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I. eCampus Access

There are three sections regarding eCampus Access for the Instructor / Advisor Center: Log In,
Password Change and Forgotten Password.

1. Log In
e On the SCU homepage (www.scu.edu), click on “SCU Login” link in the top right corner.

Current Students  Faculty & Staff Visitors Family SCU Login

SEARCH »

Search SCU People

NEWS & LVENTS All Hews »

Das Dee M to Spaak March 5

AEOUT SCU ADMISSION ACADEMICS ON CAMPUS NEWS & INFO ALUMNI
Calendars SCU News Center Alumni Events
Ares B Culture University Publications Alumni Asseciation
Community Qutrzach Connzct with Alumni
s Gradi mni

e Click on “Ecampus.”

SCU Login Links
]
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e  Enter your User ID and password and click “login.” If you don’t know your password,
— click on the “Forgot your password?” link, email ecampus@scu.edu or
or Eiud;|~ts- h Ca” X 5700.

¥
F
For
F
F

TIP: User IDs are usually the same as the Novell ID
(e.g. ALINCOLN)

id

password

e Please note the information provided on the gateway page regarding eCampus status.
Clicking on the “For Faculty” link directs you to a page of resources for faculty (see
figure below).

e Inthe “For Faculty” section, you’ll find helpful PDF documents about logging in and
grading online.

For Faculty

Using ecampus
Initial ecampus Login * Login help, forgot your password
[PDF]

Online Grading Instructions * Step-by-step instructions for

cnline grading [FDF]

Law Online GradingStEp'b'“"EtEE instructions for

. online grading for the Law
faculty [FDF]

Instructions

FAQs for Online Grading * Freguently asked guestions about
online grading [FDF]

Law FAQs for Online Grading * Frequently asked guestions about
online grading for the Law faculty
[FCF]
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2. Password Change

e On your menu, click on “My System Profile”.
e Click on “Change Password”.

Change password

Change or set up forgotten password help

e Enter your current password. Enter your new password. Confirm your new password and
then click “OK”.

Change password

Current Password: |
Hew Password: |

Confirm Password: |

ok | cancel |

3. Forgotten Password

e On your menu, click on “My System Profile.”
e Click on “Change or setup your forgotten password help.”

Change password

Change or set up forgotten password help

e Enter a question and answer that is not easily guessed and then click “OK”.

Change or set up forgotten password help

If yau forget your password, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: __".“."hat are the last 4 numbers of your SSN? v

Select from the list of questions.
Response; (A
OK | Cancel J
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1. eCampus Features

There are three eCampus Features for the Instructor / Advisor Center: Faculty Center, Advisor
Center and Search.

1. Faculty Center
The Faculty Center has three tabs: My Schedule, Class Roster and Grade Roster.

. AN - s
j Faculty Center H Advisor Center “ Search |
| my schedule || class roster ” grade roster |

a) My Schedule
e From the “My Schedule” tab, you can view your current schedule of classes, the

class and grade rosters for those classes and your finals schedule.

Faculty Advisor

|I Faculty Center Advisor Center 1 Search

my schedule I class roster grade roster

Faculty Center

My Schedule

Fall 2011 | Santa Clara University change term I

My

i
B
i

Select display apbior: (® show anl Clesses () Show Enrolled Classes Only
ﬁ"'?g Tl=s Roster E‘JI‘E:.‘.:::::- @A sragement
My Teaching Schedule > Fall 2011 = 5anta Clara University
Class Class Title Enralled |Days & Times
TTh 3:40FM - S:25PM

H TTh Z:40PM - 5:25FM

Exam Time Exam Room Enrolled

14
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e To view a different term, click on “Change Term” button.
e Select the term and click on “Continue”.

Faculty Center

Select Term B ieurerea statement

CONTINUE

Select a term then click Continue.

® |Fall 2011

© |Fail 2010

© |spring 2010

o “My Weekly Schedule”

a) Click “View Weekly Teaching Schedule” link under your list of classes (see
figure below)

b) Enter the desired week’s start date
c) Click the “Refresh Calendar” button. This will display all classes for the
week selected. It is possible to choose dates from previous quarters.

Fall 2011 | Santa Clara University change term I

Select displa tion:
e pi e @) Show Al Clesses () Show Enrolled Classes Dnly

ﬁfg Clmes Roster |§I|'_-_~.-.=::::- f,:_j- =ragemant
My Teaching Schedule = Fall 2011 = 5anta Clara University | s

Class Ti Enrolled |Days & Times Room cl
5 TTh 3:40°M - 5:25°M

a5 Dates

b) Class Roster =
e Click on the Class Roster icon to the left of the class details ﬁh

Fall 2011 | Santa Clara University change term I

My Exam Scheguls |

Select displa tion:
ct display option @ Show All Clagses Oshuw Enrolled Classes Only

i

ydy Teaching Schedule > Fall 2011 = Santa Clara University

r @E:.‘.:::::-

¢ Note the various options offered pertaining to the Class Roster: View Photo
Roster, Notify Students via email, Print, Permission Numbers, Grade Roster
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¢) Grade Roster
o Official Grade Input =
a) Click on the Grade Roster icon to the left of the class details =
b) Choose a final grade for each student from the drop down menu in each
student’s corresponding Roster Grade Box (see figure below)

c) Click the Save button at the bottom of the screen anytime.

e The grades entered will be saved. You can return at a later point
to enter more grades.

Grading Documents
<~ ANTH 152 - 01 (73468) change class

Political Anthropology (Lecture)

Days and Times Roam Instructor Dates
TTh 3:40BM-5:25PM O'Canner Hall 204 Faculty Advisar 09/18/2011 -
12/02/2011
Display Options: Grade Roster Action:
*Grade Roster Type [ Final Grade v *Approval Status  [Hot Raviewsd | save |

[ bisplay Unassigned Roster Grade Only

Student Grade &

| |Roster |Official | Grade |
|
| IID Name | P RIS | e |Program and Plan Leve
p— Undergraduate Arts & Sciences -
D 100000 M| GRD |Anthropology/International Senic
T Businez=/Public Policy
—— Undergraduate Arts & Sciences -
| z|ooooo | ¥ GRD |Mathematics/Philosophy/Law B Senic
B Social Justice
| 200000 7 Bab Undergr.a?u'ata\ Arts B Sdences - (g
Economics (BS)
| 00000 T = Grp |Undergraduate Engineering - =h
L Undeclared Engineering
r SRS Undergraduste Arts & Sciences -
D J|ooooo | NG| GRD |Biochemistry/Values in Science & |Junio

Technology

****NOTE: The grades have not been submitted at this point ****
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e Grade Review and Approval
a) After ALL of the final grades have been entered and reviewed, click on
the drop down menu next to Approval Status, select “Approved” (You
can only submit the grade roster after all the grades have been entered).
Once grades have been approved you will not be able to make any
changes online. (see figure below)

Grading Documents

= ANTH 152 - 01 {73468) change class I

Political Anthropelogy (Lecture)
Days and Times Room Instructor Dates
TTh 3:40PM-3:25PM O'Connor Hall 204 Faculty Advisor 09/19/2011 -
12/02/2011
Display Options: Grade Roster Action:
*Grade Roster Type Final Grade 2l *Approval Status | Hot Reviewsd ; v save I
I:‘Display Unassigned Roster Grade Only = >
Mot Review
Ready for Review
Student Grade
s iName Roster |Official :Grade_

P d Pl L
Grade |Grade |Basis | DS = | =3
= i Undergraduate Arts & Sciences -
| i|ooooo | v GRD |Anthropology/Internztionzal Senic
T Business/Public Policy
= Undergraduate Arts & Sciences -
1| =2|ooooa b GRD |Mathematics/Philosophy/Law & |Senic
3 Social Justice

O/ =|eoooo v GRD Undergraduate Arts & Sciences -

Economics (BS) Soph

b) At the bottom of the page, click on the “Save” button. This will submit
your final grades into the system.

c) Repeat these steps for other classes.

d) Approved grade rosters are posted by the Office of the Registrar at
6:00PM each day during the grading period. Once posted, the grades
will become official and are visible to students on-line in eCampus.
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2. Advisor Center

The Advisor Center has five tabs:
a) My Advisees
e View Data for Other Students (New Drop-in Advisees)
b) Student Center
c) General Info
d) Transfer Credit
e) Academics

|

; Faculty Center | Advisor Center | Search '
! my advisees | student center || general info ” transfer credit || academics

a) My Advisees
e Your advisees are listed alphabetically.

e Click on the “View Student Details” link to view a student’s information (see
figure below).

My Advisees

Select display option: (3 Link to Photos () Include photos in list

Not\fyrplmtq:Name 1D [\.‘tew Student Details

1 O (B LLLEL | view Student Details
2 O [k |ooooo

|view Student Details

3l O B& |ooooo | Vigw Student Detsilz
4 O Bs |oonoo | View Student Details
notify selected advisees | notify all advisees |

VIEW DATA FOR OTHER STUDENTS |
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e View Data for Other Students (New Drop-in Advisee)

e Click on the “View Data for Other Students” button (see figure below)
o Enter the student’s ID and click “Search”

My Advisees

Select display option: (@ Link to Phatos () Include photos in list

1 0O & |ooooo

2 O & |0onao

z O E‘? 00000

4 0O B oo000 iew Student Details
notify selected advisees | notify all advisees |

VIEW DATA FOR OTHER STUDENTS | @

b) Student Center
e This shows the student center of the student you selected or searched for.
e Use the drop down menu to switch between various advisees (see figure below).

Advisee Student Center /5

\4

¥| _change |

Bo =]

This Week's Schedule

F\ EIOL 24-08
“® |Lec (72129)

5 BIOL24-12
7Y 7 g
DIS (73223)

E\ LBST 170-01
® | eC (72586)

E}v MATH 13-01
® |\ cc (72626)

9:05,
©'Conner Hall 206

c) General Info

e This shows the general information of the student you selected or searched for.
e Use the drop down menu to switch between various advisees (see figure below).

Advisee General Info /\

*Change Advisee

Service Indicators Initiated Checklists
Student Groups Persona | Data
National ID Names

Addresses Phones

Email Addresses
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d) Transfer Credit

e This shows the transfer credit of the student you selected or searched for.
e Use the drop down menu to switch between various advisees (see figure below).

Advisee Transfer Credit /7
#*Change Advises ;_ V change I

Course Credits

No course credits found.

Test Credits

|Articulation Model
c Instituti P
areer nstitution |Program :Term S
Santz Clara Undergraduate P
drsas University Arts B Sciences P BT P

e) Academics
e This shows the academics of the student you selected or searched for.
e Use the drop down menu to switch between various advisees (see figure below).

Advisee Academics />

*Change Advises ;_ V? change |

Institution / Career / Program

7 5CU - Santa Clara University
UGRD - Undergraduate
© UARSC - Undergraduate Arts & Sciences
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3. Search

Search has two tabs:
a) Search for Classes

b) Browse Course Catalog ﬂ
o » SUZ
Faculty Center | Advisor Center | Search

search for classes | browse course catalog

a) Search for Classes
e Select “Santa Clara University” for the Institution
e Select which term you want to view classes for
e Select the “Course Subject” and/or the “Course Number”
e Make sure to select the correct “Course Career,” then click “Search”
e You also have the option to select between only open or all classes with the
check box “Show Open Classes Only”

Search for Classes

Enter Search Criteria

Institution | s2ntz Clara University M|

Term | F2ll 13537 V!
Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria

Course Subject [ v

Course Number iis ety | ;
-

Course Career !

Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

[ Additional Search Criteria

CLEAR CRITERIA SEARGH
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On the results page, you can find more details about the class by clicking on the
class section link (see figure below)

Search Results

When available, click View All Sections to see all sections of the course.

The folloving classes match your search criteria Course Subject: Dance, Course Career:
Undergraduate. Show Open Classes Only: Yes

@os=- W cics=d Awsit List

% DANC 29 - Rehearsal and Pegformance

View All Sections First n 1ofl u La

Section 01-PRF(73418]

status @
Session Regular Combined Section
Days & Times ‘Room Instructor |Meetmg Dates
| 719/2011 -
= = 08/19/2011

1z/02/2011

b) Browse Course Catalog

e You can select a letter or a number from the box to refine your search

e Use the arrow @ next to each academic subject to either expand or collapse
the corresponding courses for each subject (see figure below).

Browse Course Catalog

-._'-E':'DEFGHIJKLF_-’IrJCIF'ORSTU'\.I"I."KYZ
012345 67879

Select subject code to display or hide course information.

C$ [ AcTG - Accounting

P AERD - Aerospace Studies

[> AMTH - Applied Mathematics
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e To find more details about the class, click on the class section link.

Browse Course Catalog

FdB CDEFGHIJHKLMNOPOQRSTUVWXYZ
012345 67 829

APSE ALL EXPAND ALL

Select subject code to display or hide course information.

[> ACTG - Accounting

¥ AERO - Acrospace Studies

: Typically
Course Nbr |Course Title SR
1A Foundations of U.S. Air Force

Foundations of U.S. Air Force

=
1

B
m

2A Evolution of USAF Air and Space Powsr
2B Evolution of USAF Air and Space Powsr
2C Air Force Today III

1314 Air Force Management and Leadership
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I1l. Resources

SCU Information Technology Service Center
(408) 554-5700
http://it.scu.edu/Aboutl T/Hours.shtml
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