
  

Faculty Center 2.0 

 
The following functionality currently exist and is available to Faculty:  

• View/submit Class, Waitlist, Drop, Reinstate, Positive Attendance, Grade and Census Rosters  
• View Academic Data, Student and Class Schedule  
• Print and Sign the Roster Certificate Form  
• Email students individually or entire class  
• View historical class schedules in past terms   

Step Steps and Action 

1.  Login into MyDelta 

Enter 'User Id', 'Password' and click Sign In 

EXPECTED RESULTS: should be logged in and the Home Page should be displayed 

2.  Navigate to Faculty Center   
EXPECTED RESULTS:  The My Schedule page displays all classes, being offered in the current term, 
that have you listed as an instructor. You can also view your teaching or exam schedules in a 
calendar format by clicking the View Weekly Teaching Schedule links.  
 

 

3.  Verify you are viewing the desired term.  If not desired Term click on 
 Button to pick from a previous set of terms you 

have record of teaching at this institution.  
 
EXPECTED RESULTS:  Only those terms you have taught should appear.  
 
 

4.  Click on “Show Enrolled Classes Only”  
 
EXPECTED RESULTS:  Only classes that have enrollment 
should appears.  The number of rows in the grid will be 
reduced to only sections that have 1 or more students 
enrolled in them.  
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Step Steps and Action 

5.   Verify Icon Legend  

 
EXPECTED RESULTS:  From the My Schedule page, you can access your class rosters, using the to the left of your class 

schedule.   Using the  you will be able to access the grade roster at the end of the class. 

If either of these icons are not showing is because there is no one in the roster  

6.  View My Teaching Schedule  Grid should have the following Columns:  

 

Class will show a link to a page that has all the details from the schedule of classes.  
Class Title included the title of the courses that would display on a student’s transcript and also the component that a class 
may be taught as. This includes Lecture, Lab, Work Experience, Internet Lecture and so on.  
Enrolled will indicate how many students are enrolled in the class  
Days & Time will indicate for that section what times of the week it meets,  TBA if it doesn’t meet.  
Room shows you the Facility ID and Room description  
Class Dates shows you the start and end date of the class.  
Acct Method (Accounting Method) shows you Census, Positive Attendance and No Apportionment etc.  
Grant Permission shows you a button on the enrollment sections that allow you to enter a student’s ID and give them 
permission to add or to drop.  
Auto Enroll From Wailtist is a checkbox that allows you to control if you want the system to move students from the waitlist 
to the enroll automatically. This Job runs every 6 hours prior to the term and every hour once the term starts.  
Close Waitlist allows you to set the waitlist capacity to zero and prevents new students from adding to your waitlist. The 
auto enroll from waitlist can still run on the remaining students in the waitlist  
Census Roster shows you a link to Certification Required link where you can certify your roster. Other links are available for 
positive attendance. And nothing is available for no apportionment classes.  

7.  In addition to seeing a grid of all your classes, you can also view a calendar of your classes. The weekly calendar view will also 
omit holidays from being scheduled.  Please click on  to see the weekly schedule for 
today and then confirm your meeting times. If a section is TBA hours or has not been assigned a time, you can view the 
section of this page that doesn’t have times assigned in the botton.  
EXPECTED RESULTS:  All sections that show in the grid, should also show in the calendar view.  

8.  Click on the In the first row of classes you see.  This will take you to view the class roster page.  
EXPECTED RESULTS:  All students who have enrolled, drop or are waitlisted should appear in this page.  

9.  The Class Roster Grid should have all the following columns  

 

Notify allows you to select a student in the grid and send them an email. You may select one, some or all student and then 
use the notify buttons in the bottom of the screen.  

 

Photo ID is not working as the system doesn’t have any student photos stored in the system.  
ID is the campus solutions number for the student.  
Name is the preferred name of the student Clicking on this name will allow you to email that student directly from your 
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preferred email client.   
Phone# shows you the phone that students have opted in to received text messages.  
Grading Basis shows you what Grade system should be used for that student in your class. Options are Graded, Pass No Pass, 
Credit no Credit, Audit, Not graded etc etc  
Units is the number of attempted units the student is enrolled in for that class. If you have a variable credit class this value 
may be different for some of the students.  
Program and Plan shows you the degree they are seeking along with a Major.  
Add Date is the day the student enrolled in the class  
Date of Drop Transaction shows the day a drop was created (different than a last day of attendance)  
Course History shows a link that allows you to see what classes a student has been enrolled in.  
Status shows you Enrolled, Dropped or Waiting depending on what status the student is in.  
Reasons for being in that status may include,  Waitlist Position Number, Withdrawn if student received a W  
No Show allows you to drop a student for no enrollment at the beginning of the term. System will back date to add date.  
Drop Exc Abs. provides you with a link to indicate the last date a student attended and then process a drop.  
Last Dt. Attended shows the date that was used when a drop was processed for excessive absenses.  
Reinstate for students who are in a status of dropped, this will add the students back into the class as of the first day they 
added the class.  

10. Grant Permission for a student to enroll into your class. 
 Look for desired class in my schedule. 
 Press the Grant Permissions Button 
Look at the bottom of the page 
 Enter student’s Delta ID number  

Set the Expiration Date  
Press the Comments Tab if you desire to indicate why the permission is granted  
If granting permission to Drop the class Press the Permission to drop tab at the top of the screen  
You may generate the permission from enrollment, from students you already gave add permission to or start a 
new student id like it was mentioned above.  

When finished look for the Return to Faculty Center Link 

11. Turn the Auto Enroll from Wailist off 
 Each enrollment section you are teaching will contain a check box that you will be able to control. The check box is 
real time and will allow you to turn the waitlist engine on and off.  
Press the Checkbox to disable the Auto Enroll  
Press it again to enable the Auto Enroll from waitlist  

12. Close your Waitlist 
This feature can only be done once. IT set the waitlist capacity to zero. It prevents students or administrators from 

adding more students into the waitlist.  If you want to reenable the waitlist you must contact a dean to do so.  
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13. Drop a No Show Student 

Navigate to the desired Class roster using the icon from your class schedule view.  
Select the student in an enrolled status you wish to drop for No Show.  
A screen will prompt you to confirm the drop.  You may cancel or proceed with the drop.  
Procedeing will change the status of the student to drop and use the add date as the effective date of the drop. 

14. Drop a student for Excessive Abcenses 

 Navigate to the desired Class roster using the icon from your class schedule view.  
 Select the student in an enrolled status you wish to drop for excessive absences.  
 A screen will prompt you to confirm the drop.  You may cancel or proceed with the drop. 
 Enter the student’s last date of attendance as it is required to proceed. .  
 Procedeing will change the status of the student to drop and use the last date attended as the effective date. 

15. Drop a student from waitlist 

Navigate to the desired Class roster using the icon from your class 
schedule view.  
 Select the student in a Waiting status you wish to Drop from waitlist.  
Press the No Show button to drop the Waitlisted student.  
 A screen will prompt you to confirm the drop.  You may cancel or proceed with the drop. 

16. Reinstate a student 

Navigate to the desired Class roster using the icon from your class schedule view. 
Select the student in a drop status you wish to reinstate. 
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A screen will prompt you to confirm the reinstatement.  You may cancel or proceed with the enrollment. 

17. Enroll a student from the Waitlist 

Navigate to the desired Class roster using the icon from your class 
schedule view.  
Select the student in a Waiting status you wish to Enroll from the waitlist.  
Press the Enroll button
A screen will prompt you to confirm the enrollment  You may cancel or proceed with 
the enrollment

18. Notify students in your class 
 Navigate to the class roster.  Select all the students you wish to notify using the column in the left 

 Every student who is selected should appear in the notify page when using the 
 Pressing the button will allow you to see the email composer window window  

 Press the send notification and it will send the message text into the emails shown in the TO, CC, and BCC text 
boxes.  
For a desired HTML email you may copy the emails from the BCC and use your outlook email client instead.  
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19.  Grade your class and Post their grades  

 Using the  you will be able to access the grade roster at the end of the class 

 

 To grade a student you may manually Enter the grade for each student.  
 The grid will display the first 20 students enrolled in your class. dents enrolled in your class.  
 Click the Display Unassigned Roster Grade Only checkbox, and the grid will populate with the remaining students.  
 Ensure that all students are graded.  
 Change the Grade Roster Action to  Approved   

  
 Click Save  
 Navigate to the bottom of the screen and Click POST  
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20.  Do a grade change after grades are posted  
 When a class has been fully graded you may submit a grade change  

  

 Using the  you will be able to access the grade roster 
 Click on the Request Grade Change button 
 A grid of existing graes for all students will appear.  
 Change one of the grades.  
 Provide a Last Date of Attendance if Required and also indicate the reason for the grade change  

  
 Scroll to the bottom of the screen and submit your changes.  

  
21.  Certifiy your Census Roster 

 
In the My Schedule page, any class that has been marked for Census attendance 
tracking should have a link to Certification Required.  
 
Press the Certification Required link so you can view a list of all the students enrolled as of census.  
EXPECTED RESULTS:    
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Scroll to the bottom of the roster to certify it  

 
Check the Certification Check box 
Press Submit 
Press Return   
The link should now be Complete.  

 
22.  Print friendly roster  

 Navigate to the desired Class roster using the icon from your class schedule view. 
 Scroll to the bottom of the roster and look for the Printer Friendly Version Link  
 This will give you a clean version of the roster for printing.  
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EXPECTED RESULTS:   An HTML version of the roster  

 
23.  Download Roster or  Teaching Schedule to Excel 

 In the class roster find the download to excel link in the top right side of the grid  

  
 Accept any browser prompts and ensure you don’t have a pop up blocker.  
EXPECTED RESULTS:   An excel version of the roster in your downloads folder.  

24.  View historical Class Rosters  

  
 The first button in the My Schedule Page allows you to go view historical and future terms. Use this link to change 
the term view of the classes you wish to see information for.  

 
 
 
 


