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Faculty Self Service

California State University

San Marcos

What’s New in PeopleSoft Faculty Center 9.0? 
A guide for faculty at California State University San Marcos
What's New? 
The PeopleSoft Faculty Center is the central online location for accessing course management information. Faculty Center enables you to view your teaching schedule, check class rosters, record grades, and much more. In addition, you can search for fellow faculty members and view course information for University classes. 

The PeopleSoft Student Information System has been upgraded to version 9.0 over the weekend of July 27 through August 2. Updates to the Faculty Center include: 


New navigation options that allow faster access to rosters 

New Advisor Center for convenient access to your advisees’ academic records 

New tabs and subtabs that make Faculty Center easier to use 

New Academic Requirements Report (former DPR – Degree Progress Report)
Accessing PeopleSoft Student Center 

You will continue to use the MyCSUSM link from the main university webpage, http://www.csusm.edu/ , to go to your Faculty Center. Your information will be displayed as shown in the example below. 

In version 9.0, Faculty Center is a folder instead of a page link. Click Self Service to open the new Faculty Center folder, and then click the My Schedule page link.
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Faculty Center 
The FacultyCenter is now organized by three subtabs: my schedule, class roster, and grade roster. The new subtabs make it easier to navigate to the area that you wish to view. Active tabs are shown in white, while inactive tabs are shaded. Below, the Faculty Center – my schedule page is active. 
Note: The Advisor Center tab only displays if you have been assigned appropriate security.
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Viewing Schedules 
When you click the Faculty Center tab, the my schedule tab becomes the active page by default. This page contains your teaching schedule (as before) and now your final exam schedule (this feature is not implemented yet!). 

My Teaching Schedule 

My Teaching Schedule still contains your scheduled class enrollment information—such as course subject/number, section number, and class number  and enrollment information—as well as links to class roster, grade roster, permission numbers, and LMS.  Refer to the Viewing Rosters section below for details. 

Note: In most cases, if you cannot view your schedule, your department has not yet assigned you to the class or classes. Please contact your departmental administrator. 

My Exam Schedule (new functionality – not implemented for fall 2011) 
Viewing Rosters 

Rosters are available as new subtabs under the Faculty Center tab. Class rosters become available as soon as students register in the class. Grade rosters are available at the end of term, normally the week prior to finals. A general announcement will be sent via email concerning grade rosters and deadlines.
Note: If you have trouble accessing a roster, contact your departmental administrator.
Class Rosters 
In version 9, class rosters have a new look and feel but they function the same as they always have. 

1. To view a roster, click the Class Roster icon [image: image3.png]rs Internet Exp
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 next to a class displayed in your Teaching Schedule or click the new class roster subtab under Faculty Center. 
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Note: If your Class Roster does not appear, that most likely means that your department has not yet assigned you to your class or classes. Please contact your departmental administrator. 
2. Click change class to return to Faculty Center. Then click [image: image5.png]rs Internet Exp
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to view another roster. 

3. If any students have dropped this class, select the Dropped option from the Enrollment Status drop-down menu to view them. 

4. To sort the roster in ascending order by any column title, click that column header. Click it again to sort in descending order. 

5. Download the roster into Excel by holding down the Ctrl key and clicking [image: image6.png]rs Internet Exp
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. 

6. To print your class roster, click Printer Friendly Version and select the Print option from your browser window.

Grade Rosters 
Grade Rosters are generated near the end of the term. You must be given grade access on the class record (as primary instructor, secondary instructor, or teaching assistant) by your departmental administrator in order for the grade roster to appear in your Teaching Schedule or under the new grade roster subtab. 

Grade rosters in version 9.0 also have a cleaner look to them, but they function the same as they always have. 
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next to the class you wish to grade in your Teaching Schedule or click the new grade roster subtab under Faculty Center. 
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next to a different class to access another roster. 

3. To view the list of enrolled students in ascending or descending order specific to student detail, click the column header above the detail type. 

4. You can download your Grade Roster into Excel format by holding down the Ctrl key and clicking the Download icon. 

5. To print your grade roster, click Printer Friendly Version and select the Print option from your browser window. 

Recording Grades 
The grading process works the same in the new PeopleSoft from within Faculty Center, though navigating to the grade roster has changed and it has a slightlydifferent look. For more information go to http://www.csusm.edu/cms/TrainingDocumentation/faculty.html for Grade Rosters.
Advisor Center 
The new Advisor Center is available for faculty members and combines the old View My Advisees and Student Services Center pages to put student and academic records at your fingertips. You can access your Advisor Center from within your Faculty Center, or you can navigate there directly by clicking Self Service, then Advisor Center, then.
From Faculty Center, click the Advisor Center tab for one-click access to your advisees and many of the pages from the previous Student Services Center page. Advisor Center has four subtabs:  student center, general info, transfer credit, and academics. 
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student center 
The student center page provides faculty/advisors with access to what a student sees in his or her Student Center. If you have used Student Services Center in the previous version of PeopleSoft, this page will look familiar to you. 
The available sections are as follows: Academics, Personal Information, Holds, To Do List, and Enrollment Dates.
Use the other academics drop menu to access the students Academic Requirements Report (former DPR).

More information about the new ARR can be found on the Training and Documentation page at:

http://www.csusm.edu/cms/TrainingDocumentation/faculty.html
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general info

The general info page provides advisors with access to the student’s holds and contact information. If you have used Student Services Center in the previous version of PeopleSoft, this page will look familiar to you. The available sections are: Service Indicators, Initiated Checklists, Student Groups, Personal Data, National ID, Names, Addresses, Phone, and Email Addresses. 

Note: Most information is display-only for advisors. The ability to view information is control on security.

transfer credit

The transfer credit page provides advisors with access to the student’s course credit, test credit, and other credit (for life or work experience). If you have used Student Services Center in the previous version of PeopleSoft, this page will look familiar to you. 

academics

The academics page puts the advisee’s academic record at your fingertips! If you have used Student Services Center in the previous version of PeopleSoft, this page will look familiar to you. There are two parts to this page: Institution/Career/Program and Term Summary. 

1. To view an advisee’s academic record, click the academics tab. 

2. To change the advisee, click the down arrow to select another advisee, and then click change. 

Institution/Career/Program 
The top of the page provides at-a-glance information about your advisee’s career track. This information includes when and where the student was admitted, where he or she intends to graduate from, what the student’s current major is, what the students current academic load is, and whether the student has an area of concentration or emphasis within that track. 

1. Click edit program data to the student’s career track, depending on your access. 

2. If multiple programs are displayed, click that term to view the student’s academic record and cumulative progress through that term end date
Term Summary 

The lower part of the page provides at-a-glance information about your advisee’s academic record by term. This includes information about his/her academic level and current term load, term schedule, and academic progress with grade point average. There are three sub-sections on this part of the page, which can be collapsed by clicking on these headers: Level/Load, Classes, and Statistics. 

1. Click edit term data to view or update the student’s term activation record, depending on your access. 

2. If multiple terms are displayed, click that term to view the student’s academic record and cumulative progress through that term end date.

Search

The Search tab conveniently combines these three subtabs within your Faculty Center: search for classes, browse course catalog, and faculty search. The search for classes and course catalog tabs replace the old Search for Classes button in Faculty Center. Faculty Search was changed from a tab to a subtab in the new version. 
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Search for classes

To search for classes by term, click the Search tab. Notice that the search for classes subtab is automatically selected. The institution will default to Cal State San Marcos and select at least one other criterion to start your search. Narrow your search to basic criteria, such as subject and course number, or to more advanced criteria such as instructor name, meeting time, and/or date. 

1. Enter a term or click to look up a valid term code. The active term(s)are displayed below the term field for your reference. An academic term code is required to search course/class information in your Faculty Center. Each code is a unique four-digit number that identifies the century, academic year, and term: 
faculty search

Search for other faculty members using the faculty search tool in your Faculty Center.
1. To locate a faculty member, click the faculty search tab and then select Searcy by name to begin.
2. 
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