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Submit Syllabi

Instructions:

Go towww.smcc.edwand click on Canvas in the top right corrlasgin using your faculty ID and
your pin number.
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Click on Assignments on the left inside menu.

Find the appropriate assignment (for example, 249 Syllabi), and click on that assignment.

/{7 2018-2019 Syllabi x W

& C' | & Secure | smccinstructure.com/courses/83353/assignments/4291674 A dle

— 215.FA2014.Faculty » Assignments > 2018-2019 Syllabi

Home 2018-2019 Syllabi A Edit

Account

(i)
People

Dashboard Points 0

Files

Courses

Assignments

Please submit your syllabus for each different course (not section) that you teach.
Grades

Submitting  a file upload

&& Due For Available from Until
Groups

Calendar

115

Inbox

Aug 17 Everyone

I Rubric

c-’ Related Items

Commons
@ Settings % SpeedGrader™

Help L Download Submissions

0 out of 4 Submissions Graded

S

Click Submit Assignment in the dark blue box at the top.
Click Choose File and find your fegtlabus to submit.
If you have additional syllabi, click on +Add Another File.

When all syllabi have been selected, click Submit Assignment.
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< C | & Secure | smccinstructure.com/courses/83353/assignments/4291674 T *
Hame 2018-2019 Syllabi  Edit
Account Please submit your syllabus for each different course (not section) that you teach.
Grades
£
People
Points 0
Files
Submitting  a file upload
® e afiew
Dashboard
Due For Awvailable from Until
Courses Aug 17 Everyone
A8
Groups I Rubric
Calendar File Upload Google Doc
115
g Upload a file, or choose a file you've already uploaded.
Inbax .
File: Choose File | No file chosen
Settings
c-’ |- Add Another File
Commons Click here to find a file you've already uploaded
® .
Help
Cancel Submit Assignment
[ .
Comments:

Syllabi are due before the first class each semester.
You only need to upload once per year for ealdss, not section.

Your syllabi should be in the SASlggested format anthust include the ADA statement and
student learning outcomes.

RECOMMENDED COURSE SYLLABUS FORMAT

. COURSE NUMBER AND TITLE
A. The semester the course is taught, first or second or dinst/or second
B. A description of the course as it appears in the colliégtalogincluding pre or co-
requisites
C. Instructor's name
1. Location of office (building and room number)

2. Office phone number
3. Office hours
D. A list of materials requiredrfthe course
1. Text book (include title, author, publisher, edition, etc.)

2. Workbooks



3. Other materials

GENERAL EDUCATIONAL GOALS

A. General educational goal statement (This should be the same for all sections of the
same course and should ientified by a consensus of all faculty who teach the
course.)

B. General education outcome statements

OTHER COURSE/DISCIPLINE GOALS

This section is more individualized, allowing for differences in the emphasis used by the

various faculty teaching the sameurse.

A. Other goal statements

B. Other outcome statements

METHODS OF ASSESSMENT

The methods of assessment or measures used to provide evidence of a student's

success should be identified in this section. It should include the various methods used
bytKS Ay adNHzOG2NJ 62 RSGSNXYAYS GKS &addzRRSyidQa
about the use of subjective and objective assessment techniques (i.e., written

examinations, oral examinations, laboratory work, daily assignments, classroom
participation, etc).

POLICIES AND PROCEDURES

A. Grading

All policies relating to grading should be included here (ie, grading scale, how
grades are calculated, grades that can and cannot be earned, etc.).
B. Attendance

Policies on absences of all kinds should be inclined (ie, excused absences,
illness, weather policy, etc.).

C. Assignments

The policy on assignments that are turned in late should be included here.
D. Makeup work/exams

Dates of exams, missed exams, and policy on making up missed work
E. Cheating/stdent conduct

Faculty may want to include specific information on cheating and conduct (dress
code) or refer to these policies on cheating in the student handbook. All
students should be made aware that they are not allowed to wear caps, hats, or
headgearof any kind except for medical or religious reasons. This policy applies
to all campus buildings except athletic facilities and dormitories.

F. Withdrawal
Faculty may want to outline the process and procedures of withdrawal here.

G. Other (copyrightws, plagiarism, etc.)

3N



VI.

VII.

VIII.

TOPICAL OUTLINE

This section of the syllabus should include a complete topical outline of the material
covered in the course. The information may be as general or as specific as the faculty
member wishes, but at a minimum shouldprde the student with an overview of the
course content. A calendar of scheduled topics and of teaching methodologies (lecture
and lab) may be included.

ASSIGNMENTS

The faculty may or may not wish to include a detailed section of course assignments.
However, this section should include information on work that will require additional
time such as labs, field trips, etc., and possible expenses beyond the cost of the
textbook- Also acquiring extra credit.

OTHER (OPTIONAL)

This section is to be used fodirmidual preferences on bibliographies, a sample test,
outside resources, Libratyearning Resources Center information, etc., and a copy of
the course final examination.



Print/View Class Rolls

Instructions:
Go towww.smcc.edu

Click on Quick Links, AccessSW Pro. If you do not haseaad@unt, you can use Accesdh/
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Find the Instructor Info Center either under Quick Links, Info Centers or Inquiry, Info Centers.
Click oninstructor Info Center.
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Under Course Administratiom¢re are three different options for viewing and printing your

class rolls. Course Roll Inquiry will show you everyone scheduled for your class and will identity
scheduled vs. registered. PriregisteredCourseRollswill only include those students who

have completed the entire registration proced2rint Merged Course Rolls includes scheduled

and registered but does not identify the status of the student. Choose the most appropriate for
your purpose.

To print class rolls, use the printer icon in the top right corner of the gray part of the screen for
Course Roll Inquiry. For the other two options, choose Show Report. The file will be
downloaded and can be accessed in the bottom left corrigtoor window.

[ Main Page %
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Advisor Info Center
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Instructor information Center

: ; Bookstare Requirements Close Instructor: SHA1121 SHOWS, ALICIA
Business Services Cut-Outs
TS EEET S Select] Course Roll Inguiry 5

Course Schedule Inquiry

Accounts Receivable Pre-Requisite Registration
Print Registared Course Roll

Eookstore
Print Merged Course Rall
Budget Center Processing Print Signature Course Roll 22 Reg Campus Grade Status Attendance Show All Det:

" Record Final Grades .
Capital Assets CSCIT3 O oo i Torm Grades 0 01 ¥ Show Details
Dorm Management

General Ledger

Student Unofficial Transcript
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Submit Attendance
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Student Services
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Code File Maintenance
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Program Info Copyright 2018, Alliant Data Systems, Inc|

Comments:

During late registration, please print your class rolls as close to class time as you can. Ifa
a0dzZRSyd Aa y2i0 2y @&2dz2NJ NP fininediade®.y R GKSY (2 (KS w¢



Enter/Submit Attendanceand Cutouts

Instructions:
Go towww.smcc.edu

Click on Quick Links, AccessSW Pro. If you do not have a Pro account, you can use AccessSW
Lite.

Login using the appropriate credentials.

Find the Instructor Info Center either under Quick Linkig @enters or Inquiry, Info Centers.
Click on Instructor Info Center.
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Click on Course Administration and choose Record Attendance. Click one of the courses listed
below. You will see a calendar. Select the day for which you want to record attendance.

most cases, the quickest way to submit attendance is to choose Aatadilthen change the

status to absent, tardy, etc. where appropriate. Then update the class. You may repeat for
additional dates. Click Cancel to go back to your class ligbtwse another class.

After all attendance has been entered for a semester, you will need to choose Submit
Attendance under Course Administratioiou will then be asked to submit your initials and
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birthdate as an electronic signature to verify the attenda you have submitted is accurate for
the semester.

Cutouts:

If a student exceeds the number of allowed absences, and you choosedotdhie student,
click on Cubuts on the same Course Administration menu you use to submit attendance.

Comments:
Make sure that attendance for all classes is submitted at least weekly.

Be sure to check that students you believe have dropped the class are marked appropriately in
the attendance list. Sometimes a student may not follow through with the drop procdss o
allowed to reenter class, and if you do not mark them as absent and used autofill, the student
will show as in attendance. Incorrect attendance information can affect financial aid,
withdrawal dates, and tuition and fee refunds.

Online courses areah marked for specific days, but the MSVCC has chosen days to report
attendance. For L&veek courses and-®&eek courses, use Sundays. Favekk courses, use
Sundays and Wednesdays. Favéek classes, use Sundays, Wednesdays, and Fridays.

Online:

If youhave students in an online class that are not hosted by Southwest (not listed in your
course rolls on Alliant Pro or Lite), then you need to submit attendandeany cuuts weekly
through the Enroliment ToolSMCC students will be listed in AccessBW ¢r Lite) and should

be processed the same as traditional students. The audit date and 60% dates are for reference
only. You need to make sure that your attendance isaigate by those posted dates. No

show dates are very important, so please da tiink you are doing a student a favor by not
submitting the neshow. You submit nehows as cutouts for SMCC students and as a Request
for withdrawal in the Enroliment Tool.

a. Log into theEnrollment Too(ET).
b. Select the currenBemesteron the Main Menu page.

c. Click theAttendancetab at the top.

ystem (ET)

Main Menu | Courses ‘ Attendance Security

d. TheAttendance Managet.ocal Navigation Bar is comprised of the following
tools:
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1 Attendance ReviewThis is the main Attendance Manager Tool and is
the default page for the Attendance tab.

9 Request forDrop: This will display a list of all students who have a
Request for Withdrawal.

Main Menu Courses Attendance Security

Attendance Manager

Select Course: —Select—- v
Attendance Management Title:
+ Attendance Review Section: Start: End: Census: Whks:
N Requﬁgcfg[ ergeigation
Bar

TheAttendance Managetool is designed for you to take attendance for your students
once a week for 15 and 8 week courses and twice a week for 3 and 4 week courses.

e. Select a course from th&elect Coursdropdown menu and choose a date from
the Choose Datelropdown menu.

Attendance Manager

Select Course: | -Select- 4 Choose Date: | -Select—- v
Title:
Section: Start:t End:  Census:  Wks:

f.  Your students will appear along with a drop down box to filter your list of
students.

9 All Students:This will display all students that are in your course in the
Enroliment Tool.

9 Non Local StudentsFhis will display only the ndocal students in your
course and will not display students from your local institution.

Set All Present ’*’”"’“— '
Present: 18 Absent: 2

| Non Local Students | ID. Absences Reason LDA Attendance Drop

All Students

51
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g. Click theSet All Presenbutton to add thePresentstatus to all students. This
button will only work once per attendance date. After you have clicked it once,
you will then need to modify the attendance status by following the instructions
Ay aidSL) aSéo

Attendance Manager

Select Course: | LLS 1313 003 v Choose Date: 01/21/2018

Title: Spring 2018 LLS1313 003 Orientation (MSVCC)
Section: LLS 1313 003 Start: 01/16/2018 End: 04/27/2018 Census: 02/18/2018 Wks: 15

Course Allowed Absences: 2

All Students v | Set All Present | #
Present: 18 Absent: 2
No. Student ID. Absences Reason LDA Attendance Drop
Instructor . )
1 0z2/18/2018 Absent
Droppad
2 1 Absent Req. Drop
3 0

Present Req. Drop

4 0

Present Req. Drop

h. The number of absences allowed for that counst appear at the top along

with the total number of students present and the total number of students
absent for that attendance period.

Course Allowed Absences: 2

All Students ¥ Set All Present —
Present: 14 Absent: 2 ﬁ

Click on theAttendancestatus of a student to change their attendance status
from Present to Absent and vicerga.

1 Once you change the status it is automatically saved.

i TheAttendancestatus of a course can be changed at will as long as the
course is still in progress. After a course closes, the Status can no longer

be edited.
No. Student ID. Absences Reason LDA Attendance Drop
1 0 Student Request 08/23/2017 Present
2 0 Req. Drop
3 1 Absent Req. Drop
4 0 Present Req. Drop

If you would like to print a quoy of your attendance for that course/date, click
the Printericon.
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Title: Spring 2018 LLS1313 003 Orientation (MSVCC)
Section: LLS 1313 O03  Start: 01/16/2018 End: 04/27/2018 Census: 02/18/2018 Wks: 15

Course Allowed Absences: 2

All Students v

| Set All Present ‘

Present: 14 Absent: 2 d

Attendance Reporfor a particular course/day:

Msvcc Atte ndance Report Date: Tuesday, August 29, 2017
Fa" 2017 Enl‘o"mer‘lt Data Attendance Date: 08/27,/2017
(LLS IL.E Q03] - Fall 2017 LLS1313 0OO3 Orientation (M5VCC)
Instructor: Start: 08/21/2017 End: 12/01/2017 Census: 09/24,/2017 Weeks: 15
No. Student ID. Absences Reason LDA Attendance
1 0 Student Request 08/23/2017 Present
2 0 Present
3 1 Absent
4 0 Present

K. If a student needs to be withdrawn from a course, click®eg|. Dropbutton in
the Drop column of the student that needs to be withdrawn.

No. Student ID. Absences Reason LDA Attendance Drop
1 0 Student Request 08/23/2017 Present
2 0 Present Req. Drop
3 1 Absent Req. Drop
4 ] Present Req. Drop

I. TheRequest Withdrawabox will appear.

Request Withdrawal
Student:
*Type: | -Select- ¥
Comment:

m. In the Typebox, select one of the two options:
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1. Request DropSelect this option to withdraw the student from the
course. If you sele®®equest Drog. O2 Yy (i A Y dzS Rédhes 1 SL) dRé @
forDropg Aff 06S aSyid (2 GdKS addzZRSydaQa 1 2ai
processing.
2. Working with Student:Select this option if the student has received
more than the allowed number of absences but you are currently
working with the student to receive the appropriate documentation so
the student will not be withdrawn. If you seleédtorking with Student
1AL G2 aGSLI aS¢ o

n. If Request Drops selected as th&ype aReasordropdown box and ahDA
box will appear.
I ReasonSelect one of the fourReasoroptions:
1. Never Attended
2. Student Request
3. Instructor Dropped

4. Other
f LDA9Y(GSNI GKS &aiGdzRRSyidQa [5! Ay GKS FT2NXYI
Request Withdrawal
Student:

Type: | Request Drop

Reason: | --3elect--

LDA: |MM/DDMAYYYY

0. Enter a comment in th€ommentbox if additional information is needed by the
eLearning office.

p. ClickRequest Drogo complete the request or clidkancelko cancel the
request.

g. After you clickRequest Dropthe student will appear in blue, and tiieq. Drop
button will be removed.

Mo. Student ID. Absences Reason LDA Attendance Drop
1 a0 Student Request 08/23/2017 Present
2 0 Present
3 1 Absent Req. Drop

TheRequest for Drogool will display all students you havequested to drop or are
working with.
r. Inthe Local Navigation Bar, sel&gquest for Drop

S. All of the students you have requested to drop will be displayed with the
following information:
9 Name This will display the student name.
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CourseThis will display the course name.
Allowed AB:This will display the number of weeks in the term and the
allowed absences for that particular term. Information will be listed in
GKS F2NXI G asSS1a Ay GSN¥Yék alftt26SR |
indicatesthe course is a 15 week course that has 2 allowed absences.
9 Std AbsencesThis will display the number of absences currently
recorded for the student.
f Actonn¢ KAa ¢Aff RAALX I & GKS GeLlsS oawSl dzSz
{GdzRSy (¢ 0
ReasonThis will displayhe reason the student is being dropped.
LDA:This will display the LDA entered.
Status
1. Open:Open indicates that the eLearning Office has NOT
processed the Request for Drop/Withdrawal.
2. Closed Closed indicates that the eLearning Office has processed
the Request for Drop/Withdrawal.
9 Del: This will display a delete button so you can delete a Request for
Drop.

Request for Drop Search by: | Last Name v | Value: - X :

Page Size: |25 v | Page Number: | Records:2of2

= =4

= =4 A

| Requested Droj

Filter by Site: -Select- v | Course: | -Select- v |Instructor: -Select- v | Status: -Select- v

Name Course Allowed Std Action Reason LDA Status
AB  Absences

LLS 1313 Instructor

15/2 1 Request Dro 03/15/2018 Open 101
003 / d i Dropped P
LLS 1313 Working with -
15/2 0 g Open | 1
003 Student

tt. ¢2 SRAG Iy ahLISyé NBIljdSSaags Ot A0l 2y GKS y
1 TheRequest Withdrawabox will appear.
9 Make your changes and then clidbdate Regest.
1 You can also delete a request by clickiredete.
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u. ¢2 RSESGS Iy & Dedseymashibub ip tedal dcobmnOifyaud |
delete a request, the name will be removed from fRequest for Drogool, and
the Req. Dropbutton will reappear on th Attendance Reviewool.



















































