Portal Instructor Training

In order to help you transition to CampusPortal, this training has been especially created for your use of the system.
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Section 1. Instructor Log-in
To begin, you must login. Go to https://portal.bbc.edu and click on Faculty Portal Homepage.
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Launch the Campus Portals

Student Portal Homepage
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Faculty Portal Homepage
A Faculty Lagin Here

Employsr Portal Homepags

Employer Login Here

Applicant Portal Homepags
A To Apply For Admissions, Click Here

Request Information
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Next, enter your CampusVue Username and Password then click Login.

{2 Baptist Bible College - Windows Internet Explorer [_T&1=}

@ ~ ] hittpsfjportal bb.edufserurestaffloginsta,aspxTReturmURL=secure/staffstaff. aspx (=] 421 x| [Live search geate

i¥ & @esptist Bbls College I % - B - b - hPage - (FTooks - 7

G Is minisiry leaders =
BAPTIST BIBLE iz pms e

Required Field*

Username* WEA

Password® Prrrrey| Passvord is case sensitive

The site may not function properly if you are using a non-supparted browser, Recommended browsers include Internet Explorer 5.01 and Safari 1,
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Section 2. Attendance Posting

Sec 2a. Courses With Specific Meeting Date Or Time
Once logged in click on My Classes and Gradebook.
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My Profile Al
. Contact M. Firct Name
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BI&04 Principles of Bible . oL " JACKSON:TBD: G
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Results Per Page
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Using the View Course List for Term pulldown, select the term you want to record attendance and grades for.
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Results Per Page
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Once the correct term’s classes appear, select the class you want to record attendance and grades for.
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To record attendance, click on the Attendance tab to view the scheduled meeting days for that class.
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Notice the color coding for the days which Require Posting. Click on one of the calendar day numbers.
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When the Student Attendance class roster appears, click on Edit.
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Class Schaduls Social Security #
Gradeboak
Class Length 135 minutes flass Meating Date 1f9/2008 Student 1D
Attendance Type Enrollment 1D
Back Ernail
Student Attendance i el | [Pty
¥ only show active students T |
Name Status Time Absent Course Absent Advanced search
Blondeel, Matthew Schedulad Mot Posted 0.00%
Boutilier, Harbert scheduled ot Posted 0.00% =) Print Page
Bawler, Williarm Scheduled Mot Posted 0.00%
Feldrman, Jonathan Schedulad Not Posted 0.00%
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Using the Time Absent pulldown, notice the default is Present so only select Absent for the missing students.
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Elondeel, Matthew gcheduled Present ¥ 0.00%
Py
Boutilier, Herbert scheduled 0.00% Fntibage
Bowler, willizm Scheduled Present ¥ 0.00%
Feldman, lanathan Scheduled Present ¥ 0.00%
Fisher, Rex Gcheduled Present ¥ 0.00%
Gardner, Richard Scheduled Present ¥ 0.00%
Ghenow, Ronaldo Scheduled Present ¥ 0.00%
Henson, Mark Scheduled Present ¥ 0.00%
Lopez, Robert scheduled Present ¥ 0.00%
Miner, Kevin Scheduled Present ¥ 0.00%
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Teffeteller, Charles Scheduled Present ¥ 0.00%
Thempson, Matthew gcheduled Present ¥ 0.00%
- Print Roster Cancel  Update
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Once all student’s Absent or Present have been selected click Update.
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Name Status Time Absent CGourse Absent Advanced Search
Blondeel, Matthaw Scheduled it 0.00%
Boutilier, Herbert Scheduled Prasant = 0.00% FintRags
Bowler, william Scheduled Present = 0.00%
Feldman, Jonathan scheduled Present ¥ 0.00%
Fisher, Rex Schaduled Present X 0.00%
Gardner, Richard Scheduled Present X 0.00%
Ghenou, Ronalds Scheduled Presant ¥ 0.00%
Henson, Mark Scheduled Present 0.00%
Lopez, Robert Scheduled Prasent ¥ 0.00%
Miner, Kevin Scheduled Present ¥ 0.00%
Minor, Christopher Schaduled Frasent = 0.00%
Page, Adasm Scheduled Present X 0.00%
Putney, Gary Scheduled Present = 0.00%
Schultz, Jonathan Scheduled Present ¥ 0.00%
Seibert, Ted Scheduled Present = 0.00%
Sullivan, Timathy Scheduled Present ¥ 0.00%
Surface, Joel Scheduled Present X 0.00%
Teffetallar, Charles Scheduled Present ¥ 0.00%
Thompson, Matthew Scheduled Present = 0.00%
- Print Roster Cancel  Update
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After updating, notice the Time Absent column has been posted. Congratulations, attendance has been input.
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Back Ernail
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Blondeel, Matthew Current 0 rmins 0.00%
Boutilier, Herbert Current 0 mins 0.00% Print Page
Bowler, William Current 0 mins 0.00%
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Fisher, Rex Current 0 mins 0.00%
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Sec 2b. Courses With No Specific Meeting Date Or Time

1. Login to the Faculty Portal (https://portal.bbc.edu)
2. Click My Classes > Gradebook

Hello Wesley! Logout | Halp,

Campus Portal

Stydent Schedyle Class Schedyle Gradebook elearn Support
Recent Students [Gregory Burks =] | Find Student December 01, 2011
Campus Info "
. L Campus News -] My Weather [=] Task Center +|x
Click Here e — k Current Weather Conditions In Clarks Summit, PA (18411) D P TTI =
_{_____Mmﬁh
.~ Lontact Manager Sunny, and 44 ° F. For more details?
o Mystudonts |
:—EEE&E!&-—-—u c Eirst Name
Class Schedule BBC Network & eLearn are online
r X € Last Name
slearn
Calendar [-] Social Security #
Lareer Services
=
~ My Documents Thursdiay Choose Day {3 Student ID
/ Eaculty Info | < pecember 2011 2|
o Helo. s mT wT Fs R—
~ Goline Resources  uglz 2 gmai
Student Life 4 3 & 2 8 21
N —
i1 12 13 14 15 16 17 L
18 19 20 21 22 23 24 10 per page w
25 26 27 28 29 30 A Clear  Search
PR Advanced Search

3. Click your course

Gradebook

View Course List for Term Fall 2011 - College
Primary Course List
Below are all courses to which you are assigned as the Primary Instructor

There are no current courses to display for this term

Secondary Course List

Below are all courses to which you are assigned as a Secondary Instructor

Course Course Title Section Course Start/End Date Day/Time Place Rosters Due
SP100 Speech Communication 01H  8/22/11 to 12/16/11 MWF JACKSON:JH20.. o)

11:10a-12:00p

CA410 Ropes Course Skills and Certifications O01R 8/22/11 to 12/16/11 0 %




4. Click the Attendance Tab then the Student Specific Time button

Click Here

5. Select a date range no larger than 7 days

Gradebook

Course Details - Ropes Course Skills and Certifications

Start Date

Last Posted Attendance

Assignments & Exams

m Midterm Grades Final Grades

Class Attendance

6. Click the Build Grid button

Student Attendance

8/22/2011 End Date 12/16/2011
Not Available Attendance Due 0 days
0 ungraded

Here

Student Specific Time

Quick Help

v Only show active students

From:

[1z/1/2011 |

To:

|12/7f2011 @

Build Grid

7. Once the Attendance Grid appears, enter the attendance from the drop down boxes

Aucoin, Brent
Burks, Gregory
Dudeck, Jeffrey

Paris, Rachel

Attendance Posting
Yalue Index

P Present
A Absent
E Excused

Absence

Name

8. Click the update button to save & receive the submitted notice
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Then Click

Click Here

Click Here




Section 3. Final Grades Posting

Once in Gradebook, click on the Final Grades tab.
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Back Email

Results Per Page
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From the Final Grades page, use the Final Grade pulldown to select the grades for each student.
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Back Email

Results Per Page
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¥ nly show active students Sl
Student Current GPA Tokal % Absent Final Grade
Blondesl, Matthaw 0.00 0% = Print Page
Boutilier, Herbert 431 0%
Bouler, William a.26 o
Feldman, Jonathan 275 0%
Fisher, Rex z.48 0%
Gardnar, Richard 0.00 0%
Ghenov, Ranaldo a.78 0%
Hansan, Mark a.92 0%
Lopez, Robert o.00 0%
Miner, Kewin 2.25 0% =
Minar, Christapher 1,98 0% =
Page, Adsm 282 0% =
putney, Gary 552 0% =
Schultz, Janathan 500 0% =
Seibert, Ted 4.00 0% =
Sullivan, Timathy 2.42 0% =
Surface, Joel 3,74 0% =
Taffatallar, Charlas 252 0% =
Thampsan, Matthau 2.71 0% =
Save Final Grades
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Once student grades have been selected click Save Final Grades. Note: you can input grades for selected students during one
session then return later to complete the input. Once grades are saved only the Registrar can modify them.
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Section 4. Student Search
To search for students you can use either the side Student Search or click Find Student next to Recent Student.
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Scroll down, locate desired student and click on student’s name.
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Notice selected student’s name will appear in the Recent Student field. Congratulations you have your desired student.
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From the Contact Manager page, click + Add Activity.
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Once sent, the message will be stored under the Activity Tab. Congratulations you have just sent a Student Alert.
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To set up a Student Meeting, click +Add Activity. Then select Student Meeting from the Activity pulldown, enter Comments,
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Congratulations you have successfully set a Student Meeting.
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Using the pulldown change the Activity Status to Closed and click Save.
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Notice the activity has been closed and no longer appears under the Activity tab of Contact Manger. Congratulations !
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Section 6. Miscellaneous Functionality

Under Campus Info, you can view the term course schedule by selecting the Term and clicking Search.
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Under Campus Info you can view Faculty information. Click the first letter of their last name and selecting their name.
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You can view your information by clicking My Profile and Staff Information.
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To view student schedule, find student in Student Search then click My Students and Student Schedule.
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