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The new Student Information System (SIS) is planned to launch November 12, 2008. With the
launch of the new system, faculty will be expected to manage their Rosters and Grade
Submissions online. Specifically, the faculty will be expected to submit the following with a
web browser:

Wait List Drops - drop students from the wait list
No-Show Drops - drop no-show students prior to first census

Certify Census Roster - certify census roster (all students remaining on the roster are
not no-shows)

MidTerm Grades - submit mid-term grades
Final Grades - submit final grades and/or attendance hours

To this end, this Quick Start Training Guide has been prepared to assist you as you get
acquainted with the new Faculty Portal.
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Accessing the Faculty Portal

Logging in
1. Launch your favorite browser (e.g. Internet Explorer, Firefox, Safari, etc)
2. On your browser address line type in http://www.santarosa.edu/portal.
This will produce the following Faculty Portal login screen:

Enter your Santa Rosa Junior College Identification Number, Pin Code and click on
the Login button.

Please note: you may use your Sogial Security Number in the ID Number field and
your birthdate (in mmddyyyy format) in the Pin Code Field to Login. You will be
required to change your Pin Code from your birthday to spmething else the first time
you login.

2 Web Portel Login - Microsoft Internet Explorer

: Flle Edt Yew Favorites Tools Help

eBa:k - \J - \j @ 7;\1 /qJSsarch ‘::I_“\'_(Favuntss {‘2 - .._7 ] -

SANTA ROSA
JUNIOR COLLEGE

SRJC-my

I forgot my SI1D Mumber

SCHEDLLES & CATALOG

ubby

INSTRUCTION FACULTY & STAFF

ADMIMISTRATION ABOUT SRIC

home > login

[

TRe SID Number is a unifiue nine-digit identifie assigned to every person who registers for classes at SRIC, either
1 fangot my Pin Code in \he credit program or ghe Community Educgfion program, or is employed at SRIC and will remain as that person’s

iden\tifier for all future trénsactions includingfegistration, adding or dropping classes, accessing course history, etc.
Registradgn Policies

If you\do not have an $RIC SID Number,
assignad an SID Numbgr.

Contact Us en click the 'Mew Student' button to file an admissions application and be

If you haye forgottenfyour SRIC SID Aurber or your Pin Code, please do not file a new application. Instead, please
use the lifks an the [eft and we wil/email you your SID Mumber and/or Pin Code.

MNew Student

member my Login {not recommended on public browsers)

horne | apply & register | schedules & catalod\] instruction | for students | faculty & staff | administration | about SRIC
Copyright 2005 Santa Resa Junior Collage. Al rights reserved. Wednesday, August 20, 2008

@1 Done ' Internet
e

| Forgot My SRJC ID (SID) Number

1. If you forgot your SRIC ID Number click on the "I forgot my SID Number" link in
the side navigation area which will bring up the next screen.
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http://www.santarosa.edu/portal

2. Please enter your email address and birthdate. An email containing your SID Number
and Pin Code will bg sent to this email address. If you do not have an email address
or your email address currently on file i5 not correct, please contact the Admissions
and Records Office dquring normal busjness hours at (707) 527-4685 for assistance.

3. Click on the Submit|button to complete the request.

=3

@ Back - </ lﬂ ’ Address j https:,ifhusappﬂz‘santarnsa.;,lduJ‘ERCumc;’SR_HaIp V| Go Links éj Apple Store For Education :éj Bst of the Web
i Google |G+ vieoo® @ B - w Bouk?lrlsv S 163blacked | P Check » ~ | AdtoFil s Send tow (@) settings~
SANTA ROS!A
JUNIOR COLLEGE
APPLY & REGISTER CHEDLILES 2 CATALD! INSTRUCTIEN FOR STUDENTS FACULTY & STAFF ADMIMISTRATION ABOUT SRIC

home = login

L searon

SRJC-myCubby

1 fi t SID Mumb
oraotmy omber Hlease enter your pmail address fand birthdate, An email containing your SID Mumber and Pin Code will be sent to this

1 fargot rmy Pin Code drnail address. If ypu do not hafe an email address or your email address currently on file is not correct, please
dontact the Admiskions and RgCords Office during normal business hours at (707) 527-4685 for assistance,
Registration Policies

Contact Us Email Address: |

Birthdate:|MDnth V‘ |Day V‘ Year:‘

A4

| Forgot My SRJC Pin Code

1. If you forgot your SRJIC Pin Code click on the "I forgot my Pin Code™ link in the side

navigation area which will bring up the next screen.

2. Please enter your SID Number. An email containing your Pin Code will be sent to
your email address cpirrently on file. If your email address currently on file is not
correct or you do nof have an email address, please contact the Admissions and
Records Office during normal business hours at (707) 527-4685 for assistance.

3. Click on the Submit|button to complete the request.

A https:#busapp02.santarosa.e lu/SRCurric/Si_HelpPin.aspx - Microsoft Internet Explorer, |ZHE|E|
o

Fle Edit Yew Favorites Toof Help 5
»

QDo - () |ﬂ @ Address LF]https;;,'husappoz,santamsa,edugschrricyspﬁe\p v|EJ e ik &) Apple Store for Education 4] Best of the eb

Google [Cl» v coulEd ) By v ¥y Bookmarksy 163 blocked S check v o - o send tov (@) settings~
SANTA ROS
JUNIOR COLLKEGE
I APPLY 2 REGISTER SCHEDULES 8 CATALDG INSTRUCTION FOR STUDENTS FACULTY & STAFF ADMINISTRATION ABOUT SRIC

home * login

SRJC-myCuybby [ eearen
|

I forgot my SID Mumber

Plgase enter yofr SID Mumber. &n email containing your Pin Code will be sent to your email address currently on file,

I forgot my Pin Code

X X If [your email aghress currently on file is not correct, please complete the Student Data Change Form.
Registration Palicies y

Contact Us I Numher:l:l
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How to Navigate in your Faculty Portal

Side Navigation

Is the first of the four main navigation elements on the Faculty Portal. It contains links to the
Faculty Portal Home, View Rosters, Manage Rosters, Early Alerts, Email Students and Help. By
clicking on any of these links you can jump to the pages that handle the respective tasks.

SRJC-myCubby

s the second of the four main navigation elements on the Faculty Portal. It is customizable and
cqntains links to Course Outlines, Schedule of Classes, Enrollment Reports, Instructor Schedule,
Ingtructor Load, Instructor Flex, CATE Home Page, Campus Announcements, Quick Links
(Instructor added) and Weather. The order and location of the sub-windows in this section is
detéymined by each faculty member.

Top\Navigation
Is the thirdhaf the four main navigation elements on the Faculty Portal. This area contains links
to contnol the Sontent/Layout of the portal page and Logoff.

ookie Crumb Nail
s the fourth of the four maig nawigation elements on the Faculty Portal. This contains the recent
path of nawigation within the Faculty Portal. You may use this trail to jump back to a previous
Screen visited during your Faculty~Rortaksession.

<2 https: //busapp0?2.santarosa. edufSRcurric/PortalFaculty.aspx - Microsoft Internet Explorer

| Eile Edit Wiew Ravorites Tools  Help ‘

FACINY & STAFF ADMI
home = my cubby = faculty

SEHEDULES & CATALOG IMSTRUCTION FOR STUDEMTS

SEARCH

Content/Layout  Logoff

myCurriculum =X Quick Links =)

Faculty Portal Home

View Rosters

Mo links available

Course Cutlines

Manage Rosters

Schedule of Classes

Early alert

Enrollment Report myDocuments =1

Email Students

File Depot

Hele Instructor Information [EX

Instructar Schedule

Instructor Load

Instructor Flesx

My CATE Account

Campus Announcements =X
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How to View Rosters

First, click on View Rosters" in the side navigation area of your Faculty Portal.

/

+ HOME
A ROSA + CONTACT
JUMOR COLLEGE
SCHEDILES & CATALOG INSTRUCTION FOR STUDEMTS FACULTY & STAFF ADMIMISTRATION ABOUT SRIC
horme = rmy cubby = faculty
-myCubby T searen

Currenfly logged in as: Kenneth Lofgren Updste Account  ContentfLayout  Logoff

‘ myCurriculum (=

‘ Quick Links (=10

Please select a semester to view your
rosters,

View Rostelg
Manage Rosters

Early alert

Ernail Students \ @/ all 2007

[5.1

Fall 2007 = View Rosters
Wiew Rosters

Click on a section number to view a roster
Manage Rosters

Early alert

Section Course Title Date Begin Enrollment

Email Students
IS 58,514 B/23/2007 21

Help
CIS E8.51A 10/22/2007 4
IS5 58.51B 10/22/2007 ]
CIS 73,414 B/22/2007 15

CIS 73,414 g/22/2007 20
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Fourth, this screen allows you to customize what will appear on the roster including:

o, Dropped students, wait list students, print add codes, sorting by Last Name or
Chronologically (click on one or more of the radio button choices)

and

. clude on the roster Student 1D, Transaction Date, Add/Drop Status, CR/NC Option,
Phone Number, the Email Address (click on one of more of the check boxes)

and
Add\plank columns to the roster to take attendance (enter a number 0-9).

<2l https:4{busapp02.santarosa.edufSRcurric/SR_FacultyRosters.aspx?SectionlD-294 6&Roster Type-4 - Microsoft Internat Explorer = B

View FavoNtes Tools Help -

<1 _;\J /..-\JSearch ‘il_-"\'{Favorites @} S k,-,__ ﬂ - _] E ﬁ i‘i

SCHEDJLES & CATALOG IMSTRUCTION FOR STUDEMTS FACULTY & STAFF ADMIMISTRATION ABOUT SRIC

home = my cubby = faculty = view rosters

L [sesrcn

Currently\logged in as: Cyndi Regse Content/Layout  Logoff

Faculty Porlal Hhme

Fall 2007 Wiew Rosters » Current Roster
WView Roster!
Section:\2946 Status: Too Late to Add 13 seats available
Manage Rosters
Course: N5 58,514 Units: 1.50 Room: 2928 Maggini Hall, Santa Rosa Campus
Barly Alert Instructor: Regse C Days: Th Time: 5:00 prm - 700 pm

Email Studenty

el Select the items\you wish to see on the roster:
elp

clude draps: Oves @ No

Include wait list: O ves @& MNo

Print add codes: Ovyes @ wNo

gt Option: @ Last Name O Chropguee®®sily

Ostudent 10 [ Transaction Date [ add/Drop Status ] CR/MC Optian
[ IPhone Number [JEmail ddress

.E’ nter number of blank calumns to appear on the roster for attendance purposes

’ Display Roster ] [ Generate Additional Add Codes ]

Fifth, click on "Display Roster" to view and/or print your roster.

Student Name Date of Trans Status
bonnet, susanne 07/23/2007 Add
Carpenter, Alex 07/16/2007 Add
Chapman, Jeannette A 07/07/2007 Add
Coe, John G ov/17/2007 Add
Cox, Sidnee A 07/16/2007 Add
Page 8 of 20
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How to Man age Rosters (Wait Lists, No Shows, Census Roster, Mid-Term Grades,
Final Grades, and Positive Attendance Hours)

When you select the "Manage Rosters"” link you will see a screen similar to the one below. It
will have a list of Sections, Course Titles, and the Actions to be Taken. The "Action to be
Taken™ columns wjill have various links that become active at different times during the term.

A https://busapp02.santarosa.i:du - Faculty Manage Rosters - Microsoft Internet Explorer u E ﬁ
© File Edit Wiew Favorites  Togls  Help H
G Back 2} Iﬂ et N Seard| T8 Favorites 62 == ﬂ E ﬁ '4“

Currently logged in as. Cyngl Reese ontentyLayout  Logoff

Faculty Portal Home
Fafl 2007 = Manpge Rosters
Wiew Rosters
Sglect the action fo be taken:
Manage Rosters
Early Alert = \Wait List Drpps - drop students from the wait list
= MNo-Show Dops - drop no-show students prior to first census
Email Students = Certify Cenjus Roster - certify census roster (all studentd remaining on the roster are not no-shows)
.
.

Help MidTerm Grgdes - submit mid-term grades

Final Grade§ - submit final grades and/or attendance hour

JV J’

Section Course

Action to be Taken

Title
2946 CIS 58.514 not Full Term Final Grades
2047 CIS 58,514 Jositive Attendancd not Full Term Final Grades

4284 CIS 58.51B Mo Enrollment Mo Enrollment Mo Enrollment

2326 CIS 73,414 Wait List Drop Certify Census Roster § MidTerm Grades  Final Grades

2955 CIS 73.41A Wait List Drop ensus Roster Certifiedl| MidTerm Grades  Final Grades

0471 CIS 73.41B Mo Enrallmen Mo Enrollment Mo Enrollment Mo Enrollment Mo Enrollment

0472 CIS 73.41C Mo Enrallmen) Mo Enrollmen Mo Enrollment Mo Enrollment Mo Enrollment

0474 CIS 175 Mo Enrollment Mo Enrollment Mo Enrollment

3614 y Enrolimeg Mo Enrollment Mo Enrollment
hon%w % registar | schedules % catalag | m%on | for studants | faoy# 8 staff | administration | abaut SRIC v
Wait List Drops - [ iT'the Action to be Taken area is for "Wait List
Drops". Before early in the term you may link to the list of students

ormally these links will be active prior to census date and will provide
method to drop No-Show students. By using this link you will get a list of

om the class using the current date.

o Certify Census Roster — The third column in the Action to be Taken area is used to
"Certify Census Rosters". This column will have an active link for all full term courses
and must be completed prior to submitting MidTerm or Final Grades. If you select this
link you will see a list of all currently enrolled students for the section. If you put a check
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mark in front of someone's name, they will be dropped from the class with a date prior to
the Census Date. The remaining students must receive a Final Grade.

Check the box to remove a student from the Census Roster.

When done, click on the "Certify Roster to submit your roster to Admissions and

APELY E RESG] SOHECLLES 2 L ATALCSG IHSTRLECTION FO8 STUCEHTS FECLLTY 3 STAFF ADPIHESTEATIO
Pearma > my culsby > e

Currently logged N\ 33 Cyndi Rease %

Faculty Fortal Home
Segmastar » [ Manage Fosters = Certify Consus Roster

Wiew Rosters

M Bt Sectiony 2324 Status: Too Late to Add 15 seats available
Course] C1S 72418 Units: =00 Boom: PCEET Bartolini Hall, Petaluma Campus
Edirly Rbt Instructor} feseze © Days: W Tinne: 10030 20 = 12:30 pm
Emsdil Stiadants
Helo P [ollowipg students are officialy reqistered in yow clzss. To diog 2 student, please check the

Nrop' box et Lo the studant's 10 and then click the 'Drop Students’ bution.

Orop. SfudentlD  StudentNzme Gl e oA W Ao o
o r-tr-2089 pal, Cryst somleieh e
[] |*F*-**-3346 Barr, Candy Pl A b o
O |4-r-1234 Dahl, Barb E “ATE Pawnlesd
O |**-*¥-4532 |Howe, Annie
O |4**-*£-0011 Kat, Tom
[ |[}*-*¥*-0728 |Lyons, Dan D
1 |f**-**-0876 Matterhorn, Largerthan A
O |[fFF*-*£-5555 |McCulligh, Chainsaw
0 |[F**-**-6744 |Oakey, Carrie
[] [*%-**-8733 |Plumer, Anita
[ [***-¥¥-3855 |Strong, IM
0 |***-%¥-5123 | Trout, Brook
L1 [***-%x-1299 |Us, Toys R

Total $tudents: 13

v

| certify Roster | | cancel |
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Currently logged in as: Gyndi Rees
Faculty Portal Home
View Rosters
Manage Rosters
Early alert

Ernail Students

Help

Midterm Grades - Midterm grades are optional and are only available for full term
courses. If you choose to enter Midterm grades the oEtion will only be active after you
certify your census roster and between the 8™ and 10" week of the class. There are three

midterm grades that you can select, S (satisfactory), U(unsatisfactory), and W(withdrawal
units not counted in GPA). To enter a midterm grade for students you click on the radio
button to the left of the grade. For details see Final Grades and Positive Attendance
below.

Course

Section . Action to be Taken
Title

2946 CIS 58,514 Wait List Drops  Mo-Show Drops Positive Attendance not Full Term inal Grades

2947 CIS 58,514 Wait List Drops  Mo-Show Drops Positive Attendance Full Term Final Grades

4254 CIS 58.51B Mo Enrollment Mo Enrollment Mo Enrollment Mo Enrollment

Final Grades and Positi ttendance - The Final Grade link will only be
available after yo certified your census roster (for full term courses) and/or after
the co S ended. To enter your final grades and positive attendance, click on the
"Final Grades" link. This will produce a roster similar to the one below. Note that you
will only see Classroom/DHR Hours and Timekeeper Lab Hour fields if the attendance
accounting method is "Positive Attendance". "TimekeeperLab Hours" will automatically

be entered from the "Timekeeper" attendance system.

To enter final grades -

o Find the name of the student and click on the radio button to the left of the grade
you are assigning. Continued on hext page

Content/Layout  Logoff

Semester = \Manage Rosters = Final Grafes

Section Number: 2947 Grading: Grade or CR/NC

Course Title: CIS E8.514  Attendance: Positive Attendance

Classroom/ Timekeeper

Student ID Student Name Grade DHR Hours Lab Hours Total Hours
¥Rx_4%-2080 |Ball, Crystal Oa OB Oc Obp OF
KEX-*X-3346 |Barr, Candy O Os Oc Op OF
krx_xx_1 2% | Dahl, Barb E Os OB Oc Op OF
***-**-4532‘%%, Annie / Oa Or Oc Ob OF
N

» Click 'Save Grades' if you want to save your work and finish entering grades later.
» Click 'Submit Grades' when you are finished entering all of your grades.
» Click 'Cancel Changes' if you do not want to save any changes to the grades you have entered.

Save Grades ] [ Submit Grades ] [ Cancel Changes

Page 11 of 20
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o0 To enter the Classroom/DHR Hours, position the cursor in the appropriate field

Currently logged in as: Cyndi Reese Contert/Layout  Logoff

Faculty Portal Home
Semester » Manage Rosters =

View Rosters

Section Number: 2947
Manage Rosters

Course Title: CIS 58.514  AttendanceNPositive Ktendance
Early alert
Max Hours: 440

Ernail Students

Help

Student ID Student Name Total Hours
**x-¥%-2089 Ball, Crystal Oa OB Oc Op OF
+EX_X¥-3346 |Barr, Candy Oa O Oc Op OF
K¥¥_*¥-1234 |Dahl, Barb E Oa OB Oc OD OF
KAX_¥¥-4532 Howe, Annie Oa Op Oc Ob OF

» Click 'Save Grades' if you want to save your work and finish entering grades later,
» Click 'Submit Grades' when you are finished entering all of your grades.,
» Click 'Cancel Changes' if you do not want to save any changes to the grades you have entered.

[ Save Grades ] [ Submit Grades Cancel Changes

0 Cancel all changes that were entered during the session
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Early Alert — The early alert system will be included in a future release.

Email Students - The Faculty Portal provides a tool to email to all students(with email
accounts) and post a message to the Student Portal. To use this feature, first logon to the Faculty
Portal (see Logging in for help) and then click on the "Email Students” link.

Currently logged in as: Cyndi Reese

Faculty Portal Home

View Raosters
Manage Rosters
Early alert

Ernail Studenl/

Help

Update Account  ContentfLayout  Logoff
myCurrjedium (=IE<] Quick Links (=l
Gurse Outlines Mo links available
Schedule of Classes
Enrollment Repart myDocuments =]
File Depot
| Instructor Information = |

You will be asked to select a term. To select a term click on the appropriate radio button.

Currently logged in as5. Cyndi Reese
Faculty Portal Home

Please sele
Wiew Rosters

Manage Rosters

Early Alert

Ermail Students

OFall 2008
) Surmmer 2008
O spring 2008

semester to email students.

Update Account

ContentfLayout  Logoff

You will see a list of courses that you are teaching in the selected term. To send a message, click

on any of the sections.

Currently logged in as: CGyndi Reese
Faculty Portal Home
View Rosters
Manage Rosters
Early Alert

Ernail Students

Help

Fall 2007 = Email Students

CIS 770

edit emails for a section.

Status Days Hours

Too Late to aAdd  Th 5:00pm-7:00pm
Too Late to Add M 6:00pm-2:00pm
Too Late to Add M £5:00pm=-8:00pm

Too Late to Add W 10:30am-12:30pm
Too Late to Add W £:00pm-2:00pm

Too Late to Add F 10:00am-12:00pm
F 12:00pm-1:00pm

Too Late to Add T 10:00am-12:00pm

Too Late to Add  Th 9:00am-11:00am

Too Late to Add  Tw 4:00prm-5:00pm
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If you have sent previous messages to students in this class you will see a list of previous
messages. By clicking on one of the subject links you can edit and resend a message.

Currently logged in a§: Cyndi Reese Content/Layout  Lagoff

Faculty Portal Home .
Fall 2007 = Email Students > Section 2946
Wiew Rosters
Section: 2946 Course: CIS 58.514 Status: Too Late to Add 13 seats available
Manage Rosters
Days: Th Time: 5:00 prm - 7:00 pm Room: 2928 Maggini Hall, Santa Rosa Campus

Early Alert
s Click on a subject to edit and resend an email

= Click on the button to send a new email

= ActivatesInactivate an announcement by clicking on the active checkbox and then clicking the
‘Update active Status' buttan

Ernail Students

Help

Active Date Range

Subject

no class today 12/18/2007 - 1/1/2008

Final exam room change 12/18/2007 - 1/1/2008

final tomorros 12/19/2007 - 1/2/2008

[ Mew Email J [ Update Active Status ]

If you want to send a new Email click on the "New Email™ button which is where you select
students, dates, and craft your message. Please continue on the next page to see a sample.

Cymdi Rease ContartfLayout  Logoff -

all 2007 > Emai Students Section 2046 > New Emall

Section: 2946  Cowurse: C|S 55,514 Status: Too Late to add 13 seats available
Days: Th Time: 5|00 pm - 7:00 pm Room: 2928 Maggini Hal, Santa Rosa Campus

Massages sant to all students [will be posted m the student’s portal and be delivered as email. Messages sent to specified student{s) wil
only be delvered as email.

Recipients of the message

D All currently enrolled students

Massages sent to all s
Please selact a date range for when the announcement will be available in the student's web
porta, [ Flops, Belle £
H|
pate Begin: [NINEETINETITIEEETY oote nd: [ g2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Ll Kat, Tom
; R 3 i 3 [l Lyorns, Dan D
I 4 5 6 7 B8 9 i 4 5 & T & =
Clima ertllan A
100311 12 13 14 15 16 W11 12 13 14 15 ERerhomyLotnertpan
17 18 1% W 2 i@ 3 17 18 19 W 1 2 [ seculligh, Chalnsaw
u sz » » w M 28 7 28 2 Ol [Gnkey, Carrk
31 5 ¢ It
[l Plumer, Anita
] Strong, 1M
1 Trout, Brook
[l us; Toys i
Send Email | | cancel I w
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To create your message, enter a brief description in the subject line and then type a message in
the message box. If you click on the "All currently enrolled students” check box, a message will
be sent to all your students in this section (who have/an email accpunt) and to the Student Portal
If you want to restrict your message to specjfic students, then click on the check box in
front bf each student who should get an email mgssage.

© Eile  Edit \ Yiew Favorites Tools  Help L

Cyndi Reeke Content/Layout  Logoff ~

Fall 2007 Email Students = Section 2946 > Ne mail

tatus: Too Late to Add 13 seats available

Room: 2928 Maggini Hall, Santa Rosa Campus

Course: CIS 53,514
Time: 5:00 pm - 7:00 prm

Section: 2946
Days: Th

the student's portal and be delivered as email. Messales sent/to specified student(s) will

gcilents of the message
Al currently enrolled students

$end copy to myself

Messages sent\to all students will be posted j
only be deliverel as email.

\

Subject:

Message:

| Ball, Crystal
O Barr, Candy

Messages sent to all students will also appear as an announcement in each student's web portal,

Please select a date range for when the announcement will be available in the student's web

Wops, Belle E

portal.
Date Begin: Date End: owe, Annie
Sun Mon Tue Wed Thu Fri 5 sfn Mon Tue Wed Thu Fri Sat pt; Tom
27 28 29 30 3 1 2 27\ 28 23 30 3 1 2 ons, Dan D
3 4 5 & 7 g el 3 4 5 & 7 g 9
10 11 1z 13 14 15 1s 10 M1 17 13 14 15 16 atterhorn, Largerthan A
17 18 1% 20 21 22 23 17 19 z0 21 22 &3 cCulligh,; Chainsaw
24 25 27 28 29 30 24 27 28 29 30 4 akey, Carrie
31 1 2 3 4 5 & 31 2 3 4 5 &

O lumer, Anita
D trong, I M
O rout, Brook

s, Toys R

\"4
Send Email Cancel 2
select>Date Begin™ and\&gatx End" for\)(our message to remain active on

the Student Portal. Y«u can move the calendar forward or backward by clicking on the small
month labels on either side of the calendar. If you are satisfied with all your choices then the
final step is to click on the Send Email button which concludes the process.

The next step is
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Navigating in SRJC-myCubby
SRJC-myCubby is the second of the four main navigation elements on the Faculty Portal. It is
customizable and contains links which are grouped into five sub-windows.

e Sub-window 1 (myCurriculum) contains links to Course Outlines, Schedule of Classes,
and Enrollment Reports (available in a future release).

ub-window 2 (Instructor Information) contains links to Instructor Schedules, Instructor
Laads, Instructor Flex activities page, and a link to My CATE Account Home Page.

+ HOME

« COMTACT

+ IMNDEX A-Z
APPWY & REGYSTER SCHEDULES & CATALOG INSTRUCTION FOR STUDENTS FACLLTY & STAFF ADMINISTRATION ABOUT SRIC

horne = rmy cubby = faculty

SRJ Cubby [ ]searcn
Currenth\logged in as: \Kkenneth Lofgren Content/Layout  Logoff
Faculty Portyl Home
View Rosters %yCurriculum == ;guick Links [ [
Manage Roster Course Outlines Mo links available

Schedule of Classes

Early Alert
Enrollment Repaort /meDOCUments Q

Ernail Students

File Depot

Help

Instructor Inform

Instructor Schedule

Instructor Load
Instructor Pex

My CSAE Account

|
/({amp § Announcements =

e Sub-wjatow 4 is for Quick Links (Instructor added). This feature will be added in a
future release.

e Sub-window 5 is for myDocuments which links to the File Depot page. On the File Depot
page you can save large documents and share the documents by sending the link
generated by File Depot
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The order and location of the sub-windows in this section is determined by each faculty
member. For example you can minimize/maximize sub-windows, delete sub windows,
and move the sub-windows to different locations in the myCubby area. The following

describe how this works:

0 Click on the dash to minimize a sub-window. For example this is the

SRJC-myCubby

Currently logged in as:
Faculty Partal Home
iew Rosters

Manage Rosters

Early alert

Emnail Students

Help

currently logged in as
Faculty Portal Home
View Rosters

Manage Rosters

Early Alert

Ernail Students

Help

home > my cubby = faculty

SEARCH

ConfentdLayout  Logoff

Cyndi Reese
myCurriculum \D (}Suick Links /EI
Course Outlines / /
Schedule of Claszes /vaO(:ume ts D
Enrallment Report
Instructor Information O
Campus Announcements [

. Cyndi Reese

Confant-’Lagout Lagoff

myCurriculum

QuickLinks/ O

op
|

|

Instructor Information

vaocumer/ts O

|

Campus Announcements 5[]

0 To delete a sub-window click on the "X" in the small box.
0 To get a sub-window back after deletion click on the "Content/Layout"” link.
Continued on the next page
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0 After clicking on the "Content/Layout™ link you will see the following screen.

Look at the bottom of this window for the

dd Content" button. Click on the

"Add Content™ button to view the "Please choose your content screen”.

SRJC-myCubby

Currently logged in as: Cyndi Reese

Faculty Fortal Home

horme ray cubby = faculty = contentflavout A

L [searce

Update Account  Content/Layout  Logoff

myCurriculum Quick/Links
“iew Rosters
Manage Rosters ™y Y
Early Alert - 0] >
Ermnail Students = *
Help
Instructor Information myDocuments
T T
* [ [ »
# #
Campus Announcer}(ents
(%
L (]
*

[ Add Content ] [ Return to Portal

]

w

o To restore a sub-window

lick on one of the empty check boxes. To see your

sub-window again click/on the "Return to Portal” button.

Faculty Portal Home

Please chodse your content

Unchecking a box will remowve

View Rosters

Manage Rosters pus Announcements

Early Alert Quick Links

Ernail Students :
M myCurriculum
Help

[#] weather

[#lInstructaor Infofmation

myDDcume

I Return to Portal ]

at content from your page.

Page 18 of 20

Z:\CS\Programmers\Documentation\FacPortal-Documentation-Ver2.doc




currently logged in as
Faculty Portal Home
View Rosters

Manage Rosters

Early Alert

Ernail Students

Help

H Cvndi Reese Con‘ffnt-’Lal,lout
myCurriculum O Quick Links O
Instructor Information OX myDocuments O

Campus Announcements [

Lagoff

0 To move or change the order of your sub-window click on the "Content/Layout
link. To move the sub-windows, simply glick on a bold arrow and the sub-
window will exchange places with the adjacent sub-window. When you are done
moving the sub-windows around click on "Return to Portal" button.

SRJC-myCubby

Currently logged in as: Cyndi Reese

Faculty Portal Home
View Rosters
Manage Rosters
Early Alert

Ernail Students

Help

| |seEeroH

Update Account

myCurriculum Qlick/Links

+

* »
[#] [

Instructor Information myD;Lcuments

(] [+

[ »
[#] [

Campus Announcements

(]

L
b

Add Content l ’

Return to Portal

Content/Layout

Lagoff

Page 19 of 20

Z:\CS\Programmers\Documentation\FacPortal-Documentation-Ver2.doc




Logoff the Faculty Portal

When you want to leave the Faculty Portal make sure you have saved any grade and/or roster
information and then click on the "Logoff" link in the top navigation area.

SANTA ROSA
JUNIOR COLLEGE

APPLY & REGISTER SCHEDULES & CATALOG IMSTRUCTION

SRJC-myCubby

ABOUT SRIC

ADMIMISTRATION

harne = my cubby = faculty

FOR STUDEMTS

Currently logged in as: Cyndi Reese

Faculty Portal Home

Campus Announcements [EIX Quick Links ([

Mo links available

Wiew Rosters

Manage Rosters

| [EERNT TP NN PRV (IEs |

Navigating the Cookie Crumb Trail

The last of the four navigation areas in the Faculty Portal is the "cookie crumb trail". Thisis a

SRJC home

we are looking at the cookie crumb trail for a faculty member who has been to th
vigation. If

page, logged on to SRJIC-myCubby, and selected manage rosters from the side n
you click on any of the links in the trail you will jump back to that page.

SANTA ROSA
JUNIOR COLLEGE

APPLY & REGISTER SCHEDULES 2 CATALOG IMSTRUCTION FOR STUDENTS
SRJC-myCubby : :

Content/Layout  Logoff

FACULTY 2 STAF|

Currently logged in as: Cyndi Reese

Faculty Portal Home
Fall 2007 = Manage Rosters

Wiew Rosters
Select the action to be taken:
Manage Rosters
= Wait List Drops - drop students from the wait list
» Mo-Show Drops - drop no-show students prior to first census
Ernall Students = Certify Census Roster - certify census roster (all students remaining on the roster are not no-shows)
» MidTerm Grades - submit mid-term grades
» Final Grades - submit final grades and/or attendance hours

Early alert

Help

Section Cl:l_urse Action to be Taken
Title
2846 CIS 58.51A  Wait List Drops  Mo-Show Drops Positive Attendance naot Full Term Final Grades
2947 CIS 58.51A  Wait List Drops  Mo-Show Drops Positive attendance not Full Term Final Grades
4254 CIS 58.51B Mo Enrollment Mo Enrollment Mo Enrollment Mo Enrollment Mo Enrollment
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