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ACCESSING 
SIMPLE SYLLABUS

Step Action

1 To access Simple Syllabus, go to https://fscj.simplesyllabus.com.
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Next, click the Profile Icon at the far right, then click Login (Highlighted in
red). Proceed to log in with your FSCJ user name and password (Note: If
you need to retrieve your user name and password, submit a ticket to the
IT Department at https://help.fscj.edu/). 

ACCESSING SIMPLE SYLLABUS
Faculty Center Guide, Edition 2

“Simple Syllabus,” FSCJ’s online syllabus creation tool, can be accessed by following the
steps below:
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Step Action
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To acquire a mastery of the Simple Syllabus Online Tool usage, we highly
recommend enrolling in and completing the essential professional
development training entitled “PD 2187 Simple Syllabus Online Training”
at https://bridge.fscj.edu/learner/courses/cbdb27d9/enroll.

ACCESSING SIMPLE SYLLABUS
Faculty Center Guide, Edition 2
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Step Action

1 From the Student Center drop-down in myFSCJ, select the Manage
Classes and Books tile. 

2 On the View My Classes link, click the Evaluate Instruction link next to
the desired class.

STUDENT EVALUATION
OF INSTRUCTION

STUDENT EVALUATION OF INSTRUCTION
Faculty Center Guide, Edition 2

Steps for Students
Students have the opportunity to evaluate their courses beginning on the Friday before
the last week of the class. In order to access the evaluation, students should follow the
steps below: 
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Step Action

1 Log in to my.fscj.edu.

2 Select Faculty Center in the center navigation > Click the Schedule tile.

STUDENT EVALUATION OF INSTRUCTION
Faculty Center Guide, Edition 2

Steps for Instructors
The evaluation reports will be made available to instructors 5 days afer the last day of
class. Instructors will be able to view the evaluation report by following the steps below:
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Step Action

3 Click My Schedule.

Step Action

4 Next to the course of interest, click on an Evaluation link to review a
Student Evaluation of Instruction.

STUDENT EVALUATION OF INSTRUCTION
Faculty Center Guide, Edition 2
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Step Action

1 Log in to my.fscj.edu and select Academic Administration within the
drop-down menu.

2 Select the Academic Administrator tile.

STUDENT EVALUATION OF INSTRUCTION
Faculty Center Guide, Edition 2

Steps for Administrators
The evaluation reports will be made available to administrators 5 days after the last day
of class. Administrators will be able to view the evaluation reports of their instructors
by following the steps below:
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Step Action

3 Select the Course Evaluations: Dean’s View link. 

STUDENT EVALUATION OF INSTRUCTION
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Step Action

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

STUDENT EVALUATION OF INSTRUCTION
Faculty Center Guide, Edition 2
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DROP FOR 
NEVER-ATTENDED

Step Action

1 Select Faculty Center in the center navigation > Click the Schedule tile.

If a student does not attend class from the beginning of the session to the end of Drop
for Never-Attended window, the student should be Dropped for Never-Attended. The
Drop for Never-Attended 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 Never-Attended on the final day of the Drop for
Never-Attended window. Even if you do not have any students who need to be dropped
for Never-Attended, you must certify your class roster. To report Drop for Never-
Attended and/or certify your class roster, follow the steps below: 
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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
Drop for Never-Attended and Certify the class roster on the enrollment
section only). 

DROP FOR NEVER-ATTENDED
Faculty Center Guide, Edition 2
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Step Action

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

DROP FOR NEVER-ATTENDED
Faculty Center Guide, Edition 2
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Step Action

4 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).

DROP FOR NEVER-ATTENDED
Faculty Center Guide, Edition 2

Step Action

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

6 Click OK to certify that there are no students who need to be Dropped for
Never-Attended.

Step Action

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

15 DROP FOR NEVER-ATTENDED
Faculty Center Guide, Edition 2



16 DROP FOR NEVER-ATTENDED
Faculty Center Guide, Edition 2

Notes: 
If you mistakenly mark someone as Dropped for Never-Attended, you can go back
in and change it as long as the drop-down box is still there. Simply click the drop-
down and reset 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 Never-Attended window.



Step Action

1 On the Faculty Center navigation, click the Schedule tile and click the
Grade Roster icon.

GRADE
CHANGES

GRADE CHANGES
Faculty Center Guide, Edition 2

Before Student Records posts the final grades, faculty members may change a
student's grade through the grade roster the same way they submit the initial grade.
Simply change the approval status from Approved to Review, change the grade, then
return the status to Approved again. Any grades that need to be changed after that
must be done through the grade change process outlined below.

Faculty members have one year after the class ends to enter grade changes. The ability
to change grades is open for a year after the class is completed. This will allow faculty
to change “I” grades. The grade change process in myFSCJ does not require
departmental approval. Administrators cannot change grades; only the faculty member
has access to complete the grade change process. If an adjunct is also an employee of
the College, they must submit a Help Desk Ticket to change grades (Submit a ticket to
the IT Department at https://help.fscj.edu/).
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Step Action

2 Click the Request Grade Change link.

GRADE CHANGES
Faculty Center Guide, Edition 2
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Step Action

3 Click the Official Grade drop-down box next to the student that you want
and select the appropriate grade.

GRADE CHANGES
Faculty Center Guide, Edition 2

19



Step Action

4 Click the Submit and the word “Success” will appear next to the updated
grade. Click Return to Grade Roster (Note: The grade is now changed).

GRADE CHANGES
Faculty Center Guide, Edition 2
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F GRADES AND LAST 
DATE OF ATTENDANCE

Step Action

1 On the Faculty Center navigation, click the Schedule tile and click the
Grade Roster icon.

Step Action

2 Click the Roster Grade drop-down and select F. Then the Grade Reason
field will appear.

F GRADES AND LAST DATE OF ATTENDANCE
Faculty Center Guide, Edition 2

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

3 If the student attended the course, select Attended Entire Course. 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
retroactively drop the student, and the student will lose any disbursed
financial aid and will have a debt owed to the College. Once the student is
dropped, they are removed from the myFSCJ class roster and will show as
inactive in Canvas. Therefore, it is very important that students are
properly dropped for Never-Attended at the beginning of the course.

Step Action

4 If the student attended at least one class session, but stopped attending,
select Attended Until. Then, the Grade Date field will appear.
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Step Action

5 In the Grade Date field, enter the student’s last date of attendance.

F GRADES AND LAST DATE OF ATTENDANCE
Faculty Center Guide, Edition 2
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From there, you can complete the grading process as usual.

Note that if a faculty member accidentally selects "Never-Attended" on an F grade, the
faculty member should use the grade change process outlined in this guide to change
the grade. However, if the grades have already been posted by Student Records, then
the faculty member will need to submit a Help Desk ticket to have the grade changed
(Submit a ticket to the IT Department at https://help.fscj.edu/). 

https://help.fscj.edu/
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