SAZNISWEB'

FACULTY ACCESS INFORMATION AND INSTRUCTIONS

For Lancaster Theological Seminary

Welcome to the new features of SONISWEB for Lancaster Theological Seminary. On the following
pages, you will be guided to the features available to you for the purpose of reviewing the academic
records of advisees, printing rosters, communicating with your students, etc. Additional features will
be added as the semester proceeds. Should you have any difficulties with accessing SW, please send
a message with a description of the problem to sonis_help@lancasterseminary.edu, with the subject
line: SONIS ISSUE.

LOGGING ON TO SONISWEB™ As A FACULTY MEMBER

Faculty Access Click the Faculty access link from your
Web site and enter your Lancaster

- _— Seminary e-mail address and the PIN you
h were issued. Then click the “Login” button

1f you have forgotten your PIN and/or 1D, please click here. that WI” take yOU tO Biographic DISpIay lf
"Remember ALL final grades are due before Monday, May 16th" yOU are not on record asa member Of the
faculty, this will not work. NOTE: For
security reasons, it is important to use the “Logout” tab when you have finished your work in
SONISWEB.

Typically, this is the o~ & B -l

first display you see Bl AL

When you |og |n S d F 1 ()B..IIaur.B:f_'._, Event: File Uplosd Updste Bio Sssrch Remindors
- r'

Just below the tabs ch“rED ac'f ty Options

; or Dorothy Flanagan

is a summary of

your biographic

= &

oo - r—

information. To Address: 1?'EE]TSibster StCT o788 Position: Professor
aterbury ,

change th.ese Phone: 203-555-8811

entries, click the

“Update Bio” icon at

the top of the page. School Year: IQUUBU9 ~| Semester:[2 ~ Change Year/Semester

At the bottom of the

page is your BIO105  Micwobiclogy 1 FRI 8:00am-§:55am S300
i BI2121  Fathology 1 THU 8:00sm-8:55 5200

teaChIng SChedU|e BIO150 S:rudurerinEsisln-g}' 1 MON B:Dﬂs;:n—S:E-;s—; 5100

To see the teaChlng BIC180  Elective Orthopedic Massage 1 WED &:00sm-8:55am 5200

schedule for a

different year or semester, click the School Year and/or Semester dropdown arrows. You get a list of active
years and semesters. Make your choice from the lists, click the “Change...” button and you see the schedule
for that year and semester.

Click the underlined course code to see the
screen (shown on left) that students see when
they view their schedule from the Web.

Close

Lead Faculty: Flanagan, Dorothy

Instructor: Flanagan. Dorothy Email Instructor
Classroom: 5200

Start/End Dates: 08/01/2007-12/31/2007

Day/Times THU 8:00am-8-55am

Svllabus

Sunday:

Monday: 9-00 AM. - 11:00 AM.
Tuesday:
Wednesday: 10:00 AM. - 11:00 AM.

T
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QUICK REFERENCE: FUNCTIONS IN ALPHABETICAL ORDER

Advisee Processing

If you have been assigned students to advise, you can work with their records by clicking the Advisee

Processing tab to see your advisees’ records.

Advisee Listing

Logout Biographic Advisee Listing Courses
Lol Bellows, Wendy M No
e Hemingway, Emest No
View Records I Email Advisees |

Click the radio button beside the
student’s name and then click
the “View Records” button. The
“Email Advisees” button will
allow you to send an email note
to all or only specific advisees.

The student’s record will appear as below. Use the icons at the top of the record to perform the following:

| Degree Audit: This function

-

s H 8 =0

= '
Deeres Audit Grades Resistrstion Scheduls Reminders

Adpvisee Processing
for Wendy Bellows

Logout Biographic Advisee Listing
Address: Photo
Chapel Hill , NC Entry Date:
Phone: Campus:
EMail: whellows@sonis.com Department:
Program: Fine Arts Division:

Options: IGrades vl View Records |

Courses

08/01/2003
Washington
Liberal Arts
TBD

is not yet available.

Grades: View the person’s
official grades to date.
Registration: Students will
be able to register online
during the stated dates,
provided they are cleared to
register.

Registration Hold function:
When you are meeting with a
student for registration

Transfer Courses Accepted for Credit - NONE
Completed Courses - NO COURSES WITH OFFICIAL GRADES
In Progress Courses

|2001021 ART200 20th Century Art
[200102/1 AUT100 Authorization Course
|200102/2 AUT100 Authorization Course
|200808/2 BIOL101 Biclogy |

Transcript
Advisory Data
Started  01/12/2009

S s am

Stopped

2.00
3.00
2.00
3.00

Met with Wendy to review Degree Audit

Online Registration Hold: I

advising, “‘uncheck” the
Online Registration Hold box
at the bottom of the record to
clear that student for online
registration.

Schedule: View the person’s
class schedule. To look at the
schedule for another year
and/or semester, use the
dropdown selections.
Reminders: Send a reminder
to this person or yourself. The
light bulb will appear to be
“illuminated” when a reminder
is waiting.




SAZNISWEB'

For Lancaster Theological Seminary

FACULTY ACCESS INFORMATION AND INSTRUCTIONS

Books - Assigning a Textbook [Note: This function is not available. The current process using the

MS Excel form will be used until further notice.]

Bulletin Board [Note: This feature will be available soon.]

Course Announcements

Faculty members can add course announcements that students can see when they access their course
information page. Faculty can add, edit or delete the announcements by clicking the Biographic tab, picking

Upload File |

Bocks Click to edit or [2/12/2008
. delete existing

Tiﬂe;lr'ﬂuseum Wisit

the course name link and scrolling
down the display to the
announcement entry section.
Students will be able to see these
announcements by clicking on the

Submit to save

% Reset | MNew Message -click

message . .
N Ve eall De Tisieang the fv Bistory Musemm [ Schedule tab in their Student Access,
Mlessage: on Monday April, 23rd. emenmber that the . . . .

entry fee will be £10.00| | clicking the underlined course link

and scrolling down the course
information page until they find the

Course Evaluations [Note: This feature will be available soon.]

Degree Audits [Note: This feature will be available soon.]

File Upload Allows the faculty member
to upload and assign one or more files to a
class, for student access. This feature is
available while on the Biographic or Courses
pages as an icon called “File Upload”. Click
the icon to launch the File Upload page. You
will see a page similar to the one at right.
Click the “Browse” button to locate the file on
your PC. Insert a description specific to this
file. Indicate whether this file is Public or
Private. Public means that this file will be
available to other faculty members to use.
Private means that it will only be available for
upload to this faculty member.

announcement.
2
Seerch
File Upload
for Joy Pepe
Logout Biographic Courses Advisee Processing
|Art 200 - List of Supplies.doc Art 200- Supply List 01/05/2009 Private
MModem Art.doc Modem Art 12/12/2008 Private
limagel jpg Imagel 12/1272008 Private
File: Browse
Descripiinn:l
Already Public/Private

(el C

Upload File

uploaded files

Close

Lead Fatnl{\-: Pepe, Joy
Instructor: Pepe, Joy
JEML10
01/01/2009-05/31/2009

MON 10:00am-11:55am, WED 10:00am-11:55am, FRI 10:00am-11:55am

Email Instructor
Classroom:
Start/End Dates:

Day/Times

Syllabus

Monday: 2 pin - Spm
Tuesday: 11 am - 2pm

Friday- 9 am - 11:30 am

/

Modern Art.doc
Art 200 - List of
Supplies.doc

‘TO SAVE FILE: Right Click, Save Target Av'Save Link As

Modem At 127122008 I Remove

01/05/2009

Remove

Art 200 - List .. - At 200- Supply:
image1 jpg - Image1 =l

Assign File |

At 200- Supply List I Remove

\

Click “Upload File” button. The uploaded file nhame will
appear as a link on the top portion of the screen. If you
click on the file name you will get a detailed page
describing the uploaded file. Once a file has been
uploaded it can be attached to the particular course
information page located on the Biographic page of
faculty access. The course information page is seen as
a link under the course name. If you click on the link you
access the course information page. See a sample
course information page on left.

Click on the name of the file(s) you want to assign to this
course information page, (located in the window right
above the button called “Assign File” as shown in Figure
22). Click the “Assign File” button to attach the file(s).
Notice that once the file is attached it can also be
removed. To remove an attachment place a checkmark
in the box marked “remove” and then click the “Remove”
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button. This will detach this particular uploaded file from this course information page.

Forum [Note: This is currently done through Google.]

Grade Input

Definitions:

Grades (alpha or Pass/Fail) are given a P

for a course. Ly iome s
Course Section Grade Input

Click the Courses tab. Logout Biographic Courses Gradebook

Click the Grades icon.

Change the School Year and/or School Year: [ 200809 7] Semester: [Spring =] Change Year/Semester |

?Ce;;gisgteer IE rt])i(t:etsrs]ary C“Ck the Course:Section lm View Selected Roster |

Choose the course and click the ART200 History of Modern Art Section: 1

“VieW » button Weighting Scale: ART

Use the drop-down arrows to enter the

1) Allen Alan (AL3215267) A (OFFCL)  05/31/2008
grades. As a shortcut, you can use 2) Ammons,John M (AM7129759) [ [az] UNOFFCL
your keyboard to enter the grade —B ) Brown Betty (BR6007431) [= [cH UNOFFCL
for example — and the grade starting ) Devote, Patty (DE9949609) [ [8F] UNOFFCL
. - . 5) Falcone.Jim (JI3207667) [ [c=] UNOFFCL
with that letter is placed in the grade ) Lakewood Karen (LOBG66426) = [ UNOFFCL
box. If you use + and - grades (e.g., 7) Renair Pierre Auguste (RE1484480) = = UNOFFCL
B+, C-), use the dropdown menu not
the keyboard. Reset |  Submit |

The Enroll Code will display as either
EN=Enrolled, CE=Continuing
Education or AU=Audit. This helps in determining the appropriate grade for the student based on their
enrollment status.

The grades are not official until the Registrar or other authority makes them official. There is a specific process
for doing that. Until they are official, they do not appear on official semester grade reports.

Gradebook [Note: Dean and Faculty will determine when this feature will become available.]

Logout

When you have finished your work, click the Logout tab. If you end your session by clicking the button on your
browser, SONISWEB™ does not register the logout. The system still “sees” you as logged in but not active.
As a result, you will not be able to log in again until the automatic timeout period has ended.

Photos of Students in a Course [Note: This feature will be available soon.]

As a Faculty member you can access photos of your class. When you select a particular course on the Course
tab you will see a “Link to Course Photos”. If you click the link you will see an alphabetical photo display of
registered students for that course. If no photo is available for a particular student, you will see only a black
silhouette as a representation of that student.

Registering a Student

Students will register online during the stated registration periods provided you have “cleared” them during the
advising process for online registration.

Reminders

You can use the reminders feature located

on the icon tool bar to send reminders to
yourself. The “lighted” bulb indicates that ? O & P
there are stored, unread reminders

available for viewing when you click on the

]
Bulletin Boerd Eventz Fila Uplesd Updste Bio Sasch | BEeminders

Secured Faculty Options

icon. If the bulb is not lit,you have no
unread reminders.
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To send a reminder to yourself, click the light bulb (whatever its color) and you get the reminder prompt with
an “Add A Reminder” button at the bottom of the reminder list that opens a blank template to create a new
reminder. Stored Reminders shown as unread are in boldface print and those already read appear in gray
text. Click the underlined reminder and the full text appears. Also at the bottom of the reminder list is a
“‘Reminders | Sent” button which redisplays the list of reminders.

Sorting: You can sort by any of the four columns above. The current sort is indicated by the red triangle-
shaped icon next to the header, in ascending or descending order. Secondary order is also applied. When
sorting by DATE, the secondary sort is by FROM or TO. All oth-er columns are sorted secondarily by DATE.

Reminders can also be sent to your students.

First - select a course from the Course tab, making sure you select the course section, clicking on the “view

selected roster” button.

Remind Clas:

Next - Click on the Reminder icon located on the far right hand side of the tool bar. A Reminders
page will launch. Complete the details including whether you want to remind yourself as well, click
Submit. If you are set up as an advisor you can also send reminders through the Advisee Processing

tab. View the record of the particular advisee and use the light bulb on the tool bar to create a reminder

addressed to that particular advisee.

Rosters
| | Click the Courses tab.
Be e a0 £ % Change the S_chool Y“ear and/or”Semester if
% Grades Attendance Gmdsbook Syllsbus Bocks Forum Fils Uplosd Printable Emsil Clsss Sssch Remind Clsss necessary CI|Ck the Change .. button
- e Course Section Roster T Choose the course and click the “View...”
rout dvisee .
=== SRR SR button. These are the students enrolled in
School Year: [200808 =] Semester: [Sping =] Change YearSemester | your course section. The icons at the top of
the record are used for:
Course: Section | ART200 -1 ~ View Selected Roster |

Link to Course Photos

\ART200 History of Modern Art Section: 1
JEM110 Monday 10:00am - 11:55am
JEM110 Wednesday 10:00am - 11:55am
JEM110 Friday 10:00am - 11:55am

Allen, Alan
Ammaons, John M
Brown, Betty (Betsy )

AL3215267
AM7129759
BR6007491

919-666-8888

Syllabus

Clicking the Syllabus icon uploads your
formal course description. See “Syllabi:
Creating then Uploading” for the details.

01/01/2009-05/31/2009

Printable Roster

Click the Printable icon and you get the roster in
a nice printable form. Click the printer icon at the
top of your Web browser to send it to your
printer.

E-Mail Note to a Student

Click the under-lined name of a student on your
roster and your e-mail system begins a note for
that student.

Cowrse Section Roster
2004/05 Semester: 1
BIOL101 Biology I Section: 1
B200 Monday 5:00pm - 7.00pm
C200 Wednesday 10:00am - 11:00am
B200 Thursday 5:00pm - 7:00pm

09/01/2004-12/12/2004

Mame jin] TPhone
Allen, Alan ALI2N5267
Blair, Tany BL3E2027E 000-299990-0000

Longfellow, Henry WY LOBB49654

Viewing - Tear: 200405 Semester: 1

=-- Return

E-Mail Class

Biographic Courses Adbvisee Processing

{ Check AllEmail ¢  Uncheck All Email ¢ }

E-Mail Note to the Entire Class with Attachment
While viewing the class roster, click the Email Class

To: ART200 1 History of Modern Art
From: joyp@lacfa.edu

Subject: |

Message:

=
=
Attachments:
Click on Browse to select your file, then click on "Attach File™.
Browse Attach File
Cancel | Erase Message |
~ Allen, Alan aalen@sonis.com
~ Ammons, John M johnmarkammons@hotmail com
=

Brown. Betty bettb@emailaddress com

icon. Check/Uncheck “All’. Email will place or remove a
checkmark in the email box located at the bottom of the
screen, next to the students’ names. You can
remove/add a checkbox to include/exclude a student
from the emailing. You can attach a single file or
multiple files to the e-mail note using the Browse button
to find it on your computer and the “Attach File” button
to link it to the note. When you click the Send button, it
accompanies the note.

Send
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Search | :
Search is a standard function in gl 5
SONISWEB™. It is available to all Web Search -
users with an ID and PIN. Click the Search Logout Biographic Courses Advisee Processing
icon, choose the status (Student, Faculty,
etc.), enter what you know of the name and e e
click the Search button. If the person’s e- Last Name: [rem
mail address is available to the public, you First Name:
will see it in. Click it and it starts an e-mail , sate:[
. Graduation Year:lﬁ
session to send a note.  soach |
I Search Results
Hemingway , Emest 12 Main St Woodbury cT 06798 Mot Availsble
Hemingway , Murie| Not Available

Syllabi: Preparing and Uploading

Preparing the syllabus

Once your syllabus has been created, you must save it in one of three formats:

A simple text file called “.txt”: its advantage is that it can be viewed in nearly
any browser on nearly any type of computer. You can prepare it with a simple
text editor or use a word processor then save it as a .txt file.

A Rich Text Format word processing file referred to as “rtf” is prepared using a
word processor and saved as an .rtf file. The disadvantage is that the person
viewing your syllabus must have a compatible word processor or a word
processing viewer installed on his or her computer.

The .pdf format permits a more elegant look and can include graphics,
formulae, and handsome text, but does not require the student to have a word
processor installed on his or her computer to view it. Most students have the
free Adobe® Reader on their computers to view it.

Uploading the syllabus

Click the Courses

Logout Biographic Courses Advisee Processing b
tap.
Syllabus Change the School

BIO105 (Microbiology - Section: 1)

File Name: 0808048314435607.pdf

Last Modified: 07/01/2009 4:29:03 PM

File Size: 2725

Uploading another will replace this syllabus.

Remove Syllabus

“Change...” button.

Syllabus Uploaded / Replaced

Browse... | Upload Syllabus
Click on Browse to select your syllabus, then click on Upload.
Your Students can access this by clicking on the course under their
schedule.
(This is restricted to .pdf, .rtf or .txt files only)

the underlined name of the course, and you will see a Syllabus link.
Click Syllabus to confirm what you just uploaded.

xt, .rtf or .pdf

:/2127.0.0.1/sonisweb 00/crs_files/20011.... |9 [ B

hittp: #/127.0.0.1/s0x
MME302 Maritime Engineering Infroductiom,

This course builds on MME3OL. Whers 301
THIS COURSE REQUIRES A TUO-WEEK AT-SEA Li
These major topics will be coversd with p
* Uatch scheduling with emphasis on skill
* Feeding, including provisioning and stc
* Sleeping accommodations, cleanliness, ¢
* Medical/injury evaluation, treatment ar

* Cargo stability and inspections at sea.

* Basic propulsion in the context of & wo

3 http://127.0.0.1 /sonisweb100/crs._files/20011... ISl

MME302 Maritime Engineering Intrc

This course builds on MIME301. Where 301 dealt with pos
maintenance, etc., 302 focuses on al-sea operations. The e
feeding, waich scheduling, cargo stability, and basic propu
such ae later couses

This course requires a fwo-week af-sea lab scheduled out ¢
These major tapics will be covered with proficiency tested

o Watshscheduling with emphasis on skills, experience,
o Feeding, including provisioning and storm conditions
o Sleeping accommodations, cleanliness, snd recreation
o Medicalfinjury evaluation, treatment and evacuation
o Cargo stability and inspections at sea
o Basic propulsion in the context of 3 working ship (ase1 7]
e Engine room survey with focus on evalustion from a d 2
]
Grading will be by accumulated homework and quizzes for 3
»

HEEE o

Year and/or Semester if necessary. Click the

Choose the course and click the “View...” button.
Click the Syllabus icon.

Note: If there is already a syllabus and you upload a
new one, the new one will be shown.

Use the Browse button to find the syllabus you have
prepared (see “Preparing a Syllabus” be-low) then
click the “Upload...” button to store it.

You can test it by clicking the Courses tab, clicking
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Update Bio

This function lets you change your biographic information.
It may or may not make the change immediately. This depends on the setting for biographic updates made by

the SONISWEB® administrator.

Biographic Information Update

Logout Biographic Courses Advisee Processing
View/Update Office Hour:

The field entries as seen on the Biographic
Information Update screen can be changed.

il Flanagan You can also change what is “published” or seen
e ] - when other Web users Search for you. A check-mark
Additional Address — in a checkbox gives permission to publish, an empty
& Waterbury State Comectiowt 7] checkbox means do not publish. Make your changes
S e and click the Submit button. If you wish to erase your
Office Phone changes before clicking Submit, click the Reset

;nu Ph |7lrcu Phone Provid TextMe Flag: ~|  phytton.

EMAIL [dfanagan@sonis com

Search Display Options: % Publish Name

¥ Publish Address

¥ Publish Office Phone Number
¥ Publish Phone Number

¥ Publish E Mail Address

SUBMIT | RESET

View/Update Office Hours
Click View/Update Office Hours (top right
in the Biographic Information Update
screen) to get a display as shown at right.
This is a simple text display made to enter
your office hours. Once you have it as you
want it, click the “Up-date...” button.

The office hours appear in the student
displays when they click the course code.

Office Hours Update

Logout Biographic Courses Advisee Processing
for Dorothy Flanagan

Sunday: o
Monday:  9:00 AM. - 11:00 AM.

Tuesday:

Wednesday: 10:00 AM. - 11:00 AM.

Thursday:

Friday:

Saturday:

-

Update Office Hours |




