ﬂ CALIFORNIA STATE UNIVERSITY

FULLERTON

INFORMATION TECHNOLOGY

Quick Reference Guide
Faculty Center

This quick reference guide briefly covers several frequently used functions in the Faculty Center in HCM 9.0. For

more detail on the Faculty Center, please view the web tutorial available here:

http://www.fullerton.edu/ittraining/peoplesoft/student/student.asp
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Processing Steps

Screen Shots

Accessing the Faculty
Center

Step 1:

Launch Internet Explorer (or your
browser preference) from your
desktop.

o4 m‘ﬁ) ®

G laln] g | e

Mozilla Safari
Chrome i [

Firefox

Internet
Explorer

Step 2:

Your home page opens. If your
home page is not the CSUF
website, type www.fullerton.edu in
the address bar and press Enter on
your keyboard.

ﬁ California State University, X .\"\

| ————

C |5 www.fullerton.edu

| == Apps ﬁ California State Univ...

Last Revised: 08/19/15

Page 1 of 12



http://www.fullerton.edu/ittraining/peoplesoft/student/student.asp
http://www.fullerton.edu/

QRG-Faculty Center

FINAL

Processing Steps

Screen Shots

Step 3:
Click on the Portal Login button.

/ [ California State University X A

L

<« C [ www.fullerton.edu
2% Apps [ California State Univ...

PORTAL LOGIN

CALITFORNIA STATE UNIVERSITY

FULLERTON

Step 4:
Enter your campus username and
password.

Username
keverdeen

Password
‘: Sign In ‘

Need help signing in?

Step 5:
Click on the Titan Online icon.

CSUF Portal

Katniss Everdeen

Data Titan Online Email
Security Employee

Training
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Step 6: Faculty Self Service

In the Faculty Self Service box, nter to access the classes you are teaching and have taught (by
select Faculty Center. semester), reaHime class rosters, send emails to students, post grades online, advises-
related information including unofficial transcripts and search the class schedule.

Accessing the Class Thomas Titan

ROSter [ Faculty Center ]( Advisor Center ]( Search ]
Step 1:

From the main Faculty Center Faculty Center

screen, scroll down to click on the My Schedule

Class Roster icon (ﬁﬂ) next to a

class. Spring 2012 | CSU Fullerton __change term_|

Select display option: @ Show All Classes () Show Enrolled Classes Only

’—Eﬁ_%| Grade Roster

My Teaching Schedule > Spring 2012 > C5U Fullerton

Class Class Title Enrolled | Days & Times Room Class Dates

GERO 504T-01 Selected Topics in 1 Tu 4:00PM - 6:45PM Hum 413 - Jan 21, 2012-

(15019 Geron (Seminar) Lecture Room May 11, 2012
ﬁ S0OCI 351-01  Socioclogy of Families 26 MoWe 10:00AM - 11:15AM Hum 426 - Jan 21, 2012-

(13322 (Lecture) Lecture Room May 11, 2012

SOCI 351-02  Socioclogy of Families 44 MoWe 11:30AM - 12:45PM Hum 426 - Jan 21, 2012-

(13323 (Lecture) Lecture Room_ May 11, 2012

Step 2: Thomas Titan

The class roster for that course
section appears.

Class Roster

a View FERPA Statement

[

20 demic Session | €SU Fullerton | Undergraduate

prin

= SOCI351-01(13922) change class |

Seciclogy of Families (Lecture)

Days and Times Room Instructor Dates
MoWe 10:00AM-11:15AM Hum 426 - Lecture Themas Titan 01/21/2012 -
Room 05/11/2012
*Enrollment Status  Enrolled - Class Permissions
Enrollment Capacity 44 Enrolled 26
olied Stude ; & 0 126 of 26 D
Academi
Notify | ID Name Units | Program - Plan - Subplan L::EIemlc Add Dt Grade Dt
Granger, Hermione uUndergraduate Program - .
1| [ |so0000000 o2, 3,00 | o e dueation 1M1 1BA Senior 10/27/2011
Lovegood Undergradusate Pragram -
2 D 800000000 Luna .00 Human Services 1MJ 1BS Sophomore |11/14/2011
Potter, Harry - E
2| [ |sooooooos Jo-=o—=" 2.00 g:ﬁf;grad“'ate p”’glr;;”lm Juniar 11/16/2011
Weasley, Ronald Undergraduate Program - "
4| [] |soooooooo |gias 3.00 | oo B Junior 11/17/2011
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Download the Class Roster
into Microsoft Excel

Step 1:

Click on the Download icon (E=H)
at the top right of the class roster.

You will need to disable your
pop-up blocker or hold down the
CTRL key on your keyboard while
clicking on the icon.

*Enrollment Status | Enrolled -

Enrollment Capacity 44 Enrolled 26

Class Permissions

olled Stude = s ID
- . Academic
Notify|ID Name Units| Program - Plan - Subplan Ey— Add Dt Grade Dt
Granger, Hermione Undergraduate Program - .
1| [ |s00000000 |72y 3,00 | o Education 1M1 18A Senior 10/27/2011
Lovegood Undergraduate Program -
2 D 800000000 oS .00 e iM31 1ES Sophomore [11/14/2011
Potter, Harry Undergraduate Program - .
3| [ |soooooooo |3, oo 3.00|50ceT e Juniar 11/16/2011
Wezsley, Ronald Undergraduats Program - )
4| [C] |sooonoooo |giis 3.00 | e o e Junior 11/17/2011

Step la:

If you are working with Internet
Explorer, you may receive this
security message.

Click on the yellow information bar.

& To help protect your security, Internet Explorer blocked this site frem downloading files to your computer. Click here for options...

File..".

Please close this window after download has completed ...

If IE indicates your download has been blocked. permit the download by clicking on its Information Bar and selecting "Dowpload

Step 1b:
Select Download File.

I Download File... I

What's the Risk?

Information Bar Help

Step 2:
When asked if you want to open or
save the file, click Open.

You may choose to Save the
file on your hard drive and then
open it if you wish.

I

File Download

Do you want to open or save this file?

el

Mame:
Type:
From: cmsdevl.calstate.edu

ps.xls

Microsoft Excel 97-2003 Worksheet

open Jf|

Save

|

Cancel

Always ask before opening this type of file

lal
s,
= save this file. What's the risk?

While files from the Intemet can be useful, some files can potentialhy
harm your computer. f you do not trust the source, do not open or
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Step 2a:

If you receive an error indicating
that the file extension is different,
click Yes.

Microsoft Excel

==

The fle you are trying to open, ‘ps.xis, is in  different format than specified by the fle extension. Verify that the fl & not corrupted and is from a trusted source before
B\ opening the fle. Do you want to open the file now?

[‘Fes][No][HE\p]

Step 3:

Fa ™ B RN R psaxls [Read-Only] - Microsoft Excel
The ClaSS roster Opens |n MlCrOSOﬂ Home Insert Page Layout Formulas Data Review Wiew Add-Ins Acrobat
Excel L= 0 AL === ® = (g Eeinset
. . . v = General ks <2 ’ '
By~ 8 = ﬂ #—;ﬂ & 3 Delete ~
ste B A | . g <0 .o
g B U S oA EEEEE S S % (B8 g e G g,
Clipboard = Font & Alignment & Number G Styles Cells
c2 - I Granger, Hermione Jean
A B 5 D E F G H
1 | Notify D Name Units Program - Plan - Subplan Academic Level| Add Dt |Grade Dt
Undergraduate Program -
2 B800000000||Granger, Hermione Jean 3|Sociology/Education 1MJ 1BA Senior 10/27/2011
Undergraduate Program - Human Services
3 800000000|Lovegood, Luna 3|1mi 188 Sophomore 11/14/2011
4 800000000 | Potter, Harry James 3|Undergraduate Program - Dance 1MJ 1BA Junior 11/16/2011
5 200000000 |Weaseley, Ronald Bilius 3|Undergraduate Program - Sociology 1MJ 1BA |Junior 11/17/2011
Send Email to Students *Enroliment status | Enrolled v Class Parmissions
Enrollment Capacity 44 Enrolled 26
. olled de =1 ] s of 26 B
Step 1: =i
Notify | ID N Units| P - Plan - Subpl, SEETE ||y Grade Dt
Place a check mark next to the o =me niEs|Program ~Han T Subplan Level e
name of each student that you wish 1| [ |soooooooo ﬁ SIES e 3.00 g;‘gi:’g;ﬁ;::iaf{:fra”;”J T Senior 10/27/2011
to send an email to. 2| [[] |eoooooooo Jﬁm 3.00 zzfﬂfﬁr;:“rva::sprugrarf”'] S Sophomore |11/14/2011
Potter, Harry Und duat= P - '
3 200000000 | 3,25 3.00 D;r:ég"a uats r°9Lr;J”"lBA Junior 11/16/2011
4 ;__Ihisoouoooou sl Roneld, 3.00 g;‘:z{g;‘ﬂ”ata e Junior 11/17/2011
Step 2:
Potter, Harry Undergraduate Program -
i 23 g00000000 3.00 . .
Scroll down and choose Notify James e e 1M
Selected Students.
sg 200000000 Weasley, Ronald =.00 Undergraduate Program -
Bilius : Child and Adoles Devel 1M
Select Notify All Students to Salect &l Clear &ll
send an email to all students in the
section. I notify selected students I notify all students
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Step 3:
Enter a Subject and the Message
Text for the email.

Then click Send Notification to
send the email to the student(s).

Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.
Notification from Thomas Titan

ttitan@exchange.fullerton.edu

Message Text:

From:
To: ttitan@exchange.fullerton.edu
CC:
harry.potter@csu.fullertan.edu, ron.weasley@csu.fullerton.aedu
BCC:
Subject: |-<:Fr0|'n the desk of Thamas Titan>

Your homewsrk is late again. Please turn it in as scon as possible.

SEND NOTIFICATION

Feturn to Class Roster
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Send Email to Students with
Attachment

Step 1:
Place a check mark next to the

*Enrollment Status | Enrolled -

Enrollment Capacity 44 Enrolled 26

Class Permissions

olled Stude & < e of 25 D
N . Academic
Notify | ID Name Units| Program - Plan - Subplan — Add Dt Grade Dt
Granger, Hermione uUndergraduate Program - .
1| [ |200000000 1oy 3,00 | g e o Edusation 1M1 18A Senior 10/27/2011

name of each student that you wish 2| [ |so0000000 Levsssed. 3.00|Underaraduste Program - Sophomore | 11/14/2011
to send an email to. . 200000000 (2En ey 3.00 Underaradustn Progmm — P e —
4 ._I\A 200000000 _‘;ﬁ%“‘—'g e 3.00 g;‘:z{g;‘ﬂ”ata e Junior 11/17/2011
Step 2:
) Potter, Harry Undergraduate Program -
Scroll down and choose Notify =] 800000000 |5 o 3.00 4 merican Studies 1M]
Selected Students. se 00000000 Weasley, Ronald 2 oo |Undergraduste Program -
Bilius : Child and Adoles Devel 1M
L )
Select Notify All Students to Select &l Clear &l
send an email to all students in the
section. I notify selected students I notify all students

Step 3:

Highlight the student email
addresses that appear in the BCC
field.

Copy the addresses by right-
clicking and selecting Copy.

You may also use keyboard
shortcuts like Ctrl-C.

BCC:

Undo

Cut

Paste

Subject: <From the desk of Thomas Titan>

Message Text:

Delete

Send to OneNote

Select All
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Step 4: Bl o g « + = Form to fill out -
Create a new email message in
your Outlook. Message Insert Options Format Text Review Adobe PDF

Ty o Cut - — _

j g Y Calibri Body * |11 = A° A7 | iZ v i= v | &) 385 @l
Paste the copied email addresses F: : =3 Copy T = — | &= 5= | Add Check
; CTA? Ap © " i aste - - = = | tEE iE ress ec
into the “To” or “Bec” field. o Fromateainter| B 4 U A-ElEE #E: Book Names

Clipboard | Basic Text | MNames

Attach any document(s) you would — CULLERTON. EDU
. Fi 7 Itan ¥Cohnange. o
like to send. S e .

; =d To.. |harry.potter@csu.ﬁ1l|erton.edu, ron. weasley @csu. fullerton. edu

en
Click Send when you are ready to £c... |
send the email.

Bec... |
Subject: |F0rm to fill out
Attached: |@volunteer form.pdf (57 KB]

View Waitlisted Students

Step 1:

On the Class Roster screen, click
on the Enroliment Status drop-down
menu.

Select Waiting.

Z5U Fullerton

¥ S0OCI352-04(21282)

change class I

Sociology of Children and Youth {Lecture)

Days and Times Room

We 4:00PM-6:45PM TEA
*Enrollment Status | Enrolled -
Enrollment Capacity Enrolled

Waiting

Enrolled Students

Step 2:
A list of all of the students on the
waitlist for the section will appear.

*Enrollment Status hd Class Permissions

Enrollment Capacity 2 Waitlisted 2

o d dents . aw Al 4 5 4 | 5
Notify|ID Name Program - Plan - Subplan Academic Level Status Note
. Undergraduate Program - . "
,Rog - #
1| [[] |s94611268 |Rabbit,Roger History 1MI 1BA Junior Pos # 1
2| [ |es4605625 [Crane.ichabod |Undergraduate Program - Soph Pos £ 2
rane chabo Psychulugy 1M1 1BA ophomore o5
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Following is a list of students who have been given permission to enrell in your
class. The student must complete registration for the class via Titan Online. A
Status of "Used" indicates the student has successfully registered for the dass.

The Expire Date shown below indicates the last date the permission is valid.

Claz=s Permission Humbers Customize | Find | @|

Seq # [Number Expire Date|Use Date

View Class Permission
Numbers *Enrollment Status -
Enrollment Capacity 3 Enrolled 3
O 20 ae = = H n ‘
Step 1: : =
; Notify| ID Name Units | Program - Plan - Subplan CELETE ||y
On the Class Roster screen, click ! = > Level
Class Permissions. 1| [ |sssz0506% [padenov.Boris | 3.00 ﬂ:j;?;:;;iifg;? M3 183 Senior 11/12/2012
2| [[] |e94508635 |Bird, Tweety 3.00 gir;?c?grigcr:ld;:i;ic?ugr?.:"l-l_'l-l.BS Sophomore |11/19/2011
3| [ |806071197 |Duck,Daffy 3.00 :;gﬁ;‘gz‘iﬂ::;: Ry Senior 10/31/2011
Step 2: .
P o ) Class Permission Numbers
The class number permissions will
appear. SOCI 352 - 04 (21282) Sociclogy of Children and Youth {Lecture)
Spring 2012 | Regular Academic Session | CSU Fullerton | Undergraduate
Click Return to go back. Y ————
Days & Times Room Instructor Meeting Dates
| We 4:00PM-6:45PM |TEA |Thomas Titan  |01/21/2012 - 05/11/2012

First Bl 1 of 1 I3

1 Not Used A 05/11/2012 894605625

Crane,Ichabod
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Advising Students

Step 1:
From the Faculty Center, click on
Advisor Center.

Thomas Titan

f Faculty Center ][ I Advisor Center I ][

Search

Faculty Center

My Schedule

Step 2:
Select View Data for Other
Students.

Thomas Titan

( Faculty Center \If Advizor Center

my advisees ” student center

My Advisees

@ There is no information for the transaction 1

VIEW DATA FOR OTHER STUDENTS |I

Step 3:
Enter search criteria to locate a
student (i.e. name, CWID, etc).

Then click Search.

Advisee's

1D

Campus ID:
National ID:
Last Name:

First Hame:

| Search

Student Center

Enter any information you have and click Search. Leave fields blank f

Find an Existing Value

Limit the number of results to (up to 300y 200

begins with 893661587 Q

begins with

begins with

il
dl
begins with - |
dl
dl

beqgins with

[l case Sensitive

Clear |Elasi|:: Search Save Search Criteria

Last Revised: 08/19/15
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Step 4 Thomas Titan
You can now navigate a view of the (

student’s information.

Faculty Center ]f Advisor Center ]f Search ]

| my advisees ” student center ” transfer credit |
Advisee Student Center

Tuffy Titan

¥ Academics

Math Remediation Info Only

My Class Schedule
Shopping Cart @ Welcome to the Student Center

details

other academic... @
¥ To Do List
No To Do's.
~ Personal Information ¥ Enrollment Dates

Contact Information

Emergency Contact Open Enrollment Dates
Home Address Mailing Address
&40 N Elephant Lane 1712 W Elm Street
San Francisco, CA Apt. B
94330 Erea, CA 92821
San Francisco Orange
Local Phone Number Student Email Address
714/950-3438 tuffy@esu.fullerton.edu
) Return to Search
Holds/Service Indicators Advisee Student Center
Tuffy Titan

Step

To locate any holds (also referred to

. . . My Class Schedule Math Remediation Info Only
as service indicators) on the e ——— (@) welcome to the Student Center

) Shepmnac=n o
student’s account, locate the Holds
Section. other academic... - @ |

Click Details to view more about

the hold(s).
Step 2: Thomas Titan
Some details about the hold(s) will
( Faculty Center ]( Advisor Center ]( Search ]
appeatr.
| my advisees ” student center ” transfer credit |
Click on the Hold Item to view Advisee Holds
details, including how to remove the Tuffy Titan
hold.
Hold Item Amount| Institution Start Term End Term Start Date E':::e Department
Math ‘
Remediation USD |CSU Fullerton |Fall 2011 08/20/2011 Records
Info Only

Last Revised: 08/19/15 Page 11 of 12
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Step 3:

Once you have reviewed the hold
information, click Return to go back
to the previous screen.

Your Holds

Hold Item

Tuffy Titan

Math Remediation Info Only

Reason and Contact

Description: CSU Fullerton
Start Term Fall 2011
Start Date os/zo0/z2011
Reason: MATH40 required
Department: Records

Contact:
Instructions

Infermational Hold - No Department contact is
required. Requires only registration in the correct
course. MATH4D is required to satisfy Math
remediation. If you are already enrclled in the
required course then no further action is requiraed.

Return

Last Revised: 08/19/15 Page 12 of 12



	Accessing the Faculty Center
	Step 6:
	In the Faculty Self Service box, select Faculty Center.
	Accessing the Class Roster
	Download the Class Roster into Microsoft Excel
	Send Email to Students
	Send Email to Students with Attachment
	View Waitlisted Students
	View Class Permission Numbers

	Advising Students
	Holds/Service Indicators


