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Frequently Asked Questions

How do I get my ID and/or password?
Call your DBA, Steven Potter, at (505) 455-6060, or send an email to spotter@olc.edu.

What is a “portlet”, and what is meant by “course context”?
· In Jenzabar, a portlet refers to boxed area of the screen that has a heading title and content.
· Course context refers to the list of links that appear under a course name on the left side of the page. Current courses can be accessed under the My Courses section when the course becomes active, or via the All My Courses portlet under the Academics tab. 

How do I get a copy of my paystub, or see my employee information?
· After logging into Jenzabar click on the Employee Info tab.
Note: If you don’t see an Employee Info tab—call or email me.
 The Employee Information portlet of this screen is self-explanatory. To access your paystub do the following:
· Click on the r_paystub link in the PDF Reports portlet.
· Enter or look up the date your check was issued. In most cases this would be a Friday. You can look up the date by clicking on the calendar icon to the right of the date field. Be sure to set the correct month and day.
· Click the Generate Report button.
· On the next screen, click the r_paystub icon for the pdf file that has been generated.
· At this point your paystub should be generated for viewing, saving or printing.
Note: If the screen comes blank, this means that you picked the wrong date. Go back and enter the date for the prior Friday.

How do I see a list of the courses I’m teaching or have taught (or scheduled to teach)?
· 15 Days before the course is set to start your current courses will appear under the Quick Links section on the left side of the page. All courses, past, present and future, can be accessed via the All My Courses section portlet under the Academics tab. Select Future Courses from the drop-down and those courses will be listed. Click on any course and the course context will appear on the left side of the screen under My Courses.
· When the course becomes active, it will appear under your My Courses heading on the left side of the screen (under Quick Links).
· After the course has concluded, you can again go to the Academics tab and, using the drop-down, select Past Courses to see courses from the previous semester.
District Directors and Dept. Chairs: Upon your request, I can add you as a second ‘Instructor’ for every course in your district/dept. The advantage of this is that it enables you to access attendance, coursework, syllabi, and see (but not change) grades.

How do I configure attendance?
You can configure attendance in two ways:  Attendance can have an impact on the student’s grade by deducting a certain number of points, or a percentage, depending on how you set it up. You can also set up attendance to have no influence on the student’s grade.  Since OLC policy governs how attendance is handled, it is strongly recommended that attendance have no influence on a student’s grade.
To set up attendance to have NO influence on the student’s grade do the following: 
· Select the course from the My Courses heading on the left side of the page. Then select Gradebook. On initial entry you will see the following options.
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More Info 
· The Attendance Evaluation is an evaluation where instead of entering the grade manually (like you might for, say, a "“articipation"”evaluation), each student'’ grade is determined automatically from the attendance marked on this course'’ Attendance page. By including this special evaluation in your grade weighting, you can make your students'’attendance have an automatic effect on their final grades.
Each student'’ attendance evaluation grade will be the percent of the total course sessions at which she was present.
This evaluation is always tied dynamically to the information in the Attendance page. If you do not use that feature to track attendance online, but still want to include a score for attendance in your final grade, you can just create a regular evaluation for that purpose.
Click No to exclude attendance from any grade weighting.  


How do I enter or edit attendance and sessions?
After selecting a course from under the My Courses heading on the left, click on the Attendance link on the left side (under the course name). 
· To enter attendance, click on the date of the session and select the desired value from the Attendance drop-downs. The four options are Present, Absent (Excused), Absent (Unexcused), and Tardy.
·  To edit attendance, click on the date for a past session. Then click on the Edit saved entries link at the bottom of the Student Attendance list. From here you can edit your previous entries.
Note: Be sure to click the Save button to save your entries—even if they are all Present.
· To cancel a session, click on the Manage Sessions link. A list of your courses appears here. From the drop-downs you can select the type of cancellation needed.

How do I add an extra session to a course I’m teaching?
There will be times when you will need to add an extra session to make up for sessions missed or to account for a field trip or special presentations. Once you’ve decided when to have your new session, do the following:
· As above, go to the Attendance link after you’ve selected a course.
· Click on the Add a Session link.
· Enter the date as well as the start and end clock times for the new session.
· Enter the duration of the session in minutes.
· Click Save.
You can add text into the Notes field which will be visible only to you.

How do I copy courses from a previous semester to the semester that is about to start?
Under Quick Links there’s a link to copy courses. This will bring up the Copy Course Materials portlet. Select the semester you wish to copy from. Then select the course you wish to copy the course content into. Scrolling down, you can elect to copy everything from the source course or selected course content (i.e. Course Information, Syllabus, Main Page, or Collaboration).
· You can select more than one course to copy contents into. For example if you’re preparing to teach multiple 083 courses, you can copy the content from a previous 083 course you taught into all the 083 courses you’re going to teach.
· Content in the destination courses will be overwritten.

How do I save assignments, handouts and other items for later use?
If you like, you can save course materials and other items onto Jenzabar for future use. This is done using the File Cabinet functionality. Under the My Pages heading on the left side is a link to File Cabinet. You can use this portlet to hold coursework, bookmarks, handouts, readings and course cartridges. 

Saving Assignments to Your File Cabinet
Before you can save assignments, reading or other material to your File Cabinet, you need to make them available on Jenzabar. This is done through the Coursework portlet as you are building your course content or through the Coursework portlet of a previous class. When you create an assignment within a course, you have the option of saving the assignment to your File Cabinet for future use. Here’s how:
· On the Coursework page of the course you are working on, click on the assignment you wish to export to your File Cabinet. 
Near the top of the Coursework page you will see the due date of the assignment, and links to edit grades, enter a default grade, and More.
· Click the More link.
A small box appears offering a variety of options and information regarding the assignment.
· Click the Save to File Cabinet link.
Now go back to your File Cabinet under My Pages. The assignment now appears here. At this point you have the option of creating folders and organizing you assignments.
This can be done for current courses and for previous courses. To access coursework for a previous course go to the Academics tab and select Past Courses from the All My Courses portlet. Select the course you wish to import assignments from.

Saving Handouts and Bookmarks to Your File Cabinet
Both handouts and bookmarks can be imported directly into your File Cabinet. Both portlets are arranged the same way.
· Go to your File Cabinet under the My Pages heading.
· Click on the Handouts link.
Any previously uploaded handouts will be listed at the top. You are presented with the options of creating a new folder to hold handouts of a common interest, upload new handouts (files) to your File Cabinet, or delete previously uploaded handouts.

Uploading your Syllabus
Within the course context of your course, there is a section labeled Syllabus. Under this heading is a link called Downloadable Version. Here you can upload a copy of your syllabus for your course. When this link is opened, you get a screen identical to the Handouts portlet. The Add a Handout link enables you to browse and upload a syllabus from your computer to Jenzabar. You can also import a syllabus from your File Cabinet.


Coursework and Gradebook

Setting up Coursework for Your Class
The Coursework portlet is the place where you create and manage assignments. For students, the Coursework portlet is the place where they complete or turn in assignments, review their own work, and review feedback. The Coursework portlet is essentially a list of assignments for the course section. Although it appears complicated, each page contains ample instructions to lead you through the coursework creation process.

Accessing the Coursework portlet is through your course context. Go to your My Courses list under Quick Links and select a course. This brings up the course context for the course you selected. Within this list is a link to Coursework.

Note: Your courses will appear under your My Courses heading 15 day prior to the start of your course and remain 15 day after the end of your course.

Upon entry to the Coursework page, you are greeted with lots of instructions and the following list:

[image: ]This is where you configure your assignments. The critical elements are Add an Assignment, Manage Units and Types, and Configuration. Student List provides a way to check to coursework status of a student. View the Gradebook display a final grade for each student, if available as well as other options. The Gradebook is explained later.

One way is to organize your weekly assignments into Units. A Unit can be a length of time, a textbook chapter, or a general course topic. Later, when you are creating assignments, you will assign each assignment to a Unit. You will also need to determine the following for each assignment:
· Format: Formats offered include online test, file upload, and the Basic format. You can add additional types as needed. 
· Type: Used to differentiate your assignments. Types include exam, homework, lab report, paper, participation, quiz, reading and test. You can add additional types as well.

Adding an Assignment
When you click the Add an Assignment link, you will need to choose the Format of the new assignment. Once you’ve selected a Format, required fields for defining the assignment are presented as the first of three steps. 

Note: Important within this step is the total points you assign. This is used by the Gradebook portal in its grading process, explained below.
 
Once the first step is completed, you may add information to step two and three as needed. When you have finished entering your information, click the Save your new assignment button to save.

This is only a brief introduction to the Jenzabar Coursework portlet. There are many more options to explore. The best way to become comfortable with this tool is to play with it. Remember you can always delete and recreate what you’ve done until you get it right.

Setting up the Gradebook for your class
The essential purpose of the Jenzabar Gradebook is to automatically calculate midterm and final grades. How those grades are determined depends on how the Gradebook is configured. The Gradebook is available via the course context, just like the Coursework portlet.

Each assignment is assigned a point value when it is created in the Coursework portlet. The grade received when the assignment is completed by the student is determined by the Letter Grade Configuration screen within the Gradebook. Click on the Letter grade ranges link on the Gradebook page to access this. Here you can adjust the percentages for each grade if desired. You can also change the grade scale if needed (i.e. pass/fail).

Final Grade Weighting
Final grade weighting is the way all of your assignments from the Coursework page are combined to determine each student's final grade. In many cases, you will already have this spelled out in your syllabus -- now you simply need to bring those details into the Gradebook portlet. To configure your weighting method, go to the Gradebook and click the Final grade weighting link. The methods are:
· The Point Method: By far the most popular and easiest of the five methods offered. Simply put, the point values for all assignments are totaled. The student’s grade is determined by how many points they achieve out of the total possible. That percentage determines the grade based on the grade range.
· The Unit Method: Assignments are grouped into Units, with each Unit representing a percentage of the total grade. If you configured your Units by type rather than by week, each type (quizzes, homework, exams, etc.) would represent a percentage of the total possible.
· The Type Method: Assignments of one Type can have greater or lesser values than assignment of another type. If this grading method is selected the Coursework portal will display assignments by type.
There are many other configuration options available in the Gradebook portal. Like the Coursework portal, each page offers ample instructions to draw from.

A Word about Student Attendance
The Jenzabar Gradebook offers the option to include student attendance as a weight in midterm and final grading. You can also configure Jenzabar to fail a student after so many absences. It is recommended that you do NOT include attendance as a factor in grading. OLC attendance policy is clear in the treatment of student attendance. Section 81-350-1 of the OLC Policy Manual states:
A student may be dropped from a course after three consecutive absences and will be dropped by the Registrar after five total absences.

In short, OLC student absences are not a gradable element. Turn this option off by going to the Evaluations screen of the Gradebook and clicking the red ‘X’.

Submitting Midterm and Final Grades
The period of time when you can submit grades is determined by the Registrar. During this time period, a Setup tab will appear in the Gradebook portal.
· Go to your My Courses list under Quick Links and click on the course you wish to enter grades for. 
This brings up the course context for the course you selected. 
· Click on the Gradebook link, the access the Setup tab.
· Click the Submit Your Grades link.
Typically, when you display the Submit Grades screen, it includes only one tab — either Midterm Grades or Final Grades — depending on what point you are at in the term, and depending on when you’re allowed to enter grades. There will be a row for each student enrolled in the course. If you’ve set up your Coursework and Gradebook, then the grade fields will already be populated from information in the Gradebook. You are free to change the grade if necessary before submitting.

Prior to grade submission, each row of student data will indicate the status of that student’s data in the Gradebook. If a red icon appears in the second column of the student’s row, this means that there is a problem with that student’s data. You can either go back to the Gradebook and correct the error, or enter the grade manually. A green icon indicates that the student’s data is ready for submission.

To submit student grades, check the box in the first column of his/her row, then click the Submit Selected Grades button.


Using Calendars

Calendar Permissions
Calendars and events can be created by Faculty, Advisors and Staff.

Calendars and Calendar Events
A Calendar is simply a container for events. It’s the events that actually show up on any particular calendar within the system. System calendars appear in the following tabs:
	Academics
	Campus Life

	Employee Info
	Faculty

	Finances
	My Pages


Events may be drawn from multiple calendars created by users. For instance, a district center may create a calendar that displays events on the Academics page calendar. Although their events were entered into the calendar they created, the events themselves will show up on the Academics page calendar. Calendar created in this way are never displayed—just their events.

Course Calendars
When your course context is created by the Registrar’s office, Jenzabar automatically creates a calendar for the course section. This calendar includes the meeting time(s) of your course section. This calendar appears when you access the main page of your course. All enrolled students and all assigned faculty members are automatically subscribed to this calendar.

Adding Events to a Calendar
When you click on Add an Event for a calendar, you are prompted to enter the Event Name and description. Simply verify that the date range and times are correct, and the frequency of its occurrence. Click the Save button to enter the new event into the selected calendar.

Creating your Personal Calendar
Creating your own personal calendar permits you to include events not present on the system calendars and subscribe to calendar events made available by other users. To create your personal calendar do the following:
· Go to the My Pages tab. If you this is the first time you’ve accessed this tab, you will need to read the instructions presented by clicking through the steps.
· Click on the My Calendar link on the left side of the page or the heading of the My Calendar portlet. The Add your calendar by clicking on the Add a Calendar link. Simply enter a name for your calendar and click the Save button. Your calendar is now listed under the Calendars heading.
· Add events to your calendar by clicking the Add an Event link in the top right corner of your calendar.
You can also subscribe to calendars created by other users. This allows their events to show up on your personal calendar. Going back to the My Calendar link, click on Browse Shared Calendars link. Here you can drill down to find user calendars created for specific tabs. Simply click on the Subscribe link to include that calendar’s events in your personal calendar.



Dist. Director/Dept. Chair Approval of Student Registrations

How do I provide advisor approval for a student’s registration?
The following steps are taken by the advisor to either approve or deny the student’s request to take the course:
· After logging in, click on the Advisor tab.
· Within the Advisee Roster portlet, open the Advisee Status drop-down and select the option Need Advisor Approval. Be sure the correct term is selected then click Search.
· Within the list of advisees click on the advisee’s name to bring up the Advisee Details screen.
· Under the Registration section, click on Add/Drop Courses. This brings up the Advisee Roster – Add/Drop Courses window.
· Select the correct Term for the registration in question. Then scroll to the bottom of the screen. The following is displayed (courses may vary).

	Awaiting Advisor Approval 

	Approve
	Drop
	Code
	Title
	Schedule
	Location
	Credits
	

	
	
	ART 103 75 RC 
	Drawing I
	· W  5:00 PM - 8:00 
	· Rapid City     
	3.00 
	


Advisor's approval is required for these courses before registration can be completed
.
· 
· By checking the Approve checkbox and then clicking the Advisor approval button, the student’s registration is completed.
· By checking the Drop checkbox and then clicking the Cancel Selected Approval Request(s) button, the student’s registration is cancelled.


FERPA: Family Education Rights and Privacy Act
 
FERPA gives parents (as well as students in postsecondary schools) the right to review and confirm the accuracy of education records. This and other United States 'privacy' laws ensure that information about citizens collected by schools and government agencies can be released only for specific and legally defined purposes. Since enacting FERPA in 1974, Congress has strengthened privacy safeguards of education records through this law, refining and clarifying family rights and agency responsibilities to protect those rights.
 
FERPA's legal statute citation can be found in the U.S. Code (20 USC 1232g), which incorporates all amendments to FERPPA. FERPA regulations are found in the Federal Register (34 CFR Part 99). FERPA's 1994 amendments are found in Public Law (P.L.) 103-382.
 
What this means for OLC employees:
Unless a release is expressed in writing by the student, it is unlawful for anyone except the student from disclosing his/her academic or personal information. For instance, if a parent calls you and wants to know how their son or daughter is doing in their classes, you must decline and refer their request to the Registrar’s office. This same restriction applies to other educational institutions, such as universities or colleges that the student may be intending to transfer to. It also applies to law enforcement inquiries, collection agencies, or any other third party.
 
The Bottom Line:
Under no circumstance should you release any student information to anyone except the student. Refer all outside inquiries to the Registrar’s Office.
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