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WebbConnect User Guide for Employees

Important Notes Concerning WebbConnect:

1. WebbConnect will not perform correctly in Internet Explorer 7. The approved browsers for
WebbConnect are: Internet Explorer 8 & 9; Google Chrome 11,12,13,14,15; Mozilla Firefox 6 or
above; and Safari 5 or above

2. Most of the links on the left side navigation do not work on an iPad/Mac. We launched the
portal anyway and are waiting on the support team to resolve this. Please use the menu at the
top titled iOS Access for iPad/Mac.

3. The mobile version for iPhones, etc. does work for the master calendar and for Gardner-Webb
news, however we have not completed the full mobile version which provides true apps. This is
planned for a later phase of implementation.

4. Our current recommendation is to use the portal with a desktop or laptop. <h2>Technology
Services is open Monday - Friday from 8 am until 5 pm. Please call 704-406-4647 if you are
having any trouble with WebbConnect.

How to log into WebbConnect:

1. Open the internet browser of your choice (Internet Explorer, Mozilla Firefox, Safari).
2. Type the following into the address: http://webbconnect.gardner-webb.edu to get the

WebbConnect login page or click this
homepage.

‘ 5%; Login
Need Help? Call 7044064647
Login:

Password

3. Enter your Gardner-Webb Username in the Login field and your Gardner-Webb Password in the
Password field.
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€ a £t gardner-webb.edu

Need Holp? Call 704.4064647

Login.
ghumphries

Password
Teveed

Remember He

4. Click the LOGIN button.

Edil Preferences

+ Announcements

Y v Gardner-Webh Calendar

Events from one or mere calendars could not be shown here because you do not have the permission fo view them .
Today | IEM BCM Thursday, August 30 ~ GPrint Week Month Agenda [~
Thursday, August 30
TUG - Class Rl Verfication
Manage Advisees S00 New Student Orentation

Manage Classes

New Student

Training & Development ball vs. Elon @ Phoenix Classic
Sawrday, Septembe
TUG - Class Roll Verfication

10-00am Volley

5. Alsbama @ Phoenix Classic
430pm  Valley
600pm  Footb:
Sunday, September 2
TUG - Class Roll Verification
Manday, Soptember 3
50D Classes Begn

vs. Horth Cargiina Central @ Phuenix Classic
Mord

Graduate School Last Day for Late Registration & Schedule Modication
Tuesday, September 4

7-00pm  Women's Soccer @ USC Ugstate

Viednesday, September 5

7-00pm  Valleyball vs. Woflord

Friday, September 7
Events shown i tme Zone; Estem Tise 3 Goge camnn]
- Hews
GWU News
*8/29/12 4:33 PM
2012 Olympic Silver Medalist Visit Gordner-Webb This Weekend

5. You will now see two areas of navigation within WebbConnect. The left side is called the
QuickLaunch Navigation area and the black bar is the top menu navigation area.

6. You will also see the Announcements Portlet, Gardner-Webb University Main Calendar Portlet,
and an RSS News Feed Portlet for Gardner-Webb News.
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How to find Human Resources Forms:
1. Click the HR tab in the top menu navigation.

Wit Preferences

Events from one or more calendars could not be shown here because you do not have the permission to view them
Today | IEM BCM Thursday, August 30 ~ GPrint Week Month Agenda [~

Thursday, August 30

50 fer
Friday, August
G 2

Manage Classes

New Student

Training & Development

4:30pm  Volleyball vs. North Carclina Central @ Phoenicx Classic
600pm  Football vs Wollord

Sunday, September 2
TUG - Class Roll Verificat

Last Day for Late Regstration & Schedule Modication
Tuesday, September 4

7-00pm  Women's Saccer @ USC Upstate

Wednesday, September 5

7-00pm  Volleyball vs Waflord

Friday, September 7

Events shown in ims 00 Eastarn Time 4 [P

WU News
 8(29/12 4:33 PM
2012 Olypic Silver Medalist Manteo Mitchedl o Visit Gardner-Webb This Weekend

2. You are now on the home page of the HR community. There are two navigation areas: site map

on the left and the top menu navigation in the black bar at the top.

Human Resources

3. Click on the Policies and Forms tab.
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4. You will now see on the right side the Document Library Display with the folders listed for the
Human Resources Forms.
5. Click on the Return to Main Page tab to return to the Main Home Page of Webbconnect.
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How to get to Gardner-Webb email in WebbConnect:
1. On the QuickLaunch navigation to the left click on the LaunchPad .

Edil Preferences

+ Announcements

£ LaunchPad
‘@

Maintsin Information

Y v Gardner-Webh Calendar

Employes

Fictorial Directories
Facully Forms

Manage Advisees
Manage Classes

New Student

Training & Development

- News

GWU News
*8/29/12 4:33 PM
2012 Olympic Sitver Medalist

Events from one or mere calendars could not be shown here because you do not have the permission fo view them
[ Today | IEM B Thursday, August 30 ~ GPrint Week Month Agenda [~
Thursday, August 30 -
TUG - Class Rl Verfication
SO0 New Student Orientation
Friday, August 1
G Rl on

T.00pm  Volleyball vs. Elon @ Phoen:
Saturday, September 1
TUG - Class Roll Verfication 3

10-00am Volleyball vs. Alsbama @ Phoenix Classic
4:30pm  Volleyball vs. North Carcina Central @ Phosnix Classic

600pm  Football vs. Woflord

Sunday, September 2

TUG - Class Roll Verification

Manday, Soptember 3

50D Classes Begn

Graduate School Last Day for Late Registration & Schedule Modication

Tuesday, September 4

7-00pm  Women's Soccer @ USC Ugstate

Viednesday, September 5

7-00pm  Valleyball vs. Woflord

Friday, September 7 A

Events shown in ime Zone: Eastern Trme

B Cougs camnan] .

Visit Gardner-Webb This Weekend

2. Click on the mail icon for GWU Email. (this will open your outlook email in another tab or

window)

Fie Edt View Favertes Tools Help

x [Google o R sech - | B+ | Morer> Sonla %, »
Gardner-Webb University Mail- Offices | | Greq Humphries = -
[ -

Mail > Inbox [ & Options = @ -

T et e Delete - Mo Fitere e 2 | By Invitation Only - PBS Environmental Series for Educators - Journey to Planet Earth

2 Unsead Mail (36734 bl o -|¥ . . N N .

3 senthems Compriars oy Dwa = Neven o= Tep + j2planetearth [j2p th@scr p com] & @ A adons

To: @ Greg Humphries

a . ) By nvitation Only - PBS Enviranmental Series for Educators - Jour... e N

12 b (1 C e = To help protecs privacy, some content in this message has been blocked. I you're sure this message is from a trusted sender and you want to re-enshle the blocked festures, click here.

@ S Email lcon e

3 ms Josy Bidges 912 A0

@ Deleted ltems (212 Please Accept Our Invitation to Preview

ADMEZ5-Warketi Teleohone JOURNEY TO PLANET EARTH
_BADMES4-Promats e e T The Award-Winning PBS Environmental Series

L-webbconnect

3 campus eai data file far AD
Josh Stroug

& Admagald - First Name Field kssue

3 webbConnect

5 Alyson Toney
Wirs Haley Sutherland Pond

JAVA-Class
Jennie Lamen
Jurk E-Mail

Katie Lovelace

3 Good Morming
Sherwin Shaidsee
it Renfer
- 3 Hubspot call follow up.
William MacDonald

ntation

FVEdigPUlEPREPEFREDERER R

il 3 add field
(3 Randall

s Educatio

Beth Davis

3 Majars ot pushing in 1o Banner

3 Enroll Dash vs. EPortiolio
Je

3. You will now be able to switch
email.

4l In a world where students need to understand a variety of complex
eries that fulfills that challenge — perfect for educators or media libraries.

issues, Journey To Planet Earth is a 12-episode DVD

Through an interdisciplinary approach, these programs reach beyond the physical sciences and draw connections to politics,
economics, sociology, and history. Acquired by more than 2,500 universities, schools, and libraries, it is the most popular
nvironmental series in North America.

Special Summer Offer
Buy 6 Episodes for $850, Get 6 Free Episodes
0:55 AW Buy 3 Episodes for $450, Get 3 Free Episodes
Individual Episodes Available
More Details about the Special Offer

"Superbly illustrates the demand for a balance between the needs of peopie and the environment. A must buy for media libraries.” — Schoal
Library Journal

Here's a one-minute clip from Episode #11
State of the Pianet’s Oceans

Here's a one-minute clip from Episode #12
Plan B: Mobilizing to Save Civilization

You can preview full JOURNEY TO PLANET EARTH episodes online.
To preview. click here.

between tabs or windows to get to WebbConnect and GWU

4. Click sign out and then click the X on the tab or window for your email to close GWU email.
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How to use the left side QuickLaunch Navigation:

1. The left side QuickLaunch navigation is configured within folders that contain links to banner
services.

2. From the WebbConnect home page click on a folder in the left side QuickLaunch to expand the
folder and see the links.

2 Launchpad

Maintain information
Whatis my banner id
View Campus Address [Teday] (KN BN Thursdey, July 19 = SPrint Week Month Agends =
g Address & Phone

Undate Email Addresses

Name Change [nformatio

‘SSN Change Infoimation
Optin for Emergency Texting
‘Adéress Change Farm
Optional Pin Election Form
‘Student Forwarding Address
‘Student Trip Ralaase Waiver
Financial Ald

Wik Classes)

term & 10 Week Classes)
m & 10 Week Classes)
ams (for 2nd term & 10 Week Classes)

July 30
ams (for 2nd term & 10 Week Classes)

‘aculty Forms

Manage

Traning & Development

Wednesday, August 1
12.00pm FINAL GRADES DUE For Graduating Students

GWU News
4 7119/12 11:14 AM
ollage Presidents: Losing Sleep for the Wrang Reasons

CampusEAl Consortium € 2012

3. Now click on the desired link and you will see the banner function displayed in the window on
the right side replacing the Announcements, Calendar, and News portlets.

de

0N & Advising

Emplayse
Faculty Forms
Manage Classes

4. Click the Home tab on the top menu navigation to return to the WebbConnect home page or
click another folder and link. You can find a listing of the links in alphabetical order below with
their QuickLaunch folder on the right side.
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How to access the Faculty Handbook:

1. Click the HR tab in the top menu navigation.

Events from one or more c:

calendars could not be shown here because you
Toser | KN IEB sday, August 30 ~
Thursday, August 30

UG

S00 !
Friday, August
TUG - Class R

7.00n y
Saturday, September 1

WU News
 8(29/12 4:33 PM
2012 Olypic Silver Medalist Manteo Mitche?

2. You are now on the home page of the HR community. There are two navigation areas: site map
on the left and the top menu navigation in the black bar at the top.

= Web Cantent Display

Human Resources

"

3. Click on the Policies and Forms tab.
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= Document Library Display

Search Search folders

Fokder # of Folders # of Documents.
Directories [ 1

Sl Human Resources Diectodies

(=3 Employment o B
Human Resources Employment Farms

o
alth Insurance Forms

L Polkcy Manuals ] 5
Human Resources Polcy and Procedures Manuals

{2 Retirement Plans ]
Human Resources Retrement; Pl

23 Supplemental Insurance o 7
Human Resources Supplemental Insurance:

4. You will now see on the right side the Document Library Display with the folders listed for the
Human Resources Forms.

5. Click on the Policies and Procedures Manuals folder in the Document Library Display window.

hedule  Policies and Forms  Benefits  Retun to

Document Library Display « Return to Full Page

Policy and Procedures Manuals

Folder # of Folders # of Documents

L Faculty Handbook.pdf
- Personnel Policy Manualodf

2.8k
2858
22758
2326

6. Click on the Faculty Handbook.pdf and it will open in a new window or tab.
7. Click on the Return to Main Page tab to return to the Main Home Page of Webbconnect.
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How to access the Academic Catalogs

1. On the QuickLaunch Navigation to the left click on Manage Advisees.

+ Announcements

£ LaunchPad

Y v Gardner-Webh Calendar

on to view them

Events from one or mere calendars could not be show

Maintain here because you do not have the pen
Employee Today | IEM BCM Thursday, August 30 ~ GPrint Week Month Agenda [~
Fict Thursday, August 30
Faculty For TUG - Class Roll Verificatior
Manage Advisees Orientation
Manege Classes Friday, August 31
New Student TUG - Class Roll Verifi
Tralning & Development 700pm s Elon @ P
Saturday, September 1
TUG - Class Roll

10-00am Volleyballvs_Alsbama @ Phoenix Classic
4:30pm  Volleyball vs. North Carcina Central @ Phosnix Classic
600pm  Football ford

Sunday, September 2

Monday, Septembar 3
50D Classes Begn

Graduate School Last Day for Late Registration & Schedule M
Tuesday, September 4

7-00pm
Wednesday, September 5
7-00pm  Volleyball vs Waflord
Friday, September 7

fomen's Soccer @ USC Upstate

Events shown in ims 00 Eastarn Time

 8(29/12 4:33 PM
2012 Olympic Sitver Medalist Manteo Mitchell o Visit Gardner-Webb Thi

1. Click on the link Academic Catalogs

- Announcements
2 LaunchPad
Maintain Information Entries

Employee

Wekise
Faculty Forms 2

Manage Advisees

Term Sele
ID Selection

REA, pver i
Miew Stugent Information
Miew Student Address & Phone
e St il

icame to WebbConnext. Technology ne the launch.

1. Mast of the links an the loft

Vigw Stugent Schedule 2. The mobile version for i we have nat comy This s pl
Regististion Querride Our current recommendation (s to Use the pa
. N

Advisee Grade Summary

- Gardaer-Webb Calendar

Advisee Registration Change Natification

dusee "‘9‘5‘“‘|‘°’; [IN.& Stalus Events from one or more calendars could not be shown here because you do not har 2 to view them

eamghios Supervisor Adve o [Today] KM M Wednesday, August 22 ~ Vesk Month Agenda =
Forfalie Manager Advises List Wednesday, August 22 B
Aratemy Catalogs TUG Classes Bagin

Manage Classes Friday, August 24

New Student GOAL - Class Roll Varification =
Training & Development 400pm  Women's Soccer @ Georgla Southem

T-00pm  Voeyballvs. Ball State @ Active Ankle Challenge
Saturday, August 25

GOAL - Class Roll Ve
1:30pm
430pm
Sunday, August 26
GOAL - Class Roll Veri

iball vs. llinois State @ Active Ankle Challanga

eyball vs. VEU @ Active Ankle Challenge

ation
1:00pm  Women's Saccer @ North Florida
Monday, August 21
QORI - Place Qo Va

2. This link opens in a new window or tab and shows the Academic Catalogs page from the Office of
the Registrar.
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GardnerWebbUniversity

Faith 4 Service 4 Leadership Calendars | Financial Planning | Library | WGWG | Course Eval. | Featured Links

Alumni Parents

Academic Catalogs Academic Catalogs
Online Catalog The Academic C
Undergraduate Day Program Catalog
Ty e ——
Graduate Program Catalog

PROSPECTIVE STUDENTS
PARENTS AND FAMILIES

- Oniine Catslog
ALUMNIAND FRIENDS * Undergraduate Day Program
*GOAL Program
COMMUNITY RELATIONS * Graduate Program

Learning and leadership for God and Humandy in & changing workd

7044084000

3. You will now see the listing of links for each of the Academic Catalogs.
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How to Access Your Class Roll:
2. Go tothe Gardner-Webb home page: www.gardner-webb.edu
3. Click on WebbConnect in the upper right-hand corner.
4. On the right Login box, enter your GWU username and password. Click Login.

é Login
Neod Help? Call 704406 4647

Login
|

Password:

S—
:

2

L LaunchPad

(= Maintain Tnformation L
5 Financial i
endal Ad WebbConnect L |
(& Student Account Guest

Academic Infarmation -
£ Housing-Mesis: Vehidle Attention iPad users
Registration & Advisng

£ Academic Sugport Wekome to WebbConnect. Technalgy Services wants to make you aware of 2 couple of concems that we akeady know about, but don't consider big endugh to postpane the aunch

employee 30d are waking on the suaport team to resole ths

Faculty Forms
: = ot completed the ful mobile version which provides true apps. This i planned for 3 ter phase of implementatio

Manage Atvisees

2 Manage Classes
Grade Changs Farm
‘Make 2 Texibook Request <+ Gardner-Webb Calendar
Tarm Selecton
LRl Selection
I
i I Tim J—
Detod Class Lit [ Teoday | IEM MM Wednesday, Augusts ~ FFmt Week Monih Agenda (¥ “
Summary Ciass List
Einal Grades Eniry Wednesday, August §
Class Final Grade Summary DHLP. Intenze Class
‘Gradugtng Studant Lis Thursday. August
Class Problems (email Regisirar) DHP. Inense Class
Courss Schedule .
‘Ragiciation Ovar Friday, August 10
Roll Varication DHP. Inense Class
Eacul r (doven i
e RAC Renort All GOAL Classes Begin
Eaculty REC Lookup Saturday, August 11
Academic Progress Report DHP Intense Class
£ New Student Tuesday, August 14
Training & Devaopmet Vomen's Soccer @ Davidson
Thursday, August 16
New Graduate Student Orentation
Friday, August 17

GOAL last day for Registration andSchedule Modifeation
7:00pm  Women's Soccer @ Waflord

6. Click on the link Summary Class List.
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Feedback

®Edit Preferences

& LaunchPad LALL SUNGARD HIGHER EDUCATION

= Maintain Information
= Financial Aid
= Student Account

= Academic Information

Personal Information Student and Financial Aid Finance

= Housing-Meals-Vehicle

Search

= Registration & Advising

= Academic Support
Select Term

= Employee

= Faculty Forms

= Manage Advisees G select the Term for processing then press the Submit Term button.
~ Manage Classes

Grade Change Form
Make a Textbook Request
Term Selection

CRN Selection

Faculty Detail Schedule

Select a Term: Spring 2013

RETURN TO MEN

000¢

Faculty Schedule by Day & Time
Detail Class List

Summary Class List

Final Grades Entry

Class Final Grade Summary
Incomplete Grade Contact/Fali
Graduating Student List

Class Problems (email Registrar)
Course Schedule

Registration Override

Roll Verification

Faculty Class Roster (download excel
Faculty IRBC Report

Faculty IRBC Lookup

Academic Progress Report

Email Classes

RELEASE: 8.1

= New Student

= Training & Development

7. Select the appropriate term and click Submit button.

HR | Feedback = iPad Acce:

_ Home

“®Edit Preferences

£ LaunchPad SUNGARD HIGHER EDUCATION

7 Maintain Information
= Financial Aid
= Student Account

7 Academic Information

Personal Information  Student and Financial Aid GTIIEETVIN Finance

= Housing-Meals-Vehicle

= Registration & Advising Search

= Academic Support
= Employee Select CRN
= Faculty Forms

7= Manage Advisees i Please enter the CRN you wish to access, or select a different term from the menu

= Manage Classes

Grade Change Form
Make 3 Textbook Request
Term Selection

CRN Selection

Eaculty Detail Schedule

Faculty Schedule by Day & Time

CRN:

Intro to Computer Concepts/Win - 11452

RETURN TO MENL

0000

Detail Class List

Summary Class List

Einal Grades Entry

Class Final Grade Summary
Incomplete Grade Contact/Poli
Graduating Student List

Class Problems (email Registrar,
Course Schedule

Registration Override

Roll Verification

Faculty Class Roster (download excel
Eaculty IRBC Report

Eaculty IRBC Lookup

Academic Progress Report
Email Classes

RELEASE: 8.1

7 Nevr Student

7 Training & Development

[ Enter Section Identifier (CRN) Directly ]

8. Select the appropriate course and click Submit button.
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®dit Preferences

£ LaunchPad % SUNGARD HIGHER EDUCATION

= Maintain Information

= Financial Aid

£ Student Account

= Academic Information Personal Information Student and Financial Aid (ETTLEZNVITR Finance
= Housing-Meals-Vehicle

RETURN TO MEN

£ Registration & Advising search

= Academic Support i
Summary Faculty Class List 000!

= Employee
= Faculty Forms
= Manage Advisees @) Welcome to the Faculty Class List by CRN Display.

7= Manage Classes .

Grade Change Form
An asterisk will appear next to the appropriate field if any of the following conditions exist: 1) If the student has more than one major or department in his/her primary or secondary eurriculum. 2) If the studer

Make a Textbook Request
Term Selection college, or degree in his/her secondary curriculum that is different from that in his/her primary curriculum

CRN Selection

Eaculty Detall Schedule
Faculty Schedule by Day & Time

Ezf:“‘ cfaileﬂie by Doy & Time If the word "Confidential’ appears next to a student's name, his/her personal information is to be kept confidential
Summary Class List

Final Grades Entry

Class Final Grade Summary
Incomplete Grade Contact/Polit
Graduating Student List

Class Problems (email Registrar)
Course Schedule

Registration Override

You may click on the student's name to view his/her address and phone information.

Course Information

9. You should now see your Class Roll listed below the verbiage seen in the screenshot above.
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How to View F.E.R.P.A. Student Waiver:

1. Go to the Gardner-Webb home page: www.gardner-webb.edu

2. Click on WebbConnect in the upper right-hand corner.
3. Onthe right Login box, enter your GWU username and password. Click Login.

Edit_View Htory Bookmarks Jools Help

myCampus Secure Login

€ 6 et gincr-webb edu/ o logieTsenice s Lgurdner-webb, eduAQF2Fporal¥Fog ¢ @ ks

& Login
Neod Help? Call 704406 4547

Login
|

Password:

4. On the QuickLaunch Navigation to the left click on Manage Advisees.

dit Preferences [

~ Announcements

& LaunchPad

[~ Maintain Information Entries
[E5) Academic Policies

webbConnect
[ Advising g

[ Employee
= Pictoral Directories Welcome to WebbConnect - Please see the notes below concerning the use of WebbConnect.

[ Faculty Forms

[~ Manage Advisees *| Technology Services wants to make you aware of a couple of concerns that we already know about, but don't consider big enough to postpone the launch.
Term Selection
1D Selection 1. webbConnect will not perform correctly in Internet Explorer 7. The approved browsers for WebbConnect are: Internet Explorer 8 & 9; Google Chrome 11,12,13,14,15; Mozilla firefox 6

R.P.A. Student Waiver View or above; and Safori 5 or above.

View Student Information 2. Most of the nks on the left side navigation do not work on an iPad/Mac. We kunched the portal anyway and are waiting on the support team to resolve this. Please use the menu at the top titled
View Student Address & Phone 105 Access for iPad/Mac.
Student Email Addresses
Student Schedule 3. The mobile version for iPhones, etc. does work for the master calendar and for Gardner-Webb news, however we have not completed the full mobile version which provides true apps. This is
Registration Override planned for a later phase of implementation.
Student Academic Transcript
Advisee Grade Summary
Degree Evaluation
Graduation Application Coversheet

Our current recommendation is to use the portal with a desktop or laptop.

Advisee Registration Change Hotification Technology Services is open Monday - Friday from 8 am until 5 pm. Please call 704-406-4647 if you are having any
Advisee Reqistration PIN & Status trouble with WebbConnect.

Advisors Academic Progress Report
Internships Supervisor Advisee List
Portfolio Manager Advisee List

Academic Catalogs [+ Gardner-webb calendar
[ Manage Classes

[ New Student

[= Training & Development Events from one or more calendars could not be shown here becanse you do not have the permission to view them_ 4
XN I Thursday, October 11~ SPrint Week Month Agenda (¥

5. Click on the link F.E.R.P.A. Student Waiver View.
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Edit Preferences

£ LaunchPad

Enter All or part of the student's last name and first name
Maintain Information

Academic Policies

Last Name:
Advising
Employee First Name:
Pictorial Directories
Faculty Forms
Manage Advisees -
Term Selection
ID Selection
EEb e s

View Student Address & Phone
View Student Email Addresses
View Student Schedule
Registration Override
Student Academic Transcript
Advisee Grade Summary
Degree Evaluation
Graduation Application Coversheet
Advisee Registration Change Notification
Advisee Registration PIN & Status
Advisors Academic Progress Report
Internships Supervisor Advisee List
Portfolio Manager Advisee List
Academic Catalogs

Manage Classes

New Student

Training & Development

6. Enter All or part of the student’s last name and first name.

PEdit Preferences

L LaunchPad

Enter All or part of the student's last name and first name
Maintain Information

Academic Folicies Last Name: rumphries
Advising

Employee First Name: greg
Pictorial Directories

Faculty Forms

Manage Advisees N
Term Selection
ID Selection
E.E.R.P.A. Student Waiver View
View Student Information ( suomit |

View Student Address & Phone
View Student Email Addresses
View Student Schedule
Registration Override
Student Academic Transeript
Advisee Grade Summary
Degree Evaluation
Graduation Application Coversheet
Advisee Registration Change Notification
Advisee Registration PIN & Status
Advisors Academic Progress Report
Internships Supervisor Advisee List
Portfolio Manager Advisee List
Academic Catalogs

Manage Classes

New Student

Training & Development

7. Click Submit button.
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VEdit Preferences

[SelcciSudentia o0 mm [, —

L LaunchPad

Maintain Infarmation Retum to Student Lookup

Academic Folicies

Advising

Employee

Pictorial Directories

Faculty Forms

Manage Advisees
Term Selection
D Selection
F.E.R.P.A. Student Waiver View
View Student Information
View Student Address & Phone
View Student Email Addresses
View Student Schedule
Registration Override
Student Academic Transcript
Advisee Grade Summary
Degree Evaluation
Graduation Application Coversheet
Advisee Registration Change Notification
Advisee Registration PIN & Status
Advisors Academic Progress Report
Internships Supervisor Advisee List
Portfolio Manager Advisee List
Academic Catalogs

Manage Classes

New Student

Training & Development

8. You should now see potential matches for the student. Click the button “Select Student
1d:000000000” to view the form.
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How to Email members of your class:

1. Go to the Gardner-Webb home page: www.gardner-webb.edu
2. Click on WebbConnect in the upper right-hand corner.
3. Onthe right Login box, enter your GWU username and password. Click Login.

é Login
Neod Help? Call 704406 4647

Login
|

Password:

S—

:

2

L LaunchPad

(= Maintain Tnformation L
5 Financial i
endal Ad WebbConnect L |
(& Student Account Guest

Academic Infarmation -
£ Housing-Mesis: Vehidle Attention iPad users
Registration & Advisng

£ Academic Sugport Wekome to WebbConnect. Technalgy Services wants to make you aware of 2 couple of concems that we akeady know about, but don't consider big endugh to postpane the aunch

employee 30d are waking on the suaport team to resole ths

Faculty Forms
: = ot completed the ful mobile version which provides true apps. This i planned for 3 ter phase of implementatio

Manage Atvisees

2 Manage Classes
Grade Changs Farm
‘Make 2 Texibook Request <+ Gardner-Webb Calendar
Tarm Selecton
LRl Selection
I
i I Tim J—
Detod Class Lit [ Teoday | IEM MM Wednesday, Augusts ~ FFmt Week Monih Agenda (¥ “
Summary Ciass List
Einal Grades Eniry Wednesday, August §
Class Final Grade Summary DHLP. Intenze Class
‘Gradugtng Studant Lis Thursday. August
Class Problems (email Regisirar) DHP. Inense Class
Courss Schedule .
‘Ragiciation Ovar Friday, August 10
Roll Varication DHP. Inense Class
Eacul r (doven i
e RAC Renort All GOAL Classes Begin
Eaculty REC Lookup Saturday, August 11
Academic Progress Report DHP Intense Class
£ New Student Tuesday, August 14
Training & Devaopmet Vomen's Soccer @ Davidson
Thursday, August 16
New Graduate Student Orentation
Friday, August 17

GOAL last day for Registration andSchedule Modifeation
7:00pm  Women's Soccer @ Waflord

5. Click on the link Email Classes.
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it Praferen

Email members of your class
& LaunchPad
Maintain Information
Terms: Spring 2012 =
Emplayee
Select Term
Facuty Forms

Manage Advisees

Manage Chasses

nange Form
Moke a Texthook Request
Term

de
Graduating Stacent List
Class Froblems (email Registrar)

Escuty REC Report
Faculty REC Lookup
Academic Frogress Report
Emal Classes

Hew Student

Training & Development

6. Select the appropriate term and click Select Term button.

Home MR Feedback IPad

Click on a class to open an email form.

Maintain Information

PHED 432 M Seminar for Phys EdHea Educ
Emplayee
Faculty Forms PHED 40% C Org & Adm of Phy Educ & Athl

Manage Adviszes
PHED 211 E lniro to Phy EdHeal Ed

Manage Classes .

Greds Changs Farm PHED 341 F Theory & Techn of Team Sports

CEN Selection SPED 600 A Research in Sport Pedagogy

Foculy Detad Schedule

Schadule by Doy & Time

EDUC 450 H Student Teaching PE

ss List

‘Summary Class List
Einal Grades Entry HPE
Class Final Grads Summary

05 Hea Maintenance, Prom & Well

Eegistration Overmide
Rall Verfication

7. Click on the appropriate course.
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Send email to all students for course: Intro to Phy Ed/Heal Ed PHED 211 E for term: 201210.
You should also receive a copy of this email at your Gardner-Webb email address. All Students are sent as BCC.

To MM gardner-webb edu
From BEERENE gardner-webb.edu
Subject *

Message *

Attachment Browsa_
Send Email

Status * (Required Enries)

8. Student email addresses are included in the BCC section that is not visible. You will also receive a

copy of the message to your email address. Complete the Subject and Message sections. Add
any Attachments and then click Send Email button.
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How to Find Pictorial Directories:
1. Go to the Gardner-Webb home page: www.gardner-webb.edu
2. Click on WebbConnect in the upper right-hand corner.
3. Onthe right Login box, enter your GWU username and password. Click Login.

é Login
Neod Help? Call 704406 4647

Login
|

Password:

S—

:

2

& LaunchPad

= Maintain Information Entries
= Employee
WebbComect o
Pictorial Directaries - Guast
Pictorial Directories
Facuhy Forms Attention iPad/Mac users - Please use the tab at the top named iOS Access instead of the QuickLaunch on the left side.

Manage Advisees

Manage Classes .
Welcoma to WebbConnact, Technology Services wants to make you aware of 2 couple of concems

ready know sbout. but don't consider biy enough to postpona the faunch.
Hew Student

1. Most of the

pport team ta

e,
Training & Development

2. The mable

olsted the ful mobis varson which provides trus 3ops. This s planned for a latar phass of implementaten.
Our current recommendation is to use the portal with 2 desktop or laptop.

Traubla vith WebbConnect?
Guest

Technology Services is open Monday - Friday from 8 am until 5 pm. Please call 704-406-4647 if you are having any trouble with WebbConnect.

= Garduer-Webb Calendar

Eveats from one or more calendars could not be shown here becanse you do sot have the permission to view them. -
Today | [ BEN Thursday, August 30 ~ SPrint Wask Month Agenda (=
Thursday, August 30

TUG - Class Roll Verification

SO0 New Studert
Friday, August 31
TUG - Class Roll Verification

tation

7:00pm  Villeyball vs. Elon @ Phoenix Classic

Sawrday, September 1

TUG - Class Roll Verification

10.00am Voleyball v Alabama @ Phoenix Classic

4:30pm  Volleyball vs. North Carolina Central @ Phosnix Classic

5. Click on the Pictorial Directories link.
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¥t Preferances

£ LounchPad - .
5 Online Pictorial Directory
Maintain Information

Employes

Pictorial Directories . Click here to view the Student Pictorial Directory
Pictorial Directories

Faculty

Ciick here ta view the Faculty / Staff Pictorial Directory

Opt out of Student Online Directory

New Student

Training & Development

6. Click on the link View the Student Pictorial Directory or Employee Pictorial Directory in the right
side window. This will open in a new tab or window.

Eoter Partal Last Name  Enter Partal Frst Name. 5ot Group

o bk Residential Stadests © Commmier Studeats ® Both (2200

7. Enter search criteria in the Last Name and/or first Name. Click the Search button.

Page 22 of 52



WebbConnect User Guide for Employees

How to Do Class Roll Verification:

Role verification is a critical process. This determines student billing and impacts issues related to
financial aid. Please accurately complete Roll Verification. If you are unsure of how to handle an
attendance issue, please contact the graduate school immediately. Student billing is time sensitive
and dependent upon the accuracy of this report. Thanks for your cooperation.

1. Go to the Gardner-Webb home page: www.gardner-webb.edu
2. Click on WebbConnect in the upper right-hand corner.
3. Onthe right Login box, enter your GWU username and password. Click Login.

W o S g
Eile Edit Yiew Higtory Bookmarks Jools Help

A% Login

Need Holp? Call 7044064647

Login:
|

Password

o ;

4. On the QuickLaunch Navigation to the left click on Manage Classes.
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Training & Development

Gardner-Wiebb Calendar
Todsy | [0 BB Wednesday, Augustd = Pt Week Month Agenda (¥ *
Wednesday, August 8
Thursday, August 9

Friday, August 10

All GDAL Classes Begin
Saturday, August 11

Friday, August 17
GOAL last day for Ry

T-00pm W

Click on the link Roll Verification.
Select Course.

a. If student is attending, no change needed.

b. If student is not attending, please indicate his/her non-attendance.

c. Ifastudent is attending, but is not on your class role, please submit a “comment”.
Submit after all students are verified and any problems recorded.

How to Enter Incomplete Grade:

Incomplete Grades is a process that involves the Professor and student coming to terms on how a

student can receive a valid letter grade after completing the terms of the Incomplete Grade Contract.

O NV A WN R

Professor will log into WebbConnect.

Click on Manage Classes folder in the QuickLaunch navigation on the left.
Click on the link Final Grades Entry.

Select the Term.

Select the CRN.

Navigate to the student and enter the grade of “I”.

Submit changes.

Registrar’s Office will roll grades. This is done multiple times a day during exam period. Once the
grade is rolled to History, the professor is unable to process any type of change of grade from
the WEBBCONNECT. Once a student’s grade is rolled, Banner disables grade entry. A professor

may change a grade as long as the registrar’s office has not rolled the grades to history.
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9. Professor will receive an email concerning the “I” grade entered for each student. This e-mail is
processed as the grades are rolled to history for any grades assigned an | from WEBBCONNECT
or if a grade is changed from any other grade to an “I”.

10. This email contains instructions and links to allow the Professor to complete the terms of the
Incomplete Grade Contract. (a reminder email will be sent each Wednesday after the grade is
rolled to remind the Professor to complete the terms of the Incomplete Grade Contract)

a. Professor will log into WebbConnect.

Click on Manage Classes folder in the QuickLaunch navigation on the left.

Click on the Incomplete Contract/Policy

Click dropdown to see list of students needing Incomplete Grade Contract.

Enter information into the Statement of Circumstances box.

I

Enter information into at least one “Requirements for Removal” box. (up to 10 are

available)

g. Click on the calendar icon to select a Date Due for each “Requirement for Removal” .

h. Professor will enter their name in the Professor’s Signature box.

i. Click on the calendar icon to select a Date.

j. Click on the Submit button.

k. You will now receive a message beside the Submit button verifying completion of the
form.

11. Upon submission in the step above the system has sent an email to the student’s Gardner-Webb
email address.

12. The student email contains the terms of the Incomplete Grade Contract entered by the
professor and buttons for the student to reply that they either Accept or Deny the terms of the
Incomplete Grade Contract.

13. Professor and the Provost Office will receive an email with the students Acceptance or Denial.

14. If the student has accepted the terms of the contract then it is the responsibility of the Professor
to determine that the terms of the contract have been met on time and to change the
incomplete grade to a valid letter grade before a grade record of “F” is added to the student’s
record 90 days after end of term.

15. If the student has denied the terms of the contract then it is the responsibility of the Professor
to inform the student that a grade record of “F” will be added to the student’s record 90 days
after end of term.
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How to Enter/Edit Courses in Banner:

http://banner.gardner-webb.edu/

Production Database [PROD] - Click

£ Gardner. Webb Internet Native Banner -INB- - Windows Internet Explorer

@.\- Je |g, gardner-webb.edu RIS

File Edit ‘iew Favorites Tools Help
s Favorites | 5% KD v | Fres Hotmail W mSn W MSN 2) B -

55|~ | P Pandora Infernet Radio ... | @ Gardner webb Imerr... % fiHome - [

~ Read Mail  @hPrint + Page~™ Safety~ Took > @ Help + =

(GardnerWebb We have great things in mind.
University

Internet Native Banner Access

Production Database [PRODY
Training Database [TRNG

Banner Documentation

GWU Data Standards ~ Bookshelf

GWU Data Standards Bookshelf

@ Internet Ya v W 100%

ff Gardnet
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Enter Username (same as email username)
Enter Password
DO NOT ENTER ANYTHING FOR DATABASE

Connect - click

B Oracle Fusion Middleware Forms Services

Wiind ow

Usermname: ||

Password: |

Database: |

o)
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Enter SSASECT in the ‘Go To...” Box

Click Enter Key

B Oracle Fusion Middleware Forms Services

File Ecit Options Block Merm Record Query Tools Help

= B RAEER &% & x| eyl

[ ®

5 u .
Go To...| E Welcome, Jessika Raduly. Products: B Menu | Site Map | Help Center

c
1My Banner Iy Links i
‘ABanner
[_1Student [*STUDENT] Change Banner Password
JAdvancement [*ALUMNI] Check Banner Messages

[IFinancial Aid [*RESOURCE]
[1General [*GEMERAL]

Bookshelf

Data Standards
Persaonal Link 2
Personal Link 4
Personal Link &

SCT Support Genter N

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enterthe object name; Press LIST for listing. |
Record: 171 | o | =0gC=
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Enter Term —2013-2014 (Your term will always be the year that the Fall semester starts. Fall-10, Spring-

20, Summer-30)
Fall 201310
Spring 201320
Summer 201330

FOR A NEW COURSE TYPE ‘ADD’ in the C
Click ‘Control Page Down’

FOR AN EXISTING COURSE TYPE IN ‘CRN’
Click ‘Control Page Down’

B Oracle Fusion Middleware Forms Services: Open > SSASECT
File Edit Options Block [tem Becord Query Tools Help

RN Box

Section Enrallment Infarmatian

Il eetitim Tifmes and nsthuctar

Course:

Seotian Freferences

Title:

Subject: v

Course Number: Title:

Section: ’_F
Cross List: I_F
Campus: ’_F
Status: [

Schedule Type:
Instructional Method:
Integration Partner:
Grade Mode:
Session:

Special Approval:

=1

Duration: ’— ’—[7
Part of Term: ,7[: ‘ @ |

First Last
Registration Dates: | @ | @ @
Start Dates: | @ | @
Maximum Extensions: l—
Prer Check 'Basic or None  CAPP

' DegreeWorks

CEU Indicator: [

Credit Hours:
Billing Hours:
Contact Hours:
Lecture:

Lah:

Other:

Link ldentifier:
Attendance iethod:
Yieekly Contact Hours:
Daily Contact Hours:
[ Print

¥ Gradable
[CILong Title

—

CJComments

“To TOr

“To TOr
“To TOr
T Ta COr
CTo T O0r

CTo COF

["' Tuition and Fee Waiver

I Syllabus

T

[voice Response and Self-Service Awailable

Record: 1/1 | o |

CRM; type 'ADD'to add new section;'ADD' and NEXTITEM fo default; CQH existing.
| «<05C=

1
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Enter:

Subject — Course prefix

Course Number

Title-This will automatically fill in (If your course is an HONORS section add the word ‘honor’ to the end
of the description.

Section (Each timeslot for a course is assigned a section number (i.e. 8:00 a.m. MWF section A)) If the
course is a HYBRID course add a ‘Z’ to the section number. If the course is an HONORS course add an ‘H’
to the section number

Cross List — Skip (If you have courses that need to be cross listed, call Lou Ann Scates, Registrar,
extension 4263)

Campus — 1GW is the main campus GWU (ONL would be used for online courses)

Status — A (this is always ‘A’ unless you are told different)

Schedule Type — C1 (this is always ‘C1’ unless you are told different)

Instructional Method — Skip (If there is nothing in this box it means that students will be promted to
take a survey at the end of the semester. If ‘NOSLO’ is in the box it means the students will not have to
take a survey.)

Intergration Partner — BB (this web enhances courses for professors. Blackboard)

Grade Mode — S (Always ‘S’)

Session — N (Always ‘N’)

Special Approval — Skip

Duration - Skip

Part of Term — DY (DY is for Traditional Day students. VD is for variable dates. VD is used for Scuba
because there are two sections within one semester. It allows you to change the assigned dates of the
semester.)

TAB
F10 (this saves your course information and gives you your CRN # for the new course. WRITE IT DOWN!)

Control Page Down

SEE BELOW
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Oracle Fusion Middleware Forms Services: Open > SSASECT

File Edit Options Block [tem Becord Query Tools Help

Section Enrollment Infarmation

hieeting Times and Instructar

Course: 221 Title: Dimension of Personal Health

Section Preferences

Subject:
Course Number:

Section:

Cross List:
Campus:

Status:

Schedule Type:
Instructional Method:
Integration Partner:
Grade Mode:
Session:

Special Approval:
Duration:

Part of Term:

Registration Dates:
Start Dates:

Maximum Extensions:

Check Method:

¥ Health Education

CEU Indicator:

221 [*]  Title:
I

[ [

WE Gardner-Webh Campus
’A_FActi\fe

Dimenzion of Personal Health

Billing Hours:

Contact Hours: oo ® Mone

c1 E Online or Traditional Clags 1

[ &

Lecture: 3000 ® None

BE [=]5th Type for Enhanced Content

|S—E|Standard Letter
’N_ElEloiIing Springs Campus
[ =

Lah:

Other:

Prsvcems [E |z-oEcoms

Prerequisit

= [

Credit Hours: 3000 @ None

Link ldentifier:

TTo T oOr

3000 ®None T To T Or

'

' To

CTo T O

® None T To O Or

LT

® None T To O Or

it

]

First Last Attendance Method: E
| = | E B VWeekly Contact Hours:
| = | =] Daily Contact Hours:
il [+ Print ¥‘oice Response and Self-Sernrice Awvailable
#® Basic or Mone  CAPP  C DepreeWorks ¥ Gradable [ Tuition and Fee Waiver
[JLong Title ] Comments [ISyllabus

Record: 171 |

Subject; press Count Query Hits for existing courses, Duplicate Record for credit information.

| <0gC=

4
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Enter Maximum Enrollment for the course

F10

acle Fusion Middleware Forms Services: Open > SSASECT
File Edit Options BElock Item Becord Query Tools Help

Term: ‘201310 [7 CRN: |1D438 [7 Create CRN:[E Copy CRN:[&_ Subject: HLED Course: 221 Title: Dimension of Personal Health E
hieeting Times and Instructar Section Preferences
Reserved Seats
Enrollment Details
Maximum: 24 Waitlist Maximum: o Projected: o
Actual: 26 Waitlist Actual: ] Prior: ]
Remaining: 2 Waitlist Remaining: o [ Resened

Generated Credit Hours: 7a.000

Census One Census Two

Enrollment Count: 26 Enrollment Count: 26

Freeze Date: 16-5EP-2013 Freeze Date: 15-0CT-2013

4

Maxirmum enrollment for section; press Count Query Hits to enter reserved seats. |
Record: 1/1 | o | | =05C=
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Meeting Times and Instructor

TAB until you get to Monday. You have to click the dates for the course

TAB

Start Time — 0900 (have to have 4 digits, Military time) **it will automatically jump to End Time
End Time — 0950

SECOND HALF OF SCREEN NEXT SCREENSHOT

B Oracle Fusion Middleware Forms Services: Open > SSASECT
File Edit ©ptions Block {tern Becord Query Tools Help

Course: 221 Title: Dimension of Personal Health

Course Seclion Information Section Enrollment Information heeting Ti Instructor Section Preferences

Scheduler Preferences

Meeting Times
Iesting Dates Meeting Location and Credits
Meeting Meeting Start End Session
Time Type Start Date End Date Y T 3, ¥y Thursday Friday Saturday  Sunday Time Time Indicator
c [ = =
[ ctas  [m-eucoms fizoEcams @ [ v [ v [ [ |osoo  |osso o o
| | = © = @& = © © []0C
- | I - |
- | = e =8 8 e ®8 8 [0
i — | o = o o o o o [0 |5
Instructor
Session Instructional Percent of Primary Override Percent of
Indicator 1D Workload Resy ibility i i Session
[v]
bt [pooosoras  [Meneely, Sara | 000 100 " O 00 A
[ | | | = O
[ | | | = o
[ | | | = O =l
heeting time code; press LIST for codes. Press OUPLICATE ITEM to access Cross List Form |
Record: 11 | | Listofvalu.. | | =05C=
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TAB

Building — Enter abbreviated building code (handout)
TAB

Room — Enter room number

If you know that there will be a conflict due to lab space etc. you can click ‘Override’ .
F10

Control Page Down

B Oracle Fusion Middleware Forms Services: Open > SSASECT = | E|fz|
File Edit Options Block ltern Record Query Tools Help =
Course: 221 Title: Dimenszion of Personal Health 9
Course Section Inforrmation Section Enrallment Information Section Preferences
I Tirr il Scheduler Preferences
Meeting Times B
Meeting Dates
Hours Session Room
Automatic Schedule per Override Credit Partition  Attribute %
Scheduler Building Room Type Yeek Indicator Hours Details Details =5 .
~ ] ] 7
[122 [ [ za [ ] 3.000 m m N o B
| | | [ o o
| | | [ o o
| | | [ o o
| | | [ o o -
Instructor
Session Instructional Percent of Primary  Owerride  Percent of
Indicator 1D VYiorkload Responsihility Indicator Indicator Session
]
m [noooga7as  Meresly, Sara \ 000 100 v [ 100 -
| \ \ o o
| \ \ = =
| \ \ o = Sl .
Building code; press LIST forvalid codes ‘
Record: 11 | | Listofvalu.. | | =08c=
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If you do not have a classroom and need to find one you can go to ‘OPTIONS’
‘Query Available Class Room SLQMEET (highlighted in blue)

NEXT SCREENSHOT

Call Lou Ann Scates, Registrar, for help Extension 4263

B Oracle Fusion Middleware Forms Services: Open > SSASECT

File Edit Block ltern Becord Query Tools Help

ailable Class Room [S ET]
Building/Room Schedules [SSAMATX)]
: Course Section Information
Cross List Definition Query [SSAXMTI]
Scheduled Meeting Times
Assigned Instructors
Course Section Detail [SSADETL]
Section Parition Preferences
. Section Room Aftribute Preferences
Course Section Restrictions [SSARRES]
Course Pre-requisites [SSAPREQ]
Course Section Comments [SSATEXT]
Time Cross List Definitions [SSAXLST]
El Schedule Exclusion Rules [SSAEXCL]
’_

lZ copy CRN:[& Subject HLED

Course: 221

Section Preferences

Title: Dimension of Personal Health

fay Tuesday Wednesday Thursday

Friday Saturday

Start End Session
Sunday Time Time Indicator

Section Calendar [SSAACCL) [ o [ 7 [ £ [osoo [oss0 pr -
’_ Section Scheduler Preferences 0 In In 0 In In ,— ,— ’_
’_ Course Section Overrides [SSAOWRR] m m m m m m ,— ,— ’_
Basic Course Infarmation [SCACRSE]
F Block Section Contrals [SSABLCK] :: :: :: :: :: :: F F F =
Term Control Rules [SOATERM)]
——— Section Syllabus Form [SSASYLE]
| Qpen Learning Section Default Rules [SOAORLUL]
Inggslgl Section Processing Rules [SSARULE] Instructional Percent of Primary Owverride Percent of
Indici Sourse Labor Distribution [SCACLED] iorkload Responsibility Indicator  Indicator Session
' [
[ [oooos0794  [McHeely, sara . | oo [ 100 v O (100 =
[ | \ | [ o o [
[ | [ | [ o o [ ]
[ | \ | [ = = =

Record: 111 | .. | Listorvau... |

Meeting time code; press LIST for codes. Press DUPLICATE ITEM to access Cross List Form.

| =0s5C>

ETeT

4
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Click on the boxes below ‘Description’ and all the available spaces for that time will show. Double click
on the one you want and it will automatically be entered into your course.

F10

Control Page Down

B Oracle Fusion Middleware Forms Services: Open > SSASECT - SLQMEET CEX

Eile Edit Options Elock em Becord Query Tools Help

F e 2EE

BYBIRABEI

weet | [7] “Mon [ITue Wwed [IThu Fri [ISat [ ISun From Time: [0 | To Time: [sss0

Building: ’FB Campus: WEI Site: ’_B Capacity: |24

Desired Room Attributes Building Room Description Campus Site Capacity
]

) | \ \ (1 I
e -] | [ - —
- - -

| \ [ [ ]
— | [ [ [ [~
I \ \ I Y B
— | \ \ [ [ L ]
— \ [ [ [ I
\ [ L F
I
[ [ [ |
[ [ [~
\ I
| \ \ [ [ ]
| \ \ [ [ 1%
Meeting Code; press LIST for valid codes. |
Recard: 111 [ .. | Listorvai... | | =08C= J
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TAB — Enter Professor ID number. This number has to be nine digits long so enter as many zeros needed
at the beginning to make it nine digits.

F10
If you do not know the ID number you can click on the ‘ID dropdown arrow’

NEXT SCREENSHOT

B Oracle Fusion Middleware Forms Services: Open > SSASECT
Eile Edit Options Block em Becord Query Tools Help

AAEE &9

Term: 201310 [T CRMN: 10438 [7 Create CRN:[@T Copy CRN:[rSn_ Subject: HLED Course: 221 Title: Dimension of Personal Health
Course Section Infarmation Section Enrollment Information Section Preferences
MUUEEEGCRETECTEN  Scheduler Preferences
Meeting Times
Meeting Dates heeting Location and Credits
Meeting Meeting Start End Session
Time Type Start Date End Date Monday Tuesday Wednesday Thursday Friday Saturday Sunday Time Time Indicator
= E =
CLAS  [21-AUG2M3  [12-DEC-2013 v [m] I [ I [m] [ 0900|0950 o1 (=1
OCC_—_C_——"e = 8 8 ©®8 8 ®°[000C
[ [ ] =] m] m] =] m] m] o [ 1 [
1 O 0 0 O 0 0 o [ 1 [
1 = = = = = = o [ 1 [ B
Instructor
Session Instructional Percent of Primary Oyerride Percent of
Indicator [IE Workload ihili i i Session
M|
oo M Meely, Sara M 000 100 v [l 100 -
Search ’— o o ’—
[ [ o o [
[ ] | [ ] 0 0 [ =

Session indicatar, |
Recard: 111 [ | =08c>

Lo I Te- BTt vasd ot

4]
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Click on the bottom half of the screen to highlight the first line

TAB - to Last Name (case sensitive)

Last Name —Tab

First Name

F8-this searches for your information

Double click on the ID number of the correct professor. This will automatically enter it into your course.
F10

This completes the building of this course. Under ‘Edit’ in the tool bar you will see an ‘Arrow’. This
means rollback or leave this course.
Click the arrow to leave the course and start on another one.

B Oracle Fusion Middleware Forms Services: Open > SSASECT - SIAIQRY

Eile Edit Opfions Block fem Becord Query Tools Help
o &
[GGE -
Term: WF K Faculty [ Adwisor Category: liF
Staff Type: ’7[7 Contract Type: ’7[7 Tenure Status: ’7[7 Status: ’7[7
o] Last Name First Name Middle Name Facully Advisor College Department
&

\ | | | e m = r =

\ | | | = = [ [

\ | | | o o [ [

\ | | | = = [ [

\ | | | = = [ [

\ | | | = = [ [

\ | | | o o [ [

\ | | | = = [ [

\ | | | = = [ [

\ | | | o o [ [

\ | | | = = [ [

\ | | | = = [ [

\ | | | = = [ [

\ | | | o o [ [

\ | | | = = [ [

\ | | | = = [ [

\ | | | o o [ B

\ | | | = = [ [

\ | | | = = [ (] 2
Enter a guery, press F8 to execute, Ctrl+Q to cancel | J
Recard: 111 | lEnterqu.. | | <o8C=
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B Oracle Fusion Middleware Forms Services

Eile Edit Options Block Item Record Query Tools Help

= BIREERE 9% E ey [

Ehu (PRODY)
Go To... | E Welcome, Jessika Raduly.

| @ B |5 <

Menu | Site Map | Help Genter

[IFinancial Aid [*RESOURGE]
1General [*"GEMERAL]

Banner Broadcast Messages

{_1My Banner My Links
‘dBanner
1 Student [*STUDEMNT] Change Banner Password
DiAdvancement ["ALUMNI] Check Banner Messages

Enokshelf

Data Standards
Fersonal Link 3
Personal Link 4

FPersanal Link &

SCT Support Center

My Institution

SUNGARD HIGHER EDUCATION

AWEMagl
2 ek

-

Record: 11

Enter the ohject name; Press LIST for listing

| o | =0gC=

SGAADVR-This is for changing/updating assigned advisors, deans, department chairs

MAJR-advisor
DEPT-dean or department chair

**You must click Primary Indicator for primary advisor

SFAREGQ-This is for viewing a specific student’s schedule by semester

SPAIDEN-This is for viewing student contact information

SFASLST-This is for viewing a specific course roster
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Building, Site, & Course Abbreviations

Building & Site Abbreviations:

Main Campus Buildings

BST - Bost Gym

CHP - Dover Chapel

CRG - Craig Hall

CSH - Communication Studies Hall
DCC - Dover Campus Center

HAM - Hamrick Hall

ELL - Elliot Hall

GAR - Gardner Hall

HSP - Crawley Memorial Hospital
LIB - Dover Library

LND - Lindsay Hall

LYC Lutz-Yelton Convocation Center
FNH-Frank Nanny Hall

OBS - Observatory

POT - Pottery Building
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GOAL / Graduate Sites

ANS - Anson Center - "N"

BRK - Burke Center - "B"

BRN - Brunswick Center - "U"

CBR - Cabarrus Center - "D"

CLT - Charlotte Center - "C"

CRH - Cleveland Regional Hospital - "CR"

CTB - Catawba Center - "E"

DVD - Davidson Center - "D"

FSY - Forsyth Center - "F"

GST - Gaston Center - "G"

1GW - Gardner-Webb Campus - "A"
ICC - Isothermal Comm College - "J"
IRD - Iredell Center - "|"

LKN - Lake Norman - "LN"

MAY - Mayland Center - "K"



WebbConnect User Guide for Employees

PPA - Paul Porter Arena MDW - McDowell Center - "L"

THE - Kathleen Dover Theater MGM - Montgomery Center - "M"

WEB - Webb Hall ONL - Designates On-line courses - "O"
WTH - Withrow Hall RMD - Richmond Center - "R"
GWC-Gardner-Webb Charlotte SPG - Spartanburg Center - "P"

GWS-Gardner-Webb Univ.-Statesville SRY - Surry Center - "S"

TSC — Tucker Student Center

TST - Tri-State Center - "T"
WGS - Gaston Weekend Center - "G"

WLK - Wilkes Center - "W"

Course Abbreviations

Go to Graduate Programs' abbreviations

Day / GOAL programs

ACCT / ACC - Accounting MATH / MTH - Mathematics
ARTS / ART - Art MGMT / MGT - Management
ATTR - Athletic Training MRKT /MKT - Marketing
BADM / BAD - Business Administration MSCI - Military Science
BARI - Baritone MUSC / MUS - Music

BIOL / SCI - Biology NURS / NUR - Nursing
BSSN - Bassoon OBOE - Oboe

Page 41 of 52


http://gardner-webb.edu/academics/registrar/Schedule/abbrev.html#grad#grad

WebbConnect User Guide for Employees

CELL - Cello

CHEM / SCI - Chemistry

CISS / CIS - Computer Information Sys
CLAR - Clarinet

COMM / COM - Communication Studies
CJC - Criminal Justice (GOAL only)
DIMS - Dimensions

ECON / ECO - Economics

EDUC - Education

ENGL / ENG - English

ESOL - English as a Second Language

EXSI — Exercise Science

FINC / FIN - Finance
FLUT - Flute

FREN / FRN - French
GEOG - Geography
GEOL / SCI - Geology
GERM / GER - German
GREK - Greek

GUIT - Guitar
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ORGN - Organ

PERC - Percussion

PHED / HPE - Physical Education
PHIL / PHI - Philosophy

PHYS / SCI - Physics

PIAN - Piano

POLS / PSC - Political Science
PSYC / PSY - Psychology

READ - Reading

RELI/ REL - Religion

RGED / RED - Religious Education

SAXO - Saxophone

SBSS - String Bass

SCED - Science Education Methods
SGLG - Sign Language

SLIN - Sign Language Interpreting
SOCI/ SOC - Sociology

SPAN / SPN- Spanish

SPMG - Sports Management
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HEBR - Hebrew SSCI/ SSC - Social Science
HEWE - Health and Wellness THEA - Theatre

HIST / HIS - History TROM - Trombone

HLED / HPE - Health Education TRPT - Trumpet

HMG - Health Management (GOAL only) TUBA - Tuba

HONR - Honors Program UNIV - University

HORN - Horn VILA - Viola

HUS - Human Services (GOAL only) VILN - Violin

JOUR - Journalism VOIC - Voice

MAED - Math Education YMCA - YMCA

Graduate, MBA, and Divinity Programs' Course Abbreviations:

ACCT - Graduate School of Business Accounting (500+ level)
BADM - Graduate School of Business MBA Courses (500+ level)
CEDU - Graduate Counselor Education

DSDM - Doctorate of Ministry Courses

DSED - Divinity, Christian Education

DSET - Divinity, Christian Ethics

DSGK - Divinity, Greek

DSHB - Divinity, Hebrew

DSHS - Divinity, Christian History
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DSLG - Divinity, Languages

DSMN - Divinity, Christian Ministry

DSMS - Divinity, Missions, Evangelization, and World Religions
DSMU - Divinity, Applied Music

DSNT - Divinity, New Testament

DSOT - Divinity, Old Testament

DSPC - Divinity, Pastoral Care and Counseling

DSSF - Spiritual Formation

DSTH - Christian Theology

DSTT - Biblical Backgrounds

EDUC - Graduate Education (500+ level)

EDLS - Doctor of Education

ENGL - Graduate English (500+ level)

INTL - Graduate School of Business International MBA Courses
NURS - Masters of Nursing Program (500+ level)

PSYC - Psychology (500+ level)

SADM - School Administration

SPED - Sports Science and Pedagogy

STAT - Masters of Nursing Program Statistics
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Time Key to Section Letters

Master Key for Section Letters for Day Program classes

(see abbreviations for GOAL/Graduate Section letters)

**Some classes may have meeting times other than those listed here and will have
different section letters.**

Section  Meeting times  Section Meeting times  Section Meeting times

A MWF 8:00- G MW 2:00- N TR 2:40-
8:50am or TBA 2:50pm 3:55pm
MWF 9:00- MW 2:00- Begins betwn 3 &
5 9:50am H 3:15pm P
' 9P Mon - Fri
c MWF 10:00- ] TR 8:00- 0 Begins 6 or later
10:50am 9:15am on Mon
D MWF 11:00- K TR 10:25- R Begins 6 or later
11:50am 11:40am on Tues
E MWEF 12:00- L TR 11:50- S Begins 6 or later
12:50pm 1:05pm on Wed
= MWF 1:00- M TR 1:15- T Begins 6 or later
1:50pm 2:30pm on Thur
o Online courses | Statesville
only classes

Section letters may be combined to indicate additional meeting times.
(i.e. section QS indicates a class that meets 6 or later on Monday and Wednesday)

***Add ‘Z’ to the section letter for all HYBRID courses
Example: AZ
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Military Time Table

Time Military
12:00 AM 12:00 AM
1:00 AM 1:00 AM
2:00 AM 2:00 AM
3:00 AM 3:00 AM
4:00 AM 4:00 AM
h:00 AM  5:00 AM
6:00 AM 6:00 AM
700 AM 700 AM
8:00 AM  8:00 AM
9:00 AM  9:00 AM
10:00 AM 10:00 AM
11:00 AM 11:00 AM
12:00 PM 12:00 PM
1:00 PM 1300
2:00 PM 1400
3:00 PM 1500
4:00 PM 1600
5:00 PM 1700
6:00 PM 1800
700 PM 19200
8:00 PM 2000
0:00 PM 2100
10:00 PM 2200
11:00 PM 2300
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Links to click:

In this folder on QuickLaunch

Academic Progress Report

Manage Classes

Address Change Form

Maintain Information

Advisee Grade Summary

Manage Advisees

Advisee Registration Change Notification

Manage Advisees

Advisee Registration PIN & Status

Manage Advisees

Advisors Academic Progress Report

Manage Advisees

Asset Account Query

Finance

Banner Employee Menu

Employee

Blackboard - Training Server (BBTEST)

Training & Development

Challenge Exam Completion Form

Faculty Forms

Class Final Grade Summary

Manage Classes

Class Problems (email Registrar)

Manage Classes

Confidential Data Form

Faculty Forms

Course Schedule

Manage Classes

Create, Reprint or Void a Purchase Order

Employee then click Banner Employee Menu

CRN Selection

Manage Classes

Curriculum Committee Request for Action

Faculty Forms

Degree Evaluation

Manage Advisees

Department Expense Budget Query

Finance

Detail Class List

Manage Classes

Early Arrival Check-in

Employee

Employee Pictorial Directory

Pictorial Directories

F.E.R.P.A. Student Waiver View

Manage Advisees

Faculty/Staff Directory

HR tab-Policies and Forms tab -Directories
Folder

Faculty Class Roster (download excel)

Manage Classes

Faculty Detail Schedule

Manage Classes

Faculty IRBC Lookup

Manage Classes

Faculty IRBC Report

Manage Classes

Faculty Load Form

Faculty Forms

Faculty Schedule by Day & Time

Manage Classes

Final Grades Entry

Manage Classes

Grade Change Form

Manage Classes

Graduating Student List

Manage Classes

Graduation Application Coversheet

Manage Advisees

Page 47 of 52




WebbConnect User Guide for Employees

GWU Vendor Lookup

Employee then click Banner Employee Menu

ID Selection

Manage Advisees

Incomplete Grade Contact/Policy

Manage Classes

Information Literacy Course Proposal Form

Faculty Forms

Internships Supervisor Advisee List

Manage Advisees

Liability Account Query

Finance

Make a Textbook Request

Manage Classes

Monthly Accounting Tasks

Employee then click Banner Employee Menu

Name Change Information

Maintain Information

New Course Proposal for Graduate

Faculty Forms

New Course Proposal for Undergrad

Faculty Forms

Opt in for Emergency Texting

Employee

Opt in for Emergency Texting

Maintain Information

Optional Pin Election Form

Maintain Information

Peer Tutoring View/Delete Appointments

Employee

Portfolio Manager Advisee List,

Manage Advisees

Register a Vehicle

Employee

Registration Override

Manage Classes

Registration Override

Manage Advisees

Residence Life Check-in

Employee

Revenue Account Query

Finance

Roll Verification

Manage Classes

Schedule a Writing Center Student Appointment

Employee

Show Vacation & Sick Leave

Employee

SSN Change Information

Maintain Information

Student Academic Transcript

Manage Advisees

Student Activity Liability Waiver

Employee

Student Forwarding Address

Maintain Information

Student Pictorial Directory

Pictorial Directories

Summary Class List

Manage Classes

Supervisor Training Enrollment

Training & Development

Technology Training Schedule

Training & Development

Term Selection

Manage Advisees

Term Selection

Manage Classes

University Police Parking Violations

Employee

Update Email Addresses

Maintain Information
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View Address & Phone

Maintain Information

View Campus Address

Maintain Information

View Student Address & Phone

Manage Advisees

View Student Email Addresses

Manage Advisees

View Student Information

Manage Advisees

View Student Schedule

Manage Advisees

What is my Gardner-Webb ID

Maintain Information

Writing Center View/Delete Appointments

Employee

Yearly Mandatory Safety Training

Employee then click Banner Employee Menu

Maintain Information

What is my student id

View Campus Address

View Address & Phone
Update Email Addresses
Mame Change Informaftion
55M Chanae Information
Opt in for Emergency Texting
Address Change Form
Optional Pin Election Form
Student Forwarding Address
Student Trip Release Waiver

Employee ¥

Early Arrival Check-in

Register a Vehicle

Show Vacafion & Sick Leave
Schedule a Writing Center Student

Appointment
Writing Center View/Delete

Appointments

Peer Tutoring View/Delete Appointments
Opt in for Emergency Texting

Banner Employee Menu

Residence Life Check-in

University Police Parking Violations

Peer Tutoring Appointment Scheduler
Make a Textbook Request

Meeting Room Manager
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Finance -

Cepartment Expense Budget Query
Liability Account Query

Bevenue Account Query

Ascet Account Query

Pictorial Directories .

Pictorial Directories

Mew Course Proposal for Undergrad
Mew Course Proposal for Graduate

Information Literacy Course Proposal
Form

Curriculum Committee Request for Action
Confidential Data Form

Challenge Exam Completion Form
Faculty Load Form

Term Selection

ID Selection

F.E.R.P.A. Student Waiver View
View Student Information

View Student Address & Phone
View Student Email Addresses
View Student Schedule
Registration Qverride

Student Academic Transcript

Advisee Grade Summary

Degree Evaluation
Graduation Application Covershest

Advisee Registration Chanage Moftification
Advisee Registration PIM & Status
Advisors Academic Progress Report
Internships Supervisor Advisee List

Portfolio Manager Advisee List
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Manage Classes

Grade Change Form

Make a Textbook Request

Term Selection

CRM Selection

Faculty Detail Schedule

Faculty Schedule by Day & Time
Detail Class List

Summary Class List

Final Grades Entry

Class Final Grade Summary
Incomplete Grade Contact/Policy
Graduating Student List

Class Problems( email registrar)
Course Schedule

Registration Override

Roll Verification

Faculty Class Roster (download excel)
Faculty IRBC Report

Faculty IRBC Lookup

Academic Progress Report
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Training & Development

Supervisor Training Enrollment
BlackBoard - Training Server (BBTEST)
Technology Training Schedule

WEdit Preferences

L LaunchPad

Employee Menu

Maintain Information
Employee -

Early Arrival Check-in Yearly Mandatory Safety Training
Register a Vehicle

Show Vacation & Sick Leave
Schedule a Writing Center Student

Aggointment
Opt in for Emergency Texting GWU Vendor Lookup

Banner Employee Menu
Department Expense Budget Query
Liability Account Query

Eevenue Account Query

Asset Account Query

Peer Tutoring Appointment Scheduler

Make a Textbook Request
Meeting Room Manager

Create, Reprint or Void a Purchase Order

Pictorial Directories
Faculty Forms
Manage Advisees
Manage Classes
Hew Student

Training & Development
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