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SECURITY OF THE SYSTEM

TheCampusConnect®aculty Advising Syste(fRAS)has been designed with a number of sigur
features. There are internal and external firewalls set to protect the system from ir@keatiempts
to access, 0 oftrhd hsaydppowmdusess. Hawaver, security of any computer
system is only as good as the users accessif@nite opened, access is available¢oy sensitive
informationand to processeshichmustbe restrictecand carefully guarded.

Through the FAS, faculty have access to view course availability, process student registrations, view
and print course rostery, i ew advi s e andéntertgrades. sTc enlhapce security, certain
features will not be accessible until the appropriate time period for those activities. Examples are
registering students and entering grades.

Due to the highly sensitive areaf access facultyave it is imperative thagreat carebe takenn

leaving the system open only when you are present at your computeeffort to keep unauthorized
persons from accessing the files through your login, the system is set to awomatig -ofutt iomeg | o g
off) with nonuse of thirty minutes. In other words, when no action or movement within the program
occurs for thirty minutes, the system will automatically log you out of your account.

TheFamily Educational Rights and Privacy Actfd974(FERPA) guarantees the privacy of certain
elements of student informatioRaculty are granted the privilege atcess tstudent datalue to

your needfor information ThroughFAS faculty carviewand print data elements that aggotected

by FERPA. These elements include butaeeth | i mi t e d nante, soclalesecyrity nudnben, t 6 s
age, sex, and grade®lease usextreme caution in allowing anyoon¢her than yourself access to a

s t u d erivdteGrdormation.Printed materials bearingnformationprotected by FERPA should be

kept fromunauthorized accesghile being usednd should beshredded- not discarded- when no

longer needed.The Office of the Registrar will shred materiafgjesired.

A Awordo about pas student ateess tokhE FAS Rlesgand/NEVER give out your
password to anyone else. This includes access by student workers. Leaving your password on your
desk or posting it on your computer is definitely inappropriate!

In order to change your passwordeph s e contact the Registrarés Off



ACCESSING THE SYSTEM
STEP I

U Log on to the Internet Explorer and type the following address in the Internet addreiss line
http://fas.etbuedand pr e®s AENt er



STEP 2
U Onthe left side of the site, youwillseea A Admi ni strative Logino bo
enter your USERNAME and password.

0 Your username consists of the prefix FAC_ plugitkeinitial of your first name and
the first seven characterns your last name EXAMPLE: FAC_jsmither woulde the
Username for a faculty member named Sadtherman.

0 Enter your passwordDue to security measures, passwords are not listed in this book.
All faculty members will bable to choosa passworavhich is designated on the
Institutional Technology Aount Information form (the Blue form) to allow therto
the systenPlease remember that recording your password and leaving it where non
authorized users could view it is inappropriate.

0 Click on the yellow arrow to login.

You are now logged intothessy em and will be able to access th
manual.

usConnect - Microsoft Internet Explorer

3
| @search [lFavorites litteda <3 | B b il - 1]

icc3_scriptsfcc_server e;
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Thanks For using Campusconnect
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Figure 1-Main FAS Login Screen



AVAILABLE OPTIONS

EAST TEXAS BAPTIST UNIVERSITY

A World of Opportunity in a Community of Faith
(4] (4]
AVAILABLE OPTIONS HELP LOGOUT

| student Advising

Faculty Menu

Thank You for using CampusConnect

Password Maintenance

You are now logged in.

Please use the menus above to navigate through this site. Click the LOGOUT option when you have finished.
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Figure 2-Available Options Select by Pointing
I. STUDENT ADVISING
II. FACULTY MENU

[ll. PASSWORD MAINTENANCE






. STUDENT ADVISING

| f you are ready to begin advising a student,k
to a screen where you will emorastnanmekntertmdvi seeo:
numberor name anct | i Gold A

é% EAST TEXAS BAPTIST UNIVERSITY

AVAILABLE OPTIONS HELP LOGOUT

‘ommunity of Faith

test

Please enter the Student ID o Mams For advising: [test] Go!

Figure 3 Enter Student's Name or ID

you have successfully accessed the gtudent
ent I nformat@oonodo and fARegistration
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Figure 4 - Student Advising Options

A. STUDENT INFORMATION

Underthisoptiony ou have access to the studentds demogr
address, home phone, dorm phone, degree audit stamgil @ddress, clascation, gender, etc.

This site al so pr ov-inal#cntet by anaillsdesied.t he st udent 6

The AChange PINO and AReview Financial 6 option

B. REGISTRATION

Under this option, you will have access to the folimwy
Add/Drop Courses

Course Availability

Degree Audit

View Schedule

View Grades

Unofficial Transcript

Each area is described in more detail below.

B. REGISTRATION
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Figure 5 - Registration Options

OPTION 1: Add/Drop Courses
From this menu, follow the steps below for registering students:

1. Select the terrand departmenfor which you willadvise nd ¢ h o €eumsesin L i st

2. Alist of the courses within that department will display for the term. If you wish to add a
course, simplclicktheRAd d 06 but t on. Cour ses afdhdwedingwi | | L
windowin a separate shaded box.

3. To add additional courses from adeantctedeordepart:
departmento from the bottom of the viewing
Todrop a course that has been added, simply
The course will be dropped from the schedule.

4. Continue repeating stedsi 3 until the advising and registration process is complete. If the
studenmneedschapel crelit, remember tADD CHAPELTO THE SCHEDULE

5. Once all courses are registered, cdoose fARe;(
6. Select the term for whigjou just registered the studemtn d c | i cok A Su b mi t
7. The student 6s s c heduancisnow ready tabp priatedrandtsignedtbp e s «

you and the student to verify its accuracy. Once it has been sided¢lde schedule in the
advising folder for your records.

NOTE: Total hours enrolled can be monitored frdine total credit hour line atie bottom of the top

box. Students enrolling for their first semester at ETBU are limited to 17 credit hours. All others are
limited to enrolling in 18 hours(All summer terms are limited to 7 hour&ttempting to enroll a

student in a course in tinmnflict with another course, with tmet prerequisites, or requiring
permission will cause an error message to display. Only advisors with authority to override will be
able to proceed through an error messa@@eeRegistration Levels and Capabilitiesn pagel0).

B. REGISTRATION




OPTION 2: Course Availability

To check to see which courses are offered for a speedistrationterm, including information on

which courses are open/ closed, cl| INOKE: Dhisistheh e b u't
same process used to choose courserefpstration.

After selecting the term code for courses you wish to view, select the appropriate department

from the indexed, alphabetical listinglist of courses will appear, displaying the course nunaet
section, term, course tit]l eandcredis @yrsedthanmave beknoc at i
closed, cancelled or require special permission will have the appropriate notation listed by the course
NOTE: If no courses in the departmentkected are offerefbr the term chosen, no listing will

appear.

OPTION 3: Degree Audit

If your advisee has a degree audit on file, you can choose this option to gi@wdith This document

wi || | i st cour ses r equindaidin ddasing and regismatdoalhetaddt ¢ h o ¢
displayed through FAS is unofficial.If you have questiorabout the audijtcontact the Office of the

Registrar. If the student does not have an audit on file, a blankvpdggpearindicating ths. If the

student has earned 30 or more hours, please advise the student to come to the Office of the Registrar
as quickly as possibkndfile for a degree auditNOTE: Students are required to have a degree

audit on file when they have earned 60 hours

OPTION 4: View Schedule
To view your adviseebs schedapprariatetesneodd, the s opt i o
student 6s schedul e will be displayed.

OPTION 5: View Grades
To view an adviseebs (¢r aedtertheapppopratetermcode.oAfies e t hi s
clicking fiBebmrade report will display.

OPTION 6: Unofficial Transcript
By choosing this option, you can view your advi

| N ORDER TO RETURN TO THE ASTUDENT ADVI SI NGo Ol
ADVISING .0 |l F YOU ARE READY TO EXIT THE &S8YSTEM, C

If you have dific ul t i es using the system, please use
Asked Questions) are listed here as well as useful contact information.

AVAILABLE OPTIONS
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