UNIVERSITY OF NORTH TEXAS

The EIS Faculty Center at http://my.unt.edu

PROCESSING AUDIT CLASS ROLLS IN THE FACULTY CENTER

1. You can use M to process and approve audit class rolls for all courses taught at UNT and
the UNT Dallas campus. To process an audit class roll,

2. Go to https://my.unt.edu and login to the website using your EUID and Password.

Skip to Sign In
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Discover the power of ideas.

3. Once logged into

= Mozilla 1.7
= Safari 3.1.1, 3.0, 2.0.4

For best results, allow JavaScript, accept cookies
and turn off pop up blocking while using myUNT.
Some decuments inside myUNT are in PDF format
and require the free Adobe Reader software to
open.

myUNT Maintenance
I myUNT service may be interrupted during
& scheduled maintenance times:

= Tuesday 7:00 pm to 9:30 pm

= Thursday 7:00 pm to 2:30 prm
= Saturday 7:00 pm until noon Sunday

North Texas and the UNT Dallas Campus. S QF po\," Ve the
o Classes and
Supported Browsers o c“e sgee Recstration
myUNT supports the following Web browsers: c\,p ‘“ page to
= Firefox 3.0, 1.0 o¥ “L o learn about
= Internet Explorer 7, 6 %o UNT's

registration

process. There you cal
view related sites an
resources and find answers to fre
asked questions.

/

Class Search

Oj Interested in ta%ul(& at the
University of Ndrth Texas? Find your

classes with our online Class Search or
brawse by campus or department.
Not a student yet? You can learn more about UNT's

programs, apply for admission and financial aid,
and request more information at Future Students.

| Get Help

Ny Live help is suailable by calling the UNT
| Helpdesk at 940-565-2324. Helpdesk
hours are:
= Monday - Thursday 8:00 am to
midnight
= Friday 8:00 am until 8:00 pm
®» Saturday 9:00 am until 5:00 pm
= Sunday 1:00 pm until midnight

Contact the Helpdesk after hours at
helpdesk@unt.edu.

assistance.

NOTE: If you do not know your EUID and password, use the
links below the M prompt to help you navigate for
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Student Resources

i“UNT select the “Faculty” tab in the top menu.
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In the “Faculty” page, select the EIS Faculty Center link in the Faculty Resources Box.
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f‘% Faculty Center

Access your Faculty Center

5. The Faculty Center will appear. The Faculty Center is a “one-stop-shop” for most faculty needs,
from printing rosters, processing audit class rolls to entering final grades and sending emails to their
students.

6. Verify that the correct term is selected at the top of the page. If the term is incorrect select the

change t=rm_| 1y tton and choose the correct term.

7. Select the option to display, “Only classes with Enrollments.” Only courses with actual
enrollments for the term will display.

2008 Fall | University Of North Texas

Oshowallclasses rfﬂDnlyn:liissesl'mril:h enrollment OViewMyWeeklySchedule

ﬁf] Class Roster E?]‘ Grade Roster @\ Learning Management System n@ Audit Raoll

My Teaching Schedule > 2008 Fall > University Of North Texas

Class Class Name Enrolled  Days and Time Room Class Dates
ﬁjﬁ gi MATH 1010-007 FUND OF ALGEERA 38 MoWe 2:00PM - 3:20PM Lang 217 Aug 25, 2008-
CRE 2640 [Credit) Dec 12, 2008

8. Click on the Audit Roll icon ™ to the left of the class to process.

faculty center class search

Faculty Center

2008 Fall | University Of North Texas

lCf-:'shn:w\rall classes ODnlyclasseswith enrollment OViewMyWeeklySchedule

f]gﬁ Class Roster I-E"i_;!ll Grade Roster @I Learning Management System .?lﬁ Audit Roll

My Teaching Schedule > 2008 Fall > University Of North Texas

Class Class Name Enrolled Days and Time Room Class Dates
%MATH 1010-007 FUMND OF ALGEBRA z8 MoWe 2:00PM - 3:20PM Lang 217 Aug 25, 2008-
CRE 2640 (Credit) Dec 12, 2008

9. The Audit Roll/Progress Report page will display.
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Audit Roll/Progress Report

Must be completed by, 09/26/2008 Instructicns for completing the sudit roll/progress report
Audit Status - Mot Approved

14006 - MATH 1010 - FUND OF ALGEBRA

H Class Roster Information

Course MATH 1010 Institution University Of Morth Texas
Title FUND OF ALGEBRA Term 2008 Fall

Class Number 14095 Session Regular Academic Session
Class Section 004 Career Undergraduate

Component Credit

Day Mon Wed Fri Instructor R
Time 10:00AM 10:50AM ]
Room BUSI 166

*Enrollment Status | Enrolled i ﬂl Approval Status | Ready for Review [

Total Students 14 Enroll Capacity 38

2 " 3
Enrolled Students Customize | Find | i 1-14 of 14 [Pl Last
Attended _ ~
Grade . . Never Academic Current # of Link to |Early
e - Basis L iy = B Attended Progress Grade | Absences |Comment|Alert

once

1 ? Graded| 3.00|Education O el |comment|ff#
2 glsraded 3.00|Arts and Science O al | commentf#

10. To complete your audit class roll, at the minimum you must check Attended at least once or Never
Attended for each student. These are required fields.

Enrolled Students 4 1-14 of 14 P Last
Attended]) _ -
Grade _ - i] Never Academic Current # of Link to |Early
HES LETE Basis L |y T i “hfst ﬁenw Progress Grade | Absences |[Comment| Alert

1 ? Graded | 2.00|Education O | “|afl|comment|fi
2 Msraded 3.00|Arts and Sciencs | »||[[ 1| |comment|fi*

If a student is attending the class, but is not on the audit class roll, you will need to enter the ID
number at the bottom. Use the magnifying button to look up the student number using the name.

If you do not have the student ID and are unable to find the student using the look up function or the
ID, enter the name in the text box.

£ . .
Customize | Find | == Add Students to Roster 1eof1 Last

1D Name Enter name if student not found with ID loock-up

1 8 [ [+ [=]

To add multiple students, use the plus sign icon on the right.

11. If you would like to send class progress information to one or more students via email, please use
any of the following options.
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Satisfactory/Unsatisfactory progress: select from the drop down box.

Inrolled Siudents Cusinmize | Find | &l Fient 7 A-54 uf 54 " iLas
Antenaded
 Crsads HewEe Acsdamic Curraat - ol Lindk b= E aurdy
|1l3 Harme ety || Py Pireogenaen ':::::"_“ | Attesded Praiagreis | Crade | Alsences | Compeant | Skt
T T
: P | Oraded| 3.00|Educasan = N ~ 3, "
= | s ¢ o | 3.00|Arts and Scence = O 7 | — a
- B - e ———— e _— —— e s Uinpsticfectory ——————
- —— Grades| 3.00|Ans srnd Ssence O ] L a
1 B 1 !

Current Grade/ # of Absences: enter appropriate information.

od P .
HTrE 1) S ETE Customize | Find | % First | 1-14 of 14
Attended - .
Grade . . Never Academic Current # of Linkto |Early
1D N Basis Lot s B m at least Attended Progress Grade | Absences|Comment|Alert
once
1| —— Graded| 2.00|Education O v ‘L_}l 'T;' Comment) F¢
\
z Mthaded 3.00|Arts and Science O | v Q Commaent| {if*

Comment: click on the Comment link to enter a note for the student.

i c .
Enrolled Students Customize | Find | ¥ First ) 1-14 of 14 [*| Last
Attended - -
Grade - - Never Academic Current # of Link to |Early
e LEITE Basis s ey BT e Attended Progress Grade | Absences|Comment|Alert

once

1 ? Graded| 3.00|Education O | I [ (Comment)
z ml&raded 2.00|Arts and Science O | ~|[a Comment|fif*

SAVE

A new window will display and you can enter additional information. Select . Then
close window.
Academiec Progress Information 2008 Fall
] MATH-1010-004 - FUND OF ALGEBR

# of Absences: Current Grade:

Comments

12. You may save your work at any time using the Save il button found at the bottom of the
page. Please save your work every time you leave this page.

13. As the instructor of record, you may give other individuals access to entering information on the
audit roll and update grade roster information. These individuals can enter attendance and progress
information and select the status “Ready for Review”. To do this, please use the form for additional
grader found on line at http://essc.unt.edu/eis/faculty.htm and submit it to the Registrar’s Office.
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14. After all entries for your Audit Class Roll have been completed, change the Approval Status to
“Approved”. You must have checked every student as either Attended at least once or Never

Attended.
* Eprolmant States | Brnelled - M Approval Status | Rewdy for Review |

Cusbomize | Fiad | L] Firsl L'J i-14 of 14 I-'J Last

Attended) Acasdemic Curremt| & of Link b |Easrly

Uity | Pebmacy Progreen | stlesst |, 0oy Pragress Crade  Abiences [Lommen 1| At

Crada
anee

10 Harma
Bakis

+ | |o-s<ed| 3.90]t2ucaton ®m | O [ a ammant]f

REMINDER: Once the Approved status is chosen, no further
changes/updates can be made to this Audit Class Roll. Emails will then
automatically be sent overnight to the student(s). Once the emails have
been sent, the status will automatically change to Notice Sent and no

further updates may be made.

RETURM
15. After saving the Audit Class Roll, select —I to view additional rolls in the course list.

16. If you would like to send an Early Alert, please refer to the instructions found on line at
http://essc.unt.edu/eis/faculty.htm.
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