
 
 

1 
Source: www.jenzabar.net 

 

 

 

Mineral Area College 
 

 
 
 
 

 
MyMAC 

Faculty Orientation 
Revised 12/15/08 

Table of Contents 
 

Step-by-step Instructions for Faculty to Login to JICS .................................................................. 2 

The Instructional Tab ...................................................................................................................... 3 

Faculty Course Control ................................................................................................................... 3 

Course Details ................................................................................................................................. 4 

Class List ......................................................................................................................................... 6 

Class List Set Options ..................................................................................................................... 7 

Setting Class List Options ............................................................................................................... 8 

Emailing All Students from Instructional, Class List ..................................................................... 9 

Grade Entry ................................................................................................................................... 10 

How to use JICS E-mail Features:  Faculty Workshop #1 ........................................................... 13 

 



 
 

2 
Source: www.jenzabar.net 

 

 Step-by-step Instructions for Faculty to Login to JICS 
• At the MAC home page, www.mineralarea.edu, click My MAC. 
• Your page should look similar to the screenshot below. 

 

• 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). 

• 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. 
• Adjunct faculty: your Password will be in a NEW birthdate format: yymmdd. 

 
After logging in, more tabs are available. 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 

http://www.mineralarea.edu/�
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The Instructional Tab 
• Look for the Faculty Course Control portlet 
• 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. 
 

 
 

• 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:  

• View details  
• View your schedule via the View My Faculty Schedule link.  
• 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:  

• Enter different Term and Division search criteria.  
• View your schedule and course details via the View My Faculty Schedule link.  
• 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. 
  
 
 
 
 
 
 

 

 

 

 

 

 

 

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

 
     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 
Courses  

Displays any crosslisted courses  

Faculty  Displays names of faculty teaching the course  
Meets  Displays meeting times including days of the week and meeting times (e.g., 

MWF 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 
Students  

If selected, the search will retrieve ONLY students registered for 
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  
• From the Class List screen, click Set Options in the toolbar.  
• 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 

screen.  
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Emailing All Students from Instructional, Class List  
• Emailing all students enrolled in a class is now an option. 

 

 
 

 
• 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 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.mineralarea.edu/ComputerResources/default.aspx�
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Click the Faculty Course Control  link to navigate back ………………………… 
 
 

Grade Entry 
Click the drop down arrow, click Grade Entry 
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• The Grade Entry portlet allows you to assign grades to students in courses for which you  
are responsible.  

• 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.  

• Grade Entry will only appear during grading period. 

• Currently, faculty is only able to view ungraded courses. 

•  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. 

• A grade entry of “W” or “I” cannot be selected. You will have to contact the Registrar’s 
office. 
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• Look for the Grading Calendar in the Instructional, Handouts section. 
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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.  
• 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. 
• The disadvantage is that you will NOT have a copy in your MAC Google SENT MAIL. 
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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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• Here’s a sample of emailing all students from Coursemates. 
• Note that this instructor, Paul Fritch, chose Select All and that his email address is 

included. 
• The email will appear in your MAC email inbox. 
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