
Introduction to 
mProfessorand Canvas

Roster Management, SLO and Flex Reporting in mProfessor

Sending Messages and Adding Files, Modules, Assignments, Grades in Canvas



From www.smc.edu, 
Choose Faculty & Staff
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On the next page, Choose 
Faculty Class Roster/mProfessor
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Link to mProfessor



Enter your SMC User Name and Password and select Login

Logging in to mProfessor



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



At the Start of the Semester: From Home Page
Submitting Office Hours



Change Semester if Needed, select Go
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Submitting Office Hours



Include Office Location 1

Select more than one day if hours are the same.
Otherwise, select one day for each different time interval.

Time format must have 4 digit times, am/pm, hyphen between

2

Choose Edit
to make changes
or delete entry
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Summary will Display

3Input More Hours if Needed

Submitting Office Hours



Choose School Semester if needed

Select Roster

Managing 
Rosters 1

2



Functions Available from Roster View



At the Start of the Semester: From Roster Page



Drop Rosters for Avoiding Wsand Guaranteeing Ws
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Mid-Semester Task: For Courses that are Pre-requisites



End of Semester Tasks



Flex Hours Proposals and Approvals

More information can be found at: 
http:// www.smc.edu/HumanResources/HumanResourcesDepartment/Pages/Flex-Contracts-for-Faculty.aspx

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


Creating Flex ProposalsDetermine your 
flex hour requirement

Use this link to create proposals for individual flex time

Note: Adjunct Instructors who participate 
in Institutional or Departmental Flex Activities
need to create Flex Proposals to document 
those hours

1

2

3



Creating Flex Proposals

Flex Activity Categories 
in Drop Down Menu

Fill out form 

Proposal goes to Chair for Approval
When approved and hours are completed, 

return to site to verify completion

For Adjuncts: Participate in Institutional or Departmental Flex Day
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Verifying Institutional Flex Participation

Full Time Instructors will see this option in the Flex Summary. Adjunct Instructors 
need to create Flex Proposals to document participation in Institutional Flex Day.



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

Enter your SMC User Name and Password and select Log In


