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Accessing the Online Syllabus Builder

1. To access the Online Syllabus Builder in PeopleSoft follow the steps below.

Step |Action

1. [Begin by navigating to the Faculty Center.
Log in to my.fscj.edu with your user name and password.

Click the Faculty Tab > click the Online Syllabus Builder.

Faculty Students Resources Help Center

Faculty Center ~

CLASSROOM AVAILABLE RESOURCES

Anything you need for classroom instruction can be found here. Faculty Resources.
o Blackboard o Faculty Resource Centers
o Library & Learning Commons o Faculty Resources
o Online Syliabus Builder o Technology Assistance
o Instructor Schedules o Academic Technology Blog
o Class Roster o Open Educational Resources
o Grade Roster o Curriculum Services
o Assessment Center Testing Request o Outcomes Assessment

o Faculty Handbook

Step |Action

2. |The Online Syllabus Builder will display as long as there are no pop-up blockers preventing
it.

Introducing Syllabus Builder.

Quickly bu

1d and publish from customizabie templates.
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Disabling Pop-up Blockers
When you click this link for the first time, you may have to disable your pop-up blocker. Below you will find
instructions on disabling the pop-up blocker in five common browsers: Chrome, Internet Explorer, Firefox,

Safari, and Edge.

‘..
How to Disable Pop-Ups in Chrome

Step |Action

1. |Open Chrome.

Click on the 3 dots in the upper right corner of the browser window, then click on Settings.
f--ll"«A~’«!rL’:M'm ACCOATI ¢ ADMBRONSEAD ¥ BISCONR ¥ 0N HEVEIS [ e | oo | » i - 8 #
YOUR FUTURE BEGINS
VIEW CLASS SCHEDULE

Step |Action

2. |Inthe Search Settings bar type in the word “pop” and follow the highlighted item.
Step |Action

3. [Click Content Settings.

Accessing the Online Syllabus Builder
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Step |Action
3. |Click Popups.

Step |Action

4. |Where you see Blocked (recommended), move the slider to the right. It will turn blue and
the title changes to Allowed.

Pop-ups are now allowed. No need to “save.” Close the tab by clicking on the “x.” If pop-ups are still
blocked close the browser and re-open it.



How to Disable Pop-Ups in Internet Explorerg

Step |Action
1. |Open Internet Explorer.
Click on the Tools wheel (usually in the top right corner), and click Internet Options.
Print >
File >
Zoom (100%) >
Saf »
YOUR FUTURE BEGINS e
b View downloads Ctrl+)
> Manage 2dd-ons
F12 Developer Tools
- Go to pinned sites
VIEW CLASS SCHEDULE Compatibility View settings
o Internet options.
About Internet Explorer
Step |Action
2. [Click the Privacy tab.
General Seauiy Privecy Content Connections Programs Advenced
Fom oy e || oot st ca
-.? m page tabs, type o s own | |
Use current Use default Use new tab
 rem—
r!:uwmmndwvedmm, Tabs
ﬁ%&ﬂ:&f&s.hﬂwy.:%.wﬁp&wﬂs‘wm
] Delete browsing history on exit
Delete., Settings.
Step |Action
3. |Under Pop-ups, uncheck the Turn on Pop-up Blocker box.

ot oot g
4 A it e

B ]
I

= et Options T X
Genersl Secunty Privacy Cantent Comnectons Programs Advanced
Dt on g e Settngs

semian
st ks et s o e e

Location

[]Mever alow ebstes ta request your
physical location

Pap-up Blocker
‘ S —
InPrivate

[l Dsable toolbars and extensians when InPrivate Browsng starts

Cleax Sites

Pop-ups are now allowed. No need to “save.” Close the menu by clicking on the “x.” If pop-ups are still

blocked

close the browser and re-open it.

Accessing the Online Syllabus Builder
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How to Disable Pop-Ups in Firefoxo

Step |Action

1.

Open Firefox.

Click on the 3 lines in the upper right corner of the browser window, then click on Options.

FLoriDA ihS'l-\T[ CoLLEGE ACADEMICS ¥ ADMISHONSAID ¥ DISCOVER ¥ STUDENT SERVICES v

YOUR FUTURE BEGINS

THIS FALL

VIEW CLASS SCHEDULE
°

Step

Action

Click on Content in the menu on the left.

Step

Action

Under Pop-ups, uncheck the Block pop-up windows box.

Pop-ups are now allowed. No need to “save.” Close the “options” tab by clicking on the “x.” If pop-ups are

Black pop-up windows

Fonts & Colors

Defaultfont:  Default (Times New Roman) = Size| 16 =

still blocked close the browser and re-open it.




How to Disable Pop-Ups in Safari ﬁ

Step |Action

1. |Open Safari. (If you’re on a MAC and don't see it go to the Launchpad — rocket icon in the
tool bar - and click it there).

Click on the Tools wheel (usually in the top right corner).

FLORIDA abl\it CoLLEGE AGADEMICS v ADMISSIONS&AID »  DISCOVER ~  STUDENT SERVICES ~

YOUR FUTURE BEGINS

THIS FALL

VIEW CLASS SCHEDULE
°

Step |Action
2. |Go to the line that says Block Pop-up Windows and uncheck it.

Customize Toolbar.
FLORIDA &ST«T: COLLEGE Show Menu Bar

: Hide Bookmarks Bar Ctrl+ Shift+ B
Show Tab Bar CtrlsShifts T
- Show Status Bar Ctrle/
4 Show Reading List Ctrl+ShifteL
YOUR FUTURE BEGINS
History Cti+H

Downloads CtrleAlteL
. Private Browsing...
’ Reset Safari...

Block Pop-Up Windows  CtrleShifteK

Preferences... Ctri+,

VIEW CLASS SCHEDULE i &

Report Bugs to Apple...
®

Safari Extensions...
About Safari

Pop-ups are now allowed. No need to “save.” If pop-ups are still blocked close the browser and re-open
it.

I EEEEEEEEEE———
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How to Disable Pop-Ups in Edgee

Step |Action
1. |Open Microsoft Edge.
Click on the 3 dots in the upper right corner of the browser window, then click on Settings.
HC)RIMASHZI EfoL\\(ZI
YOUR FUTURE BEGINS
| VIEW CLASS SCHEDULE
L]
Step |Action
2. |Inthe Settings menu, scroll down and click View Advanced Settings.
I-\nrcu\‘;ﬁ'\r: ColLEce
YOUR FUTURE BEGINS
VIEW CLASS SCHEDULE
Step |Action
3. |Near the top you will see a line that says Block Pop-ups.
Move the slider to off.

FLORIDA Eh STATE COLLEGE ACADEMICS »  ADMISSIONS&AID »  DISCOVER v  STUDENT SERVICES v

Pop-ups are now allowed. No need to “save.” Just click off of the menu and it will close. If pop-ups are
still blocked close the browser and re-open it.

Page 9
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Course Evaluations

STEPS FOR STUDENTS
Students have the opportunity to evaluate their courses beginning the Friday before the last week of the
class. In order to access the evaluation, students should follow the steps below:

Step |Action
1. |Loginto my.fscj.edu.

2. |On the Students Tab click the Evaluate Instruction link next to the desired class.

A

FLORIDA

Class Schedule

Class Days Time

09:00 AM
;
. g ©

TBA
TBA

Room - All activities onfine TEA

e
Lacation : Oniine - All Activibes Online

STEPS FOR INSTRUCTORS
The evaluation reports will be made available to instructors 5 days after the last day of class. Instructors
will be able to view the evaluation report by following the steps below:

Step |Action
1. |Loginto my.fscj.edu.

2. |On the Faculty Tab scroll down to the “My Current Schedule” area and click the Evaluation
Report link next to the desired class.

Faculty

Faculty Contor «

CLASSROOM AVAILABLE RESOURCES
Anything you need for classroom instruction can ba found here. Facufty Resources.

My Current Schedule

Roster Summary  Chass Class Tice Enrolled  Days and Times Room Class Dates

Course Evaluations Page 10
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Instructor view of evaluation report:

Student Instructional Assessment Report

Term/session: 2178/A7
Course:

Class Number:
Location: NORTH
Instructor:

Course Organization and Planning:

t:onyy I:yee to omn&ont.sayx r:myy ’("""+m"§::dam
ree 5 isagree 1 jation
My professor presented the subject matter cleariy. 2A67%) 1G3%) 00%) 0% 00%) 3 467 089
My professor displayed enthusiasm when teaching. 267% G 00%)  00%)  00%) ERT
Ay professor had a style of presentation that encouraged me to learn. 2A67%) 163%) 00%)  00%)  0(0%) 3 467 083
My professor taught his/her stated course objectives. 2A67%) 133%) 00%) 0% 0% 3 a7 oss
My professor was open to questions or comments when they were appropriate.  2(67%) 133 00%) 0% 0% 3 467 083
Ay professor was available to help me during POSTED office hours. 2A67%) G 00%) 0% 00%) 3 467 088
My professor explained what was expected of me. 2A67%) 133%) 00%)  00%)  00%) 3 467 089
My professor provided written course policies 267%) 133%) 00%)  00%)  0(0%) 3 467 089
My professor provided feedback on all my work quickly enough to benefitme.  2(67%) G 00%)  00%)  00%) 3 467 089
 would recommend this professor to another studen 267%) 1B 00%)  00%)  00%) 3 467 089
Jay professor clearly explained how | was going to be graded at the beginning of the
267%) 1E3%) 00%  00%) 0% 3 487 089
kourse.
Ay professor used methods of evaluation that were clearly related to the objectives
r:‘m“m"“ 2A67%) 163% 00%)  00%)  00%) 3 487 088

Alternatively, you can access the evaluation report from your class schedule.

CLASSROOM AVAILABLE RESOURCES

Anything you need for dassraom instruclion can ba found hars Facully Resources,

I Faculty Center I Advisor Center [ Search |

| my schedule ” class roster | grade roster \

Faculty Center

My Schedule

My Exam Schedule

Fall 2018 | FSCJ1

Select display option: @) Show All Classes () Show Enrolled Classes Only
B8 Closs noser B =)

My Teaching Schedule > Fall 2018 > FSCJ1

Class Certified | Class Title Enrolled Days & Times Room o

AFPD 2057-1 No FERPA BASICS 1] TBA Online - All Aug 31, 2018-

Gaza (Lacturs) activities  Dec 18, 2018
online

STEPS FOR ADMINISTRATORS
The evaluation reports will be made available to administrators 5 days after the last day of class.
Instructors will be able to view the evaluation reports of their instructors by following the steps below:

Step |Action
1. |Loginto my.fscj.edu.

2. |On the Faculty Tab click on the Faculty Center drop down menu.

3. |[Select the Assessments — Dean’s View link.

e
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Faculty

Faculty Center =

My Current Schedule My Facuity Cantes:

Step |Action

4. |Use the input form to search for instructors or courses.

Introducing Student Faculty Assessments for Deans

Track and review Faculty Assessments submitted by students.

Term: Fall,

Session: AT Y

Professors: (none selected) v

Courses: (none selected) v
APPLY

Administrator view of evaluation report:

Course Evaluations

Introducing Student Faculty Assessments for Deans

Track and review Faculty Assessments submitted by students.

Term: Fall 2017 2178) [&

Session: 7 >

Professors: v

Courses: v
APPLY

Print

Student Instructional Assessment Report

N

Term/Session: 2178/A7
Course:

Class Number:
Location: NORTH
Instructor:

Course Organization and Planning:

tror ee Opinion [Disagree [Str ndard

el S il S 2 5
My professor presented the subject matter clearly. 2(67%) 1(33%) 0{0%) 0(0%)  0(0%) 3 467 089
ly professor displayed enthusiasm when teaching. 267%) 1(33%) 0(0%) 00%)  0(0%) 3 467 089
y professor had a style of presentation that encouraged me to learn. 2(67%) 1(33%) 0(0%) 0(0%)  0(0%) 3 467 089
ly professor taught his/her stated course objectives. 2(67%) 1(33%) 0(0%) 0(0%) 0(0%) 3 467 089
y professor was open to questions or comments when they were appropriate.  2(67%) 1(33%) 0{0%) 0(0%)  0(0%) 3 467 089
ly professor was available to help me during POSTED office hours. 267%) 1(33%) 0(0%) 0(0%)  0(0%) 3 467 089
ly professor explained what was expected of me. 2(67%) 1(33%) 0(0%) 0(0%)  0(0%) 3 467 089
ly professor provided written course policies 267%) 1(33%) 0(0%) 0(0%)  0(0%) 3 467 089

3

orofessor provided feedback on all my work quickly enoush to benefit me 2(67%) 1(33%) 0(0%) 0(0%)  0(0%) 467 089
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Drop for Non-attendance

If a student does not attend class from the beginning of the session to the end of Drop for Non-Attendance
window, the student should be dropped for non-attendance. The drop for non-attendance window opens
approximately 7 days after the session start date and closes approximately 14 days after the session start
date.

Instructors are required to enter non-attendance on the final day of the Drop for Non-Attendance window.
Even if you do not have any students who need to be dropped for non-attendance, you must certify your
class roster. To report non-attendance and/or certify your class roster, follow the steps below.

Step |Action

1. |Loginto my.fscj.edu with your user name and password.

Click the Faculty Tab = Instructor Schedules.

CLASSROOM AVAILABLE RESOURCES
Amything you nesd for classroom instruction can ba found hera: Faculty Resources.

Step |Action
2. |Click the Class Roster icon next to the class section that you want.

Note: For a class that has more than one component, you will need to enter non-
attendance and certify the class roster on the enrollment section only. You will know which
class is the enrollment section because it will say “Yes” in the Certified column next to it.

My Teaching Sched ile > Fall 2017 > FSCJ1

5
view all | B2 | &8 L3
Class Certified Class Title Enrolled Days & Times Room

ﬁ}‘ CET 2600-1  ves METWRK FND CISCO 1 24 Tu 6:00PM - 10:00PM SOUTH BLDG G Aug 28, 2017~
(237) (Lecture) ROOM 0102  Dec?, 2017

i CEL2800-11 NETWRK FND CISCO 1 24 TBA TBA Aug 28, 2017~
(1243 {Laboratory) Dec 9, 2017

i L0153 ves OPERATING SYST 24 TBA Online - Al Aug 28, 2017~
(3875) FOUND (Lecture) activities online Dec 9, 2017

fif SHriois-a OPERATING SYST 24 TBA Online - Al Aug 28, 2017~
(3876) FOUND (Laboratory) activities online Dec 9, 2017

5 SIS 2437-1  ves INTRO SQL SERVER DB 12 Mo 6:00PM - 9:00PM SOUTH BLDG E Aug 28, 2017-
ez (Lecture) ROOM 0207  Oct 14, 2017

i SIs2437-1L INTRO SQL SERVER DB 12 TBA TBA Aug 28, 2017~
azie) (Laboratory) Oct 14, 2017

5 524373 ves INTRO SQL SERVER DB 24 TBA Online - All  Aug 28, 2017-
{2032} (Lecture) activities online Dec 9, 2017

i) CTS 2437-3L INTRO SQL SERVER DB 24 TBA Online - All Aug 28, 2017+
(2033} (Laboratory) activities online Dec 9, 2017

CWS 0018-3 Mo JAVA-I-TECH PROGRAM 0 MoWe 2:00PM - 4:30PM SOUTH BLDG  Nov 13, 2017~
(5808} (Lecture) M ROOM 2102 Jan 24, 2018

No SQL-ServerITech 0 MoWe 12:00PM - 2:30PM SOUTHBLDG  Sep 18, 2017-
Program (Lecture) M ROOM 2102 Mov 8, 2017

e
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Step

Action

For any student who has not attended class, select Non-Attendance in the Drop for NA

column.
*Enrollment Status | Enrolled v
Enrollment Capacity 22 Envolled 16
Certify and Save
Grad
0} Name el ogram and Plan Level Drop for NA
1 (Graded | 3.00{fSs00kote Dearee - Freshman || N
= Associate Degree - Non-
2 Graded | 3.00,2 00 e o Arts Freshman on-Attendance
Associate Degree -
3 (Graded | 3.00 Associate i AMts Freshman il
4 (Graded | 3.00[ASS0cRtE Degree - Freshman v
I Associate Degroe -
_5 Graded | 3.00 Engineering Technalogy Freshman .
INon-Dagree -
5 (Graded | 3.00|p i Ffiied College Credit Freshman .
Associate Degree - 1
7 Graded | 3.005220000e i Arts Freshman v
[ ol Assoclate Degree - -
j Geaded | 3.00 800 e i Arts Freshman v
Non-Degree -
. Graded | 300/ punl Enolied Collaga Crodit s d
.
Step |Action

Click Certify and Save.

NOTE: There is no warning reminding you to save when you leave this page, so you must
remember to click Certify and Save or your changes will not be saved.

*Enrollment Status | Enrolled

v

\

Enrollment Capacity 22 Enrolled 16
P - D
(1] Name :::?: Units | Program and Plan Level Drop for NA

1 Graded | 3.00 ‘;?&z:: Eleg.:;e g Freshman NonAttend: ¥
E (Graded | 3.0p [ASSoclate Degree - Freshman || Non-attends v |
3 Graded | 3.00 :;::::E: m"'f:&‘-’ i Fresiman v
= Graded | 3.00 4esocie Degrte - Freshman .
B (craded | 3.00|850eRte Do gy Freshman v
D (Badel [0 gml[éen?«;ﬁ:d Callege Cradit firestin ke

7 Graded | 3.0p[jS50ciate Degree - Freshman v
s (Graded | 3.00 [A550cate Degree - Freshman v
B Graded | 3,00 |50 BOER ] leae cred Freshiman 5

Step

Action

Click Yes when asked if you want to update the Drop for NA information for these

students.

Drop for Non-attendance
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Step

Action

For any student who has not attended class, select Non-Attendance in the Drop for NA

column.

*Enrollment Status | Enrollad v
Enrollment Capacity 22 Envolled 16
Certify and Save
1D Name g:;;‘ ogram and Plan Level Drop for NA

1 (Graced | 3.00450ckate Dearee - Freshman || =
B Graded | 3.0p|32iociute Degree - Freshman Non-Attendance
B (Graded | 3.00[fS50cate Degree - Freshman v
4] Graded | 3.00f500ite Degree - Freshman v
s Graded | 3.00 Q;?:;ﬁ;’}-‘:ﬁﬁwv Frestiman v

& Graded | 3.00|Non M s Gt Freshman v
E Graded | 3.00[35500t8 Dagree - Freshman v
s (Groded | 3.00[A55000te Dearee - Froshman v
o (Graded | 00[RS R - eon Crot Freshman v

Step

Action

Click Certify and Save.

NOTE: There is no warning reminding you to save when you leave this page, so you must
remember to click Certify and Save or your changes will not be saved.

*Furoliment Status | Enrolled

v

Enrollment Capacity 22 Enrolled 16 \
3 - D
D Name rode: |units | rogram and Plan Level Drop for NA

1 Graded | 3.00 ﬁ::s Eleg.r!e: 7 Freshman NonAttend: ¥
P (Graded | 3.00 [4e=octats Dearea - Freshman || Non-Attend: ¥ |
B (Geaded | 3.0p [fS5ociata Dograo - Frestiman v
_4 Graded | 3.00 :::E:: gﬁg{f: : Freshman v
| Gradedt | 2.00 ﬁﬁxng?&ﬁnﬁwr Freshman v
B radenk] 00 Doni Envoved Callege Cred Frastimen i

7 Graded | 3.00 Q{;ﬁ‘;ig g“éf::“ - == .
e Graded | 3.00 mﬁ:s E:g:ae 5 Freshman v
|_9 Graded | 300|000 BOERS Colee cred Freshman Y

Step

Action

Click Yes when asked if you want to update the Drop for NA information for these

students.

Page 15
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*Enrollment Status | Enrolled v

Enroliment Capacity 22 Fnrolled 18 \

_ ngumm
s Name rae ogram and Plan Level Drop for NA
1 Graded | 3,00 [AS50ciate Deoree - Freshman | v
B Grated | 3.00[,S=0clate Degrea - Frosiman [ v
E Graded [ 3.0 [jeeociale Degroe - Freshman | v
4 Graded | 3,00 [fScociate Degrea - freshman | v
s Graded | 300|500 e Coege Gredit i *
E Grated | 3,00 |0 O | College Credi Freshman 2

Step

Action

Click Yes when asked if you want to update the Drop for NA information for these
students.

Iz
Are you sure you want to update the Drop for NA information for these students? (25000, 183)

Step

Action

Click OK to certify that there are no students who need to be dropped for non-attendance.

| cortify that there are no students on this roster that need 1o be drepped for nen-attendance. (25000,198)

\ OK b

Step

Action

Once the class is certified the date/time stamp will appear to show when the roster was certified.

Drop for Non-attendance
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Class Roster

= C1S 2437 - 3 (4032) change dass
Introduction to SQU Server Database (Lecture)
Days and Times Room Instructor Dates

TBA Online - All activities online Pamela Brauda 08/28/2017 -
12/08/2017

*Enrollment Status | Enrolied

;
Enrollment Capacity 24 Enrolled 24
L]
10/02/2017 8:24:35PM
= 1-24 o as!

Enrolied Students.

NOTES:
@ |If you mistakenly mark someone as dropped for non-attendance, you can go back in and change it

as long as the drop down box is still there. Simply click the drop down and re-set it to blank. Be sure

to click Certify and Save again.
® After the process runs to drop the student (which is intended to be a nightly process), you will not

be able to make any changes to that student.
® You may be contacted by the College if you fail to certify and save your roster at the end of the
Drop for Non-Attendance window.
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Grade Changes

Faculty members have one year after the class ends to enter grade changes. The grade change process in
Campus Solutions does not required departmental approval. Administrators cannot change grades; only
the faculty member has access to complete the grade change process.

The ability to change grades is open for a year after the class is completed. This will allow faculty the time
needed to change “I” grades.

If an adjunct is also an employee of the College, they must submit a Help Desk Ticket to change grades.

To change grades, follow the steps below.

Step |Action
1. |Inthe Faculty Center, click the Grade Roster Icon next to the course that you want.

My Teaching Schedule > Fall 2017 > FSCJ1

N
view all | 2 | M 50 H
Attendance Roster Class Certified Class Title Enrolled Days & Times Room Class Dates Print Photo Roster
o NC 1101-169 No ENGLISH COMPOSTN I 5 TBA DOWNTOWN ~ Sep 18, 2017- Print Photo Roster
16445) (Lecture) BLDG A ROOM Dec 9, 2017
2064
V4 s B ENC1101-52 Yes ENGLISH COMPOSTN 1 22 TuTh 12:30PM - 1:45PM KENT BLDG F Aug 28, 2017- Print Photo Raster
[3234) {Lecture) ROOM 0235  Decs, 2017
o s B ENC1101-53 Yes ENGLISH COMPOSTN I 21 MoWe 2:00PM - 3:15PM KENT BLDG F  Aug 28, 2017- Print Photo Roster
(3237) (Lecture) ROOM 0235 Decs, 2017
o s B ENC1101-58 Yes ENGLISH COMPOSTN [ 22 TuTh B:00AM - 9:204M KENT BLDG F  Aug 28, 2017- Print Photo Roster
(3361) (Lecture) ROOM 0235  Decs, 2017
o s Ef ENC1101-63 No ENGLISH COMPOSTN [ 19 MoWe 5:304M - 11:20AM KENT BLDG F  Sep 18, 2017- Print Photo Roster
(3391) {Lecture) ROOM 0235  Decs, 2017
Step |Action
2. [Click the Request Grade Change link.
¥ ENC 1102 - 34 (4168)
change class
Writing About Texts (Lecture)
Days and Times Room Instructor Dates
TuTh 2:00PM-3:15PM KENT BLDG F ROOM 0235 08/28/2017 -
12/09/2017
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade B N
[ Display Unassigned Roster Grade Only *Approval Status | Approved o Pested
Request Grade Change h
Roster |Official
1D Name Grade |Grade |Basis |Program and Plan Level Status
A A Gro  |ASSodiate Degree - Sophomore | Posted
Non-De -
A A GO |ne e ed College Credit Freshman | Posted
N N GRD ﬁzzgggi Eﬁgr'f: . Freshman  |Posted
A A GrRo  [Aisocate Degree - Freshman  |Posted
B B GRD  |peaocale Degree - Sophomare |Posted

Grade Changes Page 18



Step |Action

3. |[Click the Official Grade dropdown box next to the student that you want and select the
appropriate grade.

< ENC 1102 - 34 (4168)

Writing About Texts (Lecture)

Days and Times Room Instructor Dates
TuTh 2:00PM-3:15PM KENT BLDG F ROOM 0235 08/28/2017 -
12/09/2017
ID Name E":ﬂ:::m Grading Basis ::::I:I ‘
1 Enrolled Traditional A-F A D
2 Enrolled Traditional A-F A D
—3 Enrolled Traditional A-F [ N
—4 Enrolled Traditlonal A-F A Cé
—5 Enrolled Traditional A-F B

Step |Action

4. |Click the Submit and the word “Success” will appear next to the updated grade.

Click Return to Grade Roster.

= ENC 1102 - 34 (4168)

Writing About Texts (Lecture)

Days and Times Room Instructor Dates
TuTh 2:00PM-3:15PM KENT BLDG F ROOM 0233 08/28/2017 -

127092017

1D Name En;:::::nt Grading Basis g:::l:l

1 Enrolled Traditional A-F A D

_2 Enrolled Traditienal A-F A D

_3 Enrolled Traditional A-F FN 3

—4 Enrolled Traditional A-F A D
_5 Enrolled Traditional A-F AT

Return to Grade Roster h m'

Step |Action

5. |The grade has now been changed.
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FN Grades & Last Date of Attendance

If a student earns a failing grade due to non-attendance, the faculty member must report the grade as an
“FN” and enter the last date of attendance. To do so, follow the steps below.

Step |Action

1. |Inthe Faculty Center, click the Grade Roster Icon next to the course that you want.

My Teaching Schedule > Fall 2017 > FSCJ1

Attendance Roster

Certified Class Title

Class
NC 1101-169 No
16449)

Enrolled Days & Times

view Al | |

Room Class Dates

El-SnfBII‘

Print Photo Roster

V4 ENGLISH COMPOSTN I 5 TBA DOWNTOWN ~ Sep 18, 2017- Print Phaoto Roster

(Lecture) BLDG A ROOM Decs, 2017
2064

o is &) ENC1101-52 ves ENGLISH COMPOSTN 1 22 TuTh 12:30PM - 1:45PM KENT BLDG F  Aug 28, 2017- Print Photo Roster
(3234) (Lecture) ROOM 0235  Decs, 2017

o ﬁﬁ |§_ﬁ| ENC 1101-53 Yes ENGLISH COMPOSTN 1 21 MoWe 2:00PM - 3:15PM KENT BLDG £ Aug 28, 2017- Erint Photo Roster
(3237) (Lecture) ROOM 0235  Decs, 2017

o s B ENC1101-58 Yes ENGLISH COMPOSTN 1 22 TuTh B:00AM - 9:204M KENT BLDG £ Aug 28, 2017- Erint Photo Roster
(3361) {Lecture) ROOM 0235  Decs, 2017

o fﬁ] Sf ENC1101-63 No ENGLISH COMPOSTN 1 19 MoWe 9:30AM - 11:20AM KENT BLDG £ Sep 18, 2017- Print Photo Roster
(3391) (Lecture) ROOM 0235 Decs, 2017

Step |Action

2. [Click the Roster Grade dropdown and select FN.

Display Options:

Grade Roster Action:

Not Reviewed v

*Grade Roster Type | Final Grade v *Approval Status save
L pisplay Unassigned Roster Grade Only
Student Grade
D Name 2::::: ! g::;:l l;;a;:ng Program and Plan Level
Associate Degree -
¢ L ! e Associate in Arts ST

Step |Action

3. |The FN Grade Reason field will become available. If the student never attended select
Never Attended.

NOTE: The “Never Attended” option is used when the student should have been dropped
for Non-Attendance, but is still on the grade roster. Student Records will pull these
students and retroactively drop them for Non-Attendance.

== 2
Roster Official (Grading
1D Name FN Grade Reason . Program and Plan |Level
Grade Grade |Basis 9
Associate Degree -
(SR | FM v | | MNever Attended ¥ | GRD Ema R o Sophomore
T , P

=
FN Grades & Last Date of Attendance
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| Attended Until

Step |Action
4. |If the student attended at least one class session, but stopped attending select Attended
Until.
=8
D Name :(:::;:r FN Grade Reason El:tﬁerade g::gi:l sar:j;“g z:-:r?ram il Level
) Associate Degree
| 1 FIN Attended Until v | | E_T,] GRD = Sophomore
Assodiate in Arts
Step |Action
5. |The FN Grade Date field will become available. Enter the student’s Last Date of
Attendance.
d
Roster FN Grade Official |Grading | Program and
D Name Grade FN Grade Reason Date l Grade |Basis Plan Level
Associate Degree
v |[bas11/2018)5) GRD |- Sophomore

Associate in Arts

From there, you can complete the grading process as usual.
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NOTES:









