
SIS Faculty Quick Guide

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. 

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.  In the 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.htm 
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                               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.)
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Viewing and Downloading a Class Roster
 1.  Click on the Class Roster icon to access the Class 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 Withdrawn students, shown with a (Withdrawn) next to their names, are still con  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.
 2. To view Dropped students, open the drop down menu and select Dropped from the list, and click
  the                           button. The new list will show only dropped students.

 3.   To download a copy of the currently displayed roster in Excel, hold down the CTRL key on the   
  keyboard (on PCs only) and click on the following download button         at the top of the roster.  
	 	 Follow	the	prompts	for	opening	the	file	in	Excel.
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