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Accessing Navigate

Access Navigate from the Faculty page in myMemphis or directly at https://memphis.campus.eab.com

Tum It In - Academic Integrity Software

Recognized worldwide as the standard in arline plagiarism prevention, TumItin helps
‘educators and students take full advantage of the interet's educational potential.
Used by thousands of institutions in over fifty countries, TumtIn's products promote
ariginality in student work, improve student writing and research skills, encaurage
collaborative learing, and save valuable instructor time.

umenline web site

Center for Teaching and Leaming

Follett Discover - Discover, Review, and Adopt your Course Materials

Course Roster & Drop/Add Activity

« Access the drop/add report Instructors can view drop/add activity for courses
they are assigned to teach.

« Access dlass roster with optional photo report Tnstructors can view class rosters
for courses they are assigned to teach wi
if the course is not fully oniine

+ Step-by-step guide A guide for using the Drop/Add channel

the option of displaying student photos.

‘SIRS/SETE Reports.

/SETE report archives

What are SIRS/SETE?

Interpreting SIRS/SETE reports

SIRS/SETE evaluation comments Student comments made on SIRS/SETE beginning
with the use of the online system (Summer 2005) can be accessed via this faculty-
nly link. Only the faculty member for  given course and appropriate administrators
an view comments.

Notice: Classes with enrollment that is less than four will not be reported.

umDegree

Uﬁdegree

Degree Audit Tool for Undergraduate Students

iant help planning for graduation? Unsure about the classes for next semester
to see how long it il take you to graduate? UMdegree can help!

More information

Questions?

Contact Jamion McNeil at 678-3528 or

Early Intervention Progress Reports
Issuing Alerts

My Classes (Daily View)

Class Time. CourseTitle | Location Assigned Hours

© 03:40am - 11:05 am ACAD-1100 Ball Hall203Class

Faculty Dashboard

Preferences

My Classes

> Academic Strategies L] Bo=

To view only online courses dlick on the myMemphis portal Student tab "Look Up
Classes’ function, you will need to use the sort options of Instructional Method

« RODP Web Asynchronous - UG or GR to view undergraduate (UG) or graduate
(GR) RODP courses
& Web-Asynchronous to view UM Online courses.

o @Courseware

oo ﬁgnlzlpus

UofM Virtual L

. track attendance, complete Progress Reports, schedule ag
2nd much, much more.

Page

1
2-3
4-5
6

Question Administration
Monitor SETE Participati

E website - What are SETE reports and how to interpret SETE reports
SIRS/SETE evaluation comments
Student comments made on SIRS/SETE beginning with the use of the online system

(Summer 2006) can be accessed via this faculty-only link. Only the faculty member
for a given course and appropriate administrators can view comments.

Notice: Classes with enrollment that is less than four will not be reported.

Effort Certification

Vs and Profiles Website

€V Help and Gudelines

Performance Appraisals and Evaluations

Staff Performance Appraisal System
Enter as: Appraiser | Employee | HR Administrator

Staff Performance Appraisal Reference Guide

Staff Performance Management Workshest

Faculty Evaluation I

SETE Course Evaluations

Complete 3 SETE Evaluation

mation

SETE alternate access iFtre above ik doss notwork for you, lease ey licing here You wilbe 3
supply your usr name and s "

SETE Avalability Schedule

Need help? Students Fe

ulty

For additional assistance call the ITD Help Desk at (301) 678-8885 or login to
umhelpdesk. memphis.edu.

Banner Admin Pages

SSCCampus@memphis.edu



https://memphis.campus.eab.com/
https://memphis.campus.eab.com/
mailto:rccrews@memphis.edu
mailto:rccrews@memphis.edu
mailto:SCCampus@memphis.edu
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Recording Class Attendance

Daily attendance tracking in Navigate is a convenient way for faculty to record attendance and share vital information
with academic advisors, academic coaches, and others working with students in your classes. Navigate also generates a
notice to students each time they are marked absence. This is an important reminder to students that faculty do in fact
notice when they do not attend class.

How to Record Class Attendance

From Professor Home, select Record My Class Attendance

THE UNIVERSITY OF

U
Professor Home V] MEMPHIS.

o Quick Links
Class Listing
Take me to...

CLASS NAME TIME ROOM Record My Class Attendance

. i i :003-12: Community Health ssignments Manage Assignments
(NURS-3000) Pharmacelogy in Nursing R 2:002-12:00p Building-2506 Assignments E& ASSIE

School Information

WY OH KD

Download Center for Reports

Select Course and Class Meeting Date

-
Course Attendance MEMPHIS.

Choose a Course

NURS-3000-301 Pharmacology In Nursing : Thursday, Jun. 01, 2017

© NURS-3000-301 )
R 8:00s-12:00p Actions =

To Excel | Cansus

STUDENT ABSENCES PRESENT? ABSENT? TARDY? EXCUSED? PATTERN
Baker, Krystal [l ()] ® ® ] Addﬂ:'?]grlr’ess B
Choose a Date P
" ; : Add Progress
o June 2017 o Bennett. Mackenzi 2. ] Report
Add Pr
i M@ S - ; E . e
. . . Add Progress
4 = 6 7 g o 10 Blackwell, Kaitlin 0.(0) @ | Report E
1 12 13 14 15| 16, 17 Add P
. it rogress
12 10 20 21 22 23 24 Carter, Cietarra 0. ] Report
25 26 27 28 2% 30
Add Progress
Cory, Amy 0. [ Report
Today Add P
o ! rogress
Degroot, Karalee 0@ T Report
Add Progress
s, Thall
Garces, Thalia 0@ i Report
: v Add Progress
Harwood, Natalie 0. ] Report
Add Progress
Kaur, Manprest 0.4 ] Report
Mark R: i P t
[T Mark Remaining Presen E Present E Absent 0 Tardy

Save Attendance
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Mark each student who was not present as Absent

Choose a Course

NURS-3000-301 Pharmacology In Nursing : Thursday, Jun. 01, 2017

@ NURS-3000-301
R 8:00s-12:00p

To Excel | Census

Q

STUDENT ABSENCES PRESENT? ABSENT? TARDY? EXCUSED? PATTERN
Add P -
Baker, Krystal 0(0) 6] © ' O Re;ct)xgr:gs B
Choose a Date S
. - Add Progress
o June 2017 ° Bennett, Mackenzi el (o)] & Report
Su Mo Tu We Th Fr Sa i Add Progress
Berry, Ziadie Q.M i} Report
m o
Add Progress
n 5 6 7 8 9 10 Blackwell, Kaitlin 0.0 _ ] Report =
1| 12| 13 14 15| 18| 17 add P
. rogress
18 19 20 2 2 B 24 Carter, Cletarra Q@ a Report
25 2% 27 28 29 30
Add Progress
Cory, Amy 0.4 =] Repart
Today Add P
rogress
Degroot, Karalee 0@ i} Report
i Add Progress
Garces, Thalia [oXi0)] & Report
i Add Progress
Harwood, Natalie [oXi0)] & Report
Add Progress
Kaur, Manpreet 0@ ] Report
Mark R i P t
[0 Mark Remaining Presen E Present Absent 0 Tardy

Mark all others as Present by selecting Mark Remaining Present and then Click Save Attendance

Course Attendance MEMPHIS.

Choosea Course NURS-3000-301 Pharmacology In Nursing : Thursday, Jun. 01, 2017
@ NURS-3000-301
R 8:00a-12:00p

To Excel | Census

STUDENT ABSENCES PRESENT? ABSENT? TARDY? EXCUSED? PATTERN
Add P
Baker, Krystal 0.00) _ B RE“ZER’EES e
Choose a Date "
R Add Progress
o June 2017 o Bennett, Mackenzi 0(0) Report
Su Mo Tu We Th Fr Sa - Add Progress
Berry, Ziadie 00) Report
-I 2 B dd
" Add Progress
4 =lhe 7 8 a9 10 Blackwell, Kaitlin 0.00) _ | Repart =

11 12 13 14 15 16 17

. Add Progress
18 19 20 21| 22| 23 24 Carter, Cietarra 0.0 5

Report

25 26 27 28 29 30 Add Progress

Cory, Amy 0(0) Report

Add Progress

Degroot, Karalee Q.00 Report

Add Progress

Garces, Thalia 0.00) Report

Add Progress

Harwood, Natalie 0.40) Report

Add Progress
LS Report

Mappreet 0.00)

g
2
5
2

Mark Remaining Present
= & . Present Absent 0 Tardy
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Early Intervention Progress Reports

Progress Reports are distributed during the 2" week of each term and the primary means for reporting a concern for a
student during the Early Intervention process. The initial email, along with several follow up emails, will contain the
progress report link. Faculty members can also access the progress report in Navigate following the steps outlined
below.

Faculty members are encouraged to submit individual students as soon as a concern arises. It is important to note that
students can be flagged individually as concerns arise. It is not necessary to wait until the first quiz, exam, or assignment
to flag a student for poor attendance. Likewise, it is not necessary to wait until close to midterm to have a calculated
grade in order to flag a student who does not regularly submit assignments.

For more information about the Early Intervention Process, including Frequently Asked Questions, please visit:

https://www.memphis.edu/cares/intervention.php

How to Submit a Progress Report

From Professor Home, click Fill Out Progress Reports (an email with direct link will also be sent to each professor)

THE UNIVERSITY OF

U
Professor Home V| MEMPHIS

Hoi, please respond to the following progress report request(s)
* Ryan Crews would like you complete 178 progress report(s) by Friday, Jun. 16, 201

1 ]
[~
i
o}
N

Quick Links
Class Listing
Take me to...
e TIME ROoOM Record My Class Attendance
(NURS-3000) Pharmacology in Nursing W 2:00p-5:00p Community Health Assignments Manage Assignments

Building-1610 I

Lambuth, Rs i School Informaticn
(NURS-3000) Pharmacology in Nursing M 1:00p-4:00p Cae':te‘:rmse”“ ton Assignments

Download Center for Reports



https://www.memphis.edu/cares/intervention.php
https://www.memphis.edu/cares/intervention.php
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Mark Yes for At-Risk to Fail Your Class for each student who is at risk of failing

Student Feedback

Your information is secure.
Security measures allow your school to adhere ta government rules and regulations concerning FERPA and overall student privacy.
Thank you!

Professor Chung:

You have been asked to il out progress reports for students in the following classes. Update each student based on your best knowledge of their performance at this paint in the term.

NURS-3000-001 Pharmacology In Nursing

" Alert Reasons (You must choose
hhivnllr

one if th dentis at Many Current Grade Comments

1 ' _ % Poor Test Scores o E|
) Yes E|
2 3
) No

3 _ * Missed Class 3 F E|

You must also select an Alert Reason(s). You can enter the Current Grade and any Comments but neither are required

Choose from the two submission options

32 Smith, Rebecca ©Yes E‘
1 No
® Y
33 Smothers, Hannah o Yes E‘
1 No
N @ Yes -
34 Stewart, Madison -
1 No

‘ Submit only marked students (but I'm not done) .

This button will submit students you have marked as being complete (effectively removing them frem your list of students). However, the students you have not marked will remain on

your list. As a result. you can re-use the link in the progress report email. at any time, to continue marking the rest of the students in your classes. Repeat this process until all students
have been marked in some form or fashicn.

Submit unmarked students as not At-Risk (I'm all done)

This is your "I'm all dene” button. It will submit the students you have marked as you indicated. It will also submit the rest of your students as not at-risk. For example, if there are ten
students in your course and only two of them are at-risk, you don't have to mark them all. You can mark the two at-risk students and then use this button to mark the remaining students
as not at-risk, therefore saving time and effort. Please use this button carefully because with just a single click, it will totally complete your progress report campaign.

Option 1- Use during weeks 2-5

Submit only marked students (but I’'m not done)- Submits only the students you have marked and allows you to come
back later to submit other as new concerns arise.

Option 2- Use during week 6

Submit unmarked students as not At-Risk (’'m all done)- Submits all students. Those who are not marked ‘Yes’ will be

automatically marked as ‘No’. Please use this option during week 6 to submit all remaining students and close out your
progress report.



Navigate Faculty Quick Guide

Issuing Alerts

In addition to progress reports, faculty members can use an Alert to flag a student of concern. he workflow associated
with a progress report and an alert are one in the same. Progress reports and alerts differ only in submission methods.
Faculty members can issue alerts at any point during the semester even if the progress report submission period has
ended.

Please note that it is not necessary to submit multiple alerts for the same issue unless something has changed.

How to Submit an Alert

Use toggle to navigate to Professor home screen (only necessary if you have an advisor role)

Advisor Home 2

My Susfability | Appointment Queuss | Appointment Requests

or Fall Term 2017 ~

From Professor Home, select ‘Issue Alert’
Professor Home

Class Listing

CLASS NAME TIME ROOM

Community Health

(MURS-3000) Pharmacalogy in Nursing R 8:003-12:00p Building-2506

Assignments

Students In My Classes

QENT NAME

COURSE(S) AT RISK?

Faker, Krystal MNURS-2000-201 No

] 2 enzi NURS-3000-301 No ‘ ‘

@ 3 Berry, Ziadie NURS-32000-201 No

Select alert reason, class alert is related to (if applicable), and leave any applicable comments

ISSUE ALERT

Student

Please select the reason you believe this = Excessive Absences
student needs assistance
Is this alert associated with a specific class? MNURS-3400-301 Clinical Pathophysiclogy, E|

Additional Comments

Student has missed 3 classes

Click Submit to submit Alert



