
BIOGRAPHICAL - YOURS 
 
Clicking the Biographical link 
provides you with your 
biographical information. 
 
The abbreviated name is the n
that appears on rosters.  This fi
is very limited and, therefore, 
your name may be shortened. 
 

ame 
eld 

aculty offices have not been 
our 

nly one department will be 

he Other Addresses section 
 

rings 

i.e., 

F
added to the facility table, so y
office location may not be listed. 
 
O
listed even if you teach in more 
than one. 
 
T
provides information on active
addresses in the Other Address record.  
 
The Employment section provides information on your employment history, if it is listed in the Employment 
record. 
 
The Education screen provides information on your educational background, if it is listed in the Education 
record. 
 
FACULTY SCHEDULE 
 
Clicking Faculty Schedule b
up your schedule for the chosen 
semester and year. 
 
To print the schedule, right click 
in the area you wish to print (
the schedule frame). 
 
This will provide you with a 
shortcut menu from which you 
can choose the Print option.   
 
Left click on Print. 
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COURSE CATALOG 
 
The Course Catalog link provides a list of courses by department for the semester and year for which the 
Options have been set.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clicking the department link provides a list of courses in course-number order. 
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ptions 

NOTE:  Please make sure that 
the semester and year at the top 
of the screen are correct. 
 
If incorrect, use the Set O
button at the bottom of the 
screen to obtain the correct 
program, session and year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Clicking the course number 
link provides a brief 
description of the course and 
a list of sections being 
offered for the semester. 
 
 
 
To see other offerings, click 
the Back to Course Catalog 
link near the bottom of the 
screen. 
 
 
 
 
 
 
 
Clicking the View button will provide you 
with information on any Special 
Requirements connected with the course. 
 
 
 
 
 
 
 
 
 
 
 
If you are having difficulty 
finding a particular course, 
you can use the Search 
Criteria button on the first 
screen of the Course 
Catalog pages.   
 
This will provide the ability 
to search the catalog in a 
variety of ways. 
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CHANGING PASSWORD 
 
You can change your web password by 
clicking the Change Password link. 
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Type in the old password and a new one.  
Then type the new password again on the 
Confirm Password line.   
 
For security purposes, it is best to use 
passwords that contain both letters and 
numbers.  It may be helpful to set this 
password the same as that for e-mail which 
requires this type of password. 
 
When finished, click the Submit button.  The 
password change will be effective the following day.   
 
PRINTING SCREENS 
 
The easiest way to print any of the screens is 
to right click in the area you wish to print.   
 
This will provide you with a shortcut menu 
from which you can choose the Print option.   
 
Left click Print. 
 
If a screen is such that you need to 
horizontally scroll to the right to see all of it, 
you would want to print the screen in 
landscape mode.   
 
To set your printer to landscape, click the tab that allows you to choose the Orientation, and click the radio 
button for Landscape.  Depending on the printer, this would normally be found under the Layout, Features, 
or Paper tabs.   

 
 
 
 
 
 
 

 
 
 
 
 
 
 


