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FACULTY

SELF-SERVICE FACULTY USER GUIDE

Welcome to Self-Service! Self-Service is web-based tool that will allow you to advise and
register your students and much more. The FACULTY module will allow you to submit final
grades. Not all features of Self-Service are currently available.
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'S Hello, and welcome.

Choose a category.

[©):]
. Employee
a W-2, earnings st ts, and leave belances.
- few your W-2, earnings statements, and leave balances.
- § | Course Catalog
Here you can view and search the course Gatalog
&

op Faculty

Here you can view your active classes and submit grades and waivers for students,

g Student Planning

Search for courses, plan your terms, and register your course sections.

rn Advising

Here you can access your advisees and provide guidance & feedback on their academic planning.

8 boseTnz [ Signout @ Help

Daily Work - Faculty - Faculty Overview

Manage your courses by selecting a section below
[©)]
2020FA
=
Section Times
2 AHR-110-10: Intro to Refrigeration M/T/W/Th 8:00 AM - 8:40 AM
8/19/2020 - 11/2/2020
M/T/W/Th 8:40 AM - 10:40 AM
8/19/2020 - 11/2/2020
&

PHI-240-50: Introduction to Ethics

REL-110-50: World Religions

2020SP

Section

AHR-112-10: Heating Technology

PHI-240-50: Introduction to Ethics

R orld Religions

TBD
8/19/2020 - 12/18/2020

TBD
8/19/2020 - 12/18/2020

Times

M/T/W/Th 1:30 PM - 1:55 PM
1/6/2020 - 5/4/2020
M/T/W/Th 1:55 PM - 2:45 PM
1/6/2020 - 5/4/2020

TBD
1/6/2020 - 5/4/2020

TBD
1/6/2020 - 5/4/2020

Locations Books

Bldg 3,021
Classroom Hours
Bldg 3. 021
Lab/Shop Hours

Web, SITE
Classroom Hours

Web, SITE
Classroom Hours

Locations Books

Bldg 3,021
Classroom Hours
Bldg 3. 021
Lab/Shop Hours

Web, SITE
Classroom Hours

Web, SITE
Classroom Hours

Fig. 2. The “Faculty Overview” screen shows assigned sections for the current terms. Click on the section
where final grades will be assigned.
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Daily Work Faculty Faculty Overview

Section Details

< Back to Courses

REL-110-50: World Religions

2020SP
Website

TBD
1/6/2020 - 5/4/2020
Web, SITE Classroom Hours

Seats Available 12 of 26

Deadline Dates

Roster Attendance

Student Name

Books

Permissions

Student ID

Waitlist

@ Help

G Print & Email All ‘ @ Export v

Preferred Email

Fig. 3. Here is a sample section—REL-110-50: World Religions. The opening screen is your class roster. In
these screenshots, student information is hidden. To assign grades, click the GRADING tab.
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Daily Work Faculty Faculty Overview

Section Details

< Back to Courses

REL-110-50: World Religions

2020spP
Website

TBD
1/6/2020 - 5/4/2020
Web, SITE Classroom Hours

Seats Available 12 of 26

Deadline Dates

Roster Attendance Grading Books Permissions Waitlist
Overview
a Final grading is not complete. Please enter and post all grades.
Student Name - SiudsntlD: Never Attended: Last Date qutlendan(eC Final Grade: Expiration Date: Class Level 2 credits

Fig. 4. Click on the FINAL GRADE tab.
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Daily Work Eaculty Faculty Overview

Section Details
[©)s] < Back to Courses

REL-110-50: World Religions

A
2020sP 1A
Website

(]

P

[l

TBD P1
1/6/2020 - 5/4/2020 P2
Web, SITE Classroom Hours
Seats Available 12 of 26 XA

Deadline Dates

Roster Attendance Grading Books Permissions Waitlist XB

Overview Final Grade

D Post Grades

. Expiration Date A Class Level ~ Credits
I v v

Student Name A StudentID ~  Never Attended - Last Date of
v

A
¥ Attendance ME L

AU ———

) ‘ M ‘ [ Select Grad M) SegheeRS ?
o oy elec e 2 Associate

Sophomore 3

‘M/r(/yyw ‘ | Select Grade V‘ M/dlyyy Associate

Fig. 5. Click on SELECT GRADE, and assign the grade. Once all grades have been assigned, click POST
GRADES.

Confirm grade posting
Grades cannot be modified after they are posted.
2 grade(s) will be posted

Please confirm that the grades you entered are correct before posting them.

‘ Cancel Post Grades

Fig. 6. If grades are correctly assigned, click POST GRADES. Grades cannot be modified after they are
posted. You are not required to post all grades at once. You can return and assign other grades at a later
time. You are all done!



