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Log In
Access the portal by going to http://www.lindenwood.edu and clicking the Portals
link. The site is accessible from either on or off campus.
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http://www.lindenwood.edu/

Step by Step: Log In
1. Enter your User Name, which is your network login: example kbrickler
2. The Password is your network password, which is the same password
used to log in into your email account from off campus.
3. Click Login or press Enter
4. You will receive a notification about the Family Educational Rights and
Privacy Act (FERPA). Click Accept.
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Click to change term.
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mailto:kbrickler@lindenwood.edu

This screen is referred to as the portal home page. Any posted announcements
will be viewable from this screen.
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Menday, August 18, 2010}

Faculty and Staff Portal Hews

Important Dates for Fall Semester 2010

August 16-20 - Faculty Workshops

August 18 - Freshman Orientation Check-in

August 19-22 - Freshman Orrentation

August 22 - Fall Residential Check-In

August 23 - Classes Bagin

August 25 - Opening Convocation 4:00 PM

August 27 - Last day to register for or add class, or choose audit
September & - Labor Day Holida

R Saptambar 22 - Faculty Work Day- o classes befors 4:30 PM
e October 1 - Last day to withdraw with "W*

Ragistration

October 4 - Late Start Classes begin
Class Roster
Emad Students

Last Day to Ragister for  Lats Start Class Before the third day of class
Getaber 11 - Miterm Grades due, noon
October 29 - Last date to withdraw with "WP"/"WF"
November B-9 - Spring semester and J-term registration Seniors and Junior
November 17-18 - Spring semester and J-term registration Sophomre 3nd Freshman
Course Management Movember 25 - Thanksgring Hobday Classes canceled at 4:00 pm
Hovember 25-26 - Thanksgving Holiday no classes
December 3 - Last Day of Classe:
Poered By . December 6-10 - Final Exams
S Dacember 10 - Deading for making up INC grades from Spriny

December 10 - Lindenwood residential semester student housing closes at 4:30 PM
December 15 - Final Grades due, 5 pm

Decembar 30 - Deadine to apply for Marc
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Change Term

Click on the word Change in the upper left corner of the screen. Click on the
desired term. The term dates follow the calendar and not the academic year. For
example, to view the fall semester for the 08-09 academic year select

FA SEM 08.

PORTAL
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Log Out

Click on Log Out to end the portal session
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Faculty and Staff Portal News

Important Dates for Fall Semester 2010

August 16-20 - Faculty Workshops
August 18 - Frashman Orientation Chack-in
August 19-22 - Frashman Orientation
August 22 - Fall Residential Check-En
August 23 - Classes Begn
August 25 - Opening Canuacation 4:00 PM
August 27 - Last day to ragister for or add class, or choosa audit
Septamber 6 - Labor Day Holiday
Septamber 22 - Faculty Work Day- no classes bafora 4:30 PM
October 1 - Last day to withdraw with "W"
October 4 - Late Start Classes begin
Last Day to Register for a Late Start Class Before the third day of class
October 11 - Mdterm Grades due, naon
Octobar 20 - Last data to withdraw with "WE"/"WF*
November §-9 - Spring samestar and J-term registration Seniors and Juniors
November 17-18 - Spring semester and J-term registration Sophomore and Freshman
November 25 - Thanksgiving Holiday Classes canceled at 4:00 pm
November 25-26 - Thanksgiving Holiday no classes
Decamber 3 - Last Day of Classes
Decamber 6- 10 - Final Exams
December 10 - Daading for making up INC grades from Spring
December 10 - Lindenwood residential semester student housing closes at 4:30 PM
December 15 - Final Grades due, 5 pm
Decamber 30 - Deadine to apply for March/May/June Gradustion
. et

My Students
My Schedule
Room Avalabity

Forms and Handbogks

Courss Offering
Stop Registration
Registration

Clazs Rester
Email Students

[

- |
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It is imperative that after you log out of the session you close the browser used
to access the faculty & staff portal. This will prevent anyone from having
unauthorized access to your information.
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My Students
This option allows you to view the transcript or schedule for any students
assigned to you as an advisor and any student registered for one of your

courses.
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The screen will default to your advisee list. Use the drop down menu to select
one of your courses. If you teach another course in a different term you will have
to change the term in order to view the course although the advisee list will be
viewable from both terms.

Step by Step: View Transcript
1. Chose the word Select next to the name of the student you would like
to work with. If you choose the student name you will only see contact
information.
Click Transcript
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To view the schedule from this screen click on Student Options then Schedule
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To view either mid term or final grades click on Student Options then Student
Grades. Select the type of grade to view.
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To select a different student click on My Students. The screen will default back
to the Advisee Listing so if working with students from a class the course will
need to be selected again.
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Creating Excel Listing of Students in Course
There may be a need to have a listing of students from a course in an excel
listing in order to add additional information (example grade record keeping)

Step by Step: Excel Roster
1. Clickthe®@ownl oad tliokinEhe appdr right corner of the screen.
2. Click6 Openbod
3. The document will open in Excel.
4. There are several ways to manipulate the data to eliminate the
unnecessary information.

iy Students - Windows Inermet Exglore
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Select AD001017832
40001015048

ABO01090722

AD001008155
ABO01003486

Acoo10sss33
acoooassso
ADD01095259 L =
N T N T
File Download |

Do pou want to open or zave this file?

E;‘ j Mame:  roster.csy
4, Type: Micrasaft Office Excel Conma Separated Yalues Fil...

From: portallindenwood.edu

(m Save T ancel

"'-....__‘_'__/

Click to open roster in
Excel.

harm your computer. If you do not brust the source, do not open or

|@ ‘While files from the Intemet can be useful, some filez can potentially
save this file. What's the risk?
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1 Number Studentll Stdenth Lonmall Major  Major2 Minor  Advisorl Advisor2 Class  Midterm Grade
2 1 ADOD1100 Armour, K KSASDS® ATHLETIC D.Brenna Sophoma
| 2 ADDO10BS Baseotto, GAS24@I INTERNA® C.Sharp Sophoma
4 3 ADDI1081 Belter, B BDB8G2E ACCOUNT K.Brickler Freshmar
5| 4 ADDO1100 Cal Fang, | MCAL0@I MARKETH wvzhle sephoma
6 5 A00D1097 Calik, Haz HCI60@I INTERNA™ C.sharp Freshmar
7 & ADOD1038 Curry, Bre BACO14@® BUSINESS M.Towns Junier
8 7 ADDD1050 Dembo, Jt IMDS7SE MARKETI! D.ams Sophoma
(9] B ADDG1090 Diggs, Elis. EI0300@1 RETAIL MI D.cannor sophoma
10 3 ADD1092 Downey, ¢ SEDIBDE MARKETII Rwiedne Freshmar
| 10 AD0O1030 Escalante, IE832@lic ECONOM ANsjjar Sophoma
B 11 ADDO1058 Fosmire, I MOF382@ MUSIC BL LAlsobra Junior
(1] 12 ADDD1038 Garett, K, KIGOSO@! FINANCE L¥amm Freshmar
14 13 ADD01100 Grimm, GI GDGG46@ MARKETI D.ams Sophoma
15| 14 AD0O1084 Jokerst, Ty TPI114@1 MARKETII Rwiedne Senior
16 15 ADDS1043 Kolisch, K. KKDSL@Ii CRIMINAL BUSINESS G.0verall senior I
17| 16 ADD01097 Llosa, Ana ALE4@II BUSINESS INTERNATIONAL 8U S.Coker Freshmar
ity 17 ADDD1081 Niemeier, JANADL® PRE-ENGI 1 Hauck Freshmar
13| 1B AD0O1097 Nubret, N NN37B@| BUSINESS 5 Marler- Freshmar
£ 18 ADDU1088 Panting, C CEPIASE BUSINESS M.Towns) Junior
21| 20 ADDD1031 Pereira, T TROSI@II MARKETH RWiedng sophama
B 21 A0001034 Phillips, G GAPOSSE BUSINESS Aclark Freshmar
£ 22 ADDD1095 Priebe, S+ SEPI62@) ENTREPRI LEider Sophoma
2| 23 ADDO1104 Puentes, | RPESA@II BUSINESS R.Talbott Freshmar
3 24 ADDU1038 Rarmos Na VRS3A@Ii FINANCE LKamm senior
£ 25 ADD01032 Repp, Eliz ELR3ST@I BUSINESS s.Coker saphoma
| 26 AODI1027 Reyna (Za FZ2S6@Ii SPORT Ms M.Hudgir Junior
B 27 ADDO1091 Rivera, Ali AR2SB@II INTERNA" MMarzar Sophoma
2l 28 ADDI1037 Samayoa, JSSO6@Nic BUSINESS EHendris Freshmar
S 29 ADDGI1097 Stone, Jes JS533@Iic ACCOUNT R.singer Freshmar
) 30 ADD01092 Sturdevar mbsOBDE BUSINESS R.Parter saphoma
| 31 A0001037 Thompsor JTE71@lic BUSINESS M.Towns: Sophoma
B 32 ADD01112 Vogler, Ri RCVT35@ SPORT Ms 5 Busines
33 ADOT1 VEW256E BUSIN
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My Schedule

Clicking on this option will allow you to see your deployment for the term
selected. Please note that if you do not see all of your courses listed you may
need to select another term. Below is an example of what the schedule looks
like.
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Room Availability

Lindenwood uses Astra schedule to provide room availability information.

Clickingthe 6 Ro o m A a ilidk wilblauhch & new window and the browser

will be directed to the Lindenwood Astra Schedule portal.

1. Click the ORoom Av adistafaporial. i t y 6

SF aculty Portal News - Mozilla Firefon

Be Edt Yew Hgory fostmarks [ods feb

¢ R R Wi P —

5 Most ited > Gt Srted . Lok Headines

- [&-T: ;

oty et =
LINDENW@D

Adam Ulrich
(Gurrara tarm1 5P 56M 10 (hange)

Faculty Portal News

Final Exxam Schedule Spring Semester 2010

::';'Mm, ormal Class Meeting Time
Wy Schadute
Click the "Reom Availability’ link,
Farms and Handbeoks
5 | »
12:00-12:5 Wednasday, May 12 | 11:00sm-1:00pm
[ 11001150 Fridey, May 14 11:008m-1:00pm
:‘_";:;::"“" MwE 2:00-2:50 Mondas, Way 10 2:00pm-4:00pm
e 3:00-3:50 wednesday, mux 12| 2:00pm-2:00pm
o 4:00-4,50 Fride, May 14 2:00pm-d:00gm,
™ 5:00-3,15 Thursday, ay 13 5:30m 10:308m
B Studants ™ 9:30-10:45 Tuesday, May 11 5:30am -10:30am
studert Diractory ™ 11:00-32:15 Tuesday, May 11 11:000m:1:00pm
™ 1:00-238 Thursday, May 13
iy 2:30-3.45 Tuesday, May 11 2:00pm-4:000m
p— = 4:00-515 Thwrsdar, May 13 2:00pm-4:00m
Evening sondag, May 10 Reqular Meetng Time
- T Evening Tuesday, Mey 11 Reqular Heetng Time
w Evenng Wednesday, May 12| Reqular Heebg Time
L1 Evening Thursday, May 13 Regular Meetng Time

FACULTY AND STAFF &
PORTAL

Important Dates for Spring Semester 2010

January 23 - New student registration/orientation - residential housing opens
January 24 - Spring residential check-in

January 25 - Classes begin

February § - Last day to register, add  class, or choose an audit

February 24 - Sibley Day

February 28 - Deadine to apply for August graduation

March § - Last day 1o withdraw with a "W"

March © - Late Start classes begin

Bafore the third day of class - Last day to register for a Late Start class

March 15 - Milterm nracde: =l
= W
2. Clickatkaeda€so tab.
) Astra Schedule - Astra Home - Mozilla Firefox =i0) x|
Bk B Yew Hgtory Bockmarks Took Heb
@ - C X . O oo oo st amarata v e y

. Most Visked @ Getting Started | Latest Hesdines

Aastaa scheoute

Click the ‘Calendars' tab.

E—
Remember Med
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