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Procedure 

Self Service > Faculty Center 
 

 

 
Step Action 

1.   Click the Self Service link. 
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Step Action 

2.   Click the Faculty Center button. 

 
3.   This is your Faculty Center. It defaults to showing the next term: Summer 2007, and 

the classes you are scheduled to teach in that term. 
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Step Action 

4.   To change to a different term, click the Select Term scrollbar. 
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Step Action 

5.   Click to select the 2007 Fall Semester from the list. 
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Step Action 

6.   Click the Change link. 
 

7.   Now your 2007 Fall Semester classes are displayed.  
 
Notice the title of the My Teaching Schedule table has changed to say 2007 Fall 
Semester. 

8.   Click the View My Weekly Schedule option. 
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Step Action 

9.   This is the schedule of classes you are teaching. 
 
You can change the times displayed on the grid. To change the "End Time" for the 
grid, change the 6:00 PM to 9:00 PM. 
 
Enter the desired information into the End Time field. Enter "9". 

10.   Click the Refresh Calendar link. 
 

11.   Scroll to the bottom of the page. 
12.   Click the Cancel link to return to your Faculty Center. 

 
13.   End of Procedure. 

 


