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Germanna SIS User’s Guide for Faculty

I. How to login:
1) Go to www.germanna.edu and click myGCC

€. Germanna Home Page ) v~ B [ @ v page~ Safety v Tools~

o9

GERMANNA

COMMUNITY COLLEGE APPLY ONLINE [Popular GEC Links v Search GCC

o see the complete post

Meet Your Coll President

Click for

’ * Online Chat Students have a chance to chat with Germanna's president today Monday, October 12, 12:00-1:00pm, FAC
w/Counseling| 4t 5:30 at the Daniel Canter Thursday, October 29, 12:00-1:00pm, Stafford

L -

Depression and suicide ... College Tour 09

College Tour 09
Fall 2009 Class Schedule Wednesday, October 21
A o ) Fredericksburg, 9:00-11:00am
Important Academic Dates GCC student Carol Anne Brown took her own life in April after a Locust Grove, 12:00-1:30pm
@E(@ struggle with bipolarism and depression ... L2 v )

Grow by Deqrees”

H1N1 Protection “A Fluid Wildemess" by Germanna's Art Department Chair, Sandra
|| Luckett. The exhivit opened September 24th atthe ..

Virginia's ElevateAmerica Program
D: of Veterans Affairs

New GCC Dean John Francis made rapid climb from

D@E(Q homelessness in Jamaica

I———

Automatic Payment Plan

2) Click Login to myGCC
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Germanna SIS User’s Guide for Faculty

3) Enter your username and password

‘@Pleasemqlr\ ‘ | v BE] 0 e= v Page - Safety - Toolks - @~

GERMANNA

COMMUNITY COLLEGE

PLEASE LOG IN.

USE myGCC TO ACCESS:
STUDENT EMAIL, SIS, AIS, BLACKBOARD

E PAY for your classes the same day you
— e o, e e ACEDNT TR to

see your charges due.
See Tutorial Here

Login Need help registering online?

To see details, dick hera.
Class Schedule Avsilable Now

MEW TO YOUR COLLEGE? LOOK UP YOUR

USERNAME AND SET YOUR P, RD. Weather/Emergency Notification via
e2Campus

Do you want to receive emergency and

inclement weather notifications via text

message or &-mail? For more information or to

register click here.

1 CANNOT ACCESS MY ACCOUNT.

Not all courses vill be using Blackboard. If your
course is not an internet or hybrid course, your
instructor may choose not to make it available
online. Check with your instructor to determine
if Blackboard will be used for the course.

Course Response - Take your survey here

Privacy Policy | Terms of Service | Contact Us

Note: if you do not know your username and password, go thxough the link for “Look up
your user name and get your password.” below the login butto

4) Click on VCCS S158.9: Student Information System

GERMANNA

COMMUNITY COLLEGE

‘Welcome Maggie Breeden

My Home

Log Out My Tools

m Blackboard 8 (mdean0037)

—P & vees sisse: Student Information System
'\;ﬁ Gmail (mdean0037@email.vccs.edu)

L_/ Library Services
Virginia Education Wizard

ALT Compass Test Info

@ View My Information
@ Change My Password
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I1. How to View your Class Roster

1)

PeopleSoft.

Panonaiie Loamot | Less

| Repurtnp Tools
| FarglaToots
|' YOO8 Cushem

Click on Self Service

2)

Click on Faculty Center
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3) If the term you wish to view a roster for is not listed, please click the Select Term drop
down arrow and select the term you wish to view, and then click the “Change” button.

2009 Spring | Germanna Community College change term |

@Erhow all classes ODnly classes with enrollment O"J’iew My Weekly Schedule

My Teaching Schedule > 2009 Spring > Germanna Community College

Class Class Name Enrolled Days and Time Room Class Dates
.cfﬁ [ epu z00-Hz80 Teach Az Prof ek Tu 7:004M - S:45AM FACL - General Jan 12, 200%-

DED 26833 (Distance Education) Classroom 2132 May 4, 2005
.cfﬁ E_p]‘ EDU 200-X1 Teach Az Prof 1 MaTuWeThFr 12:00BM - LGC - Security Jan 12, 200%-

DED 27013 (Distance Education) 1:00PM Office 112 May 4, 2009

Faculty Center Adwisement Class Search

4) Click the Roster Icon to the LEFT of the class you wish to view the roster for.
(The Grade Icon will only appear late in the semester when it is time to enter grades.)

2009 Spring | sermanna Community College change term | frz,
]

@5'10\.\!’ all cfasses ODI‘I"‘F classes with enrollment O\i’iew My Weekly Schedule

My Teaching Schedule > 2009 Spring > Germanna Community College

Class Class Name Enrolled | Days and Time Room Class Dates
.:ﬁs] |§_9]| EDU Z00-HZED Teach As Frof 23 Tu 7:00AM - 9:45AM FACL - General Jan 12, 2009-

DED 26835 (Distance Education) Classroom 212 May 4, 2009
.:ﬁs] |§_9]| EDU 200-X1 Teach As Frof 1 MoTuWeThFr 12:00PM - LGC - Security Jan 12, 2009-

DED 27015 (Distance Education) 1:00PM Office 112 May <4, 2009

Faculty Center Advisement Clzss Search

5) To print your class roster click on the Printer Friendly button at the bottom of your
class roster.

PRINTER FRIENDLY VERSION |

On the next screen when the roster displays right click on the roster and select print.
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I11. How to Input Grades:
1) Follow steps 1 through 3 above.

2) Click on the Grade Roster Icon to the left of the course you wish to enter in grades for.

2009 Spring | Germanya Community College change term I

@Show all classes AD Only classes with enrollment O‘J’iew My Weekly Schedule

My Teaching Schedule > 2009 Spring > Germanna Community College

Class Class Name Enrolled Days and Time Room Class Dates
ﬁ'—‘ﬁ LE:%‘ EDU 200-HZ80 Teach As Prof 23 Tu 7:004M - S:454M FACL - General Jan 12, 200%-

DED 26835 (Distance Education) Classroom 2132 May 4, 2005
ﬁ'—‘ﬁ LE:%‘ EDU 200-X1 Teach As Prof 1 MaTuWeThFr 12:00FM - LEC - Security Jan 12, 2008-

DED 27019 (Distance Education) 1:00PM Office 112 May 4, 2008

Faculty Center Advisement Class Search
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3) Ensure that the Approval Status is “Not Reviewed” and click the Roster Grade drop down
arrow and select a grade for each student.

B PG B
*Grade Roster Type IF\'I’\5| Grade :"] " fisplay Unassigned Rostar Grade Only

*Approval Status INOt Reviewsd Ti

/ 18

Student Grade /
L~ st Date of
\Attendance Program and Plan
Curricular - . .
'[. s A, w = es
b r.Mils A h Dol Buidllveaat Sriasqe First Time Freshman
M Curricular -
h {cl| A Soph
Z Lhiue e General Studies RRNSTINER
rdvay.Bryan Curricular - g
d icis Dual Enrollment Student freshraag
v senter, Andrew Curricular - Sophomore
d General Studies
S ‘kos,Steven A Hon-curricular - Freshman
Mon Degrees Transfer
6 el Erittnis Curricular - Eaakse
sbeth General Studies i
15,Gregory A, wan coiicdlar = Freshman

Joint Enrclled HS Student

Mon-curricular -

ol ] o oo o]

8 sr.James Louis B ] S s First Time Freshman
? HByan JRnes gll::::;asrr’;dministration Feshmisn

0 slljRobestd: g::licgrlx?;ll_ment Student =

ik ;‘:e‘:f:en Ecr;:sfsr-;dmimstration pesshman

12 ilirc’ns;"a*t’-‘aﬁasms Ecr;::‘;asr-;dmimstration Sophadimane

13 son.Erin N, Gl Soohomore

Record the Last Date of Attendance for ALL students who receive a F or U. (This is
MANDATORY for compliance with the Title IV recalculation of Financial Aid). If the
instructor knows the last date of attendance please enter the Actual Date in the last date of
attendance field. If the date is unknown please follow the guidelines below:

o If the student stopped attending class prior to or on the 60% date enter 01/01/1900 in
the last date of attendance field.

e If the student stopped attending after the 60% date enter 12/31/9999 in the last date of
attendance field.

e If the student did not stop attending and earned the F or U enter 12/31/9999 in the last
date of attendance field.
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4) Click the Approval Status drop down arrow and choose “Approved.”

*Grade Roster Type IFinal Sare jv /l-DiSPIay Unassigned Roster Grade Only

*Approval Status | Approved "I

Student Grade [NIEE]

Last Date of

Attendance

Curricular -
| - Mils A, A First T Freshr
1 LA Dual Enrollment Student = e e

Curricular -

! m. (E) S
2 ham.Gloriz =} Cine | St Sophomore
dvay,Bryan Curricular -
' W BTy c Fresh
3 ciz Duz| Enrellment Student W=
a enter Andraw Curricular - -
1 & Gensrzl Studiss RRRCIots

5 <os.Steven & | D Non-curricular - n Freshman
MNon Degree Transfer

2ll.Erittni=s & Curricular -
A

bath Generzl Studies Freshman

Non-curricular -
rd H s.Gre v A, Fresh
% S E0adon 8 Joint Enrolled HS Student LERNEREN

Mon-curricular -

Parsonal Satisfaction ek esaman

gl ir, James Louis |X

Curricular -
gl [Ryan James |A - ] ik . Freshman
EBusiness Adminiztration

Curricular -

ag|a(o|ajajajajajo|jaojo|o

14l l;Rabart2; = Dual Enrollment Student freshmal
L=uren Curricular -
| . B Freshma
i beth Eusiness Administration gl
120 ios Athanasios e Curricular - ) . Sephomore
ios Business Administration

5) Scroll to the bottom of the Grade Roster and Click SAVE **You MUST click SAVE to
submit your grade roster**

Note: Unless the roster is marked and SAVED as APPROVED, the grades will not be
posted when the process is run. Once the grades have been saved, the faculty member can
NOT change them.

IV. What to do with the Printed Grade Roster

1. (For Dual Enrollment Faculty ONLY)After you have entered your grades in
PeopleSoft, print 1 hard copy of your grade roster on which you will record your
signature and the date on the first page of each roster.

2. If you assign a grade of Incomplete (1), you must also complete an Incomplete Contract.
Instructional Services MUST receive this contract when you turn in your grade roster for
that class.
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