Faculty Center Quick Reference Guide

This quick reference guide is not meant to replace the tutorial that is available online which covers additional information.
This is designed to remind you how to do some basic functions. Please review the web tutorial for more information.

Logging into the Faculty Center

Steg 1 About CELIF Arcademics Admissions 5
From the CSUF Fortal Log In ey IN=ide
homepage

(www.fullerton.edu),
log in using your
campus user name
and password.

|Username |aher Education for Milit

Credertial Candidates Ls
Broaden Teaching Skills

Foreyot F'assw::nrd

Step 2
From your Faculty

Portal click on New
Titan Online. My CSUF  TITAN Online Email Library HNew Titan Online BlackBoard TitanCard

Student Prtal

Step 3 Fa[:ulty' Self Service
Click on Faculty

Center link.

h.
U=e the Faculty Faculty center to manage all your class,
student and advizee relsted activities.

Campus Resources

Academic Advising
Academic Calendar

Admizzions & Records
Extended Education
FERPA Information
Financial Aid

Library

Parking

Studert Financial Services

Training Guides

The Faculty Center 63&4&\# Certer Web Tutarial
Web Tutorial is = Faculty Certer Quick Reference
accessible from = Tips - downlosdiarinting

here. Training Resources
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Faculty Center

CLASS ROSTER
To get your class George Titan mMy Info | Go to.,,
roster click on the { W W ]
H faculty center advisement || class search
class roster icon
next to the name of
Faculty Center
the class you are
teaching.
Fall 2008 | CSU Fullerton change tarm |
@ Showr all classes O Only classes with enrollment O View My Weekly Schedule
ﬁiﬁ Class Roster ET%‘ Grade Roster
My Teaching Schedule > Fall 2008 > C5U Fullerton
Class Class Name Enrolled Days and Time Room Class Dates
Principles of 5 MoweFr 10:00AM - 10:50AM SGEMH 1308 - Aug 23, Z008-
Marketing (Lecture) Lecture Dec 12, 2008
. METSE 351-18 Principlas of u} MoWweFr 11:004AM - 11:504AM SGMH 1308 - Aug 23, 2Z003-
A list of your LEC SBz66 Marketing (Lecture) Lecture Dec 12, 2008
enrolled students METE 370-03 Buyer Behaviar 0 TuTh 11:304M - 12:45PM SEMH 2405 - Aug 23, 2008-
will appear. LIS 159131 (Discussion) Lacture Dec 12, 2008

Download an Excel

Spreadsheet of your Enrolled 5tudents Customize | Find | View All First E 1-5 of 5 |I| Last

class roster by Motify | ID Mame Units | Program - Plan - Subplan f::;emic
clicking on the ——
. . xTension redit -
Excel icon. 1| [] |es99416274 |anderson,Marie 2.00) 0y Undegraduste Generic ND Mot Set
) Undergraduate Pragram - .
If you have pop-up z| [] |=o01s27925|Jones.Michael 300 e 1M 1ND Junior

blockers on, you
! ) ) Undergraduate Pragram -
may have to press 3 % [] |e9z59z225 |Miller.Elizabeth 200 D Businecs 1M 1MD Sophormore

on the CTRL key

Undergraduate Pragram -

. . . i v .
while clicking on the 4| [ |292569419|Smith,Crystal 300 I 1N Sophomora
Excel icon to -
5| [] |s02779645 |Titan.Tina 3.0p| Wndergraduate Program Sophomore

download the file. Cormputer Science 1MI 1BS

[ | c
-—/ Home Insert Page Layout Formulas Data Review View Add-Ins
** |f you have ] =7 T =1

trouble printing or = & | Calibri -l - |IE Eg”ﬁ General ~ A S Insert - - %? ﬁ
downloading the R ML O-A W [ EEIEE (8- % | o et D Sort& Find &
spreadsheet, [&- A~ ||EE | | %88 N |t Fommat || 2+ Fier~ Soiect
please refer to the Font || Alignment 5| Number I Cells Editing
separate guide, e e z = - :
“Tips if you have b fe| Notify
download/printing
problems.”
B . c D E F .
ID Name Units Program - Plan - Subplan Academic Level
Extension Credit - Ex Ed Undegraduate
2 N 8090416374 Anderson, Marie 3| Generic ND Not Set
| Undergraduate Program - Pre-Business 1M
3 N 201887985 lones Michael 3|1IND Junior
Undergraduate Program - Pre-Business 1M
4 [N 892592825 Miller Elizabeth 3[1ND Sophomore
[ Undergraduate Program - Pre-Business 1M
5 [N 892569419 Smith,Crystal 3|{1ND Sophomore
Undergraduate Program - Computer Science
6 [N 802779645 Titan,Tina 3|1MI 1BS Sophomare
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A p ]
EMAIL STUDENTS Enrolled Students Customize | Find | ¥iew All | == First 1-5 of 5 Last
You may email the MNotify |IDx Name Units | Program - Plan - Subplan :::;Emic
students I o (?Ia"ss 1 599416374 | Anderson.Marie 3.0p| Extension Credit - Mot Set
by using the NOtIfy |;|_-|'|n~| _— ' Ex Ed Undegraduate Generic MD
feature [
: ) Undergraduate Program - .
z| [] |=o01287985|1ones.Michael 00 N Business 1M1 1ND Junior
Either select certain Undergrad -
. . graduate Program
students to notify or 3| [] |=29z2592225 |Miller.Elizabeth 00 N Business 1M1 1ND Sophomore
notify all listed 4| [ le92569419|5mith.Crustal 3.0p| Wndergraduate Prograrn - Sophomore
students. Pre-Business 1M1 1MD
) ) Undergraduate Program -
3 |:| 202779645 |Titan,Tina 3.00 Computer Science 1M1 1BS Sophomore
MOTIFY SELECTED STUDENTS MOTIFY LISTED =TUDENTS
SEND 5 : "
mCHMENTS Enrolled Students Customize | Find | Yiew All | == First 1-5 of 5 Last
(e.g. Syllabus) Notify | ID Mame Units | Program - Plan - Subplan f:::lemic
1| [ |s99416374 |Anderson.Marie 3,00 | Extension Cradit - Mot Set
Step 1 — —_— ' Ex Ed Undegraduate Generic ND
Select the students -
and click “Notify 2| (@ f”iﬂ 300 o s iy anp | urier
" Select students to :
Sele_cteg Stl_Jden_ts ) 3 2925 i 2,an| Wnderaraduate Program Sophormore
or click “Notify Listed use "Notify Selected Pre-Business 1MJ 1ND
" Students” feature. -
Students” to send to 4 qaos 2.0n | Undergraduste Program Sophamare
ALL. \ J Pre-Business 1MI 1M
ey
) ) Undergraduate Pragram -
=] D 802??964; Titan,Tina 2,00 Computer Sciance 1MI 1B Sophormare
C‘JDTIF\" SELECTED STUDENTE} MOTIFY LISTED STUDENTS PRINTER FRIENDLY % ERSION |
Or email all students enrolled. j
Step 2
On the email form
that appears, copy
the group of emalil
addresses and paste
into any email
program.
Step 3
Once in your email
program, you can
attach documents,
format text, etc.
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Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator,

Notification fram George Titan

From: gtitan@fullerton, edu
To: lgtitan@fullerton, edu
CC:
rmjones@csu.fullerton. edu, liz@csu. fullertan. edu,
czrithi@csu. fullerton. edu
BCLC:
ﬁlnpy and paste email \
addresses into your own B
Subject: <Frorn the desk of George Titan> email program. I:E.'.g.
Cutlook) Once you paste
Message Text: addresses into your own v
program, you can add

\attachrnents (e.g. syllabus). /«

VIEW WAITLISTED
STUDENTS

By changing the
enrollment status, you
can also view which
students are on the
waitlist.

*Enrollment Status | Enralled hd change I
All
Enralled

Total Students acity 3

6 NOTE: In Fall 2008 we are introducing wait-listing for classes in the College of
Business. By Spring 2009, we hope to expand wait-listing to additional colleges. Please watch
the web tutorial for an explanation of waitlist policies.

PERMISSIONS
NUMBERS

The permissions
numbers link will
display students with
a permit to enroll in
the class, an
indication of whether
or not the student has
used their permit, and
the permit expiration
date.

Class Roster T view FERPA Staternant

58265 - MKTG 351 - Principles of Marketing

H Class Roster Information

Course METE 351 Institution Z5U Fullerton

Tite Principles of Marketing Term Fall zo0g

Class NMumber 55265 Session Regular Acadermic Session
Class Sectdon 17 Career Undergraduate
Component Lacture

Day Man Wed Fri Instuctor Titan,Gearge Rayrmond
Time 10:00AM 10:50AM

Room SGEMH 1308 - Lecture

Permizsion Murnbears

*Enrollment 5tatus Im Ehand‘\ﬂn) I
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Advisement

ADVISING
STUDENTS

Step 1
Go to the Advisement

Tab.

Step 2
Click on

MEW DROP-IN &DWISEES

George Titan

f

View My Advisees

faculty center

advi mem ] class search

To view student information for a specific student, click the "New
Drop-In Advisees" button.

Step 3 MEW DROP-IN &0WISEES
Click on
search I
Faculty Center Advizernent Clazs Click on the "New DI'OP-"'I
Advisees" button.
Step 4 ID: beains with + ||

Enter appropriate
search data and click

Campus ID: | hegins with v|
Hational ID: | hegins with v|

Enter whatever data you have in the

on LookUp boxes provided

Last Mame: | heains with v|

First Mame: | heains with v|

Look Up | Clear | Cancel | Basic Lookup
arching this table may take a long time. Enter values ahove before requesting Lookup.
HOLD
ﬁudent has a Make a selection and press change
. . SEEEL | Tina Titan | **gtudent Details** v|  change |
negatlve service
indicator, click on it to @ =
find out what kind of
hold(s) the student
has. . L
Negative service indicator
WIEW MY ADVISEES

TO see more My Advisee - Tina Titan's Service Indicators
information about a
_SDEC”:!C h0|d’ . * Pogitive Service Indicatar @ Megative Service Indicator
including information
on how to resolve a e ——
hold, click on the link - '“ & " " i e - ———
for that hold ErICe lndica s ns lnl)] [=1p11] epal (=)

'@ Hold All Services CsU Fullarton Effective Irnrmediately Student Financial Services

CANGCEL |
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Use the pull-down list .
to select specific . . Make a selection and press change
. - SP . search | Tina Titan #¥gt dent Details** change |
information for this T —
student and then click @ ‘;] Acadernic Information l
on the “change” et Anmointment

ppointments
button. Grades

To Do List
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Class Search

The class search tab
provides access to
the same class
search that is also
available from the
“New Titan Online”
tab in the Faculty
Portal.

George Titan

I’ Taculty center

Wmlvisememi class search }

Class Search

Select an Institution and Term and click GO, For
Extended Education go to

www csufextension.org

Institution | ©5U Fullerton v|

Term | Spring 2008 v |

@ Search for Classes {:} Browse Catalog

oo |

Instructions for using
the class search
functionality are
covered in the web
tutorial entitled,
“Student Center.”

You can access the
tutorial by clicking on
“Training Resources”
in New Titan Online
and then choosing
the Student Center
web tutorial.

CMS Project

PROJECTOFFICE | FINANCE | HUMANRESOURCES | CAMPUS SOLUTIONS | SECURITY &ACCESS | TRAINING & SUPPORT
CMS Home = Training & Support = Documents = User Guides = Student Uzer Guidez

& SUPPORT CMS Student 8.9 Training & User Guides
Training
& User Guides Weh-based Reference Last
Online Training Functionality Tutorials Guides Updated
T LAl | CMS Basics b
£EAQS Accessing/Logging into Portal | WEE. | 05/09/08
| Setting Your User Defaults | POF 0z/07/08
et Grglen Student Center IZEEI—) | | 06/20/08
Rl | o e ayment | mm | oyaos
| Faculty Center =n | | os/20/08
CMS PROJECT
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