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Obtaining Your Maricopa Enterprise ID and Resetting Your Password
If you do not know your Maricopa Enterprise ID (MEID), you have forgotten your password, or your password
has expired:

1. Navigate your browser to http://my.maricopa.edu

2. Click on the employees tab.

3. Click the SIS login link. (Make sure your pop-ups are enabled on your browser menu.)

4. Click the Forgot Your MEID? link and follow the instructions on the PAT tool, where you can also

change your password.
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Logging into SIS
1. Navigate your browser to http://my.maricopa.edu
2. Click on the employees tab.
3. Click on the SIS login link.
4. Inthe User ID: textbox, enter your MEID.
5. In the Password: textbox, enter your MEMO password.
6. Click the Sign In button.

Note: If the message “Your account has been disabled” appears, you may not have completed the FERPA tutorial
for PC. You can do so by navigating to http://www.maricopa.edu/legal/ferpa/ferpa_tutorial/ferpatutorial.ntm
and follow the instructions. Be sure to select Phoenix College as your college and enter your full name and
email address at the end of the process. Once you complete the tutorial, your account will be activated
within two business days.

If you get any other errors, and have verified your MEID and password,
contact the Maricopa Help Desk at 1-888-994-4433.
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Using the Faculty Center

1. From the menu at the left select Employee Self Service.

2. Select Faculty Center.

3. Make sure you are viewing the correct term and college. The system will display only those
courses from a single term and a single college at one time. To change the term or the college:

Click the| change term |button and choose a new combination of term and college

4, Click the Class Roster or Grade Roster button next to the desired course to view a roster.

(See next pages.)

w .maricopa.edu

Search:

I ®

[ My Favorites

L{' Emglngee Eeleewi‘c@

[+ Campus Comimunl

[ Recards and EHLinks for Faculk
[+ Curriculum Management

[> Btudent Financials

[ Set Up HRMS

[ SetlUp SACH
— Student Centar

W .maricopa.edu

Search:

I ®

L= My Favorites
= Employee Self Service
[ Advisement

— student Services Center

[ Campus Community
[ Records and Enrollment
[ Curriculum Management

[~ Btudent Financials

Faculty Center

Spring 2010 | Phoenix College

% show all classas

7 ? =T
ﬁ?} Class Roster Eﬁ?] Grade Roster

E?Fﬁ |_E,=I_o]| SRS 216-0001

B el P

c Only classes with enrollment

Class Class Mame

Planning for a Small 12
Business [Lecture]

@ Learning Marnagement Systarm

My Teaching Schedule > Spring 2010 > Phoenix College

Enrolled Days and Time
Th &:00PM - 2:00FM

O viaw My Weekly Schedule

Roon Class Dates
PCDTi04 Feb 25,2010 -
Apr 24, 2010




i.
S S SIS Faculty Quick Guide 'A wanicors

STUDENT INFORMATION SYSTEM

COLLEGES

Maricopa Connecting for Success

Viewing and Downloading a Class Roster

1. Click on the Class Roster icon to access the Class Roster. |i€§5 Claszs Roster |

The Class Roster will show a summary of your course information, and all students enrolled in
the class. Withdrawn students, shown with a (Withdrawn) next to their names, are still con
sidered to be enrolled in class. Note that a new Class Number (32071 in this example) has
replaced the section number used in the legacy SIS. Student contact information is available via
My.Maricopa.edu as always.

To view Dropped students, open the drop down menu and select Dropped from the list, and click
the| change | button. The new list will show only dropped students. [Enrollied ;’l

All

Drnpped
‘Enrolled

To download a copy of the currently displayed roster in Excel, hold down the
keyboard (on PCs only) and click on the following download button r:--- at the top of the roster.

Follow the prompts for opening the file in Excel.

Faculty Center

Class Roster B view FERPA Statermant

32071 - 5BS 216 - Planning for a Small Business

H Class Roster Infermation

Course SBS 216 Institution Phoenix College

Tite Planning far a Srmall Term Spring 2010
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Class Number 32071 Session Dynarmic Dated

Ctlass Secon 0OO01 Career Credit

Component Lacture

Day Thurz Instructor Greenquist,Patricia
Time £:00PM  9:00PM Jenszen-Bobadilla,Don J
Room FCDT1i04
*Enrollment Status I E_"”"D”Ed LI change I
Total Students 12 Enroll Capacity 22
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Submitting Final Grades (via the Grade Roster)

All final grades will now be submitted online using the Grade Roster in SIS. To submit final grades:

1. Access the Grade Roster by either
a. Clickingonthe  Grade Roster button of the class roster page, or

b. Clicking on the Grade Roster icon from the Faculty Center

2. Click the :] tab at the top of the grade roster. This will hide some of the additional information
that is not necessary for grading, while displaying the Note field necessary for posting Incompletes.

3. Click the ‘ ~» drop down arrow under the Roster Grade column adjacent to the student you wish to
grade. ’

4. Select the appropriate grade from the drop down menu, then follow the next steps as necessary:
a. A, B,C,Dand P grades: No additional steps are required
b. W orY grades:

i. Selecting W or Y open boxes for the student’s last date of attendance and drop reason.

ii. Enter the last date of attendance for the student. You may click the 31 Choose a Date icon and
pick the date from the pop-up calendar, or enter the date manually in the format mm/dd/yyyy.

iii. Enter the drop reason for the student. You may click the "\ Look up Drop Reason icon and pick
the code from a list, or enter the code manually.

c. ForZGrades:

i. Selecting F or Z opens a box for the student’s last date of attendance. Enter the last date of
attendance for the student. You may click the '51| Choose a Date icon and pick the date from
the pop-up calendar, or enter the date manually in the format mm/dd/yyyy.

d. Igrades:

i. Agrade of | (Incomplete) requires an incomplete contract to be assigned to the student.

ii. Click the MNete link to the right of the grade.

jii. Click INncompLETE DETAIL  button on the Transcript Note page.

iv. On the student Incomplete F"age, enter the Lapse Deadline and Lapse to Grade in the fields
provided. You may use the ';;' Choose a Date and \ Look up Lapse to Grade icons for
assistance, or fill them in manually. The Lapse to Grade will be assigned automatically on the
Lapse Deadline if a grade has not been manually entered before the deadline.

v. Enter the details of the student contract into the the Comment field (You may want to consult
with your department chair regarding this step, as each department may have different
requirements.)

vi. Clickthe ok OK button at the top of the Student Incomplete page, and then click the

oK OK button on the Transcript Note page.

5. Repeat steps 3 & 4 above for each additional student you wish to grade.

6. Double-check your work. If you need to remove or change a grade, simply click the appropriate drop down arrow
and select the correct option from the drop down menu.

7. When you have completed entering all grades, click the SAVE button at the bottom of the page.

8. Wait overnight for the posting process to complete. The next day you will see the student’s grades are now fixed
and no longer changeable. This is your confirmation that the grades have been posted.

9. If you did not enter a grade for any students, you can return to the grade roster to submit those grades.
However, it is recommended that you submit all grades at one time.

10. Note: Once grades post overnight, you must complete a paper Grade Change form to correct any errors.



