Lane Community College

Introduction to Faculty
ExpressLane

Contents

Background Information
Faculty ExpressLane Flow Diagram
“How Do 17?”
Entering Faculty ExpressLane
An Overview of the Faculty and Advisor Services Menu

Seeing Your Schedule
Seeing Your Class List

Working with Wait Lists
Entering Final Grades
Student Information

This material is designed for classroom, small group, one-to-one training
sessions, and as a follow -up reference. Please direct questions about the
information in this packet to:

Helen Garrett x5686 or Kerri Houghton x5895

Last Updated May 30, 2003 Ver. 1.0

Page 1



Confidentiality of Information

All Lane employees are bound by federal law and college policy regarding
the protection of confidential information. In that connection, we have
agreed not to view student or staff personal information that does not
directly pertain to our jobs, and not to share or use any student or staff
personal information outside of the scope of our jobs.

The full statement of college policy on privacy of information can be viewed
online at:
http://www.lanecc.edu/cops/privacy.htm. All faculty should review this

policy.

In general, the information about students that will be available to faculty
will be smilar to that which has previoudy been available. Exceptions will
be noted in the training materials.

Faculty are reminded in particular that if a student’s information in
ExpressLane is marked “CONFIDENTIAL” then no information whatsoever
about that student may be released to anyone, and any inquiry should be
referred to Students First!. However, the faculty member may use the
student’ s contact information to reach the student in conjunction with
course-related matters.

Under no circumstance should a faculty member or any other staff person
ask a student to given them his or her PIN number for logging into
ExpressLane. If working together with afaculty member at a computer and
accessing ExpressLane, students must type in their own PIN when needed.
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Important Changes in Policy and Procedures

Privacy To ensure that your private information is protected, use the Exit
link on the Expresslane page when you are finished with a session and close
the browser.

Course Registration Number (CRN) replaces* Registration Number” asthe
identifier of asection of acourse.

Wait List To use the Banner-based wait list, the course must be set up with
a designated number of wait list spots before registration begins. Contrary to
the earlier system, though, students must choose to place themselves on the
wait list. If places open in the class, the waitlisted students are also not
automatically rolled into the class. They must be given instructor consent
and processed through the department office before they can register for the
class. For classes that have wait lists, when places open up in the class,
outside students will not be able to register for those placesin front of those
on the wait list.

Variable Credit In ExpressLane and Banner, only students can change
their number of credits. No longer can faculty make this change for students.
Students have until the end of the last day of classes to make any change.

Grades don't have to be entered all in one sitting. Y ou can enter some
grades at one point and click “Submit” to send them in. Later, other grades
can be submitted in the same fashion. A time-out feature controls how long
this and other pages can be open without activity.

Until grades are rolled into Academic History (every night during the gr ade
input time), faculty can also change a grade for a student through
ExpressLane. After grades are rolled the existing change-of -grade process
must be followed.

Class Lists can be directly printed in ExpressLane with phone numbers and
email.

Learning Community classes are handled as co-requisites, with a student
not being allowed to register for one without the other.
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Faculty and Advisor Services Menu

A 4

Term Selection
All other menus require a term to
be selected

!
CRN Selection

A

Class List Wait List Grade
Entry

Student
Information
(see next page
for details)

Faculty Detail Schedule
and
Faculty Schedule
by Day and Time
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Student Information Menu

A

Select Term

ID Selection

Known ‘L’
Number

Search for
Student

Search Type
Student or
Advisee
Search by
Known Name

Student

A 4

Located

Basic Student
Curriculum

Information
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How Do 1?
Get Class Lists?

What information about students can | obtain directly?
Some information about students in your classes is available on your
Faculty ExpressLane page. This includes student ‘L’ number, mgjor,
department, and tel ephone number.

How do | get classlists?
Log in to ExpressLane and click on Faculty & Advisor Services. Click on
the Class List link, select the term and course, and print the resulting page
in landscape mode, or copy and paste the class list into a spreadsheet
document.

How do | get student contact information?
At the bottom of the Class List page you will find a link to View Class
Phone List. Y our student telephone numbers and email appear on thislist.

How do | get information about my studentsthat does not appear on my faculty web
pages?
Y our department’ s Administrative Assistant can print alist with student
addresses.

How do | manage instructor consent for studentsto register?
The process is the same asin the previous system. Each department hasits
OWN process.

How do | arrange for an administrative withdrawal for students who have not
attended classes?
According to the established process in your department, only with the
proviso that the Administrative Withdrawal period is now only one week
long.

How do | help studentswho tell methey are unableto register in my class?
Students who need help registering should be referred to Student’s
First!

Enter Grades?

How do | enter grades, and when can | start entering them?
Grade entry is opened a 5 p.m. on Friday of the last week of
classes. Log in to your Faculty ExpressLane page and access the
Faculty & Advisor Services menu. Go to the Final Grades link. On
the Final Grade Worksheet page you will find a class list with a

Page 6



Grade column. Click on the dropdown arrow and choose the
appropriate grade for each student. Enter Date of Last Attendance
for grades of F and NC, as currently. Click the Submit button. For
students where you have entered a Date of Last Attendance you
may see a message that the student has not withdrawn, which you
should ignore.

If | have avariable credit class, can | changethe number of creditsfor a student at

thetimel enter thegrade, as| havein the past?
No. In ExpressLane and Banner, only the student can change the number
of credits for which they are registered, and they must make any change
prior to exam week.

How do | change grades beforethey arerolled into Academic History by
Enrollment Services?
Follow the same process as for entry of the origina grade. Click on the
dropdown arrow under the Grade column and select the appropriate grade.

How do| change grades after they arerolled?
The procedure for grade changes is the same as before the Banner system.
Complete the required change-of-grade form and process it through your
department.

How do | view classlistsfrom previous termsand for how many termsback can |

view them?
From your Faculty & Advisor Services menu click on the Term Selection
link and select the term you wish to view. Then select the course from the
resulting list. You will be able to view back history from the beginning of
Banner implementation. Records are purged periodically.

Manage Wait Lists?

How do | decide whether to create a wait list for my class?

Wait lists function differently in Banner than in the COCO system we now
use. In Banner there are more steps needed to move a student from the
wait list into a class. In Banner waitlisted students will not be added to a
class automatically when an opening appears, as is now the case. The
instructor will need to authorize the move and the department AA will
have to follow up. Because of the additional work, some departments
and/or faculty may choose not to use Banner’s formal wait list function
but to keep track of waiting students in the classroom. Each department
will need to decide who to approach the use of wait listsin their classes.
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How do | change a cour se from having a wait list to no wait list and vice versa?
Wait lists are established at the time a section is built into the schedule,
long in advance of registration opening. Up until the time registration
opens, a class can have await list added or removed by the staff member
who does the section building, but once await list has any students on it,
thewait list cannot be removed.

How do | manage spacein class beforetheterm starts, during first week, and after
the first week
-if I have await list?
Students have the choice of adding themselves to the wait list. However,
they do not automatically roll into open spaces (nor can students who are
randomly searching for classes dlip into open spaces in a class with await
list). When an opening arises, the instructor may authorize a student from
the wait list to be added to the class, with the student’s permission.
Permission is needed because it is only at this stage of being added to a
classthat astudent is assed thetuition and fees. This process may continue
at the instructor’s discretion all the way to the Add/Drop deadline of the
eighth week.

- if I do not have a wait list?

Instructors not using Banner's wait list may use any other fair and
appropriate method for keeping track of which students to authorize being
added to the classin the event of openings.
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Entering Faculty ExpressLane

Use this procedureto get to the Faculty ExpressL ane pages.

1 Open aWeb browser and go to Lane’'s homepage at www.lanecc.edu.

On Lane’sHomepage, click on the ExpressLane/Banner - Staff link. Thisisthe same
process you use to access your timesheet information.

4000 East 20th Ave, Eugene, OR 97405 (5417 463-2000

President’s Welcome
About Lane

Catalog

Claszes & Programs

Class Scheadule

College Departments
Enrallmeant & Registration
Librany

Mews At Lane

Online Classes

Student Senvices

Search Lane using GOUSI@'
I s

Cc;llege Business

e STUDEHNTS - register for classes EXPPESSLMB fa mp!ace
5 - chedk Financial Aid status, Classline
account balance, grades and
Expresslane o
Learn more about... Calendar of Events
Earning Transfer Credits or a Degres coming S0
FrofazzionaliTechnical Frograms
International Student Admissions
Improving Basic Skill=hGED
Classes for Personal Interest -~
Learning or Improving Job Skills
Improving our Busine: SStUdent m ..
H UCCess
Click here -
Stories ?

Job Openings ExprassLane/Banner- S‘iaff Eroupwize Email
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2. On the ExpressLane/Banner page, click on the For the LANE
database link.

Click here

Lane Home
Search Lane

Please click\yn the appropriate link.

ExpressLane
s Forthe L ANE database

{WWeb time entry and Finance - Production)

Expressl ane FAQ
Banner Documentation and Training

For Native Banner / Lane Only Please click on the appropriate
(Internet Explorer Recommended - more info) link
(Set Internet Explorer as default browser - more .

info) o For a Windows desktol
o ForaMac deskia

Training and non-production environments (TEST. TRNG and PPRD)

Returnto Lane's Home Page

Revised 3/27/03 (I1h) :
© 1996-present Lane Community Colleae
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3. On the ExpressLane Home page click on Staff Login to Secure Area.

[

S

Expressl ane

Student Loginto Secure Area
Staff Login to Secure Ates
Getling Slarted at Lane
Financial Ald Homepage

Lane Homepage

RELEASE: 55 powsred by (ot

N\

Click on Staff Login to Secure Area

General Navigation Instructions:

1. To ensure that your private information is protected, use the Exit link on
the ExpressL ane page when you are finished with a session and close the
browser.

2. Usethelinks at the top and bottom of each page to navigate between
pages. Do not use the Back and Forward browser buttons on the button bar
at the top, as this procedure may end the session and require you to log in

again.

NOTE: Thereis atime-out limit on Faculty ExpressLane pages. Asa

security measure, the browser will automatically log the user off after the
stated number of minutes of inactivity.
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4, Login Page

Instructions about login appear on the top section of the page bel ow the words User
L ogin. Thisisthe same process as for logging into your timesheet page.

If necessary, scroll down to the lower part of the page; in the User 1D: box type your ‘L’
number; in the PIN: box type your pin number; then click the L ogin button.

If you forget your PIN, click the Forgot PIN? button next to the Login button. Y our
security question will be presented to allow you to continuelogin.

e

.

ExpressLane
HELP | EXIT

User Login

uj-" Please enteryour User 10 (a capital 'L followed by 8 numbers) and your Personal ldentification Number (FIN). When finished, click
‘Login'
It you'we forgatten your PIN, enter your User 1D (L' number) then click'Forgat PIN'
When you are finished, please Exit and close your browser to protectyour privacy

@ Don't know your User 10 (L' Nurnber)?
IFLCE has your Social Security Nurmberon file, click here ta ook up your 'L numtbrer by your last name and 55N, You can also

obtain your'L' number in person, Staff members contact Hurman Resources and students contact Students First! Center for
assistance.

User |D: I
PIN: I

ngin| Forgol FIN? |

RELEASE:53 powarnd by ket

Typeinyour User ID and PIN number, then click the
L ogin button.
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5. Main Menu

a Notice the Sear ch box, with rows of linksto theright and b elow. Both
rows of linkswill appear on every page. The linksto theright, SITE MAP | HELP
| EXIT appear on most pages. Exit takes you to a User L ogout screen, where you
are directed to close the browser. (No login is available from this screen. Clicking
on Return to Homepage link on the lower |eft takes you to the ExpressLane
main menu.)

b. The menu item links bel ow the Search box correspond to the main menu
items on theindividual faculty member’s pages. The main menu will vary
depending upon faculty member needs. For example, faculty memberswho are
enrolled as students may see links for Enrollment Services and Financial Aid.

C. Notice the wel come message line which includes your name. Confirm the
date of last access. If you do not agree with the date, this may be an indication
that an unauthorized user has accessed your web login since your last use.

Links which appear on most faculty pages are Faculty & Advisor Services, Employee a.
Serviges, and Personal Information. /

Expresslane

Search | G SITEMAF HELP EXIT

Enrollment Services Financial Aid FacultyfAdvisor Employee Personal Information Main Menu

ne A. Instructor, to ExpressLane VWeb Services! Last web access on May 02, 2003“2%'7

rollment Services b

VWelcome,

Register for classes; Yiew your schedule; View grades; ‘iew accountinformation and make payments

Financial Aid

Reniew the status of your inancial aid applicgions; Check status of student requiremients; Review award irfarmiaiion, Accept loah offiers
E Faculty & Advisor Services
Enter Grades, View Class Lists, Class Schedules, and Bhudert Curriculum Infarrmiaton

Personal Information

phonie nurmber (), e-rnal address(es), o emergency contactimormation; Change your PIN andior security
social securty nurmber change inforimation

Wi or update your address es)
gueston and answer; Gef rame

6. Click on the link. You have
now entered your faculty information pages.
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Faculty & Advisor Services Menu

Note the navigation links to the right of and below the Search box and at the bottom of
the page. RETURN TO MENU takes you back to the previous menu.

Usethelinks at the top and bottom of each page to navigate between pages. Do not use
the Back and Forward browser buttons on the button bar at the top, as this procedure may
end the session and require you to log in again.

Navigation links Return to previous menu
Searchl E RETU«I’U MENU BITE MAP HELF EXIT

Enroliment Servicgs Financial Aid Faculty/Advisor Employee Personal Information Main Menu

& Faculty & Advisor Services

Term Selection
CRMN Selection
Faculty Dedail Schddule

Faculty Schedule By Day and Time
Class List

Dietail Wait List
Surnrary Wait List
Final Grades

Student Informatiory Menu
Salectand Display sidert currculurn inforrnation

[ Term Selection | CRWSeIecﬁon | Faculty Detail Schedule | Faculty Schedule by Day and Tirme | Class List | Detail Wat List | Sumrmary Wait List | Final
Graides | Studert Inforrmaton Menu |

Explanation of Menu ltems

1. Term Selection and CRN (Cour se Registration Number)
Selection:

Note: When you select aterm or CRN the selection staysin effect within the active
session until you change to adifferent term or CRN.
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Term Selection

a All menu items on the Faculty and Advisor Services page require aterm
selection. For the most part you will want to select the current or upcoming term.
If you do not choose the Term Selection link, the Term Selection page will appear
when you click another link of your choice.

b. Click on Term Selection. Find Sdlect a Term: with adropdown arrow at
the right end of the box. Click on the dropdown arrow and select the term you
want. Click the Submit button below.

b

ExpressL ane

|
Search I _Gol RETURM TO MENU | SITE MAP | HELP | EXIT

Enrollment Services Financial Aid Faculty Services Employee Personal Information Main Menu

Select Term

j« Selectthe Term for processing then press the Submit Term button

Selecta Term:

Submit \

Click onthe dropdown arrow and select the appropriate
term from thelist. Then click the Submit button.
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CRN Selection (Cour se Registration Number)

The CRN number replaces what was previously known as the registration number. This
selectionisrequired for the following menu items:

Class List

Wait List

Final Grades

(The CRN Selection page will appear for each of the pages on the abovelist if aCRN is
not first selected from the CRN Selection link.)

a Click on CRN Selection and choose acourse. Y ou will seealist of your
coursesfor the selected term.

b. Find CRN: with adropdown arrow at the right end of the box. Click on
the dropdown arrow and select the course you want. Click the Submit button
below.

e

R

ExpressLane

Search | E} RETURM TO MEMU | SITE MAF | HELF | EXIT

Enrollment Services Financial Aid FaculfylAdvisor Employee Personal Information Main Menu

Select CRMN Summer 2003

s i., Fleaze select the clags and CRM you wish fo access from the drop down list, then click Submit,

FRN I Business Mhnd Processing - 1026 he

“Bubmit I

son Lot | Suramary Class List | Defal Wait Lst | Suramary Wt List

Click onthe dropdown arrow and select the appropriate
course from the list. Then click the Submit button.
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2. Faculty Schedule

Faculty Detail Schedule

Items on the screen are self explanatory, except Part of Term. Part of Termis“1” fora
regular term course; other numbersindicate courses which are offered on aschedule
other than the regular term dates, for example, five-week classes.

e
ExpressLane
Search | ﬂ RETURN TO MEMUJSITE MAP [HELP | EXIT
Enroll t Services Fi ial Aid Faculty/Advi Employee Personal Information Main Menu

Faculty Detail Schedule Surnrmer 2003

l.i, Weloorie to the Faculty Detall Schedule dizplay. Lizted below iz vour zchedule for the selected term

Business WardProcessing
Course: 1026 BT {20-01
Credits: 100

College: Lane Commuriy College
Department: Business Techologies
Part of Term: !

Primary Instructor: ¥

Cross List

Ovemide:

Actual Enrollment: 7
Capacity: 4

Bugimess Word Processing: Sohaole dekils

Days Time Location Schedule Type Date Range

Tes TER TEA on-Line Jn 23, 2003 - fhag 15, 2002
T BE30pm-200pm EuildingZ- 107 On-Line Jun24, 2003 - Jun 24, 2003
Math Renewal

Course: 1036 MTH 020 - o

Credits: 200

Caollege: Lane Commurity Collage

Department: athematics

Part of Term: 1

Primary Instructor: ¥

Cross List:

Override:

Actual Enroliment: ©

Capacity: 28

Math Renewal: Schedule deteils

Days Time Location Schedule Type Date Range
g #00 am - 10050 am TBA Lectire Jun 23, 2003 - Sep 13, 2003

[ Ter

I | Eaculty Scheduls by Day and Time | Detail Class st | Summary Glass st | Detail titait List |
Surnmary Witait List | Final Grades | Shdent Information benu |

DEICACE- 59 =




Faculty Schedule by Day and Time
This screen displaysthe faculty schedulein calendar format.

e

R _

ExpressLane

Search | J

Faculty Scheduls by Day and Time Summer 2003

RETURN T MENU | SITE MAP | HELP | EXIT

Enrollment Services Financial Aid Faculty/Advisor Employee Personal Information Main Menu

Ei_./ ‘iglzormie tothe Faculty Schedule display. Listed below is your schedulefor the selectzd term,

Schedule for Lane R_Instructor
Jun 23, 2003 - Jun 23, 2003

MFG 280-01

Monday Tuesday Vifednesday Thurseday Friday  Saturday Sunday
Oam
Sam MTH 0.1
InA
S0 am- 1050 an:
Sm
1lbm
11am
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3. Class List

Information about the course appears above the student list. Note that the information
about Degree, Program, and Major has not previously been available. This page prints
best in landscape mode. The section of the page containing the student names can be
copied and pasted into a spreadsheet to create a course list. Highlight/select the list,
including the heading, and copy. Open anew document in your spreadsheet program,
click on the top left cell, and paste. Print in landscape mode al so.

e

R _

ExpresslLane
Search | ﬂl RETURN TO MEMU | SITE MAP | HELP| EXIT
Enroll t Services Fi ial Aid Faculty/Advisor Employee Personal Information Main Menu

Summary Facully Class List Summer 2003

'-i_,' lfelcome to the Faculty Class Listhy CRM Display

A azterizk will appear next to the appropriate field § any of the followuing eondiions exast: 1) Fthe shudert has more than one majar or departmert inhiser primary or secondary
cumeulurn. 2] K the shident has a programm, level, college, or degree in hister secondary cumeulum that iz diferent from that in histher prmary cumeulurm

I the word * Corfidertial’ appears next to a student's name, hizher personal information 1z to be kept confidential.

Coorce Affibofes

Course: BT 120-04

CRN: 1026

e For variable credit courses, verify
Dirstians: 23, 2003 -y 15,2003 that the student has registered for
St die the correct number of credits.

Errollment Counts

Maxdmum Actual Remaining
Enrollment 2% 3 1%

WaitList 0 o o

Serrvreny ChessList

Record  Student Hame n Reg Status Level Degree Program Hajor Class Credits
Humber
| Gaoddge, Bryce H. Loni iz PAikh Fegistersds Credit  Direct Trnsfer No Lane Degr Mo Program Designated COMpUr 5 IMFmat e Soience  FirstVear- 145 Credits 1,00
2 Hansen-Schooldema, ingad & LOO0TGTIS Ailkb Fegistereds* Credit  Associate of Applied Science Hursing Hursing s L0
3 Kocjan, Janet £ LON0T1188 inkn Fegistereg= Credit  1-Vear Cemifcan: Healll Fecoms Technolody  Healh Reconts Teahmology Mg, 100
4 Fierce, Jessicn E LonidiGig SAikb Fegistersd® Credit  Conversion Unknown Conuersion Unknewn Progm - Conversion Unknown First Year- 145 Credits 1,00
£ Fyter Trey LO0010559 =ikl Fagistersds® Credit ~ Ditect Transfer o Lane Degr Mo Program Designated Histary First vear- 195 Craits 1,00
6 an Cleaue, Naalie L L1055 SAileb Fegisterad® Credit  Direct Transfer Mo Lane Deqr Mo Program Designated Hursing - Transfer First ear - 148 Credits 1,00
View Class Phone/Email List
| Wlem Clyzd PlaoiesEyrad !'1%
| | By [t Gobeckss | Facuby liched s by Doy 50 Tome | =]
Gk )
IUFLERST- 51 PR e
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Asillustrated above, the Class List page has alink at the bottom, View Class
Phone/Email List. Thislink can be used to view alist of telephone numbers for students
in the course and can be pasted into a spreadsheet in the same manner described above.

Enrollment Services Financial Aid FacultyfAdvisor Main Menu

Class Roster Phone List Summer 2003 CRN 1006

Class Phone/Email Roster
Record

Number

1 Bllra- et

2 Gl

3

4

5

G

i1

Student Name

Student ID Phone

Lo 27
e 2
Lot 4
La04e &7
Lo &t 70
LaL 27
Lo 6

Phone Type

Perrnanent phorie (Wain
Perrmianent phone (Wain
Perrmanent phore (Main

Perrmanient phone (Wain

)
)
)
Permanent phote: (WMain)
]
Perrmanent phare (hWain)

)

Perrnanent phone (hain

Email

None
Mane
More
Morie
Mone
Mome
Mone
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4, Detail and Summary Wait List

Faculty Detail Wait List

2

Expresslane

Search I @ RETURM TO MENU | SITE MAP | HELP | EXIT

Enrollment Services Financial Aid FacultyfAdvisor Employee Personal Information Main Menu

Faculty Wait List Summer 2003

‘-; Welcome to the Faculty Wait List by CRN Display.

An asterisk will sppear next fo the appropriate field if any of the following conditions exist 1) [f the student has more than one
major or department in hisfher primary or secondany curneulum. 2) [f the student has a program, level, college, or degres in
hisfher secandary curriculum that is different fram that in hisfher prirmary cuniculum

[f the waord "Confidential" appears nextto a student's name, hisfher persanal information is to be kept confidential

Course Attributes
Course: EET123-01

CRHN: 1005
Title: Electrical Theory 1
Duration: Jun 22, 2005 - Aug 15, 2003

Status:  Aclve
Envoliment Counis

Maximum Actual Remaining —
Enrollment: 25 6 19 /J Number of students on Wait List
\iait List: o 1 4 1
Detaid Wait List
Student Name Registration Status Registration Number

Testmo 2, Wa F. Wait Listed an Apr 24, 2003 0438 pm@]

Frogmm: Al frooy & Finosr . Pt

Leval; Crers

Catlige:  Lww Crmiurds Cishge Includes the date the student was
Depmitment: Mo Dusten I = wait listed and the regIStI’atlon
Degree: Arisiane of Appbed fuasnce order.

Majar S B b Pl Jisich

Cinss iz

Credia: L
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Summary Wait List
The Summary Wait List includes additional information on the student, including ‘L’
number and curriculum information.

e

ExpressLane

Search | ﬂ RETURM TONMENU | BITE MAP | HELP | EXIT

Enrollment Services Financial Aid Faculty/Advisor Employee Personal Information Main Menu

Summary Faculty Wait List Summer 2003

&0 welcome to the Faculty Wait List by CRN Display.

An asterigk will appear next to the appropriate field if any of the following condilions exist 1) If the student has more than one
major or department in histher primary or secondary curmculum. 2) Fthe student has & program, level, college, or degres in
hisfher secondary curticulum that is different from that in hisfher primary curriculum

[f the waord "Confidential" appears nextio s student's name, histher persanal information is to be kept confidential

Course Attibutes
Course; EET123-01
CRN: 1005

Title: Elechrical Theory 1
Duration: Jun 23, 2003 - Aug 15, 2003
Status:  Acive

Envoliment Counts
Maximum Actual Remaining
Enrollment: 25 3 19
Viait List: 5 L 4
Summary Wait List
Student Name [D Req Status Level Degree Program Majar Class Credits

Testno 2, o F LO0320349 Wait Listed Credit  Associale of Applied Stience Mo Body & Fender: Pairt Lt Body & Fender Tech M2 .00

| Terrn Selection | CRM Selection | =

iz | F 1ol Tire | Clags List| [
Grades | Student Inforrnation Menu |
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5. Final Grades

Important: Note the time limit warning on this page. Although set to 30 minutesin this
illustration, the actual timeis till under discussion. The time you logged on is given at
the top. After too many minutes of inactivity, you are returned to the User Login page.

Information about the course appears above the list of student names. Student names are
listed in alphabetical order, with a sequential number before each name. Each student’s
record shows the number of creditsfor which heor sheis registered.

i
ExpressLane
Search | 6o RETURN TO MENU | ITE MAP | HELP | EXIT

Enroliment Services Financial Aid FacultyfAdvisor Employee Personal information Rain Menu

Final Grade Worksheet Summer 2003

»E.J - Enter changes to final grades and altendance hours, then olick Submit Grades
- It the word "Confidential" appears nextto a student's name, information 15 to be kept confidential
- Click on a student's name to view the student's address(es) and phone(s)

A Please submit the grades often. There is a 30 minute time limit starting at 10:21 am on Apr 11, 2003 for this page.

Instructors are not able to change
Loitse Attriiles the number of credits. Students

l"'e: _ E::TC‘;';' TU'TOW i may do thisindividually aslong
C"R':I’_"' e asthe course registration is open.

Students Registered: &

Final Grades
Record Student Name  Credits Registration Grade Rolled Last Attend Aftend Registration
Number Status Date Hours Number
MW/DDIYYYY 099899
| Bestudert, Steve 100 ™Web A Y MNone MNone 2
E Registered™
Apr 15, 2003
2 Canbstudent, 100 "ieh |U j N | | 7
Kristen E. Registered™
Apr 15, 2003
3 Imastudent, Briar 1,00 *Weh N | | 186
g Registered™
Apr 18, 2003
4 Isastucdent Cade. 1,00 *Weh |,q j N | | 15

Registered™
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Entering grades:

For each student, click the dropdown arrow in the Grades column and choose the
applicable grade from the list. As previously done on the COCO grade entry screen, if the
gradeisF or NC, typein Last Date Attended in thisformat: MMDDYY Y'Y . When you
submit the grades, ignore any message that a student has not withdrawn, which is
connected with the Last Date Attended field. Most faculty members can also ignore the
Attend Hoursfield.

Course Attibutes "

Title: Electrical Theory 1 Click on the dropdown arrow and select
Course: EET 126 -0 the applicable grade.

CRN: 1005

Students Registered: &

Final Grades
Record Student Name  Credits Registration Grade Rolled Attend Registration
Number Status Hours Number
0-599.99
| Bestudent, Steve 100 ™Web MNone 2
E Registered™
Apr 15, 2003
2 Canbstudent, 100 ™Web | U j | 7
Knsten E. Reuqiste)
3 Imastudent, Brian 1.00 Emone ﬂ i | | 16
2 ered™
18, 2003
Isastudent Cade 1 |,a\ = N | | 15

Grade already rolled

Grades can be entered individually. Y ou are not required to enter grades for the entire
class at the same time. Y ou can change the grades for students on this screen until the
grades are administratively rolled into the permanent record. Note that the grade has been
rolled for the first student on the abovelist.

Note: When thereis more than one instructor for acourse, grade entry can only be done
by the person who is designated as the primary instructor.

After you enter grades, click the Submit button at the bottom. The following message
appearsatthetop:  The changes you made were saved successfully.
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6. Student Information Menu

The View Student Curriculum Information menu item requires Term and ID selection.
Onceyou select astudent 1D, that student’ s setting remains until y ou enter adifferent ID.

e
Expresslane

RETURNTOMENU SITE MAP HELP EXIT
Enroliment Services Financial Aid FacultylAdvisor NewWebTailor Administration Old WebTailor Administration Main Menu

, Student Information

Term Selection
D Belection
View Student Curriculum Information

[ Tertm Selection | CRMN Selecion | Facutty Detsil Scheduls | Facuy Schedule by Day and Tirme | Olass Lst | Detail Wit list | Surnrmary Wat List | Final Grades | Shudend Inforrresion Meru |
RELEASE: 5.3 poswered by @t

View Student Curriculum Information
» First select aterm (takes you back to the previous menu level). You will seea
screen for ID Selection.
» If you know the Student ID you can enter it in the appropriate box and click the
Submit button at the bottom.
> If you do not know the Student ID you can use the Student and Advisee Query
section to enter astudent name and Search Type of “ Students.”

:j,: Enter the 1D of the StudentAdvizes vou want to process then press the Submit 1D bulton

Student or Advisee ID: |

OR

Student and Advsee Querny
Last Name: |

First Name: |

Search Type: & Students  Advisees  All

=
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From the resulting dropdown list, select the Student/Advisee whaose info rmation you wish
to view and click the Submit button.

If the student name displayed is the one you wish to view, click the Submit button and a
screen such as the one below will appear with the student’ sinformation.

Faculty View of Student Information

Infarrnation on this page is to be considered canfiderdal.

Student information effective from Summer
2005 to The End of Time

Registered for Term: ves
First Term Attended: Spring 1996

Status: Pilive

Residence: In District

Student Type: Confinuing

Class: First Year - 1-45 Credis
Primary Curricaium

Program:

Admit Term: Fall 2002

Level: Cradit

Degree: Direct Transfer_MNo Lane Degr

College: Lane Community College
First Major:  Computer & Information Science
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