BE! Cyprus College

Cyprus College Limassol
SIS Faculty Portal Manual



Cuprus College

Document Version Control

Version

Date

Author

Description/Impact to Document

0.1 27/05/2024 | Panayiotis Demetriou Production
0.2 29/05/2024 | George Koutsoudis Production
0.3 30/05/2024 | George Pallaris Production

Page 2|14



g Cuprus College

(D 1o Yo E- T o PRSPPSO PRRPRUROPIN 1
USEE ACTIONS ittt e e et e st e s bbb et e et e e s e e s e e be et e e ee s s e ettt e s e e s bbb rar e e e e eseaanes 2
A= 0.0 1] T PP 3
USEE PrOfile ..ttt et he e et e s bt e e sttt e a bt e s abe e s nbe e s bt e e et e e e ehbee s anbe e sneeena 6
V=TT 1Y =1 o IO PP PPPPPPPTT 5
LU= =] o L= PP P TP O PR PR PP 8
FaN =T gL - ool OO 7
COUISE’S ADSEINCES ...ttt ettt ettt ettt ettt e ettt eeab et e bt e e e e ae e e et e e e eab b e e abe e s bt e e e abe e e abee s nb e e sanbeesabeeeenneesanneenanee 9
General Guidelines for GradebOoK. ..........c.eoiiiiiiiiii e e 10
LCT =T =T oo T TP USSP PP UPRROPRPUPIRPR 11
AANIYSIS vttt ittt e et e e e e e e e e e ettt et e e b—ee e e a bt te e et tae e e e tateeeenhbaaeeeebteeeeenteeeeennaaaeens 13
[CT T =] oY Yo ] QAN o F=1 AV ] S TPPPSPP 13
Check fOr EFFEA STUAENTS .....coiiiiieeeieeee ettt sttt ettt st et e s st e s n e e eean e e sn e e nmreeareesneeeneennneeane 14
INncomplete Or IN Progress STUAENT......uui i s e s bae e e e sabbe e e e sataaeesssbeeeesnsnees 14

Page 3|14



g Cuprus College

General Info about instructor portal

The student information system faculty portal will be used from instructor during phase 1 to:

1. Take attendance of registered students.
2. Mark students.

In the next pages you will see an overview of the system and specific sections on the above tasks for attendance,
and grading.
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Dashboard

This is the Faculty Portal initial page. At the left side you can navigate in the ‘Menu’.

The ‘Menu’ can be hidden by selecting this button.

At the top right side, you can use the ‘User Actions’ areai.e.:

o Select academic year \ Semester

o Access internal messages.

At the main area of the page, you can view the instructor ‘Dashboard’ i.e.:

o Number of sections, students (enrolled to your courses) and courses. (that you teach)
o Atimeline with messages about new emails and announcements.
o Course assigned to faculty.

o Menu bar on the left of the page.

O Cyprus College Nicosia DEMO - )
c Classter l 52024 ~ I 00 ¢
== Cyprus College
My Courses
5 4 6
0 pashboard A (CEN) Texvixég HAe Moo (CON) Texvxdg Hhextpo
‘ - Course Sections Students Courses > N e P RN e N
- S CST100-Etcaywy; CST103-Ewoaywy
Xpnpatootkovopikr Aoytotikr| E@appoyég MNpoypappatopd
Search 11907 11774 1776
4
G
e v ==
lQuick Actions
myCCLogin
Portal for all platforms of the college.
Set Availability

Note: You can, at any time, return at Faculty Portal initial page, by clicking the ‘Dashboard’ option in the main
menu.
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UserActions

| Semester

In order to select a semester:

S Click on the drop-down button and select a semester from the available list.

The page will be refreshed and will represent the academic data of the selected semester.

Note: The academic semesters available in the list are based on access rights given by the administrator. The
default (pre-selected) semester is set by the institution administrator and is usually the active semester.

User Profile

To edit your profile, go to the User Actions area:

S Click on the arrow next to your name label.

D Q &? g George Koutsoudis ~

< Click on ‘My Profile’.

w

)

n out
George Koutsoudis
G.Koutsoudis@cycollege.ac.cy
Mv Profile
vy Profile

o siile: b WL
Manuals & Videos

Support
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At the instructor’s profile page, you can:

o Add or remove your photo.

< Click on ‘Save’.

My Profile
My Profile
+ Save
@ Remove Photo
% Image Upload
Contact Information Edit Profile Entries
Address 176 Trig Clarence
City Karakas Karakas
Post Code
Area/State

Mobile Phone

Home Phone 43020243450

Contact e-mall eborg@classter.com

Advanced Actions

B Mes:

Saging Signature

| User Files

Basic Data

First Name
Elaine
Last Name
Borg
Username
ebarg@demo
External Provider Email

101 @demo.classter.eu

Security Preferences

Reminder e-mail

Preferred Contact Method

--Please Select—

(JciF ) Hide my birthday from other users

Online Meetings Preferences
Online Meeting Provider

MNane
Meeting URL

Password

Students'/Parents’ Meetings URL
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Timetable

< Select Calendar & Timetable at the main menu.

#™ Calendar & Timetable

Timetable

Calendar & Timetable>Timetable

The Timetable presents the instructor’s weekly school timetable. This is the “static” and “default” timetable that
you will follow during the semester unless any changes occur.

O Timetable +
$o Classter = Calendar & Timetable | Timetable s2024 ~ 00
Business Unit\School & O Categories
Ooa All . t D Show availability and ts

' Calendar & Timetable

Timetable

Monday Tuesday Wednesday Thursday Friday

Office Hours

CST100-Eroaywyr otoug H/Y kat Egappoyés CST103-Etoaywyr otov Mpoypappatiopé

CST280-Aopéheia Axciwv

< Click on the “Print” button, to print the Timetable

< Click on the “Exports” button, to export the timetable to pdf, excel or word.
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Attendance

S Click on “Attendance\Courses Attendance” from main Menu, to record a student’s absence at a specific
“date/course section/course” combination.

Courses Atte

O -
c Classter =

v ? D Histor,

Course’s Absences
You can manage absences for a selected section/course combination, on the selected date.
< Select Date that you want to manage absences for.

< Select Course Section and course that you want to manage absences for. For “same as” courses the same
course section will have multiple courses and you need to take absences for the students enrolled to each
course under the same course section.

< Click at the ‘Show’ button to see students’ absences according to the filters given.

< At each student entry you can activate ‘Absence’ (in case that the student is absent. By default all students
are present), select Absence Category, see Absence Type, add notes and check the absences’ total
number.

< Onthe student row you can also see a Medics case if there are any issues/recommendations related to this
student from EFFEA or other related departments.

g Classter 0g
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General Guidelines for Gradebook

1.

Instructor must choose which course want to enter the grades by choosing Course Section, Course and
Marking Period
e Depending on the course, the grading is divided into percentages:

(@)

O O O O O

O
O

Midterm Exam 30%

Final Exam 40%

Assignment 20%

Participation 10%

Adjustment (In case we want to give extra points)

The adjustment will be done manually and given equally to everyone. Otherwise, it must be
done outside Classter by downloading the “excel spreadsheet,” applying the formula, and
then uploading the spreadsheet.

The grade will be generated automatically once you enter the grades.

Click on Save to save all changes.

e Incomplete

(@)

If thereis an "Incomplete" for a student, you need to change the “Final Overall Mark” to blank
(using backspace) so the system understands that the student is "Incomplete." If the grade
next to it is marked as "F," it does not matter as the system understands the grade is
incomplete.
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Gradebook

In Gradebook you will be able give grades for every student.

< Use the Course Section, Course and Marking Period filters to show students and their marks as well as

their Final Overall Mark. Additionally, you can see Literal.

_ Gradebook [Term Marks]

= Gradebook [Term Marks]

V Filters # Hide - ¥ Enable supervisor mode

Course Section Course Marking Period
I‘:‘948 .I I BUS101-Eioaywyd otnv Emeipnon g ,I Spring Semester . I
_ Gradebook [Term Marks] . N @ -
= Gracebook fTerm irks - P QDG @
v | ?
V Fiers i .
Cours section course Varking Period
11048 P T ——— soivg Somiee Qow
BOBO # & Shrkngtvouht
Proto Frstnome ! LascNom dentyNumber 1 PublshDate | MTIO i sssro pasio nacarn saws vl vera ark Grade Coursesas
o [ &
LT ; = o =
@ o= o — e “ ==
e e iz o “ =

< Click on the Recalculated Final Marks after you enter all your marks.

< Inthe comment column you can choose to enter comments for each student regarding his/her performance.

Here you can also enter comments like “Incomplete” in case the student missed an exam.

4 Comments: Andrea Constantinou

Enter Comment
HME=0O W QEfx X Bsouce @@

£ oz e sy

EGE&E =
BIUSXx L« =5

- Nomal - Fot - Sue

<> Click on Save to save all changes.
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Another option is “Marking through Excel”. The steps are:

< Download the excel.
< Enter the mark per student.
2 Upload the excel using option “Upload marked Excel spreadsheet”.

riters -

Course Section Marking Period

/85 v Spring >emester

Type Assessment

All Assignment

Presence Delivery Status

Absent v StudentANameEUC StudentASurnEUC

Note: On the top of student names there is an editable box. There you can enter a mark and then click the
copy icon. This action will populate the mark entered to all students.

MT/40 FT/40 ASG/10 PART/10 ANAIQrH

Note: After the deadline of entering the final grades, the system will be locked by the admin, and you will not
be able to edit marks.
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Analysis

Gradebook Analysis
You can see statistical information Gradebook.

Gradebook Analysis
Anall Gradebook Analysis

ﬁ Classter =

- G
i Analysis

Gradebook Analysis

Student PARTICIPATION & ATTENDANCE (10) ASSESMENTS (90)

Click on the Show button.

O 0 0 0O 0o

marking period.

UPGRADING (0)

Suggested OM.

70

fo)

0 0 0 0

Final Overall Mark Result

700

Use the Course and the Marking Period filters to define the specific evaluation you want to see.

Check out the pie chart to see the students’ progress percentage on the selected course.
You can also see ‘the students’ progress evaluation in numbers e.g. C (70.00 — 74.00): 7 students.

At the Marking List you can see marks analysis for all students of the selected section for the selected

Note: Use the column fields to filter or show results in ascending/descending order.
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Check for EFFEA Students

Instructor will be able to see in attendance and in gradebook if a student has a medical condition or requires
special attention. This will be shown with a medical box in red, next to the student’s name. Instructors must be
particularly careful when sharing their screen on Classter with students to protect student privacy, especially
regarding medical conditions, as they may unintentionally share sensitive information.

Medical
P @ Andrea Constantinou Medical warning

Aveieiia kor  Awrapori Eliapponkic Ipocoyic ne

H Emuporm e Pormnréc pe Edwcéc Exnardevunéc Avayxes (E.Q.EEA)

s & Pana< Nicolaow hertovpyel o Pdom sceTEPIKGY Kavovicudy ot oroiot PBaciloviar oty
1GyvovGe GyeTtKn vouobecia (vopog tov 1999 «Ilepi Ayeris xot
Exnaidevong [Madrdov pe Ewdwcés Avayxeo» xor TpOTOMOMTIKOL vOUOL
uézpt to 2014) xar o onofot (scwTEPIKOL KUvOoVIGRoL) Exovv eykpBel and
m Zoykinto kot Epovv  smkvpmbel amd to  ZvpPfovio  Tov
Tavemoempiov.

Meté andé ™y afiohdmon tov/me oovmmi/tpws, n EPEEA tov
Evponaixod ITavemomuiov Kvmpov amoodcice kur svéxpwve v
TUPUYDPNGT TOV MO KATE SIEVKOABVGEDY:

ArzvkorOvesis Gy ETIKES pe T Siduokoiia:

1. Na 3idstat K ToV TPOTEPGV GTOV/GTNYV QOTNTI/TPI0 TO UKASNUAiKS
VKOS (1.

TMAVEMGTNHIUKES CNUEIDGELY TAPOVGIAGELS KATL.).

2. Muywtoedvnon 1ev Seléismv/epyacTnpiey P T YPURTH GUVHIvESN
Tov/mg

Sdacxovia/ovous (TIpoteivetan 6meg dnuovpymBel pa ypurt copeovia
o my

HoyVNTOOGVION HETalD S18doKovIa/oncas Kat QOLTNTH/Tp1us).

ArcvkoiOvesic mov GyeTiZovTOL pE TIC £2eTdoE1C (EVO1GNEGT] KO TELIKT]
&Zétaon):

1. Zto ypantd va sivar apond ypappéves ot spetesg. Kabe spdmon va
sivot og

EcympIoT GEMBU KAt VO aQVETUL HEYGAO KEVO Y10 TIG ATAVTIGEL

Incomplete or In Progress Student

Students that have pending exams or assignments and are considered incomplete or In-progress must not
have a “Final Overall Mark” in the gradebook. The system will automatically calculate the final grade but the
instructor for these students must delete the mark and keep the field null.
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