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Step-by-step Instructions for Faculty to Login to JICS
e At the MAC home page, www.mineralarea.edu, click My MAC.
e Your page should look similar to the screenshot below.
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e Fulltime faculty: your User Name and Password will be your Novell login and
password (the same login and password you use to login to your computer on campus).
e Adjunct faculty: your User Name will be system generated (a number).
Adjunct faculty: to obtain your User Name, enter your social security number in the
Look up User Name-Student ID and click Submit. This number is your User Name.

e Adjunct faculty: your Password will be in a NEW birthdate format: yymmadd.

After logging in, more tabs are available.
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http://www.mineralarea.edu/�

The Instructional Tab
e Look for the Faculty Course Control portlet
e Next to the Title of your course, click the drop down menu in Go Directly To for more
options; i.e. Course Details, Class List, Gradebook, etc.

2 Instructional - Default Page | My MAC - Windows Internet Explorer
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Welcome back Janet M Miller ( Personal Info | Logout )

I_ (] Instructional Advising | Academics | Admissions | My Pages

You are here: Instructional = Default Page

Instructional -
Instructional

Default Page

‘%‘ Printer Friendly

Navigating the Faculty Page

There is no content in this portlet.

Faculty Course Control

Course List for Janet M Miller

& Navigating the Faculty
Page

* Announcements

+ Calendar
View Details View My Faculty Schedule
o Faculty Course Contral Announcements - .
You have no incoming announcements. Fall 2008
Quick Links Course Title Go Directly To

Show All Announcement ts

My Pages CIS 1700 A DESKTOP PUBLISH

Select Area ... ¥
Select Area ... |
Course Details
Class List

Grade Entry

$ Copy Courses

No upceming events

Announcements View All Textbooks
MAC Email Full Size Calendar
Privacy Policy | About Us | Contact Us | Campus Directory © 2002-2008 Jenzabar, Inc. All rights reserved. v6.4 SP2 HF7D

[ @ mnternet 0% <

e Important Note: do not click the BACK button, navigate using the JICS links
only...it will log you out if you click BACK

Faculty Course Control
The Faculty Course Control portlet displays course loads for selected terms and divisions for
faculty members. The default screen displays your course list (Course and Title) and allows you
to do the following:

e View details

e View your schedule via the View My Faculty Schedule link.

e Access Course Details, Class List, Grade Entry (Update Student Grades), and Textbook

Entry screens from the Go Directly To drop-down.
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Open the main screen by clicking the Faculty Course Control link. The main screen displays
your course list and allows you to do the following:
e Enter different Term and Division search criteria.
e View your schedule and course details via the View My Faculty Schedule link.
e Access Course Details, Class List, Grade Entry (Update Student Grades), and Textbook
Entry screens from the Go Directly To drop-down.

Course Details

The Course Details screen displays information about the selected course and provides links to
additional information. Information on this screen includes name (course code), term, division,
credit hours, clock hours, instructor, meeting days, department, location, and status (O=open,

C=closed (number of open seats)/(total number of seats)), note (if any), and course description.

= Instructional - Defaull Page | My MAC - Windows Inlerne! Explarer

E®  Yew Fgvorites Jook Help

ol = Mgy i e, s Foacuby_2008-06-02T07-55-27-337) | #] % Al
Eis
-

& My Pages

Desktop Publish {C18
Instructor(s): Miller, Jane
Undargraduats

Dept: Cis

Status: O (22 out of 24 seats)

This course has other requirement

Note: INDESIGN

Course Schedules
Day & Time
T 4:00 PM-6:25 PM

Location
Main Canmpiss, Technalo

Date(s)
B/18/2008 - 12/13/200!
Course Description

Mo Course Description is available for this coursa,

su5 o the CIS Department, UG Divison

Cross-listed Courses
Waltlisted
1]
o

Course Type Title
€15 1700 & Parent Desktop Publish

Totals:

R100% -

Click the Faculty Course Control link to navigate back ................ccccovviiininnnns
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Click the drop down arrow, click Class List.

nstructional - Default Page | My M

indows Internet Explorer
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File Edit View Favorites

Help

P -
:Yf'\

@ - |Web Search E}Euokmarks' [ Settings ~ | B2 Mall - @My ¥ahoo! = .Answsrs [ Games ~ ﬂ,‘j Anti-Spyr
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Default Page

Mavigating the Faculty
Page

Annguncements

Control

My Pages

$ Copy Courses

Announcements
MAC Email

WWAG ' <

Instructional = Default Page

Instructional

Navigating the Faculty Page

There is no content in this portlet.

@ Printer Friendly

Eaculty Course Control = Default View

You have no incoming announcements.

Course List for Janet M Miller

View Details Wiew My Faculty Schedule

Fall 2008
Show All Announcements 5 ~
Course Title Go Directly To

No upcoming events

View All

Select Area ...
Course Details
Class List
Grade Entry
Textbooks

Full Size Calendar|

Privacy Policy | About Us | Contact Us | Campus Directory

© 2002-2008 Jenzabar, Inc. All rights reserved. v6.4 SP2 HF7D
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Default Fage

tina the Faculy

Eaculty Course Control - Class List

Sl Oplaones
Eaculty Courss Control

Course: €IS 1700 &

Course Details | Undergraduate | C15 1700 A | DI
Farulty Heets

& My Pages
v Fag Miller, tany

MALN TC/ T104

P eupec o Fucel  Emai a
Class List | Undergraduate | CIS 1700 A | DESKTOP PUBLISH (2 students)

FERPA " “
Restrict Studunt Student 1D Slatus Email Crona-listed Course  Major
ceregisterad  abinklevEminaralsres.sdy Graph ting Technoleay (245
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Class List

The Class List screen opens when you click the Class List option in the Go Directly To drop-
down. The screen displays the list of students who are registered for the selected course. If you
do not have permission to view the Class List for this course, the following message displays:

"You do not have access to the Class List for this course."

( Instructional - Default Paga | My MAC - Windows Intarnet Fxplarar
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Welcome: back Jamet M Miller | Personal Info | Logout )

@ printer Frisndhy

Course Details | Undergradunte | CI5 1700 A | DESKTOR PUBLISH
Fasulty Hests. Bates A
1 My Pages e — e re—

WPE oo Fucel  Ema All Students
Class List | Undergradunte | C15 1700 A | DESKIOP PUBLISH (2 students)

Student 1D Status il Croulisted Coose  Hajor

B & Irennee 0 =

You can view the Class Details and a Class List for a different course by selecting that course in
the Course drop-down list. However, if you need to change the Term and Division, you must

make that change on the Faculty Course Control screen.
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The following information is displayed for the selected course:

Field Description
Course Detail Displays Year/Term, Division, Course Code, Course Title
Catalog Displays the Catalog if applicable (only available for CX)
Crosslisted Displays any crosslisted courses
Courses
Faculty Displays names of faculty teaching the course
Meets Displays meeting times including days of the week and meeting times (e.g.,
MWEF 8:00-8:55 AM)
Dates Displays the begin and end dates
Rooms Displays the location of the course (Campus/Building/Room)

The Class List table may display the following information:

Field

Description

FERPA Restrict

Displays if a FERPA restriction exists in the Name Master table in EX

Student

Displays name of student; may also display the My Info popup icon

Status

Displays registration status

Email

Displays the student's email address

Crosslisted Course

Displays crosslisted course (if any)

Grading Type

Displays the grading type (if applicable)

Grade Displays current final grade (if applicable)
Major Displays name of major
Grad? Displays Y or N (if applicable)

Class List Set Options

When you click the Set Options link in the menu bar, the Class List Options screen displays and
is used to set and display global preferences for the Class List screen . Options include both
Search and Display options, which are detailed in the tables below.
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Search Options

Explanation

Include Registered

If selected, the search will retrieve all registered students for the
class.

Include Withdrawn If selected, the search will retrieve all students who have
withdrawn from the class.

Show Only Graduating If selected, the search will retrieve ONLY students registered for

Students the class who are scheduled to graduate in that same year and term.

Display Options

Explanation

Show if Graduating

If selected, the Class List will display whether or not students
listed in the search results for the class are graduating.

Show Grading Type

If selected, the Class List will display the grading type for
students.

Show Grade (If
Permission)

If selected, the Class List will display grades for listed students (if
allowed).

Setting Class List Options
e From the Class List screen, click Set Options in the toolbar.

screen.

Select the options you want to include in searches.

Select the display options for the class list.

Click the Save button to save the preferences and return to the Class List screen.
Click the Cancel button to not save any of the preferences and return to the Class List

(2 Imiructional - Default Page | My MAC - Windows Internel Explorer
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WP oo o acel Bl Al Stwders
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Emailing All Students from Instructional, Class List
e Emailing all students enrolled in a class is now an option.

= Instructional - Default Page | My MAC - Windows Internet Explorer E”EE\
@.\:}. - |g, hktp:{{my. mineralarea,edujics/Faculty_2008-06-02T07-55-27-337; V| || X | \ |

. Ele Edt View Favorites Tools Help

P& -

| Y’ -‘ 'Q“Wahﬁear(h @Eookmarks' [ Settings = @Mail i @My\'ahoo! - Answers - []Games - UJAnt\—Spy'

W (@ Tnstructional - Default Page | My MAC Iil D B v [hpese - @FTock - @- By @ 3

TAMAL

Welcome back Janet M Miller ( Personal Info | Logout )

Home BN = 11 1: Il Advising | Academics | Admissions | My Pages

You are here: Instructional > Default Page

o :
Instructional

%’ Printer Friendly
Default Page

® Navigating the Faculty Faculty Course Control - Class List
Page

Set Options

Announcements
Faculty Course Control » Default View = Class List

Faculty Course Contrgl Course: CIS 1700 A v
Quick Links Course Details | Undergraduate | CIS 1700 A | DESKTOP PUBLISH

Faculty Meats Dates Rooms

Miller, Janet M T 4:00 PM-5:25 PM 8/18/2008 -12/13/2008 WMAIN/ TS/ T104

@ Copy Courses
B Eport to Excel  Email All Students <‘;I
Class List | Undergraduate | CIS 1700 A | DESKTOP PUBLISH (2 students)

Announcements FERPA

My Pages

- Rostricy  Student Student ID  Status Email Cross-listed Course ~ Major
MAC Email
sac@® 19988 P - Preregistered  abinklev@mineralarea.edu Graphic Arts/Printing Technolegy (AAS)
=, Ashley K 53752 P - Preregistered accle@mineralares.edu General Studies (A4)
Privacy Policy | About Us | Contact Us | Campus Directory © 2002-2008 lenzabar, Inc. All rights reserved. v6.4 SP2 HF7D —
™
Dane [# € mternet F 100w -

e Important Note: for the Email All Students feature to work with MAC’s Google Mail
system, you will need to install Google talk at home. Instructions are available at the
MAC IT Department web page:

http://www.mineralarea.edu/ComputerResources/default.aspx

f Google Talk

talk>’
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http://www.mineralarea.edu/ComputerResources/default.aspx�

nal - Default Page | My MAC ndows Internet Explorer

@.\— ) |E http: /oy mineralarea. edufics/Faculky_2008-06-02T07-55-27-337/ v| ([ |

File Edt Wiew Favorites Tools Help
Y7 .‘ ':{"WebSearch [5 Bookmarks = [ settings ~ | EMal + My vahoo! -

5:? @Instructmnal - Default Page | My MAC I 1

Answers T GGames A UJAnt\-Spy'

I |

 [ibPage ~ O Tooks - @) [y @F @ 3

AL »

You are here: Instructional = Default Page

Quick Links Course Details | Undergrad

Facul
My Pages S
Miller, Janet M T 4:0

DESKTOP PUBLISH
Dates
8/18/2008 -12/13/2008

Rooms

MAIN/ TC/ T104
$ Copy Courses

@ Export to Excel  Email All Students

Class List | Undergraduate | CIS 1700 A | DESI

Instructional © printer Friend|
Default Page
& Navigating the Faculty Faculty Course Control - Class List
—== Set Options
& Announcements . .
Eaculty Course Control » Default View > Class List
e Calendar
® Faculty Course Con Course:

Dane

tudents)
Announcements FERPA ~ .
Rostrier  Student Student ID  Status Cross-listed Course  Major
MAC Email
Binkley, Alyssa C [i BESE-EE P - Preregistered Graphic Arts/Printing Technology (AAS)
Wilkins, Ashley & 53752 P - Preregistered General Studies (A4)
Erivacy Policy | About Us | Contact Us | Campus Directory \ \e{ar‘ Inc. All rights reserved. v6.4 SP2 HF7D —

-

\tqnet

Click the Faculty Course Control link to navigate back ......................c.oceiis

Grade Entry
Click the drop down arrow, click Grade Entry

e slarns sckacyFacuty, 0080

[T e ——

5" et St - [ ostmarta+ [Mistngs= | SiMal + @t viboet = | Dlarswens = Games = 1) atiior
WG iretrtionsl - Defat Page | My MAC G- ®-Gee-Ow-§-Don 3

i I

Instructional

Navigating the faculty Page el

Lacailty Course Control |

Thare = na content in this portiat > Ou

You have no ino

ang announcements.

3 | Camaua Gecestars

o & ikt o om -
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{2 Instructional - Default Page | My MAC - Windows Internet Explorer

@ Lo |g, http:/fmy. mineralarea. eduficsiFaculty _2008-06-02T07-55-27-337/Default_Page.jnz?portlet=Faculty_Course_Conkrol V‘ 4 [ X% | ‘ yoabs
: Fle Edt View Favorites Tools  Help
e 2 ‘ - |Web Search <+ [GpBockmarks~ [ Settings = | B Mal + @My vahoo! - | Eanswers + Bl Games + [ anki-spy-
W [@Instruct\ona\-Default Page | My MAC I I G- B e v [ page » (3 Tock - @- B O B 3
You are here: Instructional = Default Page -~
Instructional - B
Instructional ____ Instructional 8 printer Friend!
Default Page
» [Navigating the Faculty Faculty Course Contirol - Update Student Grades _ %
Pags
Faculty Course Control = Update Student Grades
& Announcements
* Calendar CIS 1050 A INTRO TO COMPUT - Update Student Grades
® Faculty Course Control
Student List for: Undergraduate |CIS 1050 A INTRO TO COMPUT &
Quick Links
Instructors: Lana K Labruyere
[+ -
& My Courses Cross-listed Courses:
My Pages
Course Grading Type: Credit Type Default Grade: |Select... b
@ Copy Courses B
If the grading peried is open and you have permission to enter grades, the default grade vou select will be applied to rows that have no grade and that
hawve a grading type that matches the course grading type. Please note that the midterm grading type is not displayed on this screen, but if it is available,
Announcements it is compared to the course grading type to determine whether or not to apply the selected default grade.
MAC Email
The Grading Type for students will only be displayed if it is different than the Course Grading Type.
FERPA Restr. Student ID Grad? Final Grade Grading Type Absences Clock Hrs Cross-listed Course
Asher, Christine S 62907 N b | o |
Aubuchon, Rose M 28883 N w Gs-Withdrawal [0 | [o |
Ayers, Luana D 44265 N b | o |
Select...
A
Bartley, Ashley A 66236 N D o] o ]
e v
Done F [ & mternet 100w v

e The Grade Entry portlet allows you to assign grades to students in courses for which you
are responsible.

e If the grading period is open, you can enter midterm and/or final grades and update
existing grades for students in your courses. However, it is possible that you may only be
able to view grades for students.

e Grade Entry will only appear during grading period.
e Currently, faculty is only able to view ungraded courses.

o Important: Please review/verify your grade selections prior to clicking Save. You
cannot edit grades after you have clicked Save, you will have to contact the
Registrar’s office.

e A grade entry of “W” or “I” cannot be selected. You will have to contact the Registrar’s
office.
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e Look for the Grading Calendar in the Instructional, Handouts section.

Instructional

Instructional
Default Page

@ Printer Friendly

Course List for Lois M Ragland

Instructor Information
Faculty Instructions for JICS (.pdf, 1479K)

y Contral View Details View My Faculty Schedule

Setting Up GoogleTalk at Home (.pdf, 235K)

Course Reports

Class Lists/Rosters (.pdf, 62K) Fall 2008
ﬁ Grading Calendar for Fall 2008 (.pdf, 234K) Course Title Go Directly To
EDU 2040 A Foundations Of Select Area ... v
My Courses Go to Main Screen
EDU 2040 B Foundations Of Select Area ... ¥

My Pages

You have no incoming announcements,

EDUH 2040 AAOL Found of Ed-Hr Select Area ... ¥

$ Copy Courses
EDUH 2040 AAD2

Found of Ed-Hr Select Area ... ¥

Show All Annguncements

ENG 1330 E English Comp I Select Area ... ¥
Announcements
MAC Email ENG 1440 C Public Speaking Select Area ... ¥ L

Ne upeeming events

Wiew All

Full Size Calendar

E; 0 Internet

H 0% -

18w

B/189=12/13

|::> GRADING CALENDAR FALL 2008

Mid term grades

Window for grade entry opens 1045 at 12:01
=m

‘indow for grade entry closes 10713 st
12:01 am

Final graces

Window for grace entry opens 133 at 12:01
am

Wiindow for grade entry closes 1213 st
20000 am.

L Rp—

EY19 = 1010

Mic trm zrades

Window for grace entry opens 9740 at 12201
=m

Window fior grace entry coses 3/1% at 1201

am

Final graces

Window for grace entry opens 1010 at 12:01
=

Window for grace entry
pm

ozes 10013 at 11:35

1153 =126

=m

am

Mic = Window for grace entry opens 11,3 at 12:01 Window for grace entry closss 1110 at 12:01
= am
Final graes Window for grace entry opens 12,3 at 12:01 Window for grace entry coses 12413 ¢ 10:00
= =
THERE ARE NO MID TERM GRADES FOR THE FOLLOWING TERMS
[ p—— B8 =-2/22
Final graces Window for grace entry opens S/37 at 12:01 Window for grace entry coses 5/25 at 11°59
= pm
B omms mmurimn B =127
Final graces Window for grace entry opens 10/27 at 12:01 | Window for grade entry 1031 2z 11:33
= pm
[ —— E/13 = 10417
Final graes window for grace entry opens 10117 a2 12:01 | Window for grade entry cioses 10/21 at 11:33
= pm
o B/23 - 10410
Final graces Window for grace entry opsns 10718 at 12,01 | Window for grace entry Cioses 10/22 at 11:98
= am
10 B8 =102
Final graces Window for grace entry opens 10722 at 12,01 | Window for grace entry
= pm
10w 106 =12/13
Final graces Window for grace entry opens 12/0% at 12:01

Window for grade entry cioses 12713 az 10:00 | |

518-2204.

if you nieed assistance with on-line grading, please contact the Registrar's Office at 513-2130 or

/408
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How to use JICS E-mail Features: Faculty Workshop #1

¢ Another option available for instructors to email all students is through a specific course,
then Collaboration, Coursemates.

e The advantage of using Coursemates is that it is more convenient and accessible within a
course. You don’t have to click back into Class List.

e The disadvantage is that you will NOT have a copy in your MAC Google SENT MAIL.

£ TEE 1350 A - AIXV CAINT - Wain Pago | My MAC - Windows Intornet Lxplorer

G - [ vty e alen st _rsanizis pocthc_siooad SR ol —
e 16 Contritutn ) Post toBig

There are no Handeuts for this portiet.
Gio to Nuin Scresn
Announcements e
You have RO INCAMING ANNAUNCMANtS.
Show all Anncuncemaney
Calundar Wa
< Seplember 2008 > g e Event
Sun Mon Tun Wl Thi Fri sat
u i
F] ] ] 1 a
I '] 16 ] I
a @ a s ] = a
@ H E H i ]

@ Itwret o -

/= THC 1370 A - ADY CADMD - Collabaralion | My MAC - Windows Infernel Fxplarer

@\ 3 = (1B ity e e, sk i TEE[TEE_| S0 2008_Fi1-TEC 13010 Colabcn sl S NSRS 2

o EEdR in Cortribute [ Post bo Blog

- - »
55| = | P<Umanersl Aves Cobege Mad - 1n... | @8 TEC 1320 A - ADY CADID... K ’:fr - B8 i = s kPage = (L Tods -

wisin:
d/D > TEC 1320 A - ADV CADYD > Collsboration

<h
= Ady Ca

. ” . .
Collaboration ®"cdit page @ printer Friendly
o The chat server is unavailable at this time.
Eheehds [Haschpes) [Fast atehgs) Cur chat ¢ pag-up windaw. You must lrn off
0 o §/20/2008 12:19:52 hmwsﬂ‘ pﬂp ¢| mwla [ o o s Fi- e P e i)
M
Forum Usage Guidelines
0 to Main Scresn
el Coursemates ] 7]
There are 5 members of this Course (1 Faculty, 4 Students).
o 5 Main Sersan
& My Courses
@ My Pages
My Groups
L5 copy courses
- -
i Internat oo -

W ocky [Compatblity .. /7 TEC 1%
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G = | B Pt vy e e i ekt mchoseics TR TEC,__ VT2 2008 _FA-THE_| 2204 Collaboo b, s T tlat mCimr st . v B[] x .

oo [EFR i Contrintn 5] Pont 1o Blog
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However, to receive a copy of the email you sent, choose Select All, and an email will be
sent to the instructor.
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e Here’s a sample of emailing all students from Coursemates.

e Note that this instructor, Paul Fritch, chose Select All and that his email address is
included.

e The email will appear in your MAC email inbox.
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