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FACULTY & STAFF

Academics Log In for Faculty/Staff More Resources

* Academic Depariments * Canvas » Accessibility Guide

» Academic Employment » Email Login » Business Services

* Academic Senate L= » California School Employees

# Final Exam Schedule

=
& Faculty Class Roster/mProfessor Association
O Center For Teaching Excellence

* myTime College Governance
« Metwork Password Reset District Calendar

* SharePoint Sign-In Employee Directory
Facilities Department
Honor Council

« Faculty Association
« Facuilty Guide (Admissions)

i 2 1 On the neXt page’ Choose « Faculty Handbook
L-- | Faculty Class RostenProfessor i s e

On the Job Calibrated Peer Review (CPR) Institutional Resaarch
Crisis Prevention Referral Form KCRW 89.0 FM

* Human Resources Emergency Preparedness

* Personnel Commission Facilities Work Order Request

« Employee Benefits

.
.

.
..

Library
Newsletter: SMC in Focus

. « Facility Rental Reguest » Program Review
« Employment Opportunities « Health Services » Reading Lab
* Payrol + Ombudsperson « Technology Resources
= Risk Management » Postmaster « Technology Planning
= Work Injuries « Purchasing = Transportation
« Student Judicial Affairs (Disciplinarian) .

Tutoring Services

Testing Accommodations



Logging in tanProfessor

SMC mProfessor

Enter your Single Sign-On User Mame and Passwaord to sign in
(Use your Metwark login)

User Name

Iaatna me firsthame ‘

Password

Having problems with login® Click Here

Enter your SMC User Name and Password and select Login



At the Start of the Semester: From Home Page
Uploading Syllabi

@ Faculty Tasks

|@]EIG' I View Course Ey'l@

v @ Goto Course Syifabus Heport

v @ View Mon-Teaching Assignments

v @ View Students Learning Cutcome Summary Reports
v @ View Students Lab/Tutor Usage Reports

v @ View Students Faculty Evaluation Reports

y @ View Teaching /Banked Hours Reports

» @ Continue/Reinstate Direct Deposit

» @ Goto FLEX Hours Tracking

» @ (o to Faculty Office Hours (Test Phase)

» @ Goto Canvas at SMC

v @ Connectto SMC Faculty/5taff E-mail System



At the Start of the Semester. From Home Page
SubmittingOffice Hours

€ Faculty Tasks

v @ Upload /View Course Syllabus

v @ Goto Course Syllabus Report

v @ View Non-Teaching Assignments

v @ View Students Learning Qutcome Summary Reports
v @ View Students Lab/MTutor Usage Reports

v @ View Students Faculty Evaluation Reports

v @ View Teaching /Banked Hours Repors

v @ Continue/Reinstate Direct Deposit

v @ Goto FLEX Hours Tracking

) @Faculw Office Hours (Test P@

v @ GO to Canvas at shL

v @ Connectto SMC Faculty/Staff E-mail System




FACULTY OFFICE HOURS

g
|
* — |
Semester: [20173 |[~| @ | Go | : 1 :
L--
SECT SEQ COURSE NAME TIME DAYS BLDG ROOM BEGWK ENDWK
231 ] TEAMTEACH . IA A 1 17
547 1 DcLwFsc A A 1 17
1227 A BIOL 2 12:45PM-02:06PM  TH.. SCI 151 1 17 Submlttlng Oﬁ'Ce Hours
1271 3 BIOL 22 09:30AM-10:504M _.TH.. S 151 1 17
1271 4 BIOL 22 09:00AM-12:05PM ... F.  SCI 225 1 17
1272 3 BIOL 22 09:30AM-10:50AM . TH. SCI 151 1 17
1272 4 BIOL 22 01:00PM-04:05PM ... F. SCI 225 1 17
1274 1 BIOL 884 ARRAMGE-OMHR SCI 285 1 17
1275 1 BIOL 8B ARRAMGE-0ZHRS ... SCI 285 1 17
REGULAR NEEDED PER WEEK (min.) SUBMITTED PER WEEK (min.) OWED PER WEEK (min.)
Whole semester 80 0 80
First 8-week 0 0 0 ~ ~ = - B = < r A~
{ St SO0 ! RR hFFAQSY | 2
Second 8-week ] ] ] Lo
12-week or more 0 ] 0
Office Hours Listing /
‘ Add Office Hours |
Click the “Add Office Hours™ button to submit your office hours. You may enter more than one office hour time pattern if you wish by repeating this process for each time pattern.
Please be advised that office hours are part of a faculty member's duties of assignment.
You are required to submit your office-hour schedule if any.
Mo data found.




Office Hours Detail Back Submit

Faculty Member: COLAVITO M C (4807) S u b m itti n g Oﬁi Ce H O u rS

Department: Life Science # 80

Semester: Fall 2017

Remarks (if any):

Include Office Locatiof; 11

L L
Whole semester |v /
Meet Location:

@
Enter OMLIME for
electronic office hours

Scheduled Office Hours

oy Do Select more than one day if hours are the same. :"Z'l

—mem | Otherwise, select one day for each different time inter -

CThursday
—= | Time format must have 4 digit times, am/pm, hyphen betwelen
* Office Hours: | 06:30am-11:00pm | @
. L |
Hints =  Office hour times must begin/fend at least 5 minutes beforefafter scheduled class times. The shortest period of ime you may enter is 15 minutes. Input More HourS If Neede¢ : 3 :
| I

Summary will Displai/ offce fours Listing

Add Office Hours
Click the *Add Office Hours™ button to submit your office hours. You may enter more than one office hour time pattern if you wish by repeating this process for each time pattern.
Choose Edit ==

| 4 I Please be advised that office hours are part of a faculty member's duties of assignment.

tO make Changes L | | You are required to submit your office-hour schedule if any.
or delete entry

Edit Days Time Location Total Time per week (min.) Session Remarks

& JTH. 11:00AM-12:30PM SC1 285 180 | Whole semester

180



Managing
Rosters

Select Roste

Home

() @@ @ | httpsi//isisce smeeduspls/smefel/F1p=20160412:1:14358440020392::NOzz:

C || Q Search

-

B8 U ¥ A& 0 @ =

X colavito_mary Logout Feedback Print Close

Home

School Semester FALL 2016 <

Choose School Semester if neec{edLl !

@ semester Information

@ Faculty Tasks

= Today is MOMDAY August 1, 2016

= ltis Day-28 Week -5 of FALL 2016

= Fall 2016 Semester Starts - AUGUST 29, 2016

= Fall 2016 Semester Ends - DECEMBER 20, 2016

= iew Fall 2016 - Open Classes

= \fiew Fall 2016 - Dates & Deadlines

= The CURRENT School Semester is SUMMER 2016

| © Fall 2016 College Holidays

‘ ® Oniine Class Roster Tasks

Fall 2016 Teaching Assignments

View Class Roster Section Number Course Name Meeting Time Meeting Days Room Location
1254 BIOL 22 09:30AM-10:50AM .TH..
09:00AM-12:05PM . F.
1255 BIOL 22 09:30AM-10:50AM .TH..
01:00PM-04:05PM . F.
1257 BIOL 88A ARRAMGE-0MHR ...
1258 BIOL 888 ARRAMGE-02HRS ...

sCH15

SCl 225

S5CI151

SCl225

SCI1 285

5Cl285

@ Goto eCollegefeCompanion

@ GotoeCollege Student View

@ GotoUpload /! View Course Syllabus

@ Goto Course Syllabus Report

@ View Mon-Teaching Assignments

@ View Students Learning Qutcome Summary Reports
@ View Students Lab/Tutor Usage Reports

@ View Students Faculty Evaluation Reports
@ View Teaching / Banked Hours Reports

@ Continue/Reinstate Direct Deposit

@ Goto FLEX Hours Tracking

@ Connectto SMC Faculty/Staff E-mail System

Semester Weeks  Activate eCompanion Access

1-17 ¥ activate?
1-17 ¥ activate?
1-17 ¥ activate?
1-17 ¥ activate?
1-17 ¥ activate?
1-17 ¥ activate?

1-8

‘ ® Enroliment Tallies | | © sSNC Quick Links

‘ ‘ © My Quick Links

Set Screen Reader Mode On




Functions Avalilable from Roster View

-

| a https://isiscc.sme.edu/pls/smcfel/fTp=20160412:10:14353440020382: N O GBL_SCTMUM: 1254 8:c5= 3E96B0534DEFE c

Q, Search

we O3 4 0 G

Home Online Class Rosters |

A colavito_mary

Logout

Feedback

Print

View / Download Class Roster

School Semester FALL 2016 Class Roster | 1754 _pIoL 22 .
L —— e
— e ~
® semester Infomlaﬁon) ‘\o Faculty Tasks)

v
= Today is MONDAY August 1, 2016
s |tis Day-28 Week -5 of FALL 2016
= Fall 2016 Semester Starts - AUGUST 29, 2016
= Fall 2016 Seme CEMBER 20, 2018
= View Fall 2016 -
= Wiew Fall 2016 - Dates & Deadlines
= The CURRENT School Semesteris SUMMER 2016

T —

(o Fall 2016 College Holidaa

\/
« September 5, 2016

« Movember 11, 2016
« Movember 24, 2016
« Movember 25, 2016

mgsignments IHome

@ View Class Active Students Photos

@ View Class Waiting Lists

@ View / Request Instructors Authorization Codes

@ View / Edit Drop Rosters

@ View | Edit/ Submit Grade Rosters

@ View | Edit/ Submit Placement Rosters

@ Enter / Update / Submit Students Learning Outcomes

—

e —

—_—
< @ Class Roster Dates and Deadlin@
N~

‘@ Download Class Roster)

= Class Census oay. =] 12, 2016

= Class 60% Day. MOV 3, 2016

» Last Day to Withdraw to Receive a Refund: SEP 11, 2016
» Last Day to Withdraw to Avoid a "W™ SEP 11, 2016

» Last Day to Withdraw to Guarantee a "W™ MOV 20, 2016

m TOTAL NUMBER OF ACTIVE STUDENTS: 32

@1 Batch E-mail to Students@

“.Jb Customize/Format and Download Class Roster
@ Class Roster in EXCEL Format

Temporary Attendance Sheet With Student 1D
Tem orary Attendance Sheet Without Student ID
@ Students Personal Contact E-mail in EXCEL Format

Submit Batch Early Alerts for Students in Class




At the Start of the Semester: From Roster Page

@ Faculty Tasks

» @ Goto Teaching Assignments /Home
» @ View Class Active Students Photos

y @ View Class Waiting Lists

»%Tequest Instructor's Authorization Co@
» @ View/Edit Drop Rosters

» @ View/Edit/ Submit Grade Rosters

» @ View/ Edit/ Submit Placement Rosters

» @ Enter/Update / Submit Students Learning Outcomes

@nload Class R@

'{7 Customize/Format and Download Class Roster
ms Roster in EXCEL FormD

E‘ﬁ” Temporary Attendance Sheet With Student ID

? Temporary Attendance Sheet Without Student ID
ﬁ'l Students Personal Contact E-mail in EXCEL Format




Drop Rosters for Avoiding/sand GuaranteeinyjVs

@ Faculty Tasks

» @ Goto Teaching Assignments / Home

® View Class Active Students Photos

® View Class Waiting Lists

» @ View/Reguest Instructor's Authorization Codes

»@_View / Edit Drop Rosters>«———{ §§ &/t aa

w2aldSNI 51 {(Sa

by R

» @ View/ Edit/ Submit Grade Rosters
» @ View /Edit/ Submit Placement Rosters
» @ Enter/Update / Submit Students Learning Outcomes




Mid-Semester Task: For Courses that arerBoalisites

@ Facuity Tasks

» @ Goto Teaching Assignments / Home

® View Class Active Students Photos

® View Class Waiting Lists

© View/Request Instructor's Authorization Codes

© View/ Edit Drop Rosters

® View/Edit/ Submit Grade Rosters

©Zew / Edit/ Submit Placement Roster

©® Enter/Update / Submit Students Learning Qutcomes




End of Semester Tasks

@ Facuity Tasks

» @ Goto Teaching Assignments /Home

y @ View Class Active Students Photos

y @ View Class Waiting Lists

» @ View/Request Instructor's Authorization Codes

y @ View /Edi
y @View / Edit/ Submit Grade Roster

» @ View/Edit/ Submit Placement Rosters
, @_Enter / Update / Submit Students Learning Outcomes>




Flex Hours Proposals and Approvals

(€ ) P O @ | nttps//isiscc.sme.edu/pls/smcfcl/fp=20160412:1:14358440020392::NOz:: ¢ || Q Search w B ¥y A © @ =

A colavito_mary Logout Feedback Print Close

Home

School Semester FALL 2016 3

@ Semester Information ‘ @ Faculty Tasks
= Today is MONDAY August 1, 2016 @ Goto eCollege/eCompanion
= Itis Day-28 Week -5 of FALL 2016 @ Go to eCollege Student View

= Fall 2016 Semester Starts - AUGUST 29, 2016

« Fall 2016 Semester Ends - DECEMBER 20, 2016 ® Goto Upload/View Course Syllabus

« View Fall 2016 - Open Classes @ Goto Course Syllabus Report
= View Fall 2016 - Dates & Deadlines © View Non-Teaching Assignments
= The CURRENT School Semester is SUMMER 2016 @ View Students Learning Outcome Summary Reports
@ View Students Lab/Tutor Usage Reports
© Fall 2016 College Holidays ‘ @ View Students Faculty Evaluation Reports
@ View Teaching / Banked Hours Reports

© Coplicuedmmetelesmicet Deposit
‘ 0 to FLEX Hours Tracking
aculty/Staff E-mail System

‘ @ Online Class Roster Tasks

More information can be found at:
http:// www.smc.edu/HumanResources/HumanResourcesDepartment/PageslBlaxactsfor-Faculty.aspx



http://www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/Flex-Contracts-for-Faculty.aspx

COMTRACT Year FLEX Hours Requirement 26 COMNTRACT FLEX Hours Completed 0 CONTRACT FLEX Hours Balance 26
CTOTAL ACADEMIC YEAR FLEX HOURS REQUIREHEHTE TOTAL FLEX HOURS COMPLETED O TOTAL FLEX HOURS BALANCE 26

Determine your RIS R Creating Flex Proposals

. Mumber of FLEX Proposals You Meed to Submit 0

ﬂeX hour reqUIrement Mumber of FLEX Proposals You Meed to Complete 3
f-l-: Mumber of FLEX Proposals Requiring More Infarmation from You 0

L__! Mumber of Your FLEX Proposals That Have Been Denied ]

==

: 21 tu FLEX Plan
I

L--

COMTRACT Year FLEX Hours Planner

FLEX HOURS REQUIREMENT 26 (A) FLEX HOURS COMPLETED 0 (G)

In Progress FLEX Hours to be Completed 30 (B) TOTAL FLEX Hours You Still NEED to COMPLETE 26 (A-G)
FLEX Hours MNOT Approved ]

. .. FLEX Hours Requiring Information oD
Note: Adjunct Instructors who participate FLEX Hours Pending Approval [ 01 )

in Institutional or Departmental Flex ACtiVIti®Sex Hours ProposalsiReports For Submission 0 (F)  TOTAL FLEX Hours You Still NEED to Propose/Report -4 (A-B-D-E-F-C
need to create Flex Proposals to document

those hours D STATUS TO DO/ ACTION
30777 | Attending Fall Institutional Flex Day Activities B Need to Complete Complete
30779 | Attending Departmental Flex Activities 18 Need to Complete
30778 | Attending Spring Institutional Flex Day Activities § Need to Complete | S

| o) i — — :
131 C Use this link to create proposals for individual flex tnlne

S ——




SMC Faculty Professional Development (FLEX) Reporting

Creating Flex Proposals

Current User: COLAVITO MG Logout Clese Help FLEX Summary f FLEX Planner

FLEX Reporter

SMC refers to time spent on professional development as Flex Time / Flex Hours. Flex hours occur outside of assigned instructional time. =
SMC faculty members are required to paricipate in professional development activities or "flex activities™ during each academic year. . 1 1
Full-time faculty may complete their individual flex days any time starting from the first day of Summer intersession until the end of the Fl ” Out form 1 l 1
following Spring semester. (- _!
Faculty Name: COLAVITOM C . . .
Assignment: Full Time Faculty / Flex ACt|V|ty Categone S ;' |
Academic Year: FISCAL 2016-17 . 1 2 :
FLEX Activity/Category (select one) = INn DrOp Down Menu -
Description:
(Type in a description (zelect one)
of your FLEX activity) Advising Student Clubifctivity

Attending a Conference/Seminar
Attending a Professional Workshop

Outcome (optional): Completing Community Service

(Type in the expected

outcome or benefit {}:rmplet?ng Extra Df'ﬁqf:.Hours
of your FLEX activity) Completing Grant Activities
Maintaining Discipline Currency
Start Date: Others _
_ . Participating in Community College Advocacy
End Date: Participating in Department Support Activities
Total Number of Hours: {WOTE: No more than 10 hours can be credited for a single day) Participating in a Professional Qrganization
Running/Teaching a Workshop
i - ) o i Sick Leave
I am proposing the above activity to fulfill my Professional Development/FLEX obligation with Santa Monica College L.
District in accordance with the Flexible Calendar approved by the Board of Trustees, Faculty Agreement and Titile V, Supplemental Student Advising
California Code of Regulations. By clicking on the Electronic Signature checkbox | declare that this activity will be Writing for publication i
completed outside of regular teaching hours and apart from contractually obligated duties. Furthermore, |
UNDERSTAND THAT FAILURE TO PERFORM CONTRACTUALLY REQUIRED FLEX TIME ACTIVITIES WILL RESULT IN A For Adjuncts: Participate in Institutional or Departmenta| Flex Day

REDUCTION IN PAY EQUAL TO THE UNFILLED FLEX HOURS.
| Acknowledge the Above Declaration [

Proposal goes to Chair for Approval

Y ——
Cancel/Back 1 3] When approved and hours are completed
T e

return to site to verify completion




Verifying Institutional Flex Participation

SMC Faculty Professional Development (FLEX) Reporting

Cument User: COLAVITO M C Logout Close Help f FLEX sSummary FLEX Planner

@ In order to verify your participation in the institutional flex day activitiesfworkshops, please selectthe sessions you attended. [fyou are

unable to find a workshopisession you attended from the drop down lists, please contact the Faculty Professional Development
Committee.

The appropriate number of hours must be provided in order to fulfill your required/approved 6 hours of FALL 2016 Institutional Flex
day participation. You may fulfill your REQUIRED HOURS OF PARTICIPATION by any or a combination of the following:
TOTAL HOURS PARTICIPATED - select the Institutional Flex Day sessions/workshops you attended
HOURS TO CHARGE TO SICK LEAVE - charge your UNFULFILLED HOURS to your available sick leave credits
APPROVED HOURS TO BE EXEMPTED - request for an exemption from flex day participation which will require approval from
the Office of Academic Affairs or Human Resources

TOTAL HOURS PARTICIPATED + HOURS TO CHARGE TO SICK LEAVE + APPROVED HOURS TO BE EXEMPTED must equal the
REQUIRED HOURS OF PARTICIPATION in order for you to complete your Institutional Flex Day hours requirement. Otherwise, any
unfulfilled hours shall be docked from your pay.

FALL Institutional Flex Day Participation

HOURS SESSIONS/ACTIVITIES ATTENDED

General (select General Session attended) -
Workshop #1 (zelect Workshop #1 Session attended) -
Workshop #2 (select Workshop #2 Session attended) -
Workshop #3 (select Workshop #3 Session attended)
Workshop #4 (select Workshop #4 Session attended) -
Workshop #5 (zelect Workshop #5 Session attended) -
Workshop #6 (select Workshop #6 Session attended) -

TOTAL HOURS PARTICIPATED 0
REQUIRED HOURS OF PARTICIPATION 6
UNFULFILLED HOURS 6

Ifyou missed all or part of the institutional flex day because you were sick, 1) enter the hours
HOURS TO CHARGE TO SICK LEAVE ] you missed here AND 2) submit a report of absence for those hours to your department
chair.

If you missed all or part of the institutional flex day due to approved institutional business that could not be conducted [
at any other time (i.e. representing the college on statewide committees, etc), please click here to request an exemption

| Complete FLEX Activity

Full Time Instructors will see this option in the Flex Summary. Adjunct Instructors
needto create Flex Proposals to documearticipation in Institutional Flex Day.



Accessing Canvas https://online.smc.edu/login/Idap

Enter your SMC User Name and Password and select Log In



