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Learning Objectives

* Understand an overview of the components in the Student
Lifecycle Management (SLCM) module in IRIS

* Understand the myUK Portal as it relates to Student
Administration

Understand the process of grading
* Understand the process of lifting holds
Understand how to display a student’s record
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Student Lifecycle Management (SLCM) ;‘é]RIS

* SLCM is the module within IRIS that includes Student Recruitment,
Admissions, Registration, Academic History, Student Accounting,
and other Student Services.

* SLCM is integrated with other IRIS modules which provides:
Data that flows immediately throughout the system,
Real-time access of common information in SLCM,

Virtual elimination of duplicate entries and the errors they can
produce.
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Integration Across IRIS

* SLCM data integrates with
other IRIS modules.

Student ID is integrated
with Human Resource
Person ID.

= |f a student is also an
employee the Student
ID and the employee
Person ID will be the
same.

Student accounts are
integrated with the
Financial accounts.
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SLCM Access and Roles é{élRlS

* Each SLCM class taken will allow different access (roles) for
different users, based on each user’s job and the IRIS
functionality needed to perform that job.

* After taking this Faculty Overview class, you will be able to:
Run class rolls,
Enter grades,
Display and remove advisor holds,
Create unofficial transcripts,
Display student program of study.
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SLCM Access and Roles

Advising subtabs.

* Your role gives you access to the Student Administration tab on
the myUK portal which includes access to the Faculty Services and

my UK
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Statement of Responsibility

RIRIS

I Y -

functionality.

Instructions are available at:

* Security for Student Lifecycle Management is tied to the

* To sign the Statement of Responsibility (SOR)

http://www.uky.edu/IRIS/train/SOR_Information.html.

it a second time.

submission of the form.

Responsibility is signed.

* You will not be able to get access until your Statement of

* Completion of the Statement of Responsibility is required for those
employees who have not yet reviewed and submitted the form.

If you have signed the SOR in UK_100, you do not need to sign

REMEMBER! You must Confirm Participation to complete the
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FERPA

* Under the Family Educational Rights and Privacy Act (FERPA), a
student can request that their directory information not be shared.

* This means absolutely no information can be released on this

student.
* You may still access the data if you have a professional need to
know.
Username UK ID  Birth Date
PITT, DEREK 10037856
Pitt, Derek Henry 10037714 41541987 Data Privacy Warning (FERPA)
Pitt, Eric 10037715 4/8/1987
Pitt, Kylie 10037716 77181980

* When you select the student, a message box will appear.

Username UK ID  Birth

PITT. DEREK 10027556 Microsoft Internet Explorer E‘
Pitt, Derek Henry 10037714 441541

Bitt. Fric 10057715 4/8¢18) (1 Data Privacy Warning (FERPA)
Pitt, Kylie 10037716 7/18A1

Pittrnan, Adarn 10002553 B/1441

K vniveRsITY OF KENTUCKY] X
SLCM_WP_230 Faculty Overview
y gy P

Terminology Definition

The student is a system-assigned 8-digit ID
Student Number number. This number is the key to student
records.

The myUK portal is the gateway to accessing
Portal several systems including IRIS and the Student
Administration tab.

The Student Administration tab provides access

Student to basic student information and to various
Administration Tab |online administrative tasks for students, faculty,
and staff.
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Key Terminology

Program of Study

Terminology Definition

The Program of Study code consists of a
combination of the program of study and the
college.

Example: BA-AS is the program of study Bachelor
of Arts in the College of Arts and Sciences.

Module

A course in the IRIS system is called a module.
Example: BIO 103

Booking

Class registration in the IRIS system is called
booking.

Sessional
Registration

A student will have a sessional registration for
each term of enrollment. This is roughly
equivalent to “term record” and basically means
the student is eligible to register.
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Unit 1

Student
Administration Tab
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Unit 1- Student Administration Tab P ===

* Student Administration Tab
* Navigation

* Student Administration News
* Faculty Services

* Advising Services
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Student Administration %IRIS
* The Student Administration tab is the easiest way for staff
and faculty to access basic student SLCM information.
* You will ONLY see tabs and links for applications for which
you have permission.
* Student Administration tab contains several subtabs:
Academics
Administrative Services
Admissions
Advising Services
Faculty Services
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myUK Portal

* To get to the
myUK portal, go
to UK’s home
page and click on
link blue

* Click myUK

KENTUCKY' Bfig. .. =.._.®

Services using link blue

@ Account Manager
@ Exchange

@ Student Web Server

UK univesiry oF KexTucky]

@ Software Downloads
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RIR|
myUK Log On ;-:..:é
* Enter your link KENTUCKY
blue ID (AD User
ID) and Password Welcoms to mylic
Use your fink blus 1D to Sign On to this portal
User ID ADUselD
Password |»
William T Young Library
* Click Slgn On Welcome to myUK
Usa your fink bies ¥ to Sign On ta this portal
Usar 10y [ ADUsadl
Praswcrd sessssanens o
William T Young Libeary |
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* Depending upon
your access role
in the system,
your login screen
may look different
than this screen.

* Click on Student
Administration

UK univesiry oF KexTucky]
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Student Administration News :,—;-.:é
* The Student
Administration
Welcome page
provides current P s e
news for Student Weicome to the University of Kentucky mylUK Portall ?:‘..-;.l:;m.-w.w
Lifecycle i o T i B it e i Mt
Management users. e S e
\
[
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Faculty Services Tab

* The Faculty Services tab
provides access to the
following areas:

Blackboard
Class Rolls
Grading

Faculty Survices Crenvie

myUK Faculty Services Overview
Blackboard

Acoss bo the Ussvemsity of Kentucky Blacktowd s

Class Rolls
M

Rrars claas stater by coumse

Grading

Fatrrmad toem and frad grades by cosams

Noto: ‘You wil only sae tabs and bniks for thase appbcations for which you have parmissions
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Advising Services Tab RIS
* The Advising Services tab
provides access to the
following areas:
e e myUK Advising Services Overview
Advisee Record mmeme T e s e s ety
Blw-—_ ::?;,’:,Iy‘z:,m Fermanent and intemanonal
Historical Course o e
Changes preers s :n::.:'::f::'““t“‘::““""*’ e
Unofficial Transcript o
Reglstratlon AdmnaTatve wew of QEITEN0N K COWEs
Note: You will cady e tabs and laks bor those applications lor whach you han
Appointment Manager
Appointment
Scheduler
Degree Planner (APEX)
Print Student Schedule
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Unit 1 Summary

* Student Administration Tab
* Navigation

* Student Administration News
* Faculty Services

* Advising Services
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Unit 2

Class Rolls
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Unit 2 - Class Rolls

* Class Rolls Navigation
* Displaying Class Rolls

* Printing Class Rolls
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Class Rolls IRIS
* Class rolls can be viewed and printed by authorized faculty and staff
from the myUK portal.
* The procedure may be performed at various times before and during
the semester to have up-to-date information about students who
are officially enrolled in a course.
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Class Rolls Navigation P

* To view or print a
class roll, click
Faculty Services

* Click Class Rolls

'WUK E‘_ Goad maming

Hello Faculty and Staf ™
Welcome to the University of Kentucky myUK Portal!

Student Administration Services on mylK
Sugn-on 1o the portal enables facully and s1a8 10 access vanous online admmstratre Lsks

ervices | Faculty Services

—
Dataked Mrvigaton ~  Faculy Servioes Cverdew

myUK Faculty Services Overview

Blackboard
Access to tha Uniersity of Kentucky Blackboard site

Class Rolls

Fner clies fosler by courve

Grading

Enter mid-term and fnal grades by course
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Year/Term Selection IRIS

e,

* To choose the
appropriate
Academic
Year/Term, click
the drop-down
arrow

* Double-click the
appropriate year
and term

Class Rolls -

Vit | TROM. st Ve T008.3010, Spreg Sermater 1in.2010 Q
Saarch for a class | Toel
Cument Course  Hane selected.

Class Rolls |
[ Yeaar ) Tem: . i
Seanch for a class:
(Camment Course:
SLCM_WP_230 Faculty Overview 26
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Course Selection

MIRIS
Tr:

* You can search
for the course in
one of the
following ways:

Course subject
and number,
such as ENG
104,

Course subject,
such as ENG,

Part of the title,
such as Writing.

* Click Go

Class Rolls
Jaar/ Teom 28 20052050 In2mi0
Class Rolls
Yoar i Teem: o g Semester mn2010 =
Class Rolls
e 00000 Srreg Semaster Jr-Z0N0 v
Search for & class:  [wrend
Current Cowrse.  Hone selecled

Class Rolls

Vomr ) Tarm:  2cad Vear 2005-2010, Szreg Semeser Jan-2013

Sweaech for o class, 25 104
Curent Course._ None sslacted
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Section Information %~ >
* Alist of all
possible class
rolls for the B . : :
course will Sy e
d|5p|ay_ Cumert Cowse. Honw selected
1 WTVR B 0P am-E 0 am ‘Wisdahall Classeoom Beig Whishall Classioom BlagAm 200-C8 (TED)
* Section 1 waoosmtsosm
information
includes: e niton .
Meeting Times
Location
Instructor
K UNIVERSITY OF KENTUCKY] SLCM_WP_230 Faculty Overview 28
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Class Roll

* To view a class
roll, click on the
section link.

* The class roll will
display with basic
information about
the class.

Class Rolls

¥oar i TOMM:  aced vear 2009-2010. Spring Semester Jun-2010 =

Search for o class: (LG 04 [
Currenl Course.  None selected

WED0 am-8 50 am

Whitehall Ciassrocm £iog Whiehall Ciassroom Bidg
R 203

[

(TR
Firs At B0 Fin Arts Blldg-Fm, 084-FA (TEID)

Whitehall Clas sroom Bidg Whitehall Classroom Bidg-
Rm.33%-CH ¥

[y

ERG 104 Section 001 (4.0)
MTYWR 800 am - §:50 am
VWht4hal Clageins Bidy Wheehad Classseam Bisg-Rm 203.C8 (TBO)

Roster (1 sbodent] v Expor to Exgel &4 Prog
Smdent lumber Username Emad
D Pax aenzar 0EETTAY [

‘Waithst [0 students)

Dogree Major /Minor  Classiication  Houris) Status
BUADE PUMDBA  Undergead-Frashman 40
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Class Roll

%}RIS_

* The class roll
information
includes:

Student name
and number

User name
Email

Degree
Major/Minor
Classification
Hours

* |f there are
students on the
waitlist, they will
be listed below
the class roll.

ENG 104 Section 001 {4.0)
MTWR 800 am - 850 am

Whitehall Classroom Bidg Whilehall Classroom Bidg-Rm. 203-C8 (TBD)

Feser (1 guedent) JExponan Excel 0 Brin

Hama Studant Humbar Ussraama Erad
Ball, Rex Alandes 10857 RABEZ  rabediukiedy

Dagran Msjoe|Minor  Clagsfication  Hourly) Statss
BEABE PUANEEA  Undergrad- Freshenan 40

Waihst (0 studens)

ENG 104 Section 001 (4.0)
MTWR .00 am - §.50 am
Withall Clacksroom Sidg Whitshall Claiirsom Bidg R 203-C8 (TED)

Roster (1 student) i Expor o Excel & Priot

Name Stuseat Humber Lisarnams Fmad Dopres Maor (Mior  Classificsson  Hourls) Status

Bal, Rz Aander WEETTE3 RABEZ

Waithst {0 stedents)

EBABE PMANEEA  Undergrad- Freshman 4
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Exporting Class Rolls

* To export the
class roll to Excel,
click Export to
Excel

* When the
message box
displays, you can
choose to either
open the Excel file
or save it.

ENG 104 Section 001 {40}

MTWR 8:00 am . £50 am

Whizehall Clas oo Bidg Whitshall Clasarosm Bidg Rem 203.C6 (TED)

File Downioad

Emad Degree Major)Mince  Classication
celfunady  BBAGE PUMIEBA  Lnowprad.Freshman 40

D yeus wand 1o open o save this e ?

] Hame: emSA_CourseTaols viads
_a] Type: Microsoft Office Excel 97-2003 Worksheet, 275 b...

From. empuk. by edu

Open

| Mwarys ok before opening this byoe of fie

Wil Hime frie the deerind <1 b umshil porr Hes 1 potirtindy
haem your computer. I you do not st the source. do not 0pen o
ot 8 the nkc?

sarve thes fle. it s

Hourls) Statws
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Printing Class Rolls

%IRI_S

* To print the class
roll, click Print

* Select your printer
and click Print

Whitahall Classrom Bidg Whiehal Classreom Bidg fim 203-CB (TBO)

Roster (1 student] n‘
Hama Sttt Hums . [

Bl Ris Alanvsar A543 RABEZ e

Wathist (0 studerts)

- Pt
Geners | Ggnora
et Brrter
B 2da Prnter
G000 en itprtind
054000 e tgeten]
- fdcte POF

Suoa  Reacy
Loemen: €30 South Breachwny
Commart: W5

Page Fange
oA

[
Ertar aéar 3 mrgle page runter o & sngle
age range. For mangie, 512

=l

Degres Maice /Misor  Classification  Wowlsl Status
EEAEE PUANEBA  Undergrad - Freshman 40

- rzoh O
- Mrenoft 1P
0 Sand To Dna
oSt T

Find Pt
Vumbrof cepies: 1

El El
g2 g2
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Unit 2 Summary

HIRIS
o

* Class Rolls Navigation
* Displaying Class Rolls

* Printing Class Rolls
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Unit 3 IRIS
Grade
Submission
SLCM_WP_230 Faculty Overview 34
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Unit 3- Grade Submission

* Grading Information
* Navigation

* Entering Grades

* Correcting Errors

* Submitting Grades
* Blackboard

* Grade Changes
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Grading Windows %IRIS
* As avital part of the Provost’s efforts to promote student retention
and graduation, all instructors and administrative staff members
(including part-time instructors and graduate teaching assistants)
must be able to enter mid-term and final grades directly to the
Registrar via web-based procedures.
* There are two grading windows for each session/semester during
which grades can be entered and submitted:
Mid-Term Grading Window
Final Grading Window
MRz or Kevsucey SLCM_WP_230 Faculty Overview 36
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Web Grade Submission Rules

* All students MUST be assigned a grade in the final grading period
BEFORE the electronic grade roster may be submitted to the
Registrar’s Office.

* For mid-term grades, all undergraduate students are required to
have a grade entered and submitted to the Registrar’s Office.

* Grades can be saved before submission to the Registrar’s Office.

This will permit the grader to come back at a later date/time
and complete the grading process.

UK universiry oF kenTucky] SLCM_WP_230 Faculty Overview
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Grading Navigation i

* Depending upon
your access role
in the system,
your login screen
may look different
than this screen.

* Tograde a
course, click on
Student
Administration

WK UNIVERSITY OF KENTUCKY] SLCM_WP_230 Faculty Overview
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Grading Navigation

* Click Faculty
Services

* Click Grading

UK univesiry oF KexTucky]

mUK

| Welcome | Academca | AdTmatitve Services | Admasina | Adve

Hello Faculty and Staff =]

to the ity of y myUK Portal!

Student Administration Services on myUK
Sign-on to the partal enables faculty and staff 10 access vadous online administrative tasks

ny

.I - Gaoed ahemoon
i AT n— i i

Faculty Service Uverview
ELLE

l Detaded Navigation |=| Facuby Services Overview
+ Bicizaans
+ Fncuty Servies Overvinw

s
|-  Access 1o the University of Hentucky Blackboard site

myUK Faculty Services Overview

Class Rolls
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Academic Year & Term %;- S
* Click on the drop- —
down icon 5:;I.em :chnr.s;lomadaim.aﬁ'_ax."rum OSI
eloct @ Yoar / Term, Aced Vear 20052012, Fal Semester olect a grade type. Select
Gt roster for Select -
* Click to select the
appropriate o v R T ———— !
Academic
Year/Term
MRz or Kevsucey SLCM_WP_230 Faculty Overview 40
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Grading Type & Instructor of Record

* Click the drop-down in Grading
Grade Type and select Y Ao ot o 0 B SSGEAE ] et grada iy [ -

either Mid Term Grades
or Final Grades

el traber for . st

Grading

* To search for a roster,
use the Select field to
select the course

Selet e
Salect » Y

Gat roster for

* Note: If you are the

Select a course 10 grade for 2 Year / Term

Instructor of Record for a Btocs 3 tost Tae ims vos BT T2 Gl & ety T
course section, your Got oster o ; [Sokd

course will display under
My Courses.

UG or keevc SLCM_WP_230 Faculty Overview 41
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Roster Search ﬁé S
* Select the section Grading
Select a course to grade for a Year / Term.
Select a Year / Term. Acad Year 2008-2009, Summer Session 2~ Select a grade type
Get roster for - CHE 111 Select ()
* To select a different course, | Grading
CIICk Reset Select a course to grade for a Year / Term_
Select a Year / Term. Acad Year 2008-2009, Summer Session 2
* Note: If your courses/sections Gt rosterfor: SHELLL e
are not listed, please contact
your College Contact and let
them know!
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Enrolled Student Display

* The class roster will display with the enrolled students in
alphabetical order, including username and student number.

Grading

Select o coutse Lo grade for 2 Year | Term
Select a Year | Term, Acsd Vew 2043006, Summar Semscn 3 = Seluct a grade type. Frairades -

Got roster for  GHE 749 | Gl Additional Hoxtars |

Clags Rester fre FHE 746 Santinn 130
Final Gradas

Pleass type o sebtct an apgespriate grade for sach student. You can ‘Save’ grades snytin, howsver, sl amsrs wil nesd 1o be comectad bafoee Submating grades.

[ e Gesing sesis [ omar e

Seal
Retrsvy Grades From Blackboard (beia) |

Usemame Student Number Hame Grade

COALUE? 10006337 Allen, Charles Danisl - |y
EHAISHZ 10178136 Androws . Edwards Mammonds v
LYBLUE? 10038516 Blum, Linda Yamed v
MABRADS 1015535 Bractord, Manlyn Anga v
KBCASS? DO0MESIS Casstty, Kalty Brandss v
LCHAKD a1t Chaksrs, Lilypa v
RRCHAMZ 10033008 Chambars, Fachand Roban v
oo 0041E2 Cudder, Donne v
ADATEZ 10029508 Dralannaite Andeew v
HEDHOO 10036454 Choanel, Harmeny Kann v
UK universiry oF kenTUCKY SLCM_WP_230 Faculty Overview
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Color Coding

* Students will be color coded Grading
accord“’]g to the grad|ng Select a course 1o grade for a Year | Term
. Salect a Year / Tarm. Acad Ve 30583008, Sumae Sassond = Galact a grade typs.
scale, either Normal or
Other.

Gel roster for  CHE 740 G#1 Addticnal Rosters

Class Roster for CHE 749 Section 020
Final Grades

Please lype of selecl an appropriste grade for each sludend. You can ‘Sive’ grades anyl

* Normal is relevant to the
course.

[]mermai Gragng Scaie [ other Gradng Scale

| Retrieve Grades From Blackboard (beta)
If the course is a letter

grade course, “normal” is -
letter grade. Usemname Student Number Name Grade
If the course iS a paSS/fai| CDALLN2 10006337 Allen, Charles Daniel -y
« » EHAISHZ 10178126 Andrews, Edwards Hammonds -
cou I’SG, norm al Is LYBLUEZ 10038816 Blunt, Linda Yamell |y
pas S / fal I - MABRADS 10159945 Bradiord, Manlyn Anta et . 4
UCHAKZ 10012177 Chakers, Ullysas -y
RRCHAMZ 10033226 Chambers_ Richard Robent L
Doz 10041881 Culder, Donna -y
ADATEZ 10029928 Datennelie, Andrew |
HKDHOOZ 10036454 Dhoonelli, Harmany Karin -y
LADOLE2 10017325 Dode, Laurs Anel -y

I UNIVERSITY OF KENTUCKY]
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Entering Grades

° Enter the grade
manually into the
Grade field or

[[]Mormal Grading Scale

[ other Grading Scale

[Retrieve Grades From Blackboard (beta)|

click on the arrow _
and select the & o
grade

CDALUIZ 10006337

* Continue the EHAISH2 10176126
process until all LYBLUEZ 10038816
grades have been MABRADS 10159945

entered UCHAK2 10012177
RRCHAM2 10033226

DCuiz 10041681
ADATEZ 10029928
HKDHOO2 10036454
LADOLEZ 10017325

Username Student Number Mame

Allen, Charles Daniel

Andrews, Edwards Hammands

Blunt, Linda Yarnell
Bradford, Marilyn Anita
Chakers, Ullysis
Chambers, Richard Robert
Cuilder, Donna
Datennette, Andrew
Dhaonelli, Harmony Karin

Dole, Laura Ariel

Grade

A ¥
B v
A v

UK ovivessiny o KeNTUCKY]
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Entering Grades
° Clle Validate GradeS LADOLE2 10017225 Diede, Laura Ariel
o If a_ny grade is not LYBLUEZ 10030016 Blunt. Linda Yames
valid, an error MADRADG 40455545 Beadiosdobdsly
message will display. [ vcrake ooz
* The error must be
corrECtedl and the HKDHOOZ2 10036454 Dhaoonelli, Harmony Karin A
grades validated again LADOLEZ 10017325 Dole, Laura Ariel A Y
before you can submit
them to the Registrar’s ( [Validate Grades | !Save Grades | [ Submit Grades to Registrar|
office.
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Entering Grades

* You may use the Save
Grades functionality when
you are entering grades.

* This feature allows you to
come back at a later date
to continue grade entry or
make any necessary
changes BEFORE
submitting the grades.

[[] Normal Grading Scale

IRIS

%

[[Jother Grading Scale

Retrieve Grades From Blackboard (beta

= print

Username Student Number Name

CDALUIZ
EHAISH2
LYBLUE2

10006337
10178126
10038816

MABRADS 10159945

UCHAK2

10012177

RRCHAMZ 10033226

DCUI2
ADATEZ2

10041681
10029928

HKDHOOZ 10036454

LADOLE2

10017325

Allen, Charles Daniel
Andrews, Edwards Hammonds
Blunt, Linda Yarnell

Bradford. Marilyn Anita
Chakers, Ullysis

Chambers, Richard Robert
Cuilder, Donna

Datennette, Andrew
Dhoonelli, Harmany Karin

Dole, Laura Ariel

Validate Grad

Save Grades | || Submit Grades to Registrar

Grade

o
7
444 4 4. 4« 4444

UK ovivessiny o KeNTUCKY]
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Entering Grades
* Once the grading process
is complete, click Submit 2y,
Grades to Registrar
Username Student Number Name Grade
CDALLIZ 10006337 Allen, Charles Danigl A v
FEHAISH? 1178126 Andrewes, Edwards Harmmonds B v
LYBLUEZ 10038816 Hlunt, Linda Yarnell 3 v
MAHRADS 10159945 Hradiord Manlyn Anta A L 4
LICHAK?Z 10011y Chakers, Ullysas As ¥
RRCHAMZ 10033296 Chiambers, Rschard Robert Be ¥
° IM PORTANTI You m u St nou? 10041681 Cuilder, Donna A v
. ADATED 10079978 Datennetle, Andiew " v
Val Id ate th e g rad e S a n d HKOHOO2 10036454 Dhoanell, Harmany Kann A L
correct any errors before LADDLEZ 10017375 Do, Lara Al Ar ¥
submission of the grades.
[Vahdale Grades | [Save u-uw
b
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Submission to Registrar

* Mid-term grades are required to be entered and submitted for all
undergraduate students, but they are not required for all graduate
students

Once grades are submitted, grade “changes” must be submitted
for any blank grades

* Submission of grades during the
Final Grade window is NOT
permitted unless every student
has been assigned a valid grade
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y
Submission to Registrar ;‘é]RIS

* After grades have been submitted to the Registrar’s Office, a grade
change request must be submitted to change a grade

* Once grades are submitted to the Registrar’s Office, the instructor(s)
will receive an email confirmation stating that grades have been
submitted for that module/event package (course/section)
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Importing Grades from Blackboard

* A future function will be importing grades from Blackboard (Bb).

If the course has been officially established using Bb, an icon,
“Retrieve Grades from Blackboard”, will be displayed at the top of
the screen.

If selected, this icon will retrieve grades as recorded (real-time)
from the Bb environment.

These grades will be brought into the drop-down area for each

student.

The instructor will then have the opportunity to make any desired
changes.

These grades must be validated using the process described in
Unit 2.
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Request a Grade Change é{élRlS

* Note: Please be aware that students will be able to log onto the
myUK portal and view grades immediately, after submission to the
Registrar’s Office has occurred.

* To request a grade change, navigate to Grading

* Enter the Academic Year/Term, Grade Type, and pull up the roster

Grading

Select @ course to grade ot a Yoar | Term
Select a Ye SunmirSiscal - Select s grade bype FrGoas -
Get roster for © CHE - [Roset

Secsen 020
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Request a Grade Change

* The Grade column will display the grades which were submitted,

but the grades will be grayed out.

* The Change link will be located to the right of each student’s

grade.

Username Student Number Name
CDALUIZ 10006337 Allen, Charles Daniel

EHAISHZ 10178126
LYBLUEZ 10038816 Blunt, Linda Yamell
MABRADS 10159945 Bradford, Marilyn Anita
UCHAKZ 10012177 Chakers, Ullysis
RRCHAM2 10033226 Chambers, Richard Robert
DCui2 10041681 Cuilder, Donna

ADATE2 10029928
HKDHOO2 10036454

Andrews, Edwards Hammonds

Datennette, Andrew
Dhoonelli, Harmany Karin

LADOLE2 10017325 Dale, Laura Ariel

Grade
(change)YGrade Submitted, Completed

(Change) [Grade Submitted, Completed
(Chenge) [Grade Submitted, Completed
(Change) fGrade Submitted, Completed
[Change) fGrade Submitted, Completed
(Chenge) [Grade Submitted, Completed
IChange) fGrade Submitted, Completed
(Change) fGrade Submitted, Completed

(change) fGrade Submitted, Completed

\"rsw;Grade Submitted, Completed
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* To change a grade, click Change
Username Student Number Name Grade
CDALUIZ 10006337 Allen, Charles Daniel (Chenge) Grade Submitted, Completed
EHAISHZ 10178126 Andrews, Edwards Hammonds Grade Submitted, Completed
LYBLUEZ 10038816 Blunt, Linda Yarnell (Chenge) Grade Submitted, Completed
* Enter the grade or select from the drop down list
Username Student Number Name Grade
CDALUIZ 10006337 Allen, Charles Daniel {Chsnge) Grade Submitted, Completed
EHAISH2 10178126 Andrews, Edwards Hammonds Save | cancel Grade Submitted, Completed
LYBLUEZ 10038816 Blunt, Linda Yarnell A+ Iz';c_ Grade Submitted, Completed
MABRADS 10159945 Bradford, Marilyn Anita A- Grade Submitted, Completed
UCHAKZ2 10012177 Chakers, Ullysis g+ 1ge) Grade Submitted, Completed
RRCHAMZ2 10033226 Chambers, Richard Robert B- E; Grade Submitted, Completed
P
DCuI2 10041681 Cuilder, Donna {Chenge) Grade Submitted, Completed
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LIRIS

Request a Grade Change o
T —
* Click Save
Usemame Student Number Name Grade
CDALUIZ 10006337 Allen, Charles Daniel A (Change) Grade Submitted, Completed
EHAISHZ 10178126 Andrews, Edwards Hammonds A- el Grade Submitted, Complated
LYBLUE2 10038316 Blunt, Linda Yarnell A [Change) Grade Submitted, Completed

* To cancel the request, click Cancel

Username Student Number Name Grade

CDALUIZ 10006337 Allen, Charles Daniel A {Change) Grade Submitted, Completed
EHAISH2 10178126 Andrews, Edwards Hammonds A ¥ | rade Submitted, Completed
LYBLUEZ 10038816 Blunt, Linda Yarnell A {Change) Grade Submitted, Completed

* The Grade Change Request will be sent via workflow to the
Registrar’s Office, where the grade change will be reviewed and
processed.

IR UnivERsITY OF KENTUCKY] SLCM_WP_230 Faculty Overview 55
. L $
E-mail Notification LBJ;
* Once a grade change has been processed by the Registrar’s Office,
an email notification will be sent to the Instructor of Record, the
person who submitted the grade change request (if different), and to
the student.
* This email will not contain the actual grade or course information
due to FERPA regulations, but will give the student name, Student ID
number, and academic year/session.
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Unit 3 Summary

Grading Information
Navigation

Entering Grades
Correcting Errors
Submitting Grades
Blackboard

Grade Changes
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. RIRIS
U n It 3 i ot
Advising Services
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Unit 3- Advising Services

* Advising Record Navigation

UK universiry oF kenTucky]
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Advising Record Navigation é{éS
* Toview an advisee’s : . _ _
reco rdsl CIICK AdViSing _A.-:‘:td“e‘r’n(::"st?:’.:::i;:trr:::::'.ewi-:es ] Assiuns ] At;\r'isilng :‘;r:r;e: | Tacutty Services
Services Services Overview -
Advising Services Overview
I“ll);lﬁx\\ed Navigation i
* Click Advisee Record
*» [ Registration
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Student Search

* To open a student record for a student who appears on your
advisee list, click on the student’s name.

° If a student does not appear on your list, you may conduct a

search.
Advises Record
Current Student: Nooe Seectod
Enter the Username, o
Last Name, First Name, Lot e T
or Student Number for S Mt
the student =
Student Number:
Click Search

Click on the student’s name
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4
Advisee Record é{élRlS

* A tabbed list of available information will be displayed.

* The tabs include:
Holds - Advisor Info
Schedule B R

Advinea Hocard

ke s At bely | Schwdde | Addrans | Decurarts

Degres Plamnes (AFEX) | Adumng Schebier | fiotes | myddussss

Address
Documents [

Program of Study e e i

Anticipated
Graduation Date e e el

Windows/Events

Degree Planner
(APEX)

Advising Scheduler
Notes
myAdvisees
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Holds - Advisor Tab

* The Holds - Advisor Info tab is the default for the Advisee Record.

* Each stop type includes contact information about the hold.

Advisee Record =

Current Student: Tumer, Cindy Ann ( ) - UKIDA 00155015
[Open Student Selection| [ Close]

= (Print)
| Hakds - Adhiscr bl | Bchedule | Address | Ducuments | Program of Study | Anticipated Graduation Date | Windaws / Events
Dogres Fianner (AFEX) | Adsing Scheduler | Notes | myAddsess |

Stop Type Contact Info Date
‘Young Libeary Held - Call 257-0500 exa. 2067 Young Library Hold 11/25/2009

Ho acdsors are cumenlly assigoed for Cindy
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QIR
myAdvisees Tab IRIS
* The myAdvisees tab provides a list of the students you advise.
Nama Usernime o8 udml L] Nd
[ AT Tnensan 10037716
[FrS— ANENSST  ATI Data Primcy Waeming FERPA) |
La
e e I (=)
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Lifting Advisor Holds

. . . Student # Haold
* To lift an advisor hold, click iy :
in the red box 10037714 Data Privacy Waming (FERPA)
JILEL
Student # Hald
10037718

* Click Lift 10037714 Data Privacy Warming (FERPA)

* To lift the hold on a series of students, you may click more than
one red box to select and then click the lift button to lift the hold
as a group.

* Once an Advisor hold has been lifted, the red box becomes green.

Student # Hold
10037716
10037714 Data Privacy Warning (FERPA)
(G
UG or keevc SLCM_WP_230 Faculty Overview 65
* The Schedule tab will display the student’s current academic
record.
Advisee Record | History, Back
s
| Aavisee Record -
Current Student: Blanding, Horace () - UKID# 10028060
[Open Student Selection|| Close |
Course Howrs Scale [‘i::::‘_' Westing Time / Location Status.
Spring 2006-2007
o o O e 30 Nomal ™p :LE;"' j:i:"";d:j:,"@ Backed
Spring 2005-2006
st int sesetncn 0 Normal ™S Completed with Success
Fall 2005-2006
:'i::?g;ﬁ:‘;:g;w a Normal ™ /S Completed with Success
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Address Tab

* The Address tab
provides the student’s
address(es):

Current
Permanent
International
Email

UK universiry oF kenTucky]
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Documents Tab
* To display an unofficial transcript
for a student, click Documents
* Click Unofficial Transcript 5 M, gy Akt v
ogle [Glr weougd B v t7 bookmakse PPk, G54 bocked | A Check v
. . Zhe.t[H]e . @ 13- o5 s
* To print the Borm e SO0 W[ OD o |8 (3] @ i | 6
transcript, click on UNOFFICIAL
the Printer icon : piee. Derer Honey
Shwdeme SN, ST
Print Date: 12/11/2007 Page Number: 10f 1
2007
BT pnginearing
BE in Bicaystems & Agri
Major Biosystema
Issued to: End of Under
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Program of Study Tab

* Click on the Program of Study tab to display the student’s
Program(s) of Study, including Major and Minor (if applicable).

| i Rocord m

Curvent Stadant; P, Darak Hesey () - UKID® 10037714 Privacy Warning
Tpan Student Salection | | Claga ]

Callege

Ctege Of Erginsering

* The student’s College, Degree, Major, and Minor will be displayed.

UG or keevc SLCM_WP_230 Faculty Overview 69
AR
Anticipated Graduation Date Tab %‘55
* To view the student’s
anticipated Graduation Date, e | Assess | ocuments | Prooram ot Stuof |[ane
click Anticipated Graduation  «Fime (4880 | Asvsing Scheduior || Hotes || njiises
Date
Expected Graduation Date: 2000, Decemper
Update.
° TO enter an anticipated Expected Graduation Date: 2009, December
Graduation date, click Update
° C|ICk on the appropl’late date Expected Graduation Date: 2009, December
to select, then click Save. 2009, December
Caotorar )
21: Dmber
2011, May
2011, August
2011, Decamber
2012, May
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myUK Portal Sign Off

* When you are finished with your work in Student Administration,
you will want to log off the Portal.

* To log off the portal, click Sign Off

* To confirm, click Yes | History, Back

* Be sure you log out, so that no one is able to access student data
using your ID!
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g
Help Websites #IRIS

* For Quick Reference Cards
Click on Attachment (upper right corner)
Click on QRC
Print

° myHelp website:
http://myHelp.uky.edu/rwd/HTML/index.html

Contains Quick Reference Cards (QRCs), updated course
manuals, Simulations, Frequently Asked Questions, and other
job aids

* |RIS website
http://www.uky.edu/IRIS/train/welcome.html
Contains Information Directory, Forms, and other references
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SLCM Courses

* Classroom Lab Courses
SLCM_AD_300 Event Planning
SLCM_AD_340 Programs of Study & Majors
SLCM_CA_310 Student Account Balance Display

* SLCM Web Courses
SLCM_200 Student Lifecycle Management Overview
SLCM_AD_310 Student Records
SLCM_AD_315 Booking Rules
SLCM_AD_320 Booking
SLCM_WP_210 Grading
SLCM_WP_220 Overrides
SLCM_WP_310 Advising
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Course Summary éélRlS

You now

* Understand an overview of components in the Student Lifecycle
Management (SLCM) module in IRIS

* Understand the myUK Portal as it relates to Student Administration
* Understand the process of grading

* Understand the process of lifting holds

* Understand how to display a student’s record
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Course Completion Instructions

* When the WBT window closes, it
should go back to your original
browser window

* Click Logoff (lower right corner)

If not, click on the browser
window in your taskbar

* Wait for the screen to refresh which
may take a minute

have passed

the Confirm Participation section

Confinm Participation

* Scroll down the page until you see oo b R o s A o Tl s N vt

course, the system will award the qualification t

langor bo hs

Confirm Participation

Conlirm Panicipation
* To complete the course, click ¥ you do et wanl Lo continue this ¢

an your star page
i, the syslem
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