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My Courses
e Class Listing (includes all classes that you are teaching for the term indicated).

e Students in Your Classes (an alphabetical listing of every student enrolled in all of your classes for the term
indicated).

e Send a Message (used to send a message to an individual or multiple students in your class).

e Assignments (used to post assignments for the selected class).

e Progress Report (used to view or create a progress report for a student or report a student at-risk in the
selected class.

e Record My Class Attendance (used to track attendance or record class absences).

My Calendar
e Calendar View (displays a birdseye view of all classes and scheduled appointments).

e List of Calendar Items (list of calendar items today, this week, and next week).
e New Calendar Item (create an event or schedule an appointment).

Reports
e Progress Reports & Assignments
o Students Progress Reports
o Students Flagged At-Risk or Critical
o Student Assignments
e Summary Reports
o Advisor and Tutor Summary Reports
e General Reports
o Absences and Absence Details
o Dropped Classes
o Notes
Search
e Used to perform a simple or advanced search of all users.
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Search Tab
Search and Simple Search
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Search GradesFirst

Search GradesFirst for: Search for Students

Enter Keywords

Students
Tutors
Study Hall Monitors
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Administrators
Search Results
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There are several
ways to search for
individuals in the LU
Community.

First, you must select
the appropriate
category on the left:
Students, Tutors,
Advisors, etc.

Search for your
assigned students:
Select Students on the
left and click My
Students Only and click
Search. Students in
your cohort will be
displayed.

An individual student:
Select Students on the
left and type the
students first or last
name in the box titled
Enter Keywords. The
student will be
displayed.

e Follow the search procedures above to search for Tutors, Professors, other Advisors, etc.
e Professors can search for more than one category of student by clicking either of the three boxes
(My Students Only, At Risk Students Only, and Inactive Students). You should never have a need to

search for an inactive student.

Send a Message Tab or Create Appointment Tab

e You can also send the student a message or create an appointment for the student from this
screen. When you search for other Users (professors, administrators, advisors, etc.) you can only

send a message to them from this screen.
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1. Place a check in the
box beside the student’s
name you would like to
send a message to.

2. If sending a message to
all students, place a check
in the box beside Name
and a check will populate
for all students.

3. Click Send a Message.

4. The recipients (TO) of
the message will
automatically populate
along with your name
(FROM).

5. Type the subject and
the message in the
appropriate box.

6. Under Send Additional
E-Mail Notifications To:
insert the e-mail address
of others that you would
like to cc the message to.
7. Click Send Message.
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Quick Search
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Quick Search provides a
faster way to search for an
individual.

1. Click Quick Search from
your Home Page and the
Enter a Name box will
appear.

2. Type an individual's name
in the drop down box.
Individuals with same name
will populate.

3. Choose the individual
person you are searching for
and their Home Page will
populate.

Note: Professors and Academic
Advisors cannot perform a Quick
Search.

Advanced Search is amore
detailed search that allows
you to tailor your search to
several categories (i.e.,
search by classification,
academic advisor and/or
search for your students
who are freshman on the
basketball team).

1. Drop Down Boxes

Click the drop down box and
select each category that you
would like to narrow your
search to.

2. All. Leave the drop down
box set at ALL if you do not
want to search for a specific
category in the particular box.

3. Click Search after all
parameters have been set.



HOME PAGE
SEARCH TAB
Switch to Advanced Search (continued)

EXAMPLES TO ADVANCED SEARCHES

Steps to search for all Athletes that are freshman
Under Classification, select Freshman
Under Category select All
Click Search

Steps to search for your students who are At-Risk Only
DO NOT CLICK MY STUDENTS ONLY
Click At-Risk Students Only
Click Search

Steps to search for your student (or any student if authorized) whose gpa is less than 2.0.
Enter 2.0 in the Cum GPA Less Than box
Click My Students Only or Click Students
Click Search

Notes:

e Advanced Search can only be performed for students in your cohort unless you are authorized to search for
all students.

e Advanced Searches are only used for Students (i.e. can not perform an Advanced Search for professors,
tutors, etc.).
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Record My Class Attendance
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Attendance Tracking Screen
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Hello, Robert Term: Fall 2010 Online Support
Attendance Tracking
Which classes do you want to view?

Professor

Robert Allen 2]

Choose a Date

[ Get Classes for this Date

GradesFirst support@aradesfirst.com | Log Out User Settings: Uodate my Password
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Record My Class
Attendance is used to
record students’
absences.

Click Record My Class
Attendance and the
Attendance Tracking
screen will populate.

1. Click in the Choose a
Date box and the
calendar will populate.

2. Choose/Click the
date you would like to
record attendance.

3. Click Get Classes for
this Date and all classes
you teach on the
particular date will
populate.

10



RECORD MY CLASS ATTENDANCE
Attendance Tracking (continued)
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10/27/2000  200p2S O O | | t | Momeshen Attendance Has Been
| |
10/27/2010 1100211 S i Nonedbsent Fu | Iy Ch eCked .
10/27/2010 | 10:00a-10 Barry o o ‘ | 5 | None Absent |
10/27/2010  1:00p1:5 Robinson, ™ m ‘ l ; I None apsen - 9. Click Save
Done € mternet h v Hiwm <

74 start z 5 e E- . i AC . B % &) o
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RECORD MY CLASS ATTENDANCE
Attendance Tracking (continued)

= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

@.\-— b |g, https gradesfirst. com V| % | | % '-‘l
File Edit ‘View Favorites Tools Help 10 Attend ance
x Go 8l2| ~ -'l Search =4 g - EEE' Ehare' @ = sidewiki = | " Check = 43 Translate = 3 % - | 'SignIn - Saved WI" appear
5l Favorites | 9y @& v B]Free Hotmal & © n
) ~_ nextto acourse
(@ GradesFirst - Identify. Engage. Retain. G- 8 ) @ v Page - Safety - Tooks - (@~ t |
T WICH CTasSEs a0 you WanT 10 VIEW? ¥ on a par Icular
Professor date after the
Robert Allen & attendance has
Choose a Date been recorded.
10/11/2010
Get Classes for this Date
Matching Classes
Date Meeting Time Course and Section Professor
10/11/2010 4:00p-4:50p BUS-101-1 Introduction to Business Robert Allen Record Absences Attendance Saved
10/11/2010 2:00p-2:50p FYE-101-1 First Year Experience Robert Allen Record Absences None Absent
10/11/2010 11:00a-11:50a MGT-335-1 Principles of Management Robert Allen Record Absences MNone Absent
10/11/2010 10:00a-10:50a MGT-343-1 Leadership Robert Allen Record Absences None Absent
10/11/2010 1:00p-1:50p MGT-437-1 Human Resources Management Robert Allen Record Absences MNone Absent
GradesFirst support@gradesfirst.com | Log Out User Settings: Update mv Password
v
Dane € Internet $u v Hioow -

14 start 7 , Rita - Gutlock. . GradesFirst - [dentify... | {2 Mozlla | Fi o | T FACULTY-R 2] & T 3Lem

Notes:

e Absences should be recorded daily from the first day of class to the last day of drop/add for each term.
This information will provide the data needed for the Registrar to run an Absence Report.

e The Attendance Tracking is used to record absences only. It is not used as a class roster to record whether a
student was present in class.

e  You can make changes/revisions to attendance previously saved, by returning to the Attendance Tracking
Screen for the particular class and date.

e Ifa student has consecutive unexcused absences, run a Dropped Courses Report to ensure that the
student is still enrolled in the course.
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MY COURSES
CLASS LISTING
Assignments

{= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

6@1 Ed \g https://app.gradesfirst.com/home professor

vl % 2 K E'Google

File Edit View Favorites Toals  Help

x Google | v

M search b D - -

i Favortes | 3 @ suonested sites - 8] Free Hotmail 8] weh sice Galkery -

‘gGradasFirst-ldentify‘ Engage. Retain, |_ - 8 7 @b v Page~- Safety + Toos - (@~ 2

Share = 31 - | sidewiki ~

" Check + |34 Translate +

€ v Signin v

~
Home My Courses My Calendar Reports Search 1
Hello, Robert Term: Fall 2010 | Online Support
My Courses
Class Listing Options
Class Time Room |5 Record My Class Attendance
(MGT-335) Principles of Management MWF 11:00a-1... DIHA 240 Assignments  Prog Reports @ School Information
(MGT-343) Leadership MWF 10:00a-1... DIHA 240 Assignments  Preg Reports
(MGT-437) Human Resources Management MWF 1:00p-15... DHA 240 Agsignments  Preg Reports
(BIT-430) Internzhip Assignments  Prog Reports
(BUS-101) Introduction to Business MWF 4:00p-4.5... DIHA 240 Assignments  Prog Reports
(FYE-101) First Year Experience MWF 2:00p-25... DIHA 240 Assignments  Prog Reports
Students in Your Classes
(-@5end a Message
] Student Name E-mail Address Course(s) Phene At Risk?
[l 1 Adams, Samuel amuel. In_edu MGT-343 M. 201-569-2884 No ~
[F] 2 Alston, Henry henry. oln.edu FYE-101 413-273-1185 No =
[[] 3 Anderson, Stepha tephanie. MGT-343 M. 810-380-7187 No
[F] 4 Ashby, Sabrina ‘=abrina.ashby@lincoln.edu BUS-101 240-505-4625 No
D 5 Austin, Kearston kearston. olnedu MGT-343 856-784-9351 No
[ & Rellamy Terrical __terrical hellamuiflinenin sdu_ MAT.335 1ETATNAIR Hn b

& Intemet dh v RI00% -

Dane

i start

T FacuLT

{2 GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

Ggiv ‘g https: /= aradesfirst.com/ections) 1555001 fassignments "'l % *3 X ’?‘Gmgle | ol
File ~Edit View Favorites Tools  Help
x Google | v| P search ~ 52 - g Eshare- Bi- | sidewiki ~ | 9 Check - 34 Translate ~ 2 €4~ () sionln -

¢ Favorites ‘ 9% @8 suggested sites ~ @] Free Hotmal @] web Siice Gallery ~

| GradesFirst - ey, Engage. Retai, [ i - Bl [0 - Page~ Safety- Tooks- @

A
Home My Courses My Calendar Reports Search
Hello, Robert Term: Fall 2010 | Online Support
Class Assignments For MGT-335 ( Principles Of Management )
Current Assignments for MGT-335 Principles of Management T Class Information
Title Description Due Date Hame:
MGT-335 - Principles of Management
Class Days
MWF 11:00a-11:50a
Hours
3.0
Professor(s)
Robert Allen
Students in MGT-335 Principles of Management
Create a New Assignment
[F] Student Hame Phone Number Email Address
[ Belamy, Terrical 215-747-0412 terrical bellamy@lincoin.edu  #» —
[[] Beverly, Brittany 410-433-4552 brittany beverly@incoln.edu —
[F] Burke, Langston 302-322-3753 langston.burke@lincoln.edu
[[] Chambers, Shaguane 610-466-7258 shaguane.chambers@lincol.
[F] Dadson, Nanakofi 302-738-1406 nanako fidadson@lincoin.edu
71 _Nonaid_&levancer 213.50n.278% aleeander P bl
Done & Intemet R Sl

i4 start

Create and Post A
Class Assignment:
Assignments can be
created for an individual
student or for all students
in a particular class.

Click Assignments for
the class you would like
to post an assignment.
The Class will populate
and the students in the
class will be listed.

Note: If you have posted an
assignment previously it will
be displayed under Class
Assignments for ... (see
below)

Post Assignment for All
Students:

Click the box next to
Student Name and all
students listed will be
selected.

Post Assignment for an
Individual student:
Click the box next to the
student’s name you
would like to select.
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MY COURSES
CLASS LISTING
Assignments (continued)

%3 GradesFirst - Identify. Engage. Retain. - Mozilla Firefox

EE)X
Eile Edit View History Gookmarks Yahoo! Tools Help
[ ] Most wisited | ] Customize Links | | GradesFirst - Identify.

o -2

72y ‘\jl https: {}app.aradesfirst.com/sections] 153507-1 fassignments w7 - | |[G- yal

V‘ ‘ Search web ~ U; - Q Mail = @ Shopping = 7 Personals = @My\fahoo\ @News - aGames -

GradesFirst

Lincoln University

Add a Mew Assignment

Home My Calendar Reports Search

Add a New Assignment
Title

Hellg, Daryl | Tem:Fall 2010 Online Support

Class Assignments For HIS Description

Current Assignments for HIS-205 His of B

Information

Title Description
|| DueDate — His of Black Peaple in 1.5, T
o]
ays
or(s)
Daryl Poe

Students in HIS-205 His of Black People in U.5. 1

| Create a New Assignment |

D Student Name Phone Mumber Email Address

[ Angela Evans 215-686-6624 angels evans@@lincoln.edu =

Caroline Hicks 302-690-0036 chicks@lincaoln eciu

[71 Maimile Amalzmbs | 5-549-54 namile nocin.ady — s
https:{{app.gradesfirst, com/sections{153507- 1 fassignments# app gradesfirst.com |}

i start

ﬂ Inba -

/> GradesFirst - The ..

¥ GradesFirst - Iden. .. T Document! - Micra. . s ’(',- @ 4:08Pm

MY COURSES
ASSIGNMENTS
Current Assignments for ...(Course)

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

File Edit VWiew Favorites Tooks  Help

v[8]1%)x [

gradesfirst, com,

x Go gle| signarama newark de v‘y“ search ~ 4+ G2 - oja~ [ share~ B~ Sidewiki ~

" Check ~ &a| Translate ~ 2

X signarama newark de

= @

5 Favorites ~ @] FreeHatmal &] o

»

(| g v Page v Safety v Tools+ @

‘ (& GradesFirst - Identify, Engage. Retain, |7‘ ﬁ -8

Lincoln University ' b

GradesFirst

Hello, Robert Term: Summer 2010 | Online Support
Class Assignments For FIN-360 ( Principles Of Real Estate )
Current Assignments for FIN-360 Principles of Real Estate T Class Information
Tite Description Dus Date Name:
FIN-360 — Principies of Resl Extate
Final Project Complete part 3 of your final project. 0BEUZ0N0  Update Status
252 pste Status Class Days
Term Paper The Econamic State of the Ecanomy. 09252010 Update Statu ey
Hours
20
Professor(s)
Robert Allen
Students in FIN-260 Principles of Real Estate
Creste 2 New Assignment )
1| Student Name Fhene Number Email Address
[] Bayne, Kenneth 027EE- 1888 kbayne@iincoin adu
[] Hemmans, Britmey 7128810480 brittney hemmans@iincoin
[£] Wiliams, Renee 2154734270 renee willams @linooin. edu
™

& mnternet

45 - 5%

74 start

sFirst - Identify... sFirst - Identify... T FACULTY-

Click Create A New
Assignment:

Title: Enter the
assignment title.

Description: Enter the
description of the
assignment.

Due Date: Either enter
the date assignment is
due or click on the
calendar button to display
the calendar to select the
due date.

Click Save New
Assignment.

At the top of the
Assignment Screen the
current class
assignments created are
displayed.

To Update the Status of
an Assignment Created:

1. Click on Update Status
for the particular
assignment created.

2. All of the students who

was given the assignment
will be populated.

14



MY COURSES
ASSIGNMENTS
Current Assignments for ...(continued)

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer, |z||§‘rz‘ 3. C“Ck the bOX next to

& &/ https aradesfirst.com MENIEERR ] L= ’
Ge- | [a] | | the student’'s name
File Edit ‘iew Favorites Tools  Help .
x Go gle‘ signarama newark de v|-'l search =+ &~ o Share = B - sidewiki = Check = d] Translate - €4~ (signin v that you WOUId Ilke to
x signarama newark de |2 bing r Enlefzzmml u pdate .
iz Favarites | 515 @ - ] Free Hotmail & v
| (& GradesFirst - Idsntify, Engage. Retain, | -8 [ = - Page~ Safety ~ Took - (@~ = 4' Com plete the
I = - "0"maton recquired in
Hello, Robert Term: summer 2010 | Online Support the Update
Update Status: Final Project (Section: 1) AsSSi g nment Stat us
T Update Assignment Status = B Update Assignment Siatus BOX .
""“TL‘Q‘““‘ 3 of your finzl pro @l 1
s e 5. Click Update
fug 72010 Completion Date
Delete Assignment:
o R Status.
Comments
Students with Assignment: Final Project
[£] Student Name ‘Completed On Time Comments Last Update
= Yes Yes Excellent Job! 08/142010
No No oTanz0 |
Yer Yer Excallent Job! 081472010 -
No No oTanz0
[] Denia MeCarthy No No 072072010
[] ennath Bayne No No 073072010

~ry S = 5 " r R p——
74 start X rst- Idsnkfy.., | (= GradesFirst - Identify... Wi feer T FacuLTY

Notes:

e The student and other users will be able to view this information on the Student Profile Page under
Assignments This Term.

e Assignments with due dates attached should be updated so as to indicate whether the assignment
was completed, on time, still due, etc.
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My COURSES
CLASS LISTING
Progress Reports

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer:

G_\:m ] hteps: /200 aradesfirst.comrome prof essor IR [l2~
-

File Edit Wiew Favorites Tools  Help

x Go.gle| v M search - g2 - - Eshare~ B [ sidewiki - % check - 3 Translate - €4 - (signIn v

iy Favorites | o @ sucoesied Stes - 8] Free Hotmal 8] s Siee Gelery -

|@Gradesﬁrst-mentfy. Engage. Retain. ‘7 B - B L0 % - Pager Safety~ Took< @v

~
Home My Courses My Calendar Reports Search
Hello, Robert Term: Fall 2010 ; Online Support
My Courses
Class Listing Options
Class Time Room |Z Record My Class Attendance
(MGT-335) Principles of Management WWF 11:00a-1... DIHA 240 Assignments  Prog Reports @ school Information
(MGT-343) Leadership MWF 10:00a-1... DHA 240 Assignments  Prog Reports
(MGT-437) Human Resources Management WMWF 1:00p-1:5.. DIHA 240 Assignments  Prog Reports
(BIT-430} Internship Assignments  Prog Reports
(BUS-101) Introduction to Business MWF 4.00p-4:5... DIHA 240 Assignments  Prog Reports
(FYE-101) First Year Experience MWF 2:00p-2:5... DIHA 240 Assignments  Prog Reports
Students in Your Classes
(4 Send a Message
|:| Student Name E-mail Address Course(s) Phone At Risk?
[ 1 Adams. Samuel amus! incoln edu ~ MGT-343, M. 201-589-2854 No -
[[] 2 Alston, Henry henry. edu FYE-101 413-273-11865 No =
[F] 3 Anderson. Stepha incol .. MGT-343, M. 610-380-7157 No
[F] 4 Ashby, Sabrina ‘sabrina.ashby@lincoln.edu BUS-101 240-505-4625 No
[F] 5 Austin, Kearston kearsten i edu MGT-343 858-734-8351 No
71 & Rallamu Terrical  tarrical hallam@linenin sdin MRT_336 2157470418 Mo bt
& Internet G v H100% v

_f:’étért "~ yers, Rita - 0 = Grades entify. .. - re oo | T FACLLTY GUL.. B 7 %T i

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

@E}v |g, hitps: /a0 gradesfirst, com/<ections /1950001 Jvaluste_shdents V|£ +2|| X |'g‘.'Gnngle

File Edit Wiew Favortes Tools  Help

S search -+ 52 - cp- | Eshare~ B - [ sidewiki - P check - 34 Translate - & - (SignIn -

¢ Favarites | 9 @ suggested Sites » 8] Fres Hotmail @] Web Slice Gallery =

x Google ‘

M- B ) @ - Page- Safety - Took - (@~
Progress Reports For MGT-335 ( Principles Of Management ) !

‘ (& GradesFirst - Identify. Engage. Retain.

‘_‘ N

Progress Reports for MGT-335 Principles of Management 7P Class Information

Student Name AtRisk? | Absences Expected Comments Name:
MGT-335 — Principles of Management

Class Days

MWF 11:00a-11:50a
Hours

3.0

Professor(s)
Robert Allen

Create New Progress Reports

Use the checkboxes to select students from your classes and then click the "Create a New Progress
Report” button to begin adding a new progress report.

Students in MGT-335 Principles of Management

Ocreate a Mew Progress Report

Student Name Phone Number Email Address

Bellamy, Terrical 215-747-0418 terrical belamy@lincoln edu %
Beverly, Brittan 410-433-4552 brittany beverly@lincoin.edu —
Burke, Langston 302-322-3753 langston.burke@lincoln.edu
Chambers, Shaguane 610-488-7250 shaguane.chambers@lincol...
Dadson, Manakofi 302-738-1408 nanakefi.dadsen@incoin.edu
Donald, Alexander 213-580-8763 alexander. oine.. ¥

|

o Internet

Progress Reports are
used to document a
student’s class
performance or report a
student at-risk for failing
the course.

1. Click Progress
Report next to the class
the student is enrolled
in.

2. Click the box next to
the student’s name
that you would like to
complete a report for.

3. Click Create a New
Progress Report.
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MY COURSES
CLASS LISTING
Progress Reports (continued)

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer,

5\‘_—’_;! L ‘& https: /200 gradesfirst,comysections/ 1940541 fevaluate_students v‘ % i X- EGDU‘JIE ||P D) Com plete the
File Edt ‘iew Favorites Tools Help . - .
x GOx-gle‘ v ‘ M search - 53 - o~ @ share- B+ [ Sidewiki - P Check - 42 Translate -+ & - SignIn - |nf0rmat|0n reqUIred

in the Add a New

{; Favarites ‘ {‘5 @ Suggested Sites * & | Free Hotmail @ | Web Slice Gallery ~

| (& GradesFirst - Identify. Engage. Retain. |_| fi - B = b v Pager Safety v Tools~ (@ ? Eval u a.tl on or
Progress Report
Grades First Uincoln Univershty screen.
Add a New Evaluation
Home | My Courses | My Calenchl . Reports | Search H H
rogress Report Click Submit Report.
Hello, Robert 1= this nt at risk to fail this class? Term: Fall 2010 Online Support
O Yes
Progress Reports For BUS-101(|| @ ™ 3
Humber of Absences g
Progress Reports for BUS-101 Introductii ‘ 5 Information
Student Name: At Riske (| Anticipated Grade
1 - Introduction to Business
Comments lays
0p-4:50p
sor(s)
pllen L
[ Submit Report ” Cancel ]
Create New Progress Reports
Use the checkboxes to select students from vour classes and then click the "Create a New Progress
Report” button to begin adding a new progress report.
Students in BUS-101 Introduction to Business
- . . - - . ™
Done & Internet v W% -

,',' start /= Wyers, Rita - Outlook, ., /2 GradesFirst - Tdentify. .. ¢~ Mazilla | Firef B} FACLLTY-BASIC GUL. ., 7] f' ’(__F.’_’ 10:16 PM

e This is where you indicate whether or not the student is at risk to fail the class.

o If the student’s class performance improves and he/she is no longer at risk to fail the course, you
must edit the progress report and remove the at-risk status.

e When reporting a student at-risk you must indicate the reason in the Comments section of the
report.

e The student and other users will be able to view this information on the Student Profile Page under
Progress Reports.

e Once a student is flagged at-risk, the Office of Student Support Services and the student’s advisor
will automatically receive an e-mail through GradesFirst.
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MY COURSES/CLASS LISTING
PROGRESS REPORTS
Details

{= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

@;} - \g, https: /= gradesfirst.com s=ctions 1940541 fevaluste_studerts
File  Edit

v| & || X ﬁGmgIe

Wiew  Favaorites  Tools  Help

x Go.glﬁ| v‘-;"%archﬂ»@v o~ | B share - -

i Favorites \ ks @8 Suogested Sies » 8] Free Hotmal @ Web Slice Gallery =

‘EGradeststrldent\fy.Engage‘ Reetain. ‘_ ﬁ & @ = @:l v Page - Safety - Tools -~ @v 2

Sidewiki v % Check & Translate - >

-~
Home My Courses My Calendar Reports Search
Hello. Robert Term: Fall 2010 Online Support
Progress Reports For BUS-101( Introduction To Business )
Progress Reports for BUS-101 Introduction to Business T Class Information
Student Name: AtRigk?  Absences Expected Comments Name:
BUS-101 — Introduction to Business
Wolff, Alexander No Myers testing system. Details
Class Days
MWF 4.00p-4:50p
Hours
3.0
Professor(s)
Robert Allen
Create New Progress Reports
Use the checkboxes to select students from vour classes and then click the “Create a New Progress [ |
Report” button to begin adding a new progress report.
in BUS-101 Ink ion to Busi
ocraate a New Progress Repart
[F] Student Name Phone Number Email Address
[] Ashey, Sabrina 240-505-4625 sabrina.ashby@lincoln.edu 4|
[F] Brown, Amber 215-388-1060 amber.brown@lincoln.edu b
Dane @ Internet 5 v Hioow <

:4 start Rita-Outlbok.. /7 GradesFirst - entify,.. | /= Mozila | Firef T FACLLTY-BASIC GUL..

B T &z wziem

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

6:.;- L J \g, https: [ /2p0 gradesfirsk, com)sections 109054 [ fevaluate_students

UENEEE B

File Edit Wew Favorites Tools  Help
x Go\gle‘ v 2 search -+ g2 - o~ Share ~ &~ [ sidewiki = % Check + (34 Translate + ** €4 (SignIn -
5 Favarites ‘ 5k @ Sugnested Sites + 8] Free Hotmal @] Wb Slice Gallsry =
— - »
‘ {& GrodesFirst - Identify, Engage. Retain. | ‘ & - [ - Page~ Safety ~ Tooks + (@~
~
Home My Courses My Calendar Reports Search
Term: Fall 2010 | Online Support
Hello, Robert Prog! Report Details x i
Progress Reports For BUS-101( | Progress Report Details Es this Report Delete this Report A
Class
Progress Reports for BUS-101 Introducti T s Information
Student Name At Rigk?
= 1 —Introduction to Business
Wolff, Alexander No
Mo days
Humber of Absences 0p-4: 50p
. “ z\’errfs)
Comments
Create New Progress Reports
Use the checkboxes to select students ) ||
Report” button to begin adding a new
= = Additional Information
Students in BUS-101 Introduction to Busi Date Created
10/25/2010 10:20 PM
Ocreate a New Progress Report o -
P M
[ Student Name Phone Number Email Address
[[] Ashby, Sabrina 240-505-4625 sabrina.ashby@lncoln.edu %
[E1| Brown, Amber 215-389-1060 amber.brown@iincoln.edu v
& Internst 4y v RI0% v

74 start

First - 1dentify... | { Mozila | Firef T FACULTY-BASIC GUI...

You can view all
progress reports
submitted at the top of
the Progress Reports
screen.

Details: Click details of a
particular report to view
the report details.

Edit A Report: Click Edit
This Report and make the
appropriate changes and
Submit the Report. The
revisions will be made.
(Please allow time for the
report and system to
update).

Remember: If the student’s
class performance improves
and he/she is no longer at risk
to fail the course, you must
edit the progress report and
remove the at-risk status. If
not, the student will always
remain as at-risk when the
Office of Student Support
Services runs a progress
report or students at-risk
report.

Delete a Report: Click
Delete This Report and a
prompt appears asking
are you sure you want to
delete the report. Click
Yes and the report will
be deleted. (Please allow
time for the report and
system to update).

18



HOME PAGE
My Calendar Tab

= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

5;; - [E] s

aradesfirst com MENEENE | [[2]-
Fle Edt View Favortes Todk Help
X Google | | Msesrch - 5 - - Eshare B~ [ sidenik - T Check - [aa] Translate - 2> € - (sinin -
1 —
g Favorites | 5 @& ~ £ Free Hotmal €] ®
7‘_f,éﬁradesﬂrst-[dantlfy‘ Engage. Retain, ‘ ‘ v B [0 = - Page- Safsty- Toos- @-
My Calendar ]

Hello, Robert Term: Summer 2010 ; Online Support

My Calendar

Calendar View

ions.
List of Calendar Items Ot

[7) New Calendar Item

\ZE tod August 2010 muweek day
Calendar Legend
Sun Mon Tue wed Thu Fri Sat

B Advising

3 9 10 n 12 13 14
[

15 16 20 21
Subscriptions
™) Subscribe to iCalendar —

22 23 27 28

31
11a Meeting to
Discuss Class.

Done @ mtermet

4 start T FacuLTy-

= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

Gs v [ httpsijjspn.oradesfirst com IS 2]
Fie Edt ¥ew Favorites Toods Help
x @F -] 4~ |web Search < [GBookmarks~ FSettings = | i Messengerr s%1Mail = My Vzhoo! ~ | EpMens. = (L Movies - ”
¢ Favarites | 5l [ webadvisor Main Menu & | Lincoln University | LU STUDENT SUPPORT SER... (& - g -
- »
‘@Gradesﬁrst-ldentlfy.Engage.Retaln. | | i~ B - ) &= - Page- Safety - Tooks - @@-
-~
My Calendar =
Options
Calendar View List of Calendar Items Ls

"1 New Calendar Item

Today
Calendar Legend
Date Time Tepic Attendees
W eseatoste  MGT3E edenp
10/27/2010 | 11:00a-11:50a | MGT-335-1 Principles of Management Advising
10/27/2010 | 1:00p-1:50p MGT-437-1 Human Resources Management
10/27/2010 | 2:00p-2:50p FYE-101-1 First Year Experience
10/27/2010 | 4:00p-4:50p BUS-101-1 Introduction to Business
Subscriptions
This week . .
(" Subscribe to iCalendar
Date Time Tepic Attendees
10/25/2010  10:00a10:50a  MGT-343-1 Leadership
10/25/2010 | 11:00a-11:50a | MGT-335-1 Principles of Management
10/25/2010 | 1:00p-1:50p MGT-437-1 Human Resources Management
10/25/2010 | 2:00p-2:50p FYE-101-1 First Year Experience
10/25/2010 | 4:00p-4:50p BUS-101-1 Introduction to Business

Done

:4 start

& Inkernet “h

® b

The My Calendar Screen is
used to view and create
appointments for the month,
week, and/or day.

The appointments on your
calendar are color-coded and
correspond to the colors in the
calendar legend on the right
(i.e., a general appointment is
blue; an advising appointment
is burgundy).

You can display your calendar
by the month, week, or day by
clicking on the appropriate
gray box to the right.

List of Calendar Items
displays appointments or
classes for Today, This Week,
and Next Week.

Note: You can edit an
appointment from this screen by
clicking on the Edit button beside
the appointment. (Follow the
same procedures as Create New
Appointment or Event.
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My Calendar Page
New Calendar Item Tab
Create an Event or Appointment

(2 GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

@'C_/" - |g, https aradesfirst,com V‘ QJ 2| X |-'l | L
File Edit Wiew Favorites Tools Help
x Go 8[E| - ‘ -‘l Search ~ 4 G2 ~ If}' £ share ~ SI - Sidewiki * | " Check ~ 4a| Translate ~ > % - | Sign In ~

3 Favarites | 9 & ~ @] Free Hotmail & v

= »
(€ GradesFirst - Identify. Engage. Retain, G- 8 | g v Page v Safety v Tools~ (@)
. -—c— - §
Hello, Robert Term: Summer 2010 | Online Support

My Calendar == Craate an Evant

Create An Event

Type: Add an Attendee:
beople Asending (1)
Topic:
Allen, Robert (Professor) (%]
Location:
Select Time for the Appointment Tlmswr:rEmErt.
Select a Date:
o e 2010 o Time Siot 08/08 (Sun}  08/00 (Mon) 08/10 (Tueh  08/11 (Wed) 08/12 Thw} 08/13 Fr) 08/14 Sat) *
Su Mo Tu We Th Fr Sa 6:00.6:30x 0O O =] O O 0O 0O
I | e e _
8/[ 9|[ 10][ ni][ a2][ 1s][ 14 £:3047.004 O = u O O O O
15| 16|[ 7] 18] 19][ 20 &1 7:0047:30a F @ O F F F F
22| 23|[ 2| 25 28][ 27|[ 28 B
e 7:302-8:00a ] 0 0 O O ] ]
8:008-8:30a @ O 0 O O @ @
Todag
8:30-0:00a 3] O ] O (] ] ]
9:002-9:30a [F] | O | | [F] [F]
Reminders — — —_ —_ —_ — — ~
Done € Internet 5 - A v

Py crar r A e oy a 8 o o eer e et
15 Start CULTY-BASIC GUL.. GU.. /2 GradesFirst - Identify...

Type: Select General Event under Type.
Topic: Be specific because the topic will be displayed as the e-mail subject.
Location: Always include your building and room number.

Select a Date: Click the date you would like to schedule the appointment.

Click on New
Calendar Item to
Create a new
appointment or
event.

Note: Professors
should schedule
general event
appointments only.

Add an Attendee: Type the name of the person you are requesting to attend the appointment (names will

populate and you can select the appropriate person).

Add multiple attendees: Follow same procedure as Add an Attendee above.
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My Calendar
Create An Event/Appointment (continued)

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

@.\:_) L4 ‘g‘ https

SNEE

gradesfirst.cam

File Edt ‘iew Favorites Tools Help

x Go glt| Sidewiki ﬂ:} Check ~ ﬂTraﬂslete = 2

v|-.lSearch'"€|j' E}' Share' @‘

X Ng i <)
m — - News Entertainment
o Favorices | o & - £ FreeHotmal & ©
- = »»
(& GradesFirst - Identify, Engage, Retain, fv B [ @ v Pagev Sdfety v Toos+ @+
T —
Select a Date: Select Time for the Appointment Time incremen| 30 min ¥
July 2010 0
Su Mo Tu We Th Fr Sa
A [ e Time Slot 07/18 Sunk  07/19 (Mon}  07/20 Tuel 07721 Wed) 07/22 Thuy 07723 Frd 07724 Gath *
4| s/l & 7 & 9 10 9:00s-8:302 [F] O O O [F] O O
][ 12 1] 1a][ 15[ 18] 07
9:30-10:00 L] L] L] L]
i 20 el 23] 3y D Canflicts Conflicts Conflicts Conflicts D D
25 26 27 228 2% 30 N
10:002-10:308 O L] L] L] L] O O
Canflicts Conflicts Conflicts Conflicts
Todsy =g
10:302-11:002 O L L L L] O O
Conflicts Conflicts Conflicts Conflicts
Remindars 11006112308 O u [ ] u L] O O
Conflicts Conflict Conflicts Conflicts
[4] Send an email reminder.
11:302-12:00p O L] L] L] L] O O
. comicts contict comicts conict
[] Send a text reminder.
12:00p12:20p O O O
Conflicts Conflicts Conflicts Conflicts
12:301:00p O o O O O O O
1:00p-1:30p O | 0 O O 0 @
1:30p-2:00p (] O O O (] O O
2:00p-2:30p O O O O O O O
2:30p-3:00p (] O O O (] O O
2000230 O | | | O | |
v
= - - - = - - ¥
@ internet Yy v Hemo -

[T pacutv-aasicaUL.., | T ADv

4
1y Start

[ GradesFirst - Tdentify ..

Click Save Appointment.

Time Increment:
Select the time
increment for the
appointment.

Time: Select the
time you would like to
schedule the
event/appointment.

Note: If there are
conflicts with the event
or appointment you are
trying to schedule
between either the
date, time, or chosen
attendee, the conflicts
will be displayed on the
calendar.

Recurrence: Click
the drop down box to
indicate how often
you would like this
appointment to occur.

Notes:
e [n order for conflicts to be displayed you must enter the date, attendee and then the time.
e The conflicts displayed could be conflicts with the student’s schedule or your schedule.
e C(lick on the Conflict and the individual who schedule conflicts with the time will be displayed.
[ ]

sent to the attendee/s.

Send an E-mail Reminder is automatically checked by default and a reminder will be automatically

e Warning: Please do not check send a text reminder. This function should only be used by system

administrators.
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My Calendar Screen
Calendar View

= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer, |;”EHE‘ - -
@E}v |§‘ https//dermo.gradesfirst. comcal=ndar Vl & 42| X ’.-.—!Goog\e ‘ B2~ VI er\],v (jDelta(;ls Of a
File Edit View Favorites Toadls Help SC e i u e
x GO.gle‘ Conduct v|5-.'SBarch'*" g Bchare- B~ sidewiki = "7 Check = 33 Translate ~ & - (signn - Ap polntment: SCro"
C e e S  — .
« el Blorg’ = . e 56 (] 1 cursor over appointment
e Favorites | o5 @8 Suauested Sites - B Free Hotmail ] Wb S Gallery - and details of that
_| (& GradesFirst - Identify, Engage. Retain, |_| i v B = @ v peger Safery- Toos- @~ " appointment Wi" be
My Catendar = displayed.
Hello, Robert Term: Summer 2010 ; Online Support
i 7rd Edit or Delete an

[ esemariiow| ot caenar tems | = Appointment: Double

[T} Mew Calendar [tem

(<[> August 2010 (TN week day] click on a scheduled

‘(hh.th;—l

sun on E—, . appointment and follow
1 2 Discuss Class Conduct 08/18/2010 11:30a- 7

x
o the prompts.
¢
8 9| 4
Delst This Mesting

: : E Assignment Note_- Once an
15 16 19 20/ 21 . . . .
~ appointment is made it will
[T Subsribe to iCalendar
£ £ £, £ appear on the student’s

calendar on their Student

3 4 Profile Page.

Done €D Internet da v WS v
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HOME PAGE
Reports Tab
Reports Summary

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

%ﬂ - ‘& htps:/ /00 gradesfirst.com/reports "‘ %l‘_’”il EGUUG‘E HP o)
File Edit “iew Favorites Tools Help

x Gcmgle| v | *Q search ~ < [ » cfa~ | @ share~ B~ | ApCheck ~ ¥ Translate ~ & AdtoRil = T . Sanln v
¢ Favorites ‘ % @ sugoested Sites @] Free Hotmall 8] Web Slice Gallery =

|§GradasFir5t - Identify. Engage. Retain. |_| ﬁ M = @ - Page - Safety = Todls - @. b

Grades First

Lincoln University

Home | My Courses | My Calendar

Reports Search

Hello, Robert Term: Fall 2010 Online Support
Reporting |
Progress Reports & Assignments General Reports
Student Progress Reports Absences
Students Flagged At-Risk or Critical Absence Details
Student Assignments Dropped Classes
Notes
Summary Reports
Advisor and Tutor Summary Report
|
& mternet 4y - ®ioow -
14 start /= Grade e | £ GradesFirst - Identi... | FIGr:

o TuToR Gun.. B T & T 1zi6am

Progress Reports & Assignments
e Student Progress Reports
Run and view progress reports submitted on behalf of students in your classes.

e Students Flagged At-Risk or Critical

Reporting Page
shows all reports
that can be
viewed by the
individual User
Groups.

Run and view progress report of students who you have flagged at-risk for failing the course.

Summary Reports

e Advisor and Tutor Summary Report
Run and view advisor reports submitted on behalf of your academic advisees.

General Reports
e Absences

Check total absences for a particular student and run/view a general report of all class absences.

e Absence Details
Run and view a more detailed general report of class absences reported.

e Dropped Courses Report

Run and view a dropped courses report to see all students who have dropped classes. Perform an
advanced search of a dropped courses report to see students who have dropped your specific course.

e Notes

Run and view a report of notes you have posted on behalf of students or notes on behalf of your academic

advisees.
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Reports/Reporting
Student Progress Report

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer |:”E”z‘
%ﬂ' |E, https:/f=pp aradesfirst, com)reports progress_report "| % s, X’ BGGDQIE ||EE| Click the begln da-te
File Edit \View Favorites Tools Help (beginning of report

)f Co;:gle| : V|£’53arch s [H - o @sharer B Ap check - § Translate - ARl - S st yOU WOUId I|ke to

ifFavnr\tas. |1.‘;, & sungested Sies - B Free Hutmail_g, Web Slice Gallery ] v f | i VieW) an d the en d

| @ sacestvst - ery. Engage. peten. [ BB e e s e @ 0 o6 (ast date of
Home | My Courses | My Calendar Reports (RINHE] report you would like
Hello, Robert Term: Fall 2010 | Online Support to VieW). Click
Student Progress Reports Search.
smpleSearch st lodsmegsen

Enter Keywords Begin Date End Date To Perform an

08/25/2010 [@ | 09/30/2010 B

[J My Students Only [] At-Risk Students Only [ Include Inactive

Advanced Search
for Student
_ Progress Reports,
R see instructions for
Advanced Search on
page 9.

\\

Progress Reports

(4 Send a Message

[l Student Name Course Complete? AtRisk?  Absences Anticipate.. Comments . .
1 Ward, Naim BID-1681-6 H.. No 2 F Student has not attended class Detail ] h | NOte' You can prlnt the
[F] 2 Donald, Alexander BID-161-9 H... No 2 F Student has not attended class Detail report or Send a
D 3 Payne, Floyd HPR-101-12... No No 1 Floyd provided documentation of his absences, completed hom... Detail message tO a. Student
[[] 4 Steward Dejanea HPR-101-12. No 3 F Dejanea has missed 3 classes (9/7, %% and %M14) and is in dan__ Detail = from th's screen.
[F] 5 ZSams. Khali HPR-101-10... Mo No 2 Student comes to class late. I've spoken to him about this. Detail
D 6 \vaalee, Lafeesah HPR-101-10... No No 0 Detail
[[] 7 Sams Khall HPR-101-10.. No 2 Consistently late Detail = ~
Dane [@ & mnternet 3 - Ruow -

+4 Start (= GradesFirst: Studen... /3 GradesFirst - Identif,.. | @ GradesFirst R Wis... | T TUTOR BASIC GUID...

Reports/Reporting
Students Progress Report Flagged At-Risk or Critical

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer ; : : ReV| ew repo r‘t of
6&‘;} b4 |E, https://=pp. gradesfiest. comrenorts/at sk progress report v| % s X’ |?l Gongle: ||}J v| StU d en tS Y h 0 h ave

File Edit View Favorites Toaols Help

x Gm-gle| V|£’Search '03' #' 3 chare SI' Ap Check ~ ) Translate - !AutoFl\l - & T _ Sagnln - been _flagged at-rISk
) == ) _ _ for failing a course.

¢ Faworites | 95 88 sugoested Sites ~ ] Free Hotmail ] Web Slice Gallery +

| @Gradesﬁrst - Identify. Engage. Retain, |_| ﬁ = E = @ * Page = Safety = Tools - @- =

= Follow the search

Home || My Courses My Calendar Reports LR pI’OCGdUI’eS for
Hello, Robert Term: Fall 2010 | Online Support Student Progress
Student Progress Reports Flagged At-Risk And/Or Critical Reports_
Simple Search SwihToaamesseh : ,
: Note: Click on Detail for
Enter Keywords Begin Date End Date

oe/2s5/2010 & |0e/30/2000 |3 additional information

regarding the report of
[J My Students Only [ At-Risk 5tudents only [ Include Inactive the student’s at-risk

status in the particular

l:—‘ Print Report

class.
Progress Reports Flagged At-Risk and/or Critical
[ Send & Message .
) Student Name Course Complete? At Risk?  Absences  Anticipate.. Comments NOte' YOU Can prlnt the
B 1 Ward, Naim BIO-1616 H... No 2 F Student has not attended class Detail | report or send a
] 2 Donaid. Alexanger BIO-161-3 H... No Yes [H F Student has not attended class Detai message to a student
101~ f i
[[] 3 Steward Dejansa HPR-101-12... Mo 3 F Dejanea has missed 3 classes (97, 99 and 9/14) and iz in dan... Detail from thlS screen.
[[] 4 Sams. Khali HPR-101-10... No 2 Consistently late Detail
[[] 5 James. Shannon MUS-200-1 1. No 3 F Shannen has missed the last three classes (September 14, 16,... Detail
[F] & Michel, Clabrisha EDU-098-5 No Yes F Clabrisha is not attending class. Detail 3
> 2
[ € mternet da v mioom v 4

T TUTOR R D 12:41 AM



Reports/General Reports
Absences

= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

@.\- J= &l hitps gradesfirst.com [ 8]*%[x e
Fie Edt Vew Favorites Tooks Help
* o -| 4~ |wib Search + [ Bookmarks~ Fisettings = | | Messengers <&hjmal ~ @My vahoo! ~ | Ehiews = L Movies ~ »
i Favorites | 5 [ webdvisor Main Menu & Lincoln University ] LU STUDENT SUPPORT SER.., &8 -2 -
- . o»
(@ GradesFirst - Identify, Engage, Retain. & - B [ g - Page~ Safety v Tooks - @+
~
Reports
Hello, Robert Term: Summer 2010  Online Support
Absences

Simple Search Switch To Adwanced Search

End Date
08/16/2010 [

Enter Keywords Begin Date

05/01/2010 [

[ At-Risk Students Only [ Include Inactive

[J My students Only

—3 Print Report
[ HANLRE0OT

Students with Absences
Stugen... Categories Total Absences  Total Excused Course DaysTimes Location Class Absences  Class
1| Bavne.. PEDS-Bowl 1 1 FIN-380 - 1 Principles of Re... WMTWR 1:00p-2:20p DHA 318 1 1
2 Black .. IPEDS-Bowl 1 0 " 7 -1 Human Resour.. 11:00-12... DHA 318 1 0 3
3 . IPEDS - Bow! 2 0 MGT-427 - 1 Human Resour... WTWR 11:00a-12... DHA 218 2 0
s IPEDS - Bow! 1 0 1 7 -1 Human Resour 11:00a-12... DHA 318 1 0
. IPEDS- V¥ InfOutTrack/CC, |.. 2 0 MGT-437 - 1 Human Resour... WTWR 11:00a-12... DHA 318 2 0
.. PEDS - Bow! 2 0 WSA-795 - 21 Seminar in P... W 5:30p-6:30p GRAD 455 1 0
IPEDS - Bow| 2 0 SATSE - 21 Professional . 1 8:40p-T:40p GRAD 455 1 0
IPEDS - Bow! 1 0 FIN-380 - 1 Principles of Re. 1:00p-2:20p DHA 318 1 0
IPEDS - Bow| 2 0 FIN-380 - 1 Principles of Re... MTWR 1:00p-2:20p DHA 218 2 0 ¥
Done 45 v R0k -

& Intemet
o A L

T FACULTY-BA. .,

Absence Detail Report

(= GradesFirst - Identify. Engage. Retain. - Windows Internet Explorer

@\:/ - [E] reps aradesfirst.com ] EJ 4% e (2]
Fle Edit WView Favorites  Tools  Help

x ! v‘ CL"W&bSearch [% Bookmarks= I Sattings = | (—Messenger- <5 Mail = @My vahoo! = | EpNews + (fl Movies ~ »
i Favorites | 5[] webAdvisor Main Menu & | Lincoln University | LU STUDENT SUPPORT SER.... & - £] -

»

(& GradesFirst - Identify, Engage. Retain, - B | g v Page v Safety - Toos - @~

~
Reports
Hello, Robert Term: Summer 2010 | Online Support
Absence Details
Simple Search Switch To Adwanced Search
Enter Keywords Begin Date End Date
03/01/2010 3 08/16/2010 3
[ My Students Only [] At-Risk Students Only [ Include Inactive
i—g Print Report
A Erint Report
Students with Absences
Studen... Student Id Categories Course Days/Times Location A ce Date Excused?
.. 0042287 IPEDS - Bowl FIN-380 - 1 Principles of Re... MTWR 1:00p-2:20p DIHA 318 o 010 12:00... Yes
.. 0037785 IPEDS - Bow| 11:00a-12... DHA 318 o 010 12:00... Ne B
. 0040210 IPEDS - Bow! MG WR 11:00a-12... DHA 318 07/22/2010 12:00... No
0040210 IPEDS - Bowl MG -1 Human Resour. WR 11:00a-12.. DHA 318 0740142010 12:00... No
5 Cofield.. 0040257 IPEDS - Bow MG’ -1 Human Resour.. MTWR 11:00a-12.. DHA 318 07/26/2010 12:00.. No
6 Daniel 0040: IPEDS. WOutTrack/CC, L. MG -1 Human Resour. 11:00a-12.. DHA 318 0742242010 12:00... No
7 Daniel.. 00: IPEDS- W In/QutTrack/CC, L. WG -1 Human Resour... MTWR 11:00a-12... DIHA 318 08/07/2010 12:00... No
8 Gould. .. 0040 IPEDS - Bowl MSA-T96 - 21 Seminar in P... M 5:30p-£:30p GRAD 485 08/07/2010 12:00... No
9 Gould .. 0040572 IPEDS - Bow| MSA-T9& - 21 Professional ... M 6:40p-7:40p GRAD 455 060742010 12:00... No b

€D Internet

H100% -

Click the begin date
(beginning of report you
would like to view) and the
end date (last date of report
you would like to view).
Click Search. Do Not
Click My Students Only.

If students in your cohort
have any absences
reported it will populate.

Note: You can view all
absences for an individual
student by entering their
name under Enter Keywords
and Clicking Search.

Click the begin date
(beginning of report you
would like to view) and the
end date (last date of
report you would like to
view). Click Search. Do
Not Click My Students
Only.

Note: The Absence Detail
report, once printed, provides
detailed information
regarding the specific
absence.
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