Course Management Movember 25 - Thanksgring Hobday Classes canceled at 4:00 pm
Hovember 25-26 - Thanksgving Holiday no classes
December 3 - Last Day of Classe:
Poered By . December 6-10 - Final Exams
S Dacember 10 - Deading for making up INC grades from Spriny

December 10 - Lindenwood residential semester student housing closes at 4:30 PM
December 15 - Final Grades due, 5 pm

Decembar 30 - Deadine to apply for Marc
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Change Term

Click on the word Change in the upper left corner of the screen. Click on the
desired term. The term dates follow the calendar and not the academic year. For
example, to view the fall semester for the 08-09 academic year select

FA SEM 08.

PORTAL

Vit o s bt AT T8 @ it
Histan| @ ] ™ | Term -, =1 Inatructio, «l sovan
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Log Out

Click on Log Out to end the portal session
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Kimberty Brickler
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PORTAL

Faculty and Staff Portal News

Important Dates for Fall Semester 2010

August 16-20 - Faculty Workshops
August 18 - Frashman Orientation Chack-in
August 19-22 - Frashman Orientation
August 22 - Fall Residential Check-En
August 23 - Classes Begn
August 25 - Opening Canuacation 4:00 PM
August 27 - Last day to ragister for or add class, or choosa audit
Septamber 6 - Labor Day Holiday
Septamber 22 - Faculty Work Day- no classes bafora 4:30 PM
October 1 - Last day to withdraw with "W"
October 4 - Late Start Classes begin
Last Day to Register for a Late Start Class Before the third day of class
October 11 - Mdterm Grades due, naon
Octobar 20 - Last data to withdraw with "WE"/"WF*
November §-9 - Spring samestar and J-term registration Seniors and Juniors
November 17-18 - Spring semester and J-term registration Sophomore and Freshman
November 25 - Thanksgiving Holiday Classes canceled at 4:00 pm
November 25-26 - Thanksgiving Holiday no classes
Decamber 3 - Last Day of Classes
Decamber 6- 10 - Final Exams
December 10 - Daading for making up INC grades from Spring
December 10 - Lindenwood residential semester student housing closes at 4:30 PM
December 15 - Final Grades due, 5 pm
Decamber 30 - Deadine to apply for March/May/June Gradustion
. et

My Students
My Schedule
Room Avalabity

Forms and Handbogks

Courss Offering
Stop Registration
Registration

Clazs Rester
Email Students

[

- |
[l [ @ttt [ = [Hioow -~

It is imperative that after you log out of the session you close the browser used
to access the faculty & staff portal. This will prevent anyone from having
unauthorized access to your information.
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My Students
This option allows you to view the transcript or schedule for any students
assigned to you as an advisor and any student registered for one of your

courses.

=
8 @ imeret
2 o M wzan

]
Histart] B 0] 51 & oms cants Expren - M., [[&] My Students - Micros... 5] . | =) st | ] cans

The screen will default to your advisee list. Use the drop down menu to select
one of your courses. If you teach another course in a different term you will have
to change the term in order to view the course although the advisee list will be
viewable from both terms.

Step by Step: View Transcript
1. Chose the word Select next to the name of the student you would like
to work with. If you choose the student name you will only see contact
information.
Click Transcript
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To view the schedule from this screen click on Student Options then Schedule
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To view either mid term or final grades click on Student Options then Student
Grades. Select the type of grade to view.

w

=] B0 |inks ™| contrbute et Conirbs [pomttoben | &, ~

FACULTY [
PORTAL

& Tt
o] (010 " . [[STsrwtert Eraes -ruer £ -2 st | [T]cates N SRCEE T

To select a different student click on My Students. The screen will default back
to the Advisee Listing so if working with students from a class the course will
need to be selected again.
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Creating Excel Listing of Students in Course
There may be a need to have a listing of students from a course in an excel
listing in order to add additional information (example grade record keeping)

Step by Step: Excel Roster
1. Click the ‘Download to Excel’ link in the upper right corner of the screen.
2. Click ‘Open’.
3. The document will open in Excel.
4. There are several ways to manipulate the data to eliminate the
unnecessary information.

iy Students - Windows Inermet Exglore
G =[5 v e ot e =1 8 B4 | x| [F e 2
Fin Bt Vew Fawories Took Hop x [ soece 1

Select AD001017832
40001015048

ABO01090722

AD001008155
ABO01003486

Acoo10sss33
acoooassso
ADD01095259 L =
N T N T
File Download |

Do pou want to open or zave this file?

E;‘ j Mame:  roster.csy
4, Type: Micrasaft Office Excel Conma Separated Yalues Fil...

From: portallindenwood.edu

(m Save T ancel

"'-....__‘_'__/

Click to open roster in
Excel.

harm your computer. If you do not brust the source, do not open or

|@ ‘While files from the Intemet can be useful, some filez can potentially
save this file. What's the risk?
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90 Miosof Excel -=x}
et Fagelwout  Formulas  Data  Review  View  Oeweloper  Adddns -
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1 Number Studentll Stdenth Lonmall Major  Major2 Minor  Advisorl Advisor2 Class  Midterm Grade
2 1 ADOD1100 Armour, K KSASDS® ATHLETIC D.Brenna Sophoma
| 2 ADDO10BS Baseotto, GAS24@I INTERNA® C.Sharp Sophoma
4 3 ADDI1081 Belter, B BDB8G2E ACCOUNT K.Brickler Freshmar
5| 4 ADDO1100 Cal Fang, | MCAL0@I MARKETH wvzhle sephoma
6 5 A00D1097 Calik, Haz HCI60@I INTERNA™ C.sharp Freshmar
7 & ADOD1038 Curry, Bre BACO14@® BUSINESS M.Towns Junier
8 7 ADDD1050 Dembo, Jt IMDS7SE MARKETI! D.ams Sophoma
(9] B ADDG1090 Diggs, Elis. EI0300@1 RETAIL MI D.cannor sophoma
10 3 ADD1092 Downey, ¢ SEDIBDE MARKETII Rwiedne Freshmar
| 10 AD0O1030 Escalante, IE832@lic ECONOM ANsjjar Sophoma
B 11 ADDO1058 Fosmire, I MOF382@ MUSIC BL LAlsobra Junior
(1] 12 ADDD1038 Garett, K, KIGOSO@! FINANCE L¥amm Freshmar
14 13 ADD01100 Grimm, GI GDGG46@ MARKETI D.ams Sophoma
15| 14 AD0O1084 Jokerst, Ty TPI114@1 MARKETII Rwiedne Senior
16 15 ADDS1043 Kolisch, K. KKDSL@Ii CRIMINAL BUSINESS G.0verall senior I
17| 16 ADD01097 Llosa, Ana ALE4@II BUSINESS INTERNATIONAL 8U S.Coker Freshmar
ity 17 ADDD1081 Niemeier, JANADL® PRE-ENGI 1 Hauck Freshmar
13| 1B AD0O1097 Nubret, N NN37B@| BUSINESS 5 Marler- Freshmar
£ 18 ADDU1088 Panting, C CEPIASE BUSINESS M.Towns) Junior
21| 20 ADDD1031 Pereira, T TROSI@II MARKETH RWiedng sophama
B 21 A0001034 Phillips, G GAPOSSE BUSINESS Aclark Freshmar
£ 22 ADDD1095 Priebe, S+ SEPI62@) ENTREPRI LEider Sophoma
2| 23 ADDO1104 Puentes, | RPESA@II BUSINESS R.Talbott Freshmar
3 24 ADDU1038 Rarmos Na VRS3A@Ii FINANCE LKamm senior
£ 25 ADD01032 Repp, Eliz ELR3ST@I BUSINESS s.Coker saphoma
| 26 AODI1027 Reyna (Za FZ2S6@Ii SPORT Ms M.Hudgir Junior
B 27 ADDO1091 Rivera, Ali AR2SB@II INTERNA" MMarzar Sophoma
2l 28 ADDI1037 Samayoa, JSSO6@Nic BUSINESS EHendris Freshmar
S 29 ADDGI1097 Stone, Jes JS533@Iic ACCOUNT R.singer Freshmar
) 30 ADD01092 Sturdevar mbsOBDE BUSINESS R.Parter saphoma
| 31 A0001037 Thompsor JTE71@lic BUSINESS M.Towns: Sophoma
B 32 ADD01112 Vogler, Ri RCVT35@ SPORT Ms 5 Busines
33 ADOT1 VEW256E BUSIN
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My Schedule

Clicking on this option will allow you to see your deployment for the term
selected. Please note that if you do not see all of your courses listed you may
need to select another term. Below is an example of what the schedule looks
like.
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Qe - - %] (3] (D e oy

- il @ 3
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Room Availability

Lindenwood uses Astra schedule to provide room availability information.
Clicking the ‘Room Availability’ link will launch a new window and the browser
will be directed to the Lindenwood Astra Schedule portal.

1. Click the ‘Room Availability’ link in faculty & staff portal.

) Faculty Partal News - Mazilla Firelox =lox

Be Edt Yew Hgory fostmarks [ods feb

¢ R R Wi P — & y

5 Most ited > Gt Srted . Lok Headines

e L] :
L I N 1) ENWCQ) ]) FACULJ:O;:ELSTAFF =

Adam Ulrich
(Gurrara tarm1 5P 56M 10 (hange)

Faculty Portal News

Final Exxam Schedule Spring Semester 2010

::';'Mm, ormal Class Meeting Time
Wy Schadute
Click the "Reom Availability’ link,
Farms and Handbeoks
5 | »
12:00-12:5 Wednasday, May 12 | 11:00sm-1:00pm
[ 11001150 Fridey, May 14 11:008m-1:00pm
:‘_";:;::"“" MwE 2:00-2:50 Mondas, Way 10 2:00pm-4:00pm
e 3:00-3:50 wednesday, mux 12| 2:00pm-2:00pm
o 4:00-4,50 Fride, May 14 2:00pm-d:00gm,
™ 5:00-3,15 Thursday, ay 13 5:30m 10:308m
B Studants ™ 9:30-10:45 Tuesday, May 11 5:30am -10:30am
studert Diractory ™ 11:00-32:15 Tuesday, May 11 11:000m:1:00pm
™ 1:00-238 Thursday, May 13
iy 2:30-3.45 Tuesday, May 11 2:00pm-4:000m
p— = 4:00-515 Thwrsdar, May 13 2:00pm-4:00m
Evening sondag, May 10 Reqular Meetng Time
- T Evening Tuesday, Mey 11 Reqular Heetng Time
w Evenng Wednesday, May 12| Reqular Heebg Time
L1 Evening Thursday, May 13 Regular Meetng Time _

Important Dates for Spring Semester 2010

January 23 - New student registration/orientation - residential housing opens
January 24 - Spring residential check-in

January 25 - Classes begin

February § - Last day to register, add  class, or choose an audit

February 24 - Sibley Day

February 28 - Deadine to apply for August graduation

March § - Last day 1o withdraw with a "W"

March © - Late Start classes begin

Bafore the third day of class - Last day to register for a Late Start class

- March AE - Midterm orades due_noon =l
2. Click the ‘Calendars’ tab.
) Astra Schedule - Astra Home - Mozilla Frefox JRT= k|

O E® Yew Hgtory Bockmarls ook Heb
@ - C X . [T oo et esenons shapenrocaiamarats v re .

. Most Visked @ Getting Started | Latest Hesdines

Aastaa scheoute

E—
Remember Med

Click the ‘Calendars' tab.
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3. Click the ‘Grid’ icon.
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E Click the "Grid icon. | et S Fiflee

5 — Request Event

Daily view

Wadnerdar, My 5, 2010
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4. Click the ‘Calendar’ icon.

=loix|
Bk £t ew Hatory  Bookmarks oo Hel
@ c x . eEmm pr— ‘ -

5 st Veited 9 Gelting Stated | Lotk esdines
| @ stra schedule Calendar + =

= o TS| vers | PETSESR G

T WA, o B Click the Calendar icon. st ot
Frooms =] Wadnmsday, ray 05, 2010

aam | sam | l0ms | aiam | 12PM | 1Pm | 26m | 3Pm

Amanged Amanged Amanged
Adhlatics Basabal

sthlatica Fisld

aehlatics somball

Ahlatice Tannis Couts

Ahlabics Track

Basne Home Basna Ham
Busch wildida Buseh W
Butier Hall 211

Butler Hall BPOOL Butler Pool
Butier Hall LOFT The Lot
Butler Hall Paror Butler Parior

Butlar Librasy 01 o Foreasn

Butler Library 02

Buter Ubrary Meeting Room 1
Butiar Ubrar Mesting Room 2

Butier Ubrar Masting Roam 3
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5. Choose the appropriate day from the calendar.

Bl Edt Yew Hgiory fockmerks  [ook el
0" C X . [OIEEEEEN wroinesrae oo st st ~ @ 7

] Mast Vistad e Getiing Started -, Lakest Headbines

Tips: Clicking the forward arrow will advance the calendar one month at a time.
Clicking the back arrow will rewind the calendar one month at a time.
Clicking the month and year at the top of the calendar will change the
calendar view and allow the user to directly select a month.

6. Click the ‘Edit Search Filter’ button in the upper right corner.

| Astra Schedule Calendar
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7. Choose the appropriate building from the ‘Building’ drop down list.

FTEFTTISTITT,

Keywords: [Fnd acbwmar.

Location Events Sections

Campus: ¥ show Eveq ¥ show Sections
Eveq e

[euians Choose the appropriate building from the drop dow list.

Type: "
Room Type: [ =] X Course:

s Instructor:
Capacity: [l = [~ Featured only o
Event

status: [ =
I~ show Setup/Teardown
options

¥ Show Holidays

¥ Show Announcements

Be Et ew Hgory Gookmerks ook e
O"" (o N 1 o [ WP p——r—
o Mot Visked b Getting Started _ Latest Headines

Catendar: |[ENTYERTPORPRE| Fitar: JINEN| "Ed Saarch Ftar

TR

Galendsr Ged st
om
Monday, Septarmber 13, 2010

A0M | LLAM | 12PW | 1FW | 2PM | 3PM | 4eW | SeM | &Pw

Quad quap
Racklax Racklex Rachlex
Reamar Hall 201

Reamas Hall 202 Scrall doven the room list o find the

Roemes Hall 208 appropriate room.

Resmer Hall 206

Resmmas Hall 208
Roemer Hall 205
Aeemer Hall 210

Rosen

i 213

A Hall 217

Reamer Hall 219
Aeemer Hall 223

Rosemes Hall 301

Reamar Hall 302

Roamnes sl 303
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9. Use the left/right scroll bar to find the appropriate time range you are looking
for.

e & Uew Mooy foknals Dok tho
61 00 C X o [OTEEREN vrtpe st svermood. et ofCerciesiCobrde oDy - [&- P

Lo, Most visited b Gelting Sarted . Latest Headknes.

Colendar: [CRYTXTPTYIIRE| citer: | 6N Sanrch Fillar

Raquast Evant

Quad QUAD
RecPlex RacPlex Rachlex o

Roemer Hafl 201

Rosmar Heti 202 e IS [EEREN EE
Rowmar ek 208

Roemer Mall 206

Roemer Hall 208 feon 7750021 ]

Noamar Hel 209

Roemer Hall 210

Roemer Hall 213

Roemar Hall 217

Rosmer Hall 219

Serollloft or right to find the
appropriate time range.

Calondar Gid lint
Bay

Gam | 7am | oam | Saw | 10Am | 11am | 120m | 1em

Quad quAD
RecPla RucPles,
Rommer Hat 24

Rommar Hall 202
Rommar Hatl 205
Roemar Hall 206

Rosmer Hall 205

Acamar Hall 209

Roemer Hall 230 T (T (T T
e 5iod 15 s1o]

e

Roamer Hall 213

Roamar Hall 237

r Hall 239
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11. Moving the mouse over a scheduled course (listed in blue) or a scheduled
meeting (listed in green) will display the details of a course.

Calendar

I[= S

pereere— [T :

| @ Astra Schedule Calendar - E

ASTRAHGME., CALENDARS

Moving the mouse over a course
s r or meeting name will
display the details of the course.

12. Moving the mouse over the yellow icon next to the room name will bring up
the room details screen which displays characteristics of the room.

B Gt Yew MHgtoy Qookmars ook el
O C X . [N vrmirosse iram i scieasri st [T o Y

La] Most Visked P Getting Started ', Latest Headines

Catudar: | EYESPRE| ritor: [CINEY| PERSamn e

Raquest Evant
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Forms and Handbooks

The Forms and Handbooks section displays training documents and forms which
are made available to all faculty and staff.

7 Forms and Handbouks - Windaws 1 =lojx]
G~ [o) i ndemmond e A alE] ) x| : B[
Fle Bt W Fwomes Tods b & e B 1
g Pawestes | 3 2] Web e Gaery @8 Suopesied Stes »
18 Forms arc Hondbcks Fi - B e P ey Tods e -
FACULTY amasTaFF IS
FURIAL
—m
= [ @ et v [Wiooh « s
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Course Offering
The Course Offering displays course schedule and instructor information for the
selected term.

% [t cotute EEsnCorbas Tpotates | & -

racury B
PORTAL

;;;;;;

Courses can be filtered in order to limit the display of the offering. Options for
filtering include the days of the week, the campuses, or by department. Any or all
filters can be applied at the same time.

Step by Step Example: Student can only take Tues/Thurs Classes.
1. Hold down the Ctrl key and select Tuesday and Thursday from the
Scheduled Days filter box.
2. Click Apply Filter

To further limit by department, choose the department that the course is offered
through.

To change the filter option click reset filter and select new criteria for display.

Note that closed classes will be included on the listing but will be designated as
*CLOSED* in red.
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Open Course Listing
An excel spreadsheet is available throughout the campus in order to easily view
the listing of open courses for any term. This is accomplished without the use of

the portal.
Step by Step: View Open Course Listing
1. Open Excel
2. Select the J: drive
3. Select the Enrollment Report folder
4. Select the appropriate term (note the undergraduate semester courses are
not in a separate folder)
5. Select the most recently prepared report. The time of preparation is
included in the document name.
6. Choose the appropriate tab for the information needed.
e e - R T e ==
,,,;_j,i, Nme I e Type [ wate vt I
Nl 2
Gy = :
st [ e s A o
o] 8010 = C s upport - tae | 3 qmsiors wnn s [ Fhcrosom Encel - || I 09ase

This report for the undergraduate semester is also available on the P: drive.
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Class Roster

Use the class roster to view a list of students in any class you are teaching. You
may select an individual course or view all courses at the same time. The
student’s major, class level, and advisor will appear on the screen as well. Click
on the name of a student to display contact information.

Step by Step
1. Click on the Class Roster option
2. Select the class you would like to display from the drop down menu

|3 lass Roster - Microsot Internet Explarer provided by Lindenwond University

Fie Edt Wew Favoes Took Hep
Q=-0-xd 5 s cromes € :';Z_iﬁgﬂsl:‘,, 8

My Web Search | Psexch [+ Addess [&] htps:fpertalindermood.edfefebyfesfanyRoster Lv] [E) 60 |Liks ®| Conbibte BlEdeRGortrbute FjesttoBon & - | @ ek B 1

Class Roster

Class Rosters

Select Class: [[Sest Optun] Y —
o ame

Below is an example of what the roster looks like. You can see withdrawn
students at your discretion by checking the ‘Show Withdrawn Students’ check
box.

/7 Class Roster - Windaws Interns =lolx|
G = [ rtoe o Indenmcoc e — =& |E] x| [e £l
Fle Edt Vew Favoitms Tooh Fep * g wa 5 &

iz Favorites | i3 | wieb Sice Galery = 8 suggested Stes =

[ a—— BB - e Pagee Sefetye Took e @he 7

-
:

Schedule Information for ACCT2101014 - Principles of Fi
pavs

We 233 11:00:00 A 11:50:00 AM
Class Roster for ACCT2101014 - Principles of Financial Accounting

= mm_mm
_ “©
Class R € = BUSINESS  Sop
ass Roster
Emai studerts ©
T
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You can see student id photos by checking the ‘Show Photo’ check box and
selecting the ‘Printer Friendly Version’ of the roster.
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Email Students
You can email select students, an entire class, all students in all of your classes,
or just your advisees.

FACULTY [
PORTAL

Step by Step: To email students in one course

1. Click Email Students

2. Type the Subject, Reply to (this must be your FULL email address), and
Message. All of these fields are required as noted by the red *. Note if you
would also like to receive a copy of the message enter your email on the
Bcc line.

3. Select the appropriate course-note only one may be selected at a time.

4. To select all students in the course, check the box next to Student ID or to
select a few students check only those who should receive the message.

5. Click Send Email.
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Course Management-My Courses
The course management section will be used for entering attendance and
eventually grades.

When you first enter the course management section by clicking My Courses
you will get a listing of your courses for the selected term.
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Attendance Entry

Current university policy states that attendance must be taken on the first day, at
the end of the first week, and at the end of the second week for Financial Aid
reporting purposes. These will be on paper so a student signature is on record.

In addition, the university mentoring program runs attendance reports on a
weekly basis in order to monitor the behavior of our at risk students. This
information will be maintained in the system and MUST be entered by the
professor in order for this university goal to be accomplished.

Step by Step:Attendance entry
1. Click My Courses
2. Click Attendance Entry
3. The current date will default in. To choose another date click Get New
Date and select from the calendar.
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4, Click Load Daily Attendance

M Rt - Picrasot Intact Evplscs e by alelx|

CAMS e

5. The attendance defaults to present so only change those who are
absent. If you have excused the absence then use the E. If class is
cancelled for whatever reason, mark all students as excused. If you
need to see withdrawn students check the highlighted box.

6. Click Save Daily Attendance

Classes without regular meeting time-(indep. Study, Tutorial, Internship, etc.)
Please report whether you have had contact with the student regarding the
course on Monday of each week.
o Please mark ‘Present’ if you have had contact with the student
regarding the course.
o Please mark ‘Absent’ if you have not had contact with the student
regarding the course.

IMPORTANT NOTES:

The staff offices at the university will be running reports and using attendance
information to determine when and if a student should be granted a refund.

If changes to attendance information are made at a later date there is an audit
trail in the system indicating the original value and when the change was made.

Administration will be running exception reports of individuals who do not

complete their attendance reporting on a weekly basis and will be following up
with those individuals who do not comply with the request.
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Attendance Report

You can use these reports to review class attendance. Attendance can be
reviewed for the class up to the current date by leaving the date field blank, or
you can be selective and search for specific statuses like Absent or Excused, etc.
In addition, you may also limit the amount of data returned by setting beginning
and ending date criteria. For example, viewing the attendance for the past week.

I e i | coae B Birintes |, -
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Step by Step: Absences for a course
1. Click on Attendance Report

2. Select Attendance Status of Absent-note more than one option can be
selected. Use the shift key or the Ctrl key as needed.

3. Click View Attendance Report. Below is an example of what it will look
like:
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Stop Registration

When registration is set up for the subsequent term all students will be “checked”
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All students are expected to meet with their advisor and after this meeting it is the
advisors responsibility to change this setting to allow registration. Prior to
performing the steps below change the term to the term the student WILL BE
registering for. If they may register for more than one term at the same time

(ex. J term and spring semester), the check must be removed for each term.

Step by Step: Allow registration
1. Click Stop Registration
2. Uncheck the box next to the name of the student you met with.
3. If all advisees don’t fit on one page you have to scroll to the bottom of the
screen. Click Save.
4. Your student will still have to wait to the day for their class to register
before signing in to their portal.
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Grades Entry

Grades will be entered into CAMS through the faculty & staff portal. This will
occur at midterm and for final grades. There will be a window of time to enter
grades as established by Academic Services. You will be notified of the dates via
email.

Step by Step: Mid-term Grade Entry
1. Click on My Courses
2. Click on the appropriate course
3. Click on Mid Term grades
4.

JRIB

el Dl

il

L1

e udud

(@] L

|
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Use the print icon if you wish to keep a papgr
Click Submit Midterm Grades.
You'll get a confirmation that the grades were submitted. Click OK.
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Repeat this process for each course and again for final grades at the end
of each term.
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Course Evaluations

At the end of each term students will complete course evaluations via the student
portal. To view the responses for your courses click the

Step by Step: View Course Evaluation summary
1. Click on My Courses
2. Click on the appropriate course
3. Click on Course Evaluation

A summary of the responses for the course evaluation will be provided.
Evaluation summaries will normally be available to faculty approximately 10 day
after final grades for the term are due.

Step by Step: Mid-term Grade Entry
1. Click on My Courses
2. Click on the appropriate course
3. Click on Mid Term grades
Use the drop down menu for each student to enter their grade.
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Miscellaneous notes:

If you would like to change your network password, hit Ctrl, Alt, Delete and click
on the option to change password. Follow the instructions on the screen.

The faculty & staff portal does not time out after a period on non-use. If you log
into your portal from a classroom PLEASE remember to log out. If not, another
individual could use your access to make changes to attendance information and
in the future affect registration.
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