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Access the CougarWeb Website/Log In

Go to Columbus State Community College homepage, wWww.cscc.edu and click on the
CougarWeb link listing under “Student Quick Links:

Columbus State Community College
(614) 287-5353 or 800-621-6407

COLUMBUS STATE

Community
[

free food and beverages
y “celebrit chefs’s

¢ lgarweb System Status
k here for more informatione

s.eﬁfEdb = d . .
= tists an .nllme learner? Click here to
isit Blackboard »
Patioon artist, radio st2
07.5 will be here The parking garage is now
open.

ide
Constitution Day is September

give-aways: R 171 Check out the CSCC
= Constitution Day websitey

Click here for information an
Severe Weather policy »

For more infarmation on a specifi

carrespanding sl Enrollment Guides:

Surmmmer 2007
Auturnn 2007

New Student Guide
NEVER BE OBSOLETE Financial Aid Dishursement

“CougarWeb”

NOTE: You can also access CougarWeb from the Columbus State Community College’s home
page, www.cscc.edu, select “Faculty & Staff” from the listing on the left; select “CougarWeb”
from the “Related Links” column.
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Once you select CougarWeb, the following screen appears:

550 Oggéliﬂeb

Vifgicome fo the Columbus State Community Cnlleg\_a Tesi Cougarifieb 2.0

CONTACT US

Cougar\Web for Students
Welcome Guest!

Cougar\Web for Faculty

Welcome to CougariWeb.

% Cougar\Web for Employees
Please select an entry point by clicking Student,
Faculty or Employee. Login to the system by clicking
the Log In Tab.

Click the “Log
In” tab.

CSCC Home Page Buy Bogks Student E-Mail Blackboard What's My CougariD?  What's My Password?  What's My User ID?
LOG IV Main MENU CONTACGT US

Once you click the “Log In” tab, the following screen appears and you are now ready to log in:

LOGIN [ MaAmN MENU

FACULTY Enter your Novell user name and
password. This is the same as your
GroupWise user name and
password. Click the “Submit”
button or hit the “Enter” key.

UserD:  [abaldin If you cannot login, please contact

the Help Desk at ext. 5050.

Password: Illlllli[

SUBMIT

| mam MenU FACULTY MENU | contacTUs

NOTE: If you receive an error message, please try again or contact the HELP Desk at extension
5050.
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Once you have successfully logged in, the following screen appears:

Welcome Guest!

Click CougarWeb
bfo e for Faculty

Welcome to CougarWeb. [:%

Please select an entry point by clicking Student,
Faculty or Employee, Login to the system by clicking
the Log In Tah.

CSCC Home Page. Buy Books StudentE-Mail Biackboard Whats My CougariD? What's My Password?  What's My User D?
LoG IV MaIN MENU CONTACT US

Once you select CougarWeb for Faculty, the following screen appears and you can now select
a link to perform action or obtain information:

CHANGE PASSWORD LoG OuT MAIN MENU FACULTY MENU CONTACT Us

ﬁf he “Personal
Profile” section
provides access to
your leave plan
and compensation

following links may dieplay confidential informatien. (Login Required)

I Personal Profile | I ic Profile |

Leave Plan Summary Deqgree Audit
Additional & Contract Compensation The “Academic

above three quarter My Conract .
fract d \ Facuity information | . : Profile” provides

. Azsig it Centract App |
contrac Class Roster A::g::z:t cg:t::cﬂnguirgm access to DARS

Grading
My Clazs Schedule
Financial Aid Nen-Attendance Reporting

N

MAIN MENU FACULTY MENU

ZUANGE PASSWORD LoG out

The “My Contracts”
section provides

access to signing and
printing contracts.

The “Faculty Information” section provides
access to class rosters, grades, student
information, faculty class schedule, and
financial aid non-attendance reporting.
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Personal Profile — Leave Plan Summary

By selecting Leave Plan Summary, the following screen appears:

“_"’_,." ﬂﬂﬂgféff/&b YT Y

CHANGE PASSWORD Log GuT Maw MenL FAGULTY MENU

FACULTY

Leave Plan Summary

Leave Plan  Description Leave Allowed Date  Accrual Rate  Accrual Limit  Maximum Carryover  Current Balance
AT Adainct Sick Leave AR 0.0060 7.00 oan aloo |
Wik Vacalier. Vieeks (=l et B.GT00 E0.00 48000 112.93
5C Sick Leave Qlmam 50000 28138
FEA Personal Leaye Bk A2 0000 1200 B.a0 1200

[

CHANGE PASSWORD LoG OuT MAWN MENL

FACULTY MENLI HELP CONTACT US

When finished, click the “OK” button or select the “Faculty Menu” tab in header for another
selection or log off by selecting the “Log Out” tab.
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Personal Profile — Additional &
Contract Compensation

By selecting Additional & Contract Compensation from the Faculty Information section, the
following screen appears:

S Lougarilieb s

CHANGE PASSWORD LoG our MAm MENU FACULTY MENU

FACULTY

Additional & Contract Compensation

Start Date  End Date  Description Amcunt  Payments Made Total Payments Course Section Assignment
oastms | oasns
DE2ETS CEAE0I0E | Tulion Reimburaemen
paiens | eenims = o5 291 Va1 0% Praciioum

1

1

7 E
pamos | oanLns | TetionRemburssment ]
paad | e7/15m4 | Twiren Reirborsemeat 1
paEmd | oTnams l
3

5

B

10115m3 1221m3 | Adjunct Faculty Cantract
iy Wy BOlind | Adunc Facully Cantract
OHAEm3 DEIISE | Adjuned Fasulty Conlrast

enfonan| = | =|=|en]=|=

CHANGE PASSWORD Lo our MAm MENL FACULTY MENU HELe GONTACT US

NOTE: This screen provides compensation above the annual salary or three quarter contract.

When finished, click the “OK” button or select the “Faculty Menu” tab in header for another
selection or log off by selecting the “Log Out” tab.
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Faculty Information - Class Roster

By selecting Class Roster from the Faculty Information section, the following screen appears:

i CHANGE PASSWORD LoG our Main MENU FACULTY MENU HELP CONTACT Us

ke

FACULTY Welcome

Class Roster

Click on the “Select a
Term” drop-down box
and select the eligible
term. Click the “Submit”
button.

Select a Term | Spring Quarter 2006 |

or Enter a Date Range

CHANGE PASSWORD LoG our MAIN MENU FACULTY MENU HELP CONTACT Us

NOTE: Terms for credit classes are identified as YYOQOCR (Last two-digits of the Year, Quarter
identifier and ‘CR’ for credit) and non-credit sections are YYQONC (Year, Quarter, and ‘NC’
for non-credit). Quarter designators are: WI— Winter, SP — Spring, SU — Summer, and AU —
Autumn.

NOTE: “Enter a Date Range” (start and end dates) to list all sections being taught between the
start and end dates, respectively.

NOTE: IF YOU RECEIVE THIS MESSAGE: “There are no classes for the time frame you have
selected. Please click BACK to select again;” this could indicate that faculty assignments have
not been completed.
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Your Class Roster Courses appear for the selected term as shown on screen:

Web —

CHANGE PASSWORD LoG ouT MAmv MENU FACULTY MENU HELP CONTACT US

FACULTY Welcome

Class Roster

Chd}?e One Course Name and Title Term Bldg Room Meeting Times Days of Week
I~ EHGT—‘{G‘}‘-M?’WW‘W 06SPCR | DH 19 06:00PN - 08:00PM | T
i Iva GIS-100-W01 Acquiring GIS Data .DBSPCR
/ N\ | e1s-252-W01 G5 Software 2 ArcGIS | 08SPCR
GIS-278-W01 VBA Programming for GIS | 085PCR

For a Class Roster of a SusmIT
specific section, click in the
box under “Choose One”

column. Click the “Submit”

button.

Lo ourt MAIN MENU FACULTY MENU HELP CONTACT Us

You should see your Class Roster which provides you the Course Name and Title, all instructors
assigned to this section, the roster of students enrolled and information regarding the students:

Web —

CHANGE PASSWORD LOG our MaAIN MENU FACULTY MENU HELP CONTACT Us

FACULTY Welcome

For more information about a
particular student, click in the

box under the “Student Profile”
column. Click the “Submit”

Class Roster

Course Name and Title
GIS-100-W01 Acquirng GIS Data

Instructors

Student 1D E-mail address Pass Aud Class Status Credits CEUs \Ae_nt Profile
‘@student.cscc.edu ZNDFYR. | New 3.00 v
@student.cscc.edu . 1STYR | New 3.00 r
@student csee edu 1STYR | New 300 r
i@=student.caco.edu ZHNDYR | New 3.00 r
@escoedu News 300 r

CHANGE PASSWORD LoG ouTt MaN MENU FACULTY MENU HELP CONTACT Us

NOTE: You can print this screen. Follow printing instructions located Printing section of the
manual.
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An example of a student profile screen is shown below:

LoG out Main MeENU

FACULTY

Student Profile

Student IDv Preferred Hame
Preferred Address

Columbus, OH 43228

FACULTY MENU HELP CONTACT Us

Welcome

E-mail Address Type

Phone Number Extension Type

Academic Academic Anticipated Academic F i g i
Program Level Begres Completion Date Standing Majo Mahge LR Speciptsdtion
Associate of Arts | UGRD Al -  Associate of
Arts
Advisor Advisor Type Phone Number Extension E-mail Address
[[one Specitied | | | |
Counselor  Counselor Type Phone Number Extension E-mail Address

[ None Specified |

CHANGE PASSWORD LOG ouT MaIN MENU

FACULTY MENU HELP CONTACT Us

NOTE: Advisor and Counselor information is not used.

When finished, click the “OK” button or select the “Faculty Menu” tab in header for another

selection or log off by selecting the “Log Out” tab.

Revised 06/02/09
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Faculty Information — Grading:
Final/Mid Quarter Progress Reporting

By selecting Grading from Faculty Information section, the following screen appears:

CHANGE PASSWORD LoG ouT Main MENU FACULTY MENU HELP CONTACT Us

FACULTY Welcome

Grading ( Click on the “Term” drop-
down box and select the

Q Select a term or date range_tu restrict your class list ellglble term’ generally the
:
T e A current term. Click the
Start Date | End Date “Submit” button.
[ sumiT |

CHANGE PASSWORD LoG ouT MAIN MENU FACULTY MENU HELP CONTACT Us

NOTE: In Grading, the terms listed are only those that are eligible for grade entry, generally
the current term.

NOTE: “Enter a Date Range” (start and end dates) to lists all sections being taught between the
start and end dates, respectively. [e.g. MM/DD/YYYY]

Revised 06/02/09 11



The following screen appears which shows a listing of the courses you are teaching for that
particular quarter:

Comg,arJ/Veb —

4 ¥ CHANGE PASSWORD Lo our MAIN MENU FACULTY MENU HELP CONTACT Us

FACULTY TIEEs

First, click on the “Final or
Midterm/Intermediate Grading:
Term” drop-down box and select
either “Final” or
“Midterm/Intermediate.”

Grading

Final or M idtermﬂ[:%rme:liat& Grading | Final v |

gr:';ow Class Name and Title gt:t: [E;: Bldg Room .:'.'i'::::g E;ey:k']f Loc Term
Iz CMGT-101-001 Mangng Const 0327/08 | 06M0/6 [DH | 119 | 08:00PM - T 05SPCR
5 GIS-100-W01 Acquiring GIS Data 03/27/06 | 08M10/08 08SPCR

‘1 «
Next, click in the box under the Choose\

One” column for the course section in
which you want to enter grades. Click the
“Submit” button.

Lo our MAIN MENU FACULTY MENU HELP CONTACT Us

NOTE: IF YOU RECEIVE THIS MESSAGE: “Final or Midterm/Intermediate Grading is a
required field. Please provide data or press Menu”, please select “Final or
Midterm/Intermediate” and select either “Final” or “Midterm/Intermediate” for grading. Then
click the “Submit” button.
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Once you have selected the course section and clicked the “Submit” button, the following screen
appears where you will enter the grades:

CougariVeb

]
CHANGE PASSWORD LoG out MAIN MENU FACULTY MENU HELP CONTACT Us

FACULTY

Final Grading
Clazs Name DEV-030-003
Title Baszic Mathematice
Location
Term Soring Quarisr 2003 In the “Grade” Column, enter the
9
Instructor appropriate grade for each
student.
When finished, click the “Submit”
Student D Status Grade Ex '/m ~fted
enaeq orage Cever Ectlﬂn
0803088 || A I /1/ I O s 1STYR 5.00
0882373 | N I I I |— 1STYR 5.00
0910408 || N I I I [l U 18TYR 5.00
0990608 || N I I I l_ U 18TYR 5.00
0952590 || A I I I O u 1STYR 5.00

NOTE: Appropriate grades for Mid Quarter Progress Reporting and Final Grading are:

Mid Quarter Progress Reporting Final Grading
S — Satisfactory A — Excellent
U - Unsatisfactory B — Above Average
C — Average
D — Below Average
E — Fail
I — Incomplete
R - Audit
S — Satisfactory
U — Unsatisfactory
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Once you click the “Submit” you will receive a confirmation screen including a list noting which
students’ grades that have been updated.

)
CHANGE PASSWORD LOG out MAIN MENU FACULTY MENU HELP CONTACT Us

FACULTY

Grading Confirmation Form

Class Name  DEWV-020-001
Title Basic Mathematics
Lecation

Term Autumn Quarter 2008

Instructor

** Your changes have been saved. Modified records are shown below **

Final Expire Last Date of MNever Midterm Class . Cross-Listed
St ) e Grade Date Attendance Attended Grade Level e Section

CHANGE PASSWORD

LOG out MAIN MENU FACULTY MENU HELP CONTACT Us

Once you have submitted grades, students will be able to see the grades.

When finished, click the “Submit” button select the “Faculty Menu” tab in header for another
selection or log off by selecting the “Log Out” tab.

NOTE: Ifyou find that you made a mistake you may NOT go back in to the grade roster and
update the grade. If you attempt to change a grade that was previously entered you will receive
the following screen and message.

Final Grading

Final grades can not be changed after they have been verified. The grade has been restored to the unedited walue

Class Name  DEV-020-001
Title Basic Mathematics

Location

£rm Autumn Quarter 2008

NOTE: Until the grade entry deadline, any required grade changes can be completed by the
academic chair. Once the grade deadline has passed, you must submit a Grade Change Form
through your department chairperson.
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Faculty Information - My Class
Schedule

By selecting My Class Schedule from Faculty Information section, the following screen
appears:

_,__.- CHANGE PASSWORD LoG ourt MaAIN MENU FACULTY MENU HELP CONTACT Us

FACULTY Welcome

Class Schedule

D Click on the “Select a
Select A Term {Spring Quarter 2006 i Term” dI'Op-dOWl’l box and
or Eqtera e e | select the eligible term.
| Click the “Submit” button.

FACULTY MENU

HELP CONTACT Us

CHANGE PASSWORD LoG ourt MaAIN MENU

NOTE: IF YOU RECEIVE THIS MESSAGE: “There are no classes for the time frame you have
selected. Please click BACK to select again” this could indicate that faculty assignments have
not been completed.

The next screen lists the courses you are scheduled to teach for the quarter:

S Cougarieh R asio

CHANGE PASSWORD LOG OuUT MaiN MENU FACULTY MENU HELP CONTACT US

You may use your browser's print feature to print this view.

FACULTY

Class Schedule

Class Name and Title Days of Week Start Time End Time Bldg Room Start Date End Date
T 06:00PM_ 08:00PM |DH | 118 0327106 |  06N0I0S
T 08:00PM 10:50PM | DH 119 02706 061 10s
0327106 | 080
0H2TI0E 061 008
032706 061 008

OH 120 0327108 D&M 008

Additional course detail is
available by clicking on
the course link.

CHANGE PASSWORD LOG OuT MaAIN MENU FACULTY MENU CONTACT Us
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Further course detail is available by clicking on the course link and the following screen appears:

' Cougarileb s

CHANGE PASSWORD LOG OUT MAIN MENU FACULTY MENU HELFP CONTACT US

FACULTY Welcome

Section Information

Title Mangn%ﬂnst Company

Section CRGT-101-001

Number

Description CMGT 101 Managing a Construction Company An overview of the operations of a congtruction firm with-a simulation of the management

process by student teams demonstrating zkilz and cempetencies required.
Credit= 3.00 CEUs

Start Date 27 March 2006 End Date 10 June 2006

Academic UGRD - Undergraduate Level
Level

Meeting Information
03/27/2006-06/10/2008 Lecture Tuesday 06:00PM - 08:00PH, Davidson Hall, Room Q.TQ'WMW.WMM - 10:50PM, Davidson
Hall, Room 118 '
Faculty Contact Faculty name  Phone Extension E-mail address Instructional Method
| @csceedy | Lecture, Lab.

Prerequisites
Supplies
None

CHANGE PASSWORD LoG ouT Mawn MENU FACULTY MENU HELP CONTACT Us

When finished, click the “CLOSE WINDOW?” button or select the “Faculty Menu” tab in header
or for another selection or log off by selecting the “Log Out” tab.
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Faculty Information —
Financial Aid Non-Attendance Reporting

Columbus State is required by Federal law to monitor the enrollment of students who participate
in Federal Title IV student aid programs and/or who receive educational benefits through the
Department of Veteran’s Affairs. It is our responsibility to identify students who do not
commence attendance or who stop attendance in any course for which they are registered and
paid. In order to comply with these regulations, the College implemented an attendance
reporting process Autumn Quarter 2000. The process can be completed through CougarWeb.

Each quarter an email notification will be sent two (2) business days prior to the window opening
for the reporting of attendance. This reporting window will open during the fifth week of the
quarter. Only faculty with class sections requiring attendance reporting will be notified.

Additionally there will be a second window for reporting class sections not captured in the first
reporting period. Generally the sections included in this window will be courses designated as
flex term or second term. Only faculty with sections meeting the criteria for the second window
will receive an email notification prior to the opening of the reporting time period. This
reporting period will occur approximately the ninth week of the quarter.

During each of the above open reporting windows you can access your rosters as frequently as
you wish. It is important to make sure that you do submit each of the completed rosters by the

deadline date and time provided to you in the notification emails.

By selecting Financial Aid Non-Attendance Reporting, the following screen appears:

Attendance Login

your CSCC User Mame and Password.

CONTACT US

Enter your Novell User Name and
Password. This is the same as your
Groupwise User Name and Password.
Click the “Log In” button.

If you receive an error message,
please try again or contact the Help

Qesk at extension 5050. /

Revised 06/02/09 17




Once you have successfully logged in, the following screen appears:

Course Name and Title Bldg and Room Meeting Times Days of Week LastUpdated

Select Course MULT-171-002 Cur lzsuesHly GAD21 103 D0Ph-05: DOPh T
Infec

Select Course MULT-104-003 Adlh & Pedistric CPR - GAD21 05 00AM-04:30PM F

MULT-104-005 Acl & Pedistric CPR GAD21 05:00A-04:30PM F

Finished |

Select Course |

MAIN MENU CONTACT US

This screen will list all sections of courses you are teaching this quarter. If no sections are
currently available for reporting you will see the following message:

Mo clagzes to revievy during this reparting windowe.

If you have any questions, please call the help desk at (6147 287-5050

Finished |

CONTACT US

Revised 06/02/09 18



To view your Financial Aid Non-Attendance Roster click on the Select Course button. Upon
selecting a course your class roster will appear as below.

NOTE: This roster does not list all students registered for your class. It will ONLY list
students receiving Federal Financial Aid and/or Veteran’s Benefits.

The roster automatically defaults to “Attending” as the Attendance Status for all students listed.
If this status is not correct for any of the students listed you must select either the “Never
Attended” or “Last Attended On” option.

To report a student who never attended, mark the “Never Attended” item only. NO date entry
is required for this status.

To report a student who did attend some class meetings, mark the “Last Attended On” item and
provide the last date you had contact with the student (e.g. voicemail, email, homework, test
results or actual face-to-face contact). Use the following format for the date entered:
MM/DD/YYYY.

Upon your completion of the roster, click on “Submit.” In the event you do not complete your
entire roster at one time, you may click on “Submit” and all reported information will be saved.
If you do not want to submit the roster at this time, click on “Cancel.”

Financial Aid Non-Attendance Roster

Course Hame and Title
MULT-171-002 | Cur lzsuestHM Infec

Instructor

Student 11} Email Address Attendance Status (Enter dates as: MMDDYYYY)
@student.csce.edu

o Attending " Never Attended " Last Attended On

@student.czce.edu

@student.csee.edu
i Aftending " Never Mtended 7 Last Attended On

o Attending " Never Attended " Last Attended On I

@student.ceoe.edu
[l Aftending 7 hever Mtended 7 Last Attended On

This canfirms that | have reviewed my class rosters listing the students receiving Federal Financial Aid andfor Veterans Benefits for the cunient quarter and supplied =
their attendance history. | understand the students that | have maked as no longer attending will be dropped from my o asz rosters as indicated.
-

Subrmit | Cancel |

MAIN MENU

CONTACT US

Revised 06/02/09 19



Below is a listing of possible error messages you may receive if you complete the roster
incorrectly:

Student | (1] Email Address Attendance Status (Enter dates as: MMDDYYYY)
|

@student. csoc.edu
(v Aftending " hever Attended ™ Last Attencled On

@etudent. csoc.edu

[N

e Aftending {” hever Attended %' Last Attended On
Drate must be provided for thiz zelected option.

Student (1] Email Address Attendance Status (Enter dates as: MMDDYYYY)
@student.czec.edu

g Aftending " Mever Attended " Last Attended On

@student.ezee.edu

i}

C aterding ™ Mever Attended T Last Attended On Daiz0/2007
[rate not required for thiz zelected aption.

Student 1] Email Address Attendance Status (Enter dates as: MMDDYYYY)
.@student. e edu

1

o Aftending " Never Attended " Last Aftended on

i@student. croc.edu I—
s Aftending " MNever Attended ¥ Last Mtended On 08/18/2007

Date iz not consistent with course dates or enreliment.

* The above date is outside the term begin and end date.

If you receive an error message that you do not understand, please contact the Help Desk at
extension 5050.

Upon submission the following confirmation page will be presented indicating you submitted the
roster. You may print the confirmation page for your records.

If you wish to review another class roster, choose “Select Another Course.” If you wish to return
to the CougarWeb Faculty menu, click on “Finished.”

Mon-&ttendance Update Confirmation
Instructor:
Clags: MULT-171-002 | Cur lzsuesHIY Infec
Diste: 9812007 3:23 PM

Thank vou for updating the attendance of your students online! The information you've entered has been stored
online. Please print & copy of this sttendance confirmation for vour records.

Select Another Course Finished

MAIN MENLU CONTACT US
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If you click on “Select Another Course” you will return to the full listing of all your course
sections.

Once you return to the menu listing all your course sections after submitting your roster the “Last
Updated” column will be populated with the current date. Only if you have clicked on “Submit”
will a date appear in the “Last Updated” column.

Course Name and Title Bldg and Room Meeting Times Days of Week Last Updated

Salact Course | MULT-171-002 Cur lssuesHIY GA021 03:00PM-05:00PM T 09182007
Infec A

Select Course | MULT-104-003 Aclt & Pedistric CPR. - GAD21 08:004h-04: 30PM F

Select Course | MULT-104-005 Adlh & Pedistric CPR. - GAD21 08:004h-04: 30PM F

Finished |

Main MENU CONTACT US

qe most recent date the course
roster was updated will be
reflected in this column. Each
time you click on “Submit”
within the class roster this

\column will be updated. /

By clicking on “Finished” it will close the window and return you to the CougarWeb Faculty
menu.

NOTE: If you have multiple sections you will need to access each course section and click
“Submit” in order for all reporting to be completed and sent for processing.
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My Contracts - Assignment Contract
Approval

By selecting Assignment Contract Approval from the My Contracts section - the following
screen appears:

CHANGE PASSWORD LoG ouT Main MENU FACULTY MENU HELP CONTACT Us

FACULTY Weicome

Assignment Contract Approval

a
Choose One Contract Type Start Date End Date
= [Asunctcontact [oszrite. | vazsns |

| suBmiT

To select contract

aSSignment f()r apprOVal, CHANGE PASSWORD LoGg OuUT Main MENU FACULTY MENU HELP CONTACT US
click in the box under
“Choose One” column.
Click the “Submit” button.

The following screen appears:

»
CHANGE PASSWORD LOG OUT Main MENU FACULTY MENU HELP CONTACT US

| §F

n FACULTY Welome

Position Asgmt Selection

Choose One Assi t Start Date End Date
7 GIS-100-W01 | DX2F06 | 081006
' GIS-100-W01 | 0327/08 06/10/08

B Main MENU FACULTY MENU CONTACT Us
To select contract assignment for approval, click in the box

under “Choose One” column. Click the “Submit” button.

NOTE: You can only choose one assignment at a time. You
need to repeat procedure for each assignment until you are
returned to the Faculty Menu.

NOTE: If you have multiple assignments, you need to select one assignment, follow the
procedure and then go back and select another assignment. Follow procedure again until this
screen is blank or a message screen appears stating, “Your process is complete; press MENU
button to continue.”
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Once an assignment is selected, the next screen shows the Terms and Conditions of the contract:

Terms and Conditions Approval

Terms and Conditions
Adjunet Ingtructer Employment Contract

Columbuz State Community College has appointed you to the posttion of Adjunct Instructor. The terms and conditions of your employment are:

The hourly rate per contact/load hour i= $39.00 per hour. Proceed to the following =creens to =ee individual assignments and contracts amounts. All azsignments (lecture, labs,
clinicals, practicums, a’l'ld =eminars) must be accepted/rejected individually. The deadline for acceptance of your contract i= January 18, 2006.

Term of Appointment: Spring Quarter 2005
Quarter Dates: March 27, 2006 through June10, 2006

“our =alary will be paid to you via direct deposit in accordance with the schedule set forth in the Faculty Handbook for Adjunct Instructors, les= required and authorized
deductions, after services have been rendered.

The following are pay dates for =pecific term courses:

Full Term: 04/30/06; 05/15/08; 05/21/06; 08/15/06; 06/20/08

Firzt Term: 04/30/06; 05/15/08; 05/31/06

Second Term: 05/31/08; 06/15/06; 08/30/06

1=t 4 Week Term: 04/30/06; 05/15/06

2nd 4 Week Term: 05/31/06; 06/15/06

8 Week Term: 04/30J06; 05/15/06; 05/31/06; 06/15/06

Flexible Term contracts are paid on the second pay date following the completion of the course.

By your execution of thiz contract, vou agree to perform fathfully and discharge all re=ponzibiltiez as az=igned to you to the =atizfaction of the College and in compliance with
the laws of Ohio and the College policies. Failure to do o can result in dizciplinary action under the College policies and termination of thiz contract during its term. You are
=subject to the Disciplinary Action Policy 3-32 and the Procedure 3-32(C) but are not eligible to utilize Procedures 3-32(C)(3) through (7). Mor are you eligible to utilize the
Employee Problem Solving Policy 3-31 and the Procedures 3-31(8) and 3-31(B)(8).

Thiz appeintment made herein iz open for acceptance until @ calendar days from the izsue date. In order to accept this appointment, you must select the "accept” option for
each of your agsignments during the current term by the acceptance date. If you do not accept the as=ignment(z) by the acceptance date, thiz appeintment iz void.

The College has varicus policieg, which affect your employment relatienship. The College may change the College’s policies from time to time. The campus will be notified of any
zignificant changes.

The benefitz for which you are eligible are =et forth in the College policies.

“f"our position iz neither tenure-track nor tenured. Thiz contract iz for a term not to exceed that specified above, and it will expire on the last date of that term. The College is
under no cbligation to renew this contract or to give any notice of non-renewal.

“four duties will be to act as the instructor in the course(s) =&t forth abowe and to perform all instructional dutiez and such additional responsibilities applicable to Adjunct
Instructors as =&t forth in the College policies to include but net limited to providing time for the purpose of advizing students as needed.

Thiz appeintment has been made on the basis of representations made by you as to your education, experience, and qualifications. If those reprezentations subsegquenthy
prove to be inaccurate, this contract iz voidable at the =ole dizcretion of the College.

Thiz agreement, including the payment of =alary iz subject to the sufficiency of legislative salary appropriations and the receipt of sufficient funds by the College.

The College rezerves the right to alter the length of this contract due to emergencies that may arize which are unforezeen and unaveidable.

Special or additicnal terms and conditions of this contract, if any, are attached hereto as Appendix A and incorporated herein.

Thiz contract contains the entire agreement between you and the College regarding your employment. There are no other understandings or agreements, oral or otherwise,
except az expressly =et forth in this contract.

Accept Reject Rejection Reason

| hereby accept appointment under the above v r |
terms and agree to render service in accordance
therewith. /\

/ \
\ SUBMIT

To accept the Terms and Conditions,
click in the box under “Accept” column.
Click the “Submit” button.

NOTE: If you are not going to accept the Terms and Conditions, click in the “Reject” box and
type a reason under the “Rejection Reason” and then click the “Submit” button.
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By selecting “Accept” and clicking on the “Submit” key, the following screen will appear:

*
CHANGE PASSWORD LOoG OUT MAIN MENU FACULTY MENU HELP CONTACT US

FACULTY Welcome

Terms of Appointment Approval

Contract Type
Adjunct Contract
Name Social Security Numb Department

Terms of Your Appointm
# of Load Hours; 2.00 :
fou are to teach: GIS-100-W01 Acguiring GIS Data Full Term Z.00 03/27/06 06/10/06
Service Quarters : i
Total # of Days Taught This Term for All
Sick Leave: 266

Hourly Rate Per Contact Hour: $39.00

Vour salary fortis course vil be: $558.00
lzzue Date: 03/29/06

o
|

0

Accept Reject Rejection Reason

| hereby acc=pt appoiniment under the above v r |
{erms and agres 10 render service In accordance

To accept the Terms of
Appointment, click in the RD | LOGOUT | MAIN MENU FACULTY MENU HELP | CONTACT US

box under “Accept” column.
Click the “Submit” button.

NOTE: If you are not going to accept the Terms of Appointment, click in the “Reject” box and
type a reason under the “Rejection Reason” and then click the “Submit” button.

If you have single assignment, you might see another Terms of Appointment approval screen
that will need to be approved; otherwise, you will be returned to the Faculty Menu.
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If you have multiple assignments, the following screen appears (the previously approved
assignment should be missing from the list):

&5 Cougardleb .

CHANGE PASSWORD LoG ouT Mam MENY FACIRTY MENU HELP CONTACT US

FACULTY Welcoms

Position Asgmt Selection

Chooss One  Assignmaont  Start Date  End Date
= GE-2ELW01 | DAOTRE DA

GEE-2ERNT | DTS BEH &
GEITAWGT | CMZIRE | Dnems
ST | 022TRE

mlinl

CHARGE PASSWORD LG EJI' FACILTY MENU HELP CONTACT US

NOTE: To select another assignment, follow the procedure again.

Once you have signed your contracts, click the “Submit: button or select the “Faculty Menu” tab
in header for another selection or log off by selecting the “Log Out” tab.

Finally, once contracts are signed, you should receive a completed notification email as shown
below:
Mai |Properﬁes | Personzlize |
From: <datatel@dtitest.cscc.edu> 03/29/06 1:59 PM
To:

Subject: Asgmt Contract Completed

From: hraco@csc.edu ]é
Subject: Asgmt Contract Complete

DO NOT RESPOND TO THIS E-MALL Dear Antoingtte Thank you for reviewing and processing your contract. If you rejectedyour contract, the Human Resources Department wil be in contact withyou to discuss the proper
resolution. Have a great quarter! Human Resources Department
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My Contracts - Assignment Contract
Inquiry

By selecting Assignment Contract Inquiry from My Contracts section, the following screen
appears which allows the user to view previously approved assignments:

L
Lo our MAIN MENU FACULTY MENU HELP CONTACT Us

FACULTY Welcome

Assignment Contract Inquiry

Choose One Contract Type Start Date End Date
F l.mc:m [mmm- ]msm

[_susmiT |

Maiv MENU FACULTY MENU HELP CONTACT Us

To inquire about a specific
contract, click in the box under

“Choose One” column. Click the
“Submit” button.

The following screen appears:

ES=Cougarilel .

e CHANGE PASSWORD LoG out MaIN MENU FACULTY MENU HELP CONTACT Us

FACULTY Welcome

Position Asgmt Selection

Choose One Assigpmem | Start Date End Date /KTO inquire about a speciﬁc

5 Lo Lo

= — contract type, click in the

= e T T box under “Choose One” '
= e e e column. Click the “Submit”
= GRzewn | oazie | owae button.

T GIS-2T8-W01 032706 08/10/06 -

CHANGE PASSWORD LoG OuT Main Menu FACULTY MENU CONTACT Us

Revised 06/02/09 26



Once a contract is selected, the next screen shows the contract’s Terms and Conditions:
FACULTY

Terms and Conditions Inquiry

Terms and Conditions

Columbus State Community Cullege has appulntad you to the position of Adjunct instructor. The terms and conditions of your employment are:

The hourly rate per ommom hﬂursiﬂﬁﬂperm HMNMMWSUMMS&EMIWW ontracts ami s Al ==ignm s (lecture, labz,
clinicals, practicums, mm}mmammﬁammmw The deadiine for acceptance of your contract is January 19 2006,

Term of Appeintment: Spring Quarter 2006

Quarter Dates: March 27, 2006 through June10, 2006

‘Your salary will be paid to you via direct deposit in accordance with the schedule sst forth in the Faculty Handbook for Adjunct Instructars, less required and authorized
deductions, after services have been rendered.

The following are pay dates for specific %m coursss:

Full Term: 04/30/06; 05/15/06; 05/31/06; 06/15/06; 06/30/06

Firzt Term: 04/30/06; 05/15/06; 05/31/06

Second Term: 05/31/08; 06/15/08; 06/20/06

1=t 4 Week Term: 04/20/06; 05/15/06

Znd 4 Week Term: 05/21/06; 06/15/06

8 Week Term: 04/30/06; 05/15/06; 05/31/06; 06/15/06

Flexible Term contracts are paid on the zecond pay date following the completion of the courze.

Eyymn’execm'mo‘rﬂmmrﬂmct, youaﬂreetnperfmm mmwm:mWﬂmmmmtuywmmmmmofmmm in compliance with
the laws of Ohio and the College policies. Failure to do.so canmﬂtinmlpmryschmunderm Cbﬂegepmkﬂes’and!ermmahmnﬂmscnntraddumglswm You are
subject to the Disciplinary Action Poliey 3-22 and the Procedure 3-32(C} but are not eligible to utiize Procedures 3-32(C){3) through (7). Nor are you eligible to utiize the.
Employee Problem Solving Policy 3-31 and the Procedures 3-31(B) and 3-31(B}){8).

Thiz appointment made herein iz open for acceptance until 8 calendar days from the issue date. In order to accept this appointment, you must select the "accept” option for
each of your azzignments during the current term by the acceptance date. If you do not accept the as=ignment(z} by the acceptance date, thiz appointment iz void.

The College has various policies, which affect your employment relationship. The College may E,it-ange thecbﬂege"s policies from time to time. The campus will be notified of any
=ignificant changes:

The benefitz for which vou are eligible are =et forth in the College policies.

‘our position i neither tenure-track nor tenured. This contract is for a term not to exceed that specified above, and it will expire on the last date of that term: The College is
under no obligation to renew this contract or to give any notice of nr_on-ml"bpwal..

our duties will be to act as the inetructer in the course(z) =et forth above and to perferm all instructional duties and =such additienal rezpongibilities applicable to Adjunct
Instructors a= =et forth in the College policiez to include but not limited to providing time for the purpose of advizing students as nesded.
MamﬁmwmmMMutmrmmmeasmmmbﬂn experience; and gualifications. If those representations subsequently
prove to be inaccurate, mmﬂac{smatmmmscreﬁmofmmﬂege

Thiz agreement, including the payment of =alary is subject to the sufficiency of legislative =alary appropriations and the receipt of sufficient fundz by the College.

The College ressrves the right to alter the Jength of this contract dus to emergencies that may arise which are unforsseen and unavoidable.

Special or additional terms and conditions of this contract, if any, are attached hereto as Appendix A and incorperated herein.

Thiz contract contains the entire agreement between you and the College naganﬂ'rg yﬂurempinym There are no other ings-or agr , oral or otherwize,
except as expressly sst forth in this contract

Accept Reject Response Date Rejection R
[ nereby accept appointment under ihe above terms and agres to render service in accordance therewih. | ¥ | [ oaizsie

~ SUBMIT

Click the “Submit” button to view the
“Terms of Appointment.’
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By selecting “Submit” the Terms of Appointment Inquiry screen appears:

]
CHANGE PASSWORD LOG OUT MAIN MENU FACULTY MENU HELP CONTACT Us

FACULTY Welcome

Terms of Appointment Inquiry

Contract Type
Aq{mdmd-
Name Social Security Numb Department

S0gr

Terms of Your Appoi
HRPAOTA1 )
HRPAQTAZ

HRPAOTAZ

HRPAOTA4

HRPAQTAS

HRPAOTAG

HAPAOTAT

HRPAOTAS

Accept Reject Resp Date Rejection R
li S—— e S . mm[

= |

CHANGE PASSWORD LOG OUT MAIN MENU FACULTY MENU HELP CONTACT US

NOTE: To view another contract, click the “Submit” button and you will be returned to the
Position Asgmt Selection screen.

When finished, select the “Faculty Menu” tab in header for another selection or log off by
selecting the “Log Out” tab.
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Academic Profile - Degree Audit

By selecting Degree Audit from the Academic Profile section, you will be directed to the
following screen:

Co

Database Login Parameters
Network USER Name:
Password:
Connact | | Cancel

Copyright © 2000-2003 Miams Unrersity
All Rights Resaned
Version 3.0 x

NOTE: Please follow the DarsWeb User Guide located in the “faulty and staff” section of the
CSCC home page for further instructions.

Printing

To print any of the screens within CougarWeb, use the standard printing function of File, Print
and then select your designated printer. You could also do a “Screen Print.” You might want to
change to a Landscape format.
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