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Teaching and Learning Center

Faculty Guide to PeopleSoft/eServices

For PeopleSoft version 8.9

Prepared by the Teaching and Learning Center
January 2012

PeopleSoft / eServices can be accessed through www.icc.edu (eServices link) or through ICCNET on campus. The
eServices link will provide access to all basic PeopleSoft functions for faculty via the web. The PeopleSoft link on
ICCNET provides additional functions available only on campus.

Contact the ICC Help Desk, helpdesk@icc.edu or 694-5457 with login problems.
Visit, call or email the TLC for faculty training; tlc@icc.edu, 694-8908, 240A East Peoria Campus
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BASIC ROSTER MANAGEMENT: CLASS, ATTENDANCE, ACADEMIC

WARNING AND GRADE ROSTERS

There are four types of rosters that require management: Class, Attendance, Academic Warning and Grade.

Class Roster
A class roster:
» Displays enrolled students by default.
»  Can be changed to dropped students, only, or
all, which includes enrolled and dropped
students.

Attendance Roster
Academic attendance can be defined as, but not limited
to the following:

»  Physically attending a class where there is an
opportunity for direct interaction between the
instructor and students

»  Submitting an academic assignment

» Taking exam, an interactive tutorial, or
computer-assisted instruction

« Attending a study group that is assigned by the
institution

» Participating in an online discussion about
academic matters

+ Initiating contact with a faculty member to ask
a question about the academic subject studied
in the course

Academic attendance does not include activities where a
student may be present, but not academically engaged,
such as the following:

« Living in institutional housing

*  Participating in the institution’s meal plan

* Logging into an online class without active
participation

« Participating in academic counseling or
advisement

An attendance roster is:

»  Generated and due per the dates listed within
the timeline of the term.

»  Used to report Never- and Non-Attenders:
Never-Attended— A student who appears on
your class roster but has not been in attendance
at any class session.

Non-Attender— A student who has attended at
least one class session (or its equivalent) and
ceased attending. A student who is dropped as a
non-attender will receive a “W’ on his/her
transcript and the instructor must report last
date of attendance™*.
STUDENTS WHO ARE MARKED AS NON-
ATTENDER OR NEVER-ATTENDED ON THE
ATTENDANCE ROSTER ARE
ADMINISTRATIVELY WITHDRAWN FROM
THE COURSE AT MIDPOINT.

Academic Warning Roster

An Academic Warning is an indication made by a faculty
member when a student has excessive absences, poor grades
or poor basic skills in a class. Students who are marked on
the Academic Warning roster for these reasons are mailed a
letter listing the class, faculty member’s name and warning
reason. The letter is signed by the Dean of Student
Services. The back of the letter describes a number of
student support resources the student may seek out to help
resolve the warning issue.

«  Warning processing begins at the end of the second
week of the spring, summer or fall term and
concludes two weeks prior to the end of the term.

»  Students receive one letter for each unique warning.

«  Deans in academic departments receive an
Academic Warning follow-up report each week,
listing students who were sent letters.

«  Once an academic warning is resolved the faculty
member making the warning must return to the
Academic Warning roster to remove the warning.

STUDENTS MARKED ON THE ACADEMIC
WARNING ROSTER AS NEVER ATTENDED IN THE
FIRST TWO WEEKS OF A 16-WEEK CLASS OR IN
THE FIRST WEEK OF ALL OTHER DURATION
CLASSES WILL BE ADMINISTRATIVELY
WITHDRAWN FROM THE CLASS. (STUDENTS
CAN ALSO BE ADMINISTRATIVELY WITHDRAWN
BY MARKING THE ATTENDANCE ROSTER AS
NEVER- OR NON-ATTENDER AT MID-POINT OF

THE CLASS)

Grade Roster
A grade roster is:
»  Generated and due per the dates listed on the roster
dates calendar.
» Available only at course endpoint.
*  Used by instructors to enter students’ final letter
grades.

*Last Date of Attendance

If a student has been disbursed financial aid funds then
withdraws from a class, is marked as a non-attender at
midterm or is assigned an FA grade on the final grade
roster, the instructor must report Last Date of Attendance to
Financial Assistance within 5 business days of receiving a
notification email. Contact attendance@icc.edu for more
information.
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THE TIMELINE OF AN ILLINOIS CENTRAL COLLEGE ACADEMIC TERM

Term-Specific Roster Dates :: Spring 2012, Term 2126
Never-Attenders Attendance Roster Attendance Roster Grade Roster
1st Day of Classes Reported* Generated* Due Generated* Grade Roster Due

1% 8-week | January 17 January 20 February 8 February 16 March 8 March 21
16-week January 17 January 27 March 8 March 21 May 8 May 22
12-week February 13 February 17 March 22 April 3 May 8 May 22
2" 8-week | March 19 March 23 April 10 April 18 May 8 May 22
e Census day is February 1 End of 1% or 2nd Mid-point of class,
e Academic Warning begins week, withdraws withdraws students . . Final day of class

January 20 students who have | who ceased Mid-point +5 days | Final day of class +5 days
o All rosters are due at 9:00 AM not attended attending

For more on attendance, rosters and grades, see www.icc.edu/innovation

>> eServices/PeopleSoft

General Timeline of an Academic Term :: Reporting Requirements, Teaching and Learning Activities

Day 1/
Week 1

Classes begin

Verify your class
roster™; get to know
your students &
facilitate activities for
them to get to know
each other

Set clear expectations
for communication,
class procedures &
assignments; ask
students for their
expectations

Pre-test students’

Teach from the

Give an assignment
using the course

current knowledge discipline or
o T syllabus/course
of the discipline or subject; do not : .
. L information as the
subject dismiss early!

13 ‘teXt’ >

Assess student
learning, determining

Provide students with

Evaluate/grade &
return assignments

Teach from the

Post grades and/or

Weekly if they are grasping feedb_ack on their with meaningful discipline or subject funning averages in a
learning timely manner
the course content feedback
Within the Post academic warnings*, marking never-attenders (students on your roster who have not attended/participated in

first 2 weeks

2" week in 16-week classes

the class) who will be dropped from the class, by the end of the 1st week in 8- and 12-week classes, by the end of the

Mid-point

dropped from the class

Post attendance*, marking non-attenders who will be

Remind students to be responsible for their grades &
course averages

Post mid-

point (50%+)

Federal regulations for financial assistance require ICC to report last day of attendance for students using federal
financial aid who cease attending/participating in a course past mid-point but before 60% of the term has passed.

to 60% of the | Students who cease attendance/participation in this limited timeframe should be awarded a grade of FA*, failure as a
term result of attendance.
Post academic warnings*, marking
Famlllarmla students with academic Ask for student feedback about the students vlho areflfa}cklng bazlc sI_<|IIs
Ongoing & personal support resources, class, class materials, assignments or not making sufficient academic
student life opportunities & ways to acir; etc ' ' progress; students will be sent letters
get involved on campus pacing, etc. in US mail from Advisement &
Counseling
End Post-test students” knowledge of the | Administer student assessment of Post final grades* in PeopleSoft

discipline or subject

faculty

Course Withdrawal :: Withdrawal dates vary and are listed in the printed and the online class schedules. Withdrawals are accepted
online, by mail, fax or in person at the East Peoria Campus (L211), the Downtown Peoria Campus (Thomas 109) or the North Campus
(Cedar Hall). Students may withdraw from a class until the date listed on the class schedule. If the withdrawal occurs on or before the
listed refund date, the student may be entitled to a refund of tuition. A student is financially responsible for tuition and fees for all
classes not officially dropped by the appropriate refund date.

*Class rosters, academic warnings for never-attenders, academic warnings for academic progress and attendance, mid-point
attendance, FA grades and final grades are managed through PeopleSoft/eServices. For more information and for step-by-step
instructions, locate the Faculty Guide to PeopleSoft/eservices; www.icc.edu/innovation >> ESERVICES/PEOPLESOFT >> ICC
eSERVICES FACULTY GUIDE. Visit, call or email the Teaching and Learning Center staff for assistance; 240A on the East Peoria
Campus, 694-8908 or tic@icc.edu
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CLASS ROSTERS

eServices Class Roster
Home > ICC eServices > Faculty Center > Class Roster (people logo)

[ Cambus Fersonal

Information Fall 2009 | Illinois Central College |

[ Academic Records
[ Degree

Progress/Graduation ¥ Show all classes Only classes with enrollment T view My Weekly Schedule
[» Transfer Credit
[» Advisement
— Academic Warning Rosters =
- Affendance Rosters iif Clazs Roster B

— Student Center

— Class Search/Browse Clats Class Name Enrolled Days and Time Room Class Dates
Catalog ENGL 110260 COMPOSITION I 24 Mo 11:00AM - 11:50AM E Pao Aug 24, 2005-
[+ Enterprise Learning LEC 2362 (Lecture) Academic Dec 7. 2005
[ Campus Community Building
[ Student Recruiting 5 ENGL 125-1 BUSINESS 15 MoTuWeThFrSaSu 1:17AM -  E Peo Aug 24, 2003-
[ Student Admissions LEC 2768 COMMUNICATIONS 1:18AM Academic Dec 11, 2009
(Lecture) Building

[» Records and Enrollment

e e

Choose the correct term. The default is the current term, but you may change that by clicking on the Change
Term button, selecting the correct term and clicking on Continue:
Click on the people logo in front of the class hame to see the current class roster.

Bomete -
Pamela Dewey ey tnte XTS5

PeopleSoft / eServices rosters provide the following:
Name

User ID

Student 1D

Short Description (type of roster; generally “Graded”)
Units Taken (credit hours) in this class

Primary Academic Program and Plan

Student Class Level

Although the default displays a list of Enrolled e

students, you may choose to look at All, Dropped ~ [&r== |

@reoooow

. . » Campus Community Enrolled Students Customize | Find First 1 1-25 of 25 [*] Last
or Enrolled students, by choosing the option and e e
' > Student Admissions =
H H > Records and Enrollment
clicking on Change. 5 Gt anagemen I S S
> SetUp HRMS
b SetUp SACR
EE:S;I:'?SDTISWIS 2| [0 |ccss7 |1324768 |Collins.Gabriel Maria Grade
— Searchilaich
*Enrollment Status | Enrolled b change - Change Wy Password
Al — Wy System Profile 3| [J |epaze |1255572 |Dosier.Eric David Grade
Cropped
Total Students 22 dh‘it" 25 4| [J |ees7s |1256233 |Edvards.Brandon Wavne |Grade
5| [J |ecsso |1309927 |Grzqory.Brandi M Grade

Click on Printer Friendly Version at the bottom of the roster.

EQUCATION | EIE2MEenTtary |
[]|2v|1206749 |wiggins,Dianna L Graded| 3.00 ’és:n‘:‘;r;?Sdeu”cea;‘ia;:%“';::;"‘;” "~ |Freshrman
] ] [1|28|1336570  |Young,Emily M Graded| .00 ’;zzf‘%ﬁﬁn\ Freshman
To print, use the Printer button
on |nternet EXplorer or go tO Flle MOTIFY SELECTED STUDENTS MOTIFY ENROLLED STUDENTS |(PRINTER FRIENDLY VERSIDND

and then Print or right click and
choose Print. cance |
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ATTENDANCE REPORTING

Attendance Reporting

Home > ICC eServices > Faculty Center > Self Service > Attendance Rosters

Attendance Roster

An attendance roster is:

Academic attendance can be defined as, but not limited to the following:

Physically attending a class where there is an opportunity for direct interaction between the instructor and students
Submitting an academic assignment

Taking exam, an interactive tutorial, or computer-assisted instruction

Attending a study group that is assigned by the institution

Participating in an online discussion about academic matters

Initiating contact with a faculty member to ask a question about the academic subject studied in the course

Academic attendance does not include activities where a student may be present, but not academically engaged, such as the

following:
«  Living in institutional housing Blackboard Users: Instead of removing non-attenders
»  Participating in the institution’s meal plan from your sites and losing student data, retain records
+ Logging into an online class without active participation | of non-attenders by using the user availability settings
« Participating in academic counseling or advisement in Blackboard. Need assistance? Contact a TLC staff
member; tic@icc.edu, 694-8908 or 240A EP Campus

Generated and due per the dates listed within the timeline of the term.

Used to report Never- and Non-Attenders:

Never-Attended— A student who appears on your class roster but has not been in attendance at any class session.
Non-Attender— A student who has attended at least one class session (or its equivalent) and ceased attending. A
student who is dropped as a non-attender will receive a “W’ on his/her transcript and the instructor must report last
date of attendance*.

STUDENTS WHO ARE MARKED AS NON-ATTENDER OR NEVER-ATTENDED ON THE ATTENDANCE

ROSTER ARE ADMINISTRATIVELY WITHDRAWN FROM THE COURSE AT MIDPOINT.

*Last Date of Attendance

If a student has been disbursed financial aid funds then withdraws from a class, is marked as a non-attender at midterm or
is assigned an FA grade on the final grade roster, the instructor must report Last Date of Attendance to Financial
Assistance within 5 business days of receiving a notification email. Contact attendance@icc.edu for more information.

Faculty approve Attendance Rosters at midpoint of every class. Faculty have 7 days from the time the

roster is generated to approve the roster. On the 8" day, if the roster has been approved by the faculty
member it will be marked as APPROVED. If the faculty member does not approve the roster, it will be

marked as EXPIRED.

1. Access ICC eServices to bring up Faculty Center
2. Click on Self Service in the Menu area

1> Wy Favorites

[» PeopleTools

3.

[ Reporting Tools

)

. . [ faculty center class search
<-mmng
[- Self Service
- Ting Faculty Center

[ Campus Community

[» Student Recruiting

[> Student Admissions

[» Records and Enroliment

[ Curriculum Management ; o hanae term
> Set Up HRMS Spring 2010 | Illineis Central College g I
[» Set Up SACR

® Show all classes O Only classes with enrollment O View My Weekly Schedula

Click on Attendance Rosters to pull up roster search
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cenral (@

Lol lege

5 ]
[= eporting
[ Pergonal Infarmation

[ Benefits

[» Stock Activity

[» Learning and
Development

[» Enrallment
[- Campus Finances
[- Campus Personal

[ Payroll and Compensation

[= Performance Management

Add to Fg

Home

A5
% , Self Service

Marvigate to your self service information and activitie:

‘9> Student Center
o Use the student center to manage school
related activities.

E" Academic Warninig Rosters

E" Attendance Rosters
Academic YWarning Rosters

Attendance Rosters

: Faculty Center %‘ Time Reporting E Personal Information
S Uze the Faculty center to manage all vour - eport and review wour time, schedules, eviewy and update your personal
<o y e all y Report and t hedul R o upcat I
B L et B B A P R R T varast ahsancas andd mors imfmrmatine

4. Enter the appropriate term or use the magnifying glass icon to look up the correct term

[> Persanal Infarmation

[ Payrall and Compensation

[> Benefits

[ Stock Activity

[» Learning and
Development

[ Performance Managerment

[> Enraliment

[» Campus Finances

[» Camnpus Personal
Infarmation

[> Academic Records

[> Transfer Credit

[» Advisement

— Eaculty Center
— Clags Search/Browse
Catalog
[» Enterprise Learning
[» Campus Community
[> Student Recruiting
[> Studant Admissinns

Attendance Rosters
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Academic Inst'rtution:| heging with « || ICCOL Q
Term: heging with

| || C =
Subject Area: | begins with v | 4Q_
Catalog Nbr: | begins with v |
Class Nbr: [= | |
Course Ilv

Course Offering Nbr: |: v| |

|

|

|begins wiith v” |

|

Class Section: |

|begins wiith v”

Basic Search Save Search Criteria

5. Click on the correct term and then click Search.
6. If more than one class appears, select the class number that you are completing and begin.

7. Use the check box to identify Non Attenders (see previous for definition). When a Non Attender box is
checked, a Never Attend box will appear. Only check the Never Attend box if the student has never
attended the class, as previously defined.

8. Please note that your roster is defaulted to show up on multiple pages and you must click Next in List
to see the next part of your class. If you prefer to see all students at once, click on View All at the top.

9. Refer students who are not on the roster to the Student Service Center, L211. Each student must be
officially enrolled in a class before he or she will appear on any class attendance or grade roster.

10. If a “W” appears beside a student’s name, the student has already withdrawn from the class.

11. If you do not have Non or Never Attenders, go directly to the next step and approve the roster.
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[» Persanal Information

[> Payroll and Compensation

[» Benefits

[+ Stock Activity

[» Learning and
Development

[» Perfarmance Management

[> Enrollment

[ Campus Finances

[> Campus Personal
Infarmation

[» Academic Records

[» Transfer Credit

[» Adviserment

Academic Warning Rosters

Student Center
— Faculty Center
— Class Search/Browse
Catalog
[» Enterprise Learning
[» Campus Community
[» Student Recruiting
[> Student Admissions
[ Curriculum Management
[ Set Up HRMS
[» Reporting Tools
[» PeopleToals
— Searchifiatch
— Chande My Passward
— My Systern Profile

....... P SR o Bl LTI L ST

Class Nbr: Attend. & Roster Mot Approved

3174

Customize | Find | View All |

Emplid Name Translate Short Namk
11317082 Michelle Antrim Enrolled
21320144 Jessica Bingham Enralled
21332329 Jonathan Brown Enralled
4 1299601 Brittney Caowell Enralled
5 1335477 Michael Crawfard Dropped
61317382 Paul Dinh Enrolled
T 1296664 Jared Fidler Enralled
8 1312687 Daniel Garfinkel Enrolled
91286162 Heather Halford Enrolled
10 1319498 Edward Hauter Dropped
11 1311259 Tisha Horchem Enralled D

Acadernic Warning Roster

Bl save Return to Search | +[F

@m natity | 1

< S

|

|<

|

ah

L= WP

12. Review your roster list
13. Select Approved from menu
14. Click Save to save changes to roster (Your success confirmation will be “Approved” in the

Attendance Roster Status box and the screen will show Saved in the top right corner for a short time

and then disappear. If you are unsure whether the roster is approved, simply Save again.)

Search:

| @

[+ My Favarites
[+ 1CC Processing f Reparting
=~ Self Serice
[> Payroll and Compensation
[> Enrollment
[» Campus Finances
[» Campus Personal
Infarmation
[» Academic Records
[> Transfer Credit
[> Advisement
— Academic YWarning Rosters

— Student Center
— Faculty Center
— Class SearchiBrowse
LCatalog
[ Enterprise Learning
[> Campus Community
[ Student Recruiting
[> Student Admissions
[= Curriculum Management
[ Get Up HRMS
[ Reporting Tools
[ PeopleToals
— Searchitatch
— Chanoe My Password
— My Systern Profile

Subject Area: ENGL 110 Class Section: 17 Saved 4
Term: 2076 Spring 2007 DescrpBome COMPOSITION 1
Class Nbr: 3174 Attendance Roster Statt

First E 1-11 of 30 | Last

Emplid Name Translate Short Name Non Attender Never Attend
11317082 Michelle Antrim Enrolled |
21320144 Jezsica Bingham Enrolled O
31332329 Jonathan Brown Enralled
4 1299601 Brittney Cowell Enrolled F
51335477 Michael Crawford Dropped
61317382 Paul Dinh Enrolled F
71296664 Jared Fidler Enrolled |
81312687 Daniel Garfinkel Enrolled O
91286162 Heather Halford Enrolled |
10 1319498 Edward Hauter Dropped
11 1311259 Tizha Harchem Enralled O
Acadermic Warning Roster 4
| sENestinList | =] natity | v

B save | ELReturn to Search | LEl
£

@ Dane

i4 start
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ACADEMIC WARNING

Academic Warning
Home > ICC eServices > Faculty Center > Self Service > Academic Warning Rosters

An Academic Warning is an indication made by a faculty member when a student has excessive absences, poor
grades or poor basic skills in a class. Students who are marked on the Academic Warning roster for these
reasons are mailed a letter listing the class, faculty member’s name and warning reason. The letter is signed by
the Dean of Student Services. The back of the letter describes a number of student support resources the student
may seek out to help resolve the warning issue.

e Warning processing begins at the end of the second week of the spring, summer or fall term and
concludes two weeks prior to the end of the term.

e Students receive one letter for each unique warning.

e Deans in academic departments receive an Academic Warning follow-up report each week, listing
students who were sent letters.

e Once an academic warning is resolved the faculty member making the warning must return to the
Academic Warning roster to remove the warning.

e STUDENTS MARKED ON THE ACADEMIC WARNING ROSTER AS NEVER ATTENDED
IN THE FIRST TWO WEEKS OF A 16-WEEK CLASS OR IN THE FIRST WEEK OF ALL
OTHER DURATION CLASSES WILL BE ADMINISTRATIVELY WITHDRAWN FROM THE
CLASS. (STUDENTS CAN ALSO BE ADMINISTRATIVELY WITHDRAWN BY MARKING
THE ATTENDANCE ROSTER AS NEVER- OR NON-ATTENDER AT MID-POINT OF THE

CLASS,)

Place a student on Academic Warning only after you, the instructor, have attempted to contact or work
with the student. An academic warning should be an intervention step only after you have exhausted
your attempts to work with the student.

Once you have resolved the issue(s) related to academic warning, return to the Academic Warning Roster
and uncheck the warning box. If the warning issue is resolved and the box remains checked the student
will be reported again.

What does academic warning mean? Faculty are encouraged to place a specific academic warning statement
in course policy/syllabus documents. Four common understandings of the term:
" A student never attended within the second week of a 16-week class or the first week of all
other classes
. A student has ceased attending or has excessive absences
. A student has performed poorly on quizzes/papers/exams
" Other reason(s) you feel that a student is not making satisfactory academic progress

1. Access ICC eServices to bring up Faculty Center
2. Click on Self Service in the Menu area
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‘1‘&"{&;.9 Home
y Iisin henu = )
[» Time Reporting @' A
b Persanal Infarmation LAy Self Service
E g:xrf]rgrﬂlt:nd ompensation Marviggate to your self service information and adXivities,
[» Stack Activity E Academic Warning Rosters E Attendance Rosters P> Student Center
[» Learning and Academic Warning Rosters Aftendance Rosters @ Use the student center to manage school
Development related activities.
[ Performance Management
[ Enroliment —
I> Campus Finances I—'|:| Faculty Center %‘ Time Reporting Personal Information
I Campus Personal Uze the Faculty center to manage all your Repoart and reviews your time | schedules, Review and updste your personal
Infarmation class, student and advisee relsted activities. request absences and mare. infarmation.
b Academic Records CIReport Time ElPersonal Information Summary
b Transfer Credit Tl ST T T
3. Click on Academic Warning Rosters to pull up roster search
4. Enter the appropriate term or use the magnifying glass icon to look up the correct term
5. Click on the correct term and then click Search.
[ Fersonal Infarmation . .
b Payroll and Compensation | Academic Warning Rosters
[ Benefits Enter any information you hawe and click Search. Leave fields blank for a list of all values.
[» Stock Activity
[> Learning and ‘r’ Find an Existing Value ‘ul
Development
[» Performance Management
b Enraliment Academic Institution: | begins with v [jccoL (%
[» Campus Finances | - -
b Campus Personal Term: | heging with v|| Q
Infarmation Subject Area: | begins with ||
[» Academic Records : :
[» Transfar Credit Catalog Nbr: | bedins with || |
[» Advisement Class Nbr: |= V| | |
- Brmic ng R
— Aftendance Rosters Course ID: | heging with w || |
— Student Center I o
— Faculty Center Course Offering Nbr: |_ v| | |
— Clags SearchiBrowse Class Section: | begins with || |
Catalog
[ Enterprise Learning
b Campus Community Search Clear | Basic Search [E) Save Search Criteria
[ Studant Rarriitinn
6. If more than one class appears, select the class number that you are completing and begin.
Academic Inst'rtlrtion:| hegins with ||-|CCOL |Q
Term: [ begins with (2076 [}
Subject Area: | hegins with ||ENGL |Q
Catalog Nbr: [ begins with (110 |
Class Nbr: [= v | 3174]
Cowurse I | hegins with w || |
Course Offering Nbr: |= v| | |
Class Section: | hegins with w || |
Search | Clear | Basic Search Save Search Criteria
Search Results
1-2 of 2
Academic Institution Term Subject Area Catalog Nbr Class Nbr Course ID Course Offering Nbr Class Section Session
ICCOoL 2076 EMGL 110 NT74 oo1042 1 17 Regular
ICCOL 2076 EMGL 116 3108 ooo1e1 1 1 Regular
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7. Indicate students who would benefit from additional help from the college’s support services by
checking the box next to the student’s name on the class list. When this is checked, another column
appears: Reason. Use the magnifying glass to choose among six reasons. Click on the one that applies.

8. If a “W” appears beside a student’s name, the student has already withdrawn from the class. If the

student dropped the class before the refund date, the status will appear as “Dropped”.

=
- L
Customize | Find | View 16 | = First E 1-30 of 30 |I| Last
EmplID MName Translate Short Name |[Grade Academic Warning |[Reason |Translate Long Name
11317082 Antrim,Michelle R Enrolled l:‘
21320144 Bingharm,Jessica Ann E O Excessive Absences
3 1332329 Brown,Jonathan Michael Enroited O
Select one of the following values:
41321912 Cooper,Joshua Ronnell Enralled O
51299501 Cowell,Brittney Christine Enrolled D E Excescive Ahsences
61317382 Dinh.Paul Hoang Enrallaed O G |Grades
7 1314085 Edwards,Jash D Enrolled | M |Lacking Basic Skills - Math
21296664 Fidler,Jared E Enrolled F] R |Lacking Basic Skills - Reading
21294583 Flowers,Randi Lea Enralled O . fuever e e
W |Lacking Basic Skills - Wiriting
10 1027364 Gama,Matthew De Wayne Enralled O
Cancel
11 1312687 Garfinkel,Daniel Weisleder Enrolled D
12 1286162 Halford,Heather Elizabeth Enrolled E O Excessive Absences
13 1311259 Horchem,Tizha Ann Enrolled O
14 1123279 Kargol,Bernard James Enralled O
15 1044229 Livengood,Shelly Lynn Enralled W Q Mever Attended
16 1327877 Magnuzon,Broce A Dropped
17 1322098 Mandrell,Mathan Tyler Enrolled @ E|Q Excessive Absences
18 1329570 Mattiazza,Lori M Enraolled D

9. Click the Approve button to save the changes.
10. Click Return to Search to view another class.

Once you have resolved the issue(s) related to academic warning, return to the Academic Warning Roster and
uncheck the warning box. If the warning issue is resolved and the box remains checked the student will be
reported again, however letters are sent only once for each unique warning.
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RECORDING GRADES

Recording Grades
Home > ICC eServices > Faculty Center > Grade Roster

b3

Search:

| |® —  Pamela Dewey

1 3 [FENOIIES . . f iter class search
[ 1CC Processing f Reporting

~ Self Service
[» Payroll and Compensation Faculty Center
[ Enrollment
[ Campus Finances
[ Campus Personal

Infarmation
inoi h. term
b Academmic Records Fall 2007 | Illinois Central College change |

[ Degree
ProgressfGraduation

[> Transfer Credit

[ Advisement

— Academic Warning Rosters _

— Attendance Rosters ﬁoﬁ Class Roster Eﬁ‘ Grade Raoster

@ Show all classes O Only classes with enrollment O View My Weekly Schedule

- Grade Rosters

My T==3ching Schedule > Fall 2007 > ylinpisz Centra == =g~

V Class afme Enrolled | Days and Time Room Class Dates
=& EMAL 110-100 COMPOSITION I 19 Mo 11:00AM - 11:50AM Technology Aug 20, 2007
LEC| 3475 [Lacture] Center Dec 7, 2007

110-37 COMPOSITION I i& MoWeFr 1:00PM - 1:50PM Technaology Aug 20, 2007-
[Lecture] Center Cec 7, 2007

— Class Search/Browse
Catalog
[» Enterprise Learning
[ Campus Community
[» Student Recruiting
[ Student Admissions
[» Recards and Enrallment

[ Curriculum Management
[ Set Un HRMS

1. Click on the Grade Roster logo at the left of the list of classes. This logo will not be visible until the
rosters are generated. See page 2 for dates.

L My Favonies

[ ICC Processing / Reporting
[ Self Service

[* Enterprise Learning

[» Campus Comrmunity

[ Student Recruiting

[ Student Admissions

[» Curriculum Managernent
[ SetUp HRMS

[» Reporting Tools

[» PeopleTools

Building

dgRoster Type Final Grade e
peoval Status Mot Raviewed w

D Display Unassigned Roster Grade Only

| <- add this requirement designation to all students I

— Searchibatch |
— Chande bty Password
— My Systern Profile
Program and Plan
. . Associn General Education -
N b
[0 1 1317082 Antrirm,Michelle R General Education Degres Hith Freshrman
Bingharm.Jessica Associn Applied Science -
D Z|1320144 Ann HS Mantal Health Services Freshman
Brown,Jonathan Associn Arts & Science -
1322329 ! w Fi h
O 3 Michael Multimedia reshman
Cowell,Brittnay Associn General Education -
D 41293601 Christine A b General Education Degree H Ct Freshman
) Undeclared -
1317382 Dinh,Paul H Fi h
D s fnh.Fad ang B Undeclared Transfer reshman
I . ; - N
D 61296664 Fidler,Jared E o i«is'_‘s:_‘c;n Applied Science Sopharnaore

Note that the Grade Roster type is correct.

Faculty may choose to enter each grade individually in Roster Grade with the drop-down menu or, if
several students will receive the same grade, choose the option of “add this grade to all students” and
then change the individual student grades that vary from this grade.

4. Click Save.
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5. Change Approval Status to “Approved.” The Post button will now appear.

[» Campus Community

[ Student Recruiting

[» Student Admissions

[ Curriculum Management
[ Set Up HRMS

[ Reporting Tools

[ PeopleTools

— Searchitatch

— Chande by Passward

— My System Profile

Associn Applied Science -

D 12|1329446 Medhurst,Gary Lee B Horticultu re Frezhrman
. Associn Applied Science -
D 13 1318338 MoehringJacob T B Diesel Powared Equipment Tk Freshman
Associn Applied Scence -
D 14 |1322662 Nowotny,Cody Andrew B Diesel Powared Equipment Tk Freshman
I . Aszsocin Applied Science -
115 1301236 <'Meilldared Daniel B Diecel Powered Equiprment Tk Sophomore
[] 16 1066055 srmithAshley R B Assoc in Arts & Science - Sophormore
English
Strauch,Christopher Associn Applied Science -
D 17|1327425 Alan B Diesel Powered Equipment Tk Freshman
. Associn Applied Scence -
[ /18 1322885 Zimmerman,Ryan Dale B Diesel Powared Equipment Tk Freshman

MOTIFY SELECTED STUDENTS MOTIFY ALL STUDENTS PRINTER FRIENDLY YERSIOMN

RETURN S AVE FOsT

6. Click Post. The Official Grade will now be visible.

B2

WS
[> Wy Favarites
[ 1CC Processing f Reporting
[ Self Service
[» Enterprise Learning
[ Campus Community
[ Student Recruiting
[ Student Admissions
[ Curriculum Management
[ Set Up HRMS

e

Student Gracle

Program and Plan

) ) Assoc in General Education -
1217082 Ant JMichelle R A . Fi h Posted
O nerimn.enete General Education Degree Hith reshman oste
. . Associn Applied Science -
1220144 B h il A A . Fi h Posted
|:| z ingharm. essica Ann HE Mental Health Services reshman oste
|:| 3|1332329 Brown,Jonathan Michael |A Aszoc in Arts & Science - Freshman Posted

Multimedia

GRADE VALUE KEY
At the conclusion of each semester, a student’s GPA will be calculated according to the following grading

F - Failing 0.00

FA* - Attendance Failing 0.00
WF - Withdrawal Failing 0.00
FX - Grade Excluded 0.00

NG - No Grade, no grade point
NR - Not Reported, no grade point by
Instructor

system:
e A - Superior 4.00 e | - Incomplete, no grade point
B - Good 3.00 e S - Successful, no grade point
C - Average 2.00 e U - Unsuccessful, no grade point
D -Poor 1.00 e W - Withdrawal, no grade point
[ ]
[ ]

*When an FA grade can be awarded:

16 week classes - student ceased attending after week 8 (not dropped at mid-point) but before week 10
12 week classes - student ceased attending after week 6 (not dropped at mid-point) but before week 8
8 week classes - student ceased attending week 5

For any other duration or with questions, call Financial Assistance 694-5556
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: ADD / DROP
NOTIFICATION REPORT

Add/Drop Notification Report

Home>ICC Processing / Reporting>ICC Student Records>Report>Add/Drop Notifications

This feature is only available on campus using ICCNET. Use this address from a computer on campus to
access this feature -- http:/iccnet/

[ Uge
5:22“';; Add/Drop Notifications
d Enter any information wou have and click Search. Leave fields blank for a list of all values.

— Add/Drop Motifications

—izlass Roster Options

— Enrollment Report by
Flan

— Redistered Students Run Control ID:| bedins with ||| |

[ Find an Existing Value {_Add a New Yalue

List-L abel
— Renistered Students [Ocase Sensitive

by Plan
— Service Center ListStd
[eli] ' Clear | pasic Search Sawe Search Criteria

— Student Groug
Academic YWarning } -

— ‘Student Group Final Find an Existing Value | Add a Mew Value
Grades

— Tt ecaan | et s

1. Click Search and a list of available run controls will be displayed. Select a Run Control from the list
displayed by clicking on a link provided. (Add a new value by clicking on “Add a New Value”
hyperlink, type in Run Control ID: Print_File. Click Add button.)

Search | Clear ‘ Basic Search Save Search Criteria

ol Results
13 0t 3
[Run Control ID Language Code
% English

e English
printfile English

[ Use

[ Inguire { AddDrop Netifications

= Report

— Add/Drop Motifications Ruh |

— Class Roster Options Run Control ID:  Print_file EeportManager Process Moniiar

— Enrollment Repart by
Elan

— Renistered Students
List-Lahel -ICCOL Q .

— Registered Studants Academic Institution: llinois Central College
by Plan

— Service Center ListStd
G ind Al First |I| 1of 1 |I| Last

— Student Group
Acadernic \Warning Sequence Number: 1 E|

— Student Group Final
Grades Session:

— Student Group List and
Lahels Academic Organization:

2091 Surnrmer 2008

Term:

[+ 1CC Workload .
[ Salf Service Subject Area:
[ Enterprise Learning
> Campus Community Specific Class:
[» Student Recruiting
[ Student Admissions
[» Records and Enroliment

EmpliD: l:lq

Class Nbr:

[ Curriculum Management 5 Save | E\Return to Search | (=T b Add
[» Set Up HRMS
[ Srtlln SACR
2. Check the box next to “Specific Class” to view a single Class Roster.
3. Enter the four-digit Class Number from the schedule in the area provided.
4. Click on the Run button to continue.
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http://iccnet/

[ Use

F Inquire Process Scheduler Request
= Report

— AddiDrop Motifications User ID: PODEWEY Run Control ID: Print_file
— Class Roster Options

— Enrollment Report by
Plan Server Name: Run Date: 0g/27i2008 El
— Registered Students Recurrence: Run Time: 201:56FM Resetto Current DatelTime

List-Lahel
— Redistered Students Time Zone: l:IQ

by Plan ) Process List
- _Eg?r\f—me Center List G Select Description ProcessMame  Process Type

— Student Group Add/Drop Motifications ICERRE0M3 S0R Report
Acadermic Warning
— Student Group Final

Grades

— Student Group List and
Lahels

[ 1CC Workload
[ Self Setvice QK Cancel
[- Enterprise Learning
[ Campus Community

5. Select Email from the drop down list provided for Type and PDF from the drop down list for Format.
6. Click the OK button to continue.
7. A message will be sent to your email address with the report in PDF.

From: noreply@cs89prd.int.icc.edu Sent:  Mon11,/7/2011 1:33 PM
To: Gayle Blodgett

Cc

Subject: Output frem ICSRR013 (#1076612)

] Message | ™ ICSRRO13_1076612.PDF (5 KE)

Message from Process Scheduler running on system EPPSTSRV2S5, using database CS89PRD:
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: STUDENT
INFORMATION LOOK-UP

Student Information Look-Up

ICC eServices > ICC Processing & Reporting > ICC Advisement > Inquire > Student Advisement

Using the Student Advisement in eServices, faculty have the ability to look up contact information for
individual students, such as e-mail, telephone, home address, major and advisor. This feature is only available
on campus using iccnet.

On the Home Page, scroll down past the Faculty Center. If you have the Advisement Center module on this
page, you may skip down to Step 5. If the Advisement Center module is not visible, start with Step 1.

Menu B E3 § Faculty Center

Search:
 — My Info [Goto.. =®
® |

L b . . N [ faculty center class search
(1 [ 1 Processing f Reporting

[ Campus Community Faculty Center
[ Curriculum Management
[ Reporting Tools

[» PeopleTools

— Qaarchibdaterh

1. Go Access ICC eServices to bring up Faculty Center
2. Click on ICC Processing / Reporting
3. Click on ICC Advisement then Inquire

Search: dain kenu =

() ﬁ ICC Processing | Reporting

[ hly Favarites

- |CC Processing / Repaorting
[ ICC Admissions ﬁ ICC Admissions
[» 1CC Advisement

ﬁ ICC Advisement ﬁ ICC Employee Self-Service

[ 1CC Employee Self- [CIRepart [CImeguire: [ Inepuir e
Service CiReport
[ 1CC Graduates
B LR lemden b ] P i 2Ier Graduatas ICT Tnefrctional Sanviras 2110 Studant Racards

~ |CC Processing / Reporting

[ ICC Admissions =] .
B ICC Advisement Student Advisemery
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Student Advisement
Enter any information you hawe and click Se:

5. On the Search page, enter the information known about the student, such as last
[Fmamxsgvake L name, first name and a part of last name, the student’s 7-digit ID number (ID) or social

D: megmswm=l[ security number (National ID).
commsiifieine v A6, Click on Search.

:ET::E,%W 7. Choose the correct person from the list by clicking on the line with that person’s

First Name: | hegins with 'I P name

™ Case Sensitrve 8. A screen will appear with the student’s contact information, including ID,
seacn_| _clear | masisean € NAME, €-mail, telephone, home address, major and advisor.

Search Results

ID Name Gender Dat
1001054 Dewey Pamela & Eemale 195
1099559 Dewwey,Phyllis Jeanne Female 191
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: NOTIFY (E-MAIL)
STUDENTS THROUGH CLASS ROSTERS

Notify (email) Students through Class Rosters

When you access any of the Class Rosters or Grade Roster, you will see buttons Notify Selected Students
and Notify Enrolled Students. These buttons allow you to e-mail your students from PeopleSoft / eServices.
You may use the check box to choose students to e-mail with Notify Selected Students or you may e-mail
the class by clicking on Notify Enrolled Students. A typical e-mail box is displayed allowing for a subject
line and message.

L MUELUTUD gl S UnnEL
[> Curriculum Management N
b Set Up HRMS Enrolled Students Customize | Find | ¥ First [1 1-25 of 25 (7] Last
I Set Up 3ACR Notify |User ID |ID Name g'ade Units| prodr=m =Tt Level
[> Reporting Tools = =
[» PeopleTools Assoc in Arts &
— Search/Match 1 EBE870 |1334518 |Eetson,Erik Michael Graded| 3.00 gf:::f: ) Freshmzn
— Change My Password Professions
— My Systemn Profile T
Azzoc in General
o . Education - _
z GC387 |1324768 |Collins. Gabriel Marie Graded| 3.00 General Education Freshmazn
Degres Hith
ASS0C IN ADPlied
5 . . . Science - -
17 TH174 1243082 |Nau, Torey Graded| 2.00 Architactural Freshmazn
Construction Tk
AsSSoCin Arts B
18 NPO30 | 1280332 |Perez.MNathan Lee Graded| 3.00|Science - Sophomore
Multimedia
Assoc in General
1o| [J |kparz |12s9s60 |pillizchatzle,kristen Mariz  |Graded| z.00|E3¥E20OR = e an
General Education
Degree Hith
Assoc in General
Education - n
20 SP443 1322125 |Placher.Shans Ras Graded| 3.00 General Education Freshman
Degree Hith

Azsocin Arts B
21| [ |wsigse |1203287 |Sanders,Wendy D Graded| 3.00|Science - Freshman
Accountancy

Assoc in Applied
22 C5151A | 1338339 | Scull,Christina Graded| 3.00|Science - Freshman
Paralegal

Assoc in General
Education -

ipka Trace: . . =
23 D TE335 1282569 |Sipka.Tracey D Graded| 3.00 General Education Freshman
Degres H Ct
Azsocin Arts B
24 DWE6E | 1367042 |Westerfield.Demetris Renes|Graded| 3.00|Science - Freshman
Social Work
Assoc in General
. Education -
sy W ch,tzhle, . .
25 AWTSZ | 13435818 |Whitlstch Ashley Les Graded| 3.00 General Education Sophomore

Degree Hith

NOTIFY SELECTED STUDENTS NOTIFY LISTED STUDENTS PRINTER FRIENDLY VERSION

RETURN |

In the Academic Warning Roster and the Attendance Roster, there is a single button displayed “Notify” that
allows the faculty member to e-mail the selected students. Please note that faculty can elect to receive a copy
of the message.

[ Cam;:'ius Cummunﬁ\;
[ SBtudent Recruiting
DStud_entAdmlssmns 16 1335218 Jenny Maughan Enrolled
[» Curriculum Management
[» Set Up HRMS

[ Reporting Tools

[» PeopleTools

_ SBaIF‘:IChIM ateh L\Return to Search | +F] +[E] Mexd in L
— Change My Password
— hly Systermn Praofile

15 1322098 Mathan Mandrell Enrolled O

| [=] Metify |

< |

1<
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1> MY b aVOrTes =
[+ 1CC Processing F Reporing Send Notification

[ Self Service

[- Enterprise Learning
[ Campus Community
[> Student Recruiting

[ Student Admissions To ‘
[» Records and Enroliment
[ Curriculum Management
I> Get Up HRMS e ‘ ‘
[ SetUp SACR

[ Reporting Tools BCC jpEgd@lab.icc. edukaileybigg9@hotmail. corn:brittani_proulxl@hotmail. co
[ PeopleTaals i

— SearchiMatch
— Chanoe My Password
— My Systern Profile

Notification from Pamela Dewey

pdewey@icc.edu

Subject |Grades|

Message “our grades have been posted (

SEND MOTIFICATION

CANMCEL |

Note that the students selected are, by default, placed in the BCC (blind carbon copy) box of the message. This
means that the recipients’ names are not visible to other recipients of the message.
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: CLASS ROSTER
OPTIONS

Class Roster Options
Faculty Center > ICC Processing / Reporting > ICC Student Records > Report > Class Roster Options

Class Roster Options will provide access to detailed class rosters in the following formats:
a. Blackboard — file required for batch enrolling rosters into Blackboard.
b. Class Roster in PDF with the following:

= Student ID

= LoginID

= Name (First, Middle and Last)
*  Phone

=  Academic Plan (Major)

Status (ENRL=Enrolled)
c. Compass —Placement and ACT Scores
d. Excel Roster in CSV with the following:
= Instructor and course-specific information
Name (Last, First and Middle)
Student ID (NOTE: Social security number has been removed for security purposes.)
Enrollment-specific information (status, date)
Major
Phone
Address, City, State, Zip
=  Email
e. Labels in PDF — pre-formatted document to print standard mailing address labels.
Labels in TXT — same data as Label in importable .txt format.

Roster in TXT — same data as Excel roster but in importable .txt format.

f.
g

Add to Favorites

tain Menu =

ICC Processing [ Reporting

[+ ICC Employee Self ICC Employee Self-Service ICC Student Records ICC Workload
Service

[+ ICC Student Records Inciuire Injuire

[+ ICC Warkload

Report
[> Self Serice

N T
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Class Roster Options:

1. Click Search and a list of available run controls will be displayed. Select a Run Control from the list
displayed by clicking on the link provided. (Add a new value by clicking on “Add a New Value”
hyperlink, type in Run Control ID: Print_File. Click Add button.)

Mincis
Enrral
Cliege

Search: Mewrwindos | Help | v

b My Favorites Class Roster Options

< |GG Processing f Reporting Enter any information you have and click Search. Leave fields hlank far a list of all values
[+ 1ICC Employvee Self-

Senice | Find an Existing Value {_Add a New Value |
7 |CC Student Records

[ Use

I> Inguire Run Control ID:| begins with + || |
=~ Report

[Icase Sensitive

Clear | pasic Search Save Search Criteria

List-Lahel

[ ICC Workload X -
I Self Sanice Find an Existing Yalue | Add a Mew Yalue

[> Enternrise Learning

[ ICC Employee Self-

Class Roster Options

Serice
= I3C Student Recards Enter any information you have and click Search, Laave fields blank for a list of all values.
= Report
— Class Roster Options { Find an Existing Value {_Add a NewValue
[> Self Senice
I Gampus Gommunity Run Control ID:| begins with
[» Curriculurn Management int-ontro | egins wi v” |
[» Reporing Tools [case Sensitive
[> PeopleTools
— Seatch/Match
— Change My Password Search ‘ Clear | Basic Search Save Search Criteria

— by Systern Profile

Search Results
1-20f2

Bun Lontrol ID Language Cade
ERINTFILE  Endlish

orintfile Enalish

2. Check the box next to “Specific Class” to view a single Class Roster.

3. Click on Enrolled to view only enrolled students. You can also select Dropped for a combined
roster or select only Dropped for a list of students who have withdrawn.

4. Enter the four-digit Class Number from the schedule in the area provided.

5. Click on the Run button to continue.

i
> Use — { Class Roster Options
[ Inquire
VRE.DD'-! . - Y ( Run |
— Add/Drop hotifications Run Control ID:  Print_file Report llanager Pracess Monfor
— Class Roster Options
— Enroliment Repaort by
Elan
—_ ; |ICCOL
_ Reqistered Students Academic Institution: Q llinois Central College
Il;tftgt?grild Students Term: 2106/ Spring 2010
- g [2106]
by Plan 5 Eind|ViewAll  First [] 1 or1 [F] Last

— Senice C 5
Service Center List-Std =

Gp
— Student Group Sequence Humber: 1 -
Academic Warmning . Enrolled
— Student Group Final Session: o I
rop

Grades Academic Organization:
— Student Group List and| H g )

Subject Area:
b ICC Workioad uhectfrea
EEELTSE[WEEI!_ . Specific Class:
nterprise Learning
[> Campus Community Class Nbr: 2384|Q
[- Student Recruiting
[ Student Admissions
[ Records and Enroliment

Instructor EmpliD: l:lQ

[ Curriculum Management From Date: To Date:
[> Set Up HRMS ‘ | ‘

[ SetUp SACR
> Reporting Tools
- PeopleTools

- Search/Match & Save [ S Return to Search Bt Add

— Change My Password

6. Select Email from the drop down list provided for Type and PDF from the drop down list for Format.
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7. Click the OK button to continue.

Search: MessWiindow | Help | Custarnize Parge | 5

[ My Favarites

= ICC Processing ! Reporting | .
[ ICC Employee Self User ID: PDEWEY Run Comtrol ID: Print_file

Process Scheduler Request

Senice

< ICC Student Records Server Name: RunDate:  |03/08/2007 A
b Use .
I> Inguire Recurrence: Run Time: 1:12:19PM Resetto Current Date/Time |

= Repont
— Aftend Class Raoster

Time Zone: l:lQ

- Resistered Studemg Select Description Process Name Process Type

e “Format 9
ListLahel Class Roster Options ICERRO8E SGR Repe Distribution
b ICC Warkload
[ Self Service Sl

File
Printer
livzb

[- Enterprise Learning

[ Campus Community
[> Student Recruiting

[> Student Admissions

[ Curriculum Management [s]%4 Cancel

[ Set Up HRMS

Lo

8. A message will be sent to your email address with each of the available reports attached to it.

Output from ICSRRO88 (#686248) - Message (Plain Text)

Message
- . —
e T R= T e e N T
2 3 : &, safe Lists = i Ey—— gi,
Reply Reply Forward || Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions - || Sender - Up~ Unread || W Select~ OneNoate
7] 7]
From: noreply @cs89prd.int.icc.edu sent: Fril/8/2010 10:11 AM
Ta: Pamela Dewey
Co
Subject: Output from ICSRR0GE (£656243)
. Message | [Z] 3034 _BLACKED_O1.TXT (1 KB} T CLASS_ROSTER.PDF (5 KB} 7 COMPASS,PDF {5 KB} I%]E)ZCEL,ROSTER.CSV[IS KB} | TRLABEL.PDF 3 KB}
[Z] LABELS_01.TXT (2 KB} [£) ROSTER_01.TXT {13 KB}
‘ Message from Process Scheduler running on system EPPS5TSRV24, using database CS89PRD: :|
Download the files and open in native programs to print:
.txt (Notepad)
.pdf (Adobe Acrobat Reader)
.csv (Excel)
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: DEGREE AUDIT
Degree Audit

Home > Self Service > Advisement > View Advisees’ Information > Degree Progress
Home > Self Service > Advisement > New/Drop-In Advisee > Degree Progress

Degree Audit data will be available for students in Business and Information Systems (BIS) programs from the
2007-08 college catalog forward. Degree Audit data will be available for student in Arts and Science Degree
program for the current catalog. Degree Audit data will be available for all other students from 2005-06
catalog forward. More information on the Degree Progress Report available to students can be found

here: http://www.icc.edu/eServices/help/

A student may view his/her Degree Audit from the Student Center. Faculty may view an individual student’s
Degree Audit using the following steps.

1. Access ICC eServices to bring up Faculty Center
2. Click on Self Service in the Menu area

3. Click on Advisement

2 Base Navigation Page - Microsoft Internet Explorer = =
File Edit Wiew Favorites Tools Help | -:,'
eBack - J - IJ Iﬂ jSearch J\'( Favorites €‘3| <] = ':\ﬁ l_.l - _J @? ﬁ é% ﬁ

Address I@ https..l’.l’eserwces.lcc.edu,l’psp,l’ICC,l’EMPLOVEE,I’HRMS,I’s,I’WEBLIB_PTPP_SC.HOMEPAGE.FieIdFormula.IScript_AppHP?pt_Fname=CO_EMPLOVEE_SEIj Go
'GOC)glC|Gv _;IGD +5‘,‘j - 0 | 7 Bookmarks~
PHESS -ICC eServices

Links **

T o .
del.icio.us TAG

& Autolink = =] Autoril (e Sendtow A0 () settings~

)

Add to Favorites

et d

Home

-l @ Self Service =

Mavigate to vour self service informstion and activities.

MultiChannel Conzole

[ My Favarites
[ |CC Processing f Reparting

~ Self Service

I Payrall and Compensation L e =) Attendance Rosters %+ Student Center
> Enrollment Academic Warning Rosters Attendance Rosters *@" Use the student certer to manzage school
[ Campus Finances related activities
[» Campus Personal
I LZfSLZ;tiIEgecnrds I—‘|:| Faculty Center @_@] Payroll and Compensation = Class Search/Browse Catalo
I Degree Uze the Faculty c:enter_to manage all your Revigw your pay and compensstion histary. Use search critetia to find & class or browse
. clazs, student and advizee related activities. Uprate wour direct deposit and other the course catslog.
PngressIGral_:Iuatlon deduction or contribution information.
b Transfer Credit =l Sick/vacation Balances
[ Advisement Elview Paycheck
— Academic Warning Rosters SERs SR
— Aftendance Rosters '?‘- Enroliment {QCamgus Finances -_.,,,, Campus Personal Information
— Student Center . M2 iew appointments, plan and enrall in HE@VIEW wour account, make an electronic [ Maintain your personal information and review:
— Faculty Center clagses, view student and exam schedules. payment, view and accept your financial aid holds and to dos pending to your record.
— Class SearchiBrowse ElEnrolimert Dates avvards. ElAddresses
Catalog Elhty Class Schecule = Account Inuiry Elhames
[> Warkforce Development Slish List =|*iew Financial Sid = Phone Mumbers
[» Enterprise Learning 4 More... S More...
1> CENS CRIiY E&% Academic Records & Degree Progress/Graduation % Transfer Credit
1> GHIGIETE REDHUTE =7 Wien graces and advisors and recuest ivhn Yiew your dedree progress report and apply Evaluste claszes for transfer and view your
[ Student Admissions tranzcripts and verification reports. for aradustion. transfer credit report.
[ Recards and Enroliment ElWigwe My Grades = vigw Degree Progress Report = wigw Transfer Credit Report

[ Curriculurn Management ?View Unotficial Transcript
[> Set Up HRMS Elyi i
[ Set Lip SACR

=IMesw Drop-In Advisees

— Change My Password

[> Reporting Tools | <5 Advisement

[ PeopleTools Vlew acvises information.

— Searchiatch N Elview Ldvisees' Information
=

— My Systemn Profile =

|€| [ [ [ |5 [S3vacalintranet
lf;'startl J | D) 2 Microscft CFfi... vl 3] 2 Microscft Cffi... v”m J @ o @ & 2] FraeOHFasHE |(&)|§|©@®C_‘)H"j& 9:16 AM
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http://www.icc.edu/eServices/help/

4. If the student is assigned as an advisee, click on View Advisee’s Information. If the student is not
assigned as an advisee, click on New/Drop-In Advisees. For Advisee Information see Step 5; for New
Drop-In Advisees, see Step 6.

2} Base Navigation Page - Microsoft Internet Explorer 181 x|

File Edit ‘iew Favorites Tools  Help |”’

Qs - © - 1x] &) (] Dsew Jorowns @[ 2 L - B B B

Address I@ https:,f,l'eser\-'ices.icc.edu,l’psp,l'ICC,I’EMPLOVEE,I’HRMS,I’s,I'WEBLIB_PTPP_SC.HOMEPAGE.FieIdFormula.IScript_AppHP?pt_Fname=CO_EMPLOVEE_SEIj Go | Links **

Edel.lcm.us = |iag

Google ||G|v LIGD + @ @ E - | i:? Bookmarks @SD blacked | :‘?Check » 8 Autolink - gF_‘AUtDFi" BSend tow C;’ @ Settings
. - PHESS - ICC eServices
diperd
&@w Home | hiuliChannel Console

Menu

telzin hlamu Service =
Q@ Advisement

aIEER INTormation.

[ hly Favarites
[ 1CC Processing f Reporting

E NewDrop-In Advisees
Wiewy student detailz such academic infor
degree progress and grades for dropsie

[ Enroliment

[ Campus Finances

[ Campus Personal
Infarmation

[» Academic Records

Eﬁ“ View Advisees' Information
Access your advisee roster and viesy dptails including academic
information, class schedules, degresrogress and grades.

ghion, class schedules,
Bolviseas.

5. Onthe View My Advisees page, change the drop-down box to Degree Progress and click on the name of
the student to view student information. Proceed to Step 10.

( faculty center ]fclass search ]

View My Advisees

* Positive Service Indicator e Megative Service Indicator tﬂ FERPA Restrictions

Advisement Find | View All First ' 1-10 of 51 I Last
Notify ID _— |Name

1] ‘[ 1096246 | Adams,Barbara ] }<|Degree Progress /;l @

20 1007119 |Alexander,Dorothy Ann **Student Details** 3 @
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6. From the New Drop-In/Advisees page, click “search” to begin lookup of a student.

New /Drop-In Advisees - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

@Back - -\--) - \ﬂ @ ;:j|/’:j Search ‘i‘\'{‘Favorites {:‘}| [_\v :_\; |i-| - _J @1\7 ﬁ é% ﬁ

Address [&] htps:/feservices.icc edulpsplICC/EMPLOYEE[HRMS/c/5A_LEARNING_MANAGEMENT, 55_ADY_ANYONE GELPPORTALPARAM_PTCNAY=HC_55_A = | Go | Links

'GDOgIe“Cv LIGD +@ (SR | %39 Bookmatksy & 50 blocked | P Check » & Autolink + =) AutoFil e Sendtow A0

”""‘"“(’j: PHESS - ICC eServices
G
I~ Self Senice =] i
[> Payroll and Cormpensation Patrice Hess
[ Enraollment
[» Campus Finances ( faculty center ](olass search]
[> Campus Persanal
|nfarmation New Drop-In Advisees
[» Arademic Records
[ Degree

D_IE'rr:ngSr?:rSé?;iiﬂuatIUn ~ FERPA Message for Instructor/Advisor

= Advisement
— View Advisees'
Information

Educational recards are kept by University offices to facilitate the educational developrnent of
students. Faculty and staff members rmay alza keep informal recards relating to their fundional
respaonsibilities with individual students,

A federal law, the Family Educational Rights And Privacy Act of 1974 (also known az FERPA, and
the Buckley Amendrent) as amended, affords students certain rights concerning their student

— Academic Warning Rosters educational records, Students have the right to have some contral over the disclosure of

— Aftendance Raosters information from the records. Educational institutions have the responsibility to prevent improper

— Student Center dizclosure of personally identifiable information from the records,

— Eaculty Center WHEN IM DOUBT, et an the side of caution and da not release student educational infarmation.

— Clags SearchiBrowse Contact the Student Service Center at 694-5610 or the Dean of Student Services at 694-5970 for
Catalog guidanc

[ Workforce Development
[- Enterprise Learhing

[ Campus Community

[ Student Recruiting

[ Student Admissions

[» Records and Enrollment
[ Curriculurn Managerment WIEW MY ADVISEES |
[ SetLip HRMS

[» Setlip SACR

[ Repotting Tools
[> PeopleTools Faculty Center Advisernent Class Search Faculty Search Learning Management Systerns

— Searchiiatch

Make a selection and press change

change |

7. On the Search page, enter the information known about the student, such as last name, first name and a
part of last name, the student’s 7-digit ID number (ID) or social security number (National 1D).

8. Click on Search.

@ Ry .
Student Advisement & My Favarites Student Advisement
== ICC Processing / Reporting Enter any information you have and click Search. Leave fields blankft

[> My Favorites

i Enter any infarmation you have and click Search. Leave fields blank fo
[ Ok D e " " GG Admissions
; = ICC Adviserment [—\
< |CC Advisemant Find an Existing Valie o s Find an Existing Value
= Inquire = o
15 heging with ¥
ID: [wegins wwthj| [ Report [es ]
I Repart [ 1CC Employee Self- Campus ID:| begins with j'
[>1CC Employee Self- Campus ID:|hegins wwthjl Service
Senvice Nati [ 1CC Graduates National ID:|begms with > ||
[ ICC Graduates longllb: [ ICC Instructional Services
i Last NameT| begins with = | |D
[ ICC Instructional Services G Name:lbegins wih =] |Dewey [ ICC Student Records Jl \

[+ ICC Student Records [ ICC Workload First N e.l be =
\ L . gins wthlF‘am
[ ge‘\?g:xiour:mad Fr ez poatns it j |P E gﬁg&‘rapar?ggal_earmng " Case Sensitive
[> Enterprise Learning " case Sensitive [> Campus Community
1> Campus Community [ Student Recruiting .
> Student Recruiting searcn | ciear | b Student Admissions soart | | ctesr | pssic seren B gave Sear ortens
& Student Admissions Basic Search IS Save Search Criteria

[» Records and Enrollment
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9. Choose the student from the list by clicking on the line with that student’s name. Selecting the student
will return to the New Drop-In/Advisee’s screen with the name of the student displayed. Change the
“Make a selection and press change” drop-down box to Degree Progress and click “change”.

Student Advisement
Enter any information you have and click 8

{ Find an Existing Value

ID: [eegnswin =I[
Campus ID: W I—
National I0: [pegins with = [
Last Name: [begins with <] [DEWEY
First Name: IW IP—

™ case Sensitive

Search | Clear |ElasicSearch

Search Results

D Name Gender D4
1001064 Dewey Pamela A Female1¢
10899558 Dewey Phyllis Jeanne Female 1t

Patrice Hess

( faculty center W class search 1

MNew Drop-In Advisees

~ FERPA Message for Instructor/Advisor

Educational records are kept by University offices to facilitate the educational developrment of
students, Faculty and staff rermbers riay also keep informnal recards relating to their functional
responsibilities with individual students,

A federal law, the Family Educational Rights And Privacy Act of 1974 [also known as FERPA, and
the Buckley Amendment]) as amended, affords students certain rights concerning their student
educational records, Students have the right to have sorme control over the disclosure of
information from the records, Educational institutions have the responsibility to prevent improper
disclosure of personally identifiable infarmation from the records,

WHEN IM DOUBT, err on the side of caution and do not release student educational information,
Contact the Student Service Center at 694-5610 or the Dean of Student Services at 694-2970 for
guidance,

gle a selection and press change

search I

Pamela Dewey

I Degres Progress

;I change |

B MY A DWISEES I

Faculty Center Adviserment Class Search Faculty Search Learning Managerment Systerns

10. View the Advisee’s Degree Progress Report. Choose an institution and report type and press go to view
the degree progress in the student’s current academic program.

[ Enrollment
[ Campus Finances
[» Campus Personal

Advisee's Degree Progress Report

Information

[» Academic Records

[ Degree
ProgressiGraduation

[ Transfer Credit

= Advisement

— Wiew Advisees'
Information

- 1p-1n

— Academic Warning Rosters

— Attendance Rosters

— Student Center

— Faculty Center

— Class Search/Browse
Catalog

[ Warkforce Developrment

[- Enterprise Learning

[ Campus Comrmunity

[- Student Recruiting

[ Student Admissions

[» Records and Enrollment

[ Curriculum Management

[ Set Up HRMS

[ SetUp SACR

[ Repotting Tools

[ PeopleTools

— Search/tiatch

Academic Institution |I||in0is Central College

Report Type

What-If Reports

Choose an institution and report type and press go to view your degree progress in
your current academic pragram. If you wish to wiew your coursewaork in a what-If

scenatio, select one of the buttons balow,

**this process may take a few minutes to complete. please do not press any other

buttons or links while processing is taking place**

IICC Advizsing Plan Transcript

Information For Students

GIUICK YWHAT-IF COURSE LIST WHAT-IF

GQuick what-If Report:
iew how your coursework would apply to a different academic program, plan ar subplan.

Course List What-If Repaort:
Wiew how courses which you have not yet taken rmay apply towards your current academic
program,

WIEW & REPORT THAT YoU HAD PREWVIOUSLY REQUESTED |

— Chanoe by Password

11. In the Degree Progress Report, look for the following:

External Degrees

®o0 o

ICC Advising Plan Transcript
Academic Program History
Beginning of Undergraduate Record

Academic Advisement Report
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12. Click Return to return to the Advisee’s Degree Progress Report page.

13. For a Quick What-If or a Course List What-If, click the button and enter the required fields, using the
magnifying glasses for lookups when necessary.

Quick What-If Report:
View how your coursework would apply to a different academic program, plan or subplan.

Course List What-If Report:
View how courses which you have not yet taken may apply towards your current academic program.

DI DRIVILE =1 P |aD
I Payroll and Compensation amela Dewey
Eggrr?'ul;laril]ser;tinances Degree Progress Report
© ampus Fersonal Quick What-If Analysis Report
> Academic Records To see hD?M your coursewor.k may apply to a diFFerer\t carear, program, plan andfar
I Degree subplan, fill in the appropriate fields below alang with the required term for each
ProgressiGraduation override you've entered and press the OK button,
ilgav?;;?_r:fann Override Options
B w Career Q Required Career Term Q
0 Advisees
— Academic Warning Rosters Program
— aftendance Rosters Override Q Required Program Terma Q
— Student Center
- (F:Tculb[SCenhra];B Plan
C:t: |SD s Override C)‘ Required Plan Term Q
[ Wyorkforce Development
[> Enterptise Learning SubPlan
[ Campus Community Override Q Required SubPlanTerm Q
[» Student Recruiting
[ Student Admissions
b Recqrds and Enroliment **selecting ok will start the process and it may take a few minutes to complete. please do not
E gutrrl;w::lg]mn‘ganagemem press any other buttons or links while processing is taking place**
etllp
[> Set Up SACR
[» Reporting Toals
[ PeopleTools K CANCEL |
— SearchiMatch

Career — Undergrad — UGRD

Required Career Term — four-digit term number for catalog year

Program Override — Academic Program, type of degree/certificate, code such as APPSC-Associates in
Applied Science, or ARTSC- Associates in Arts and Sciences, CERT-Certificate, CTNFA-Certificate not
federally approved, AES-Associate in Engineering Science, AGE-Associate in General Education
Required Program Term — the appropriate catalog term

Plan Override — Academic Plan [or major]

Required Plan Term - the appropriate catalog term

Sub Plan Override — BLANK

Sub Plan Term - BLANK
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14. For a Course List What-If, enter a Subject then press the Search button to select a course. Each line will

represent a course not yet taken. Choose a course or courses to review on the Degree Progress Report
and press the OK
8 Pamela Dewey

Degree Progress Report

Course List What-If Analysis

Emtar 2 Subject then press the Search button to select 2 courze. Each line will
represent a course which you have not yet taken, Once you have chozen the course

(=) you wish to review on your Degree Progress Report, press the OK button.

Subject

Q search |

iGN |

**gelecting ok will start the process and it may take a few minutes to complete.
please do not press any other buttons or links while processing is taking place**

QK CANCEL |

15. View the What-If Analysis Reports. Within the Academic Advisement Report, look for requirements
for program, career and degree. Requirement indicators will be displayed in RED.

16. Click Return to return to the Advisee’s Degree Progress Report page.

17. To view reports previously generated, click on the “View a Report That You Had Previously Requested”
button at the bottom of the Advisee’s Degree Progress Re

.IIIIIIIIIIIIIIIIIIIIIIIIIIII EEENR IIIIqugaﬁs.llIIIIIIIIIIIIIIII.
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ADVANCED PEOPLESOFT FUNCTIONS FOR FACULTY: CREATING A

FAVORITE / PERSONALIZING CONTENT

Creating a Favorite
These instructions will work with any page. As an example, Student Advisement
will be added to Favorites.

— Student Advisement

— Add to Favorites

— Edit Favorites

[+ ICC Processing [ Reporting

[+ Enterprisi ]

- Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enrolliment

- Curriculum Management

[> Set Up HRMS

[ SetUp SACR

> Reporting Tools

- PeopleToals

— Search/Maich

— Change Wy Passward
T e

Add to favorites: To add Student Advisement to your Favorites:
1. Go to the Student Advisement search page
2. Click on My Favorites
3. Click on Add to Favorites.

Student Advisement
Enter any information you have ar

Find an Existing Value

D: [egin witn =] [
Campus ID: IW”_
National 10: [begins with =] [
Last Name: IW”_
First Name: lml_

I” case Sensitive

Search | Clear |M

4. Click OK for a quick link to the Advisement dashboard to look up students.

Personalizing Content
Page Layout
1. In upper left corner of Home page, click on Personalize Content

Clloge ™

Personalize Caontent | Layout

Menu

P MyInfo |Gato...

2. Check Student Advisement
3. Click on Save.
4. The page arrangement can be changed by clicking on Personalize Layout.

Personalize Content

Choose Pagelets: Simply check the items that you want to appear on your hamepage.

Remember to click"Save” when done.
Goto( Personalize Layout

Arrange Pagelets:

HRMS PeopleSoft Applications ICC Pagelets
Wiew Payslin Meny (A aculty Center
O My Reports Student Adviserment
O Main blenu Tdent Services Center
[w#] Student Center
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FREQUENTLY ASKED QUESTIONS

What is my eServices username or password?

For your username, go to the ICC website, ICC eServices Login box and click on Find Login 1D, where you
will be asked for your last name and social security number. Your user ID will appear at once. The default
password is ICC and the last 5 digits of your social security number (ICCxxxxx). If you have changed your
password and forgotten it, you will need to click on Reset My Password. You will be asked for your Login ID,
your ID number from your college identification card, your birth date and the last six digits from your social
security number before you may reset your password.

Whom do | call if a student is missing from my roster?
Contact student services, 694-5605

Why can | enter, but not post, grades?
Only the primary instructor can post grades. If you are the primary instructor, you must save and approve grades
before the Post button appears.

How can | print my grades?
Click the Printer Friendly button at the button of the page. Use the Printer button on Internet Explorer, go to File
and then Print, or right click and choose Print.

Which roster is the most current?
Use the chart below to reference which rosters are updated when adds and drops occur. For further information
see the Add/Drop Notification Report.

CLASS CLASS ACAD ACAD FACULTY FACULTY
ROSTER ROSTER WARN WARN CENTER CENTER
OPTION OPTION ROSTER ROSTER | Class Roster | Class Roster
LECTURE LAB LECTURE LAB LECTURE LAB
ADD | Immediate | Immediate S;S;r;'eght RO eS| immediate | Immediate
CLASS Updates Updates Processing Lab Sections Updates Updates
Immediate Immediate O =Sl
DROP Undates - Undates - Update No Warning | Updates -
WITH W P p Processing - | Rosters for | (Withdrawn) | No Change
W Grade W Grade .
GRADE . . W Grade Lab Sections | appears
Displays Displays .
Displays after name
Immediate Overnight Immediate
DROP Undates - Update No Warning | Updates -
WITH WF WF:: Grade No Change | Processing - | Rostersfor | (Withdrawn) | No Change
GRADE . WF Grade Lab Sections | appears
Displays !
Displays after name
CLASS - CLASS -
REPORT | LECTURE LABORATORY
Add./ !Z)rop Immediate Immediate
Notification Undates Undates
Report P P
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