Faculty Instructions
1Q.Web

What is 1Q.Web?

1Q.Web provides faculty, students, and administsatath web-based
access to PowerCampus, a component of the Camioush&tion
System. IQ.Web is easy to use and has a similardookfeel to many

online applications you may already use.

What functionality is available:

Faculty are able to view their own course schedules args disis as
well as their advisees’ course schedules, unoffi@ascripts, and
grades. Other features available include assis@ughorizing advisees
in the registration process.

Studentsare able to view their course schedules, unofficalscript,
and account balances. Online registration is aladable.

Prospective studentsare able to browse the course catalog and course
availability information.



1Q.Web Home Page

IQ.Web is accessible via a link on the Albright Collegébwsge in the
Albright Quick Links section.

Below is the 1Q.Web Home Page.
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Visitors: This is the Visitors access to the siteitvis can
access the course catalog and course section information.

Login: Login to your 1Q.Web account.

Request Access: Contact Information Services to have a
IQ.Web account created.

Course Catalog: Access the Course Catalog directly.

About: Frequently Asked Questions about 1Q.Web.



System Requirements

A PC or MAC with an Internet connection and a standartd Wewser

is required to run 1Q.Web. Internet Explorer 5.5 or highestrisngly
recommended by the vendor. The browser must have Cookies and Jav
Script enabled.

We have tested 1Q.Web on a MAC with Safari browser oar$i2.4
and Firefox browser version 1.0.

For PCs, we have also tested FireFox browser version 1.0.7.



Login Instructions

To login to 1Q.Web, click on ‘Sign In’ from the Visitor'sdthe Page or
‘Login’ from the 1Q.Web Home Page.

Login Ids and Passwords

Login Ids and initial passwords are assigned by Information &wvices.

Faculty

Faculty logins are the official Albright email address mirioe ‘@alb.edu’ portion
of the address. Your password is the first initial of yanst hame and first initial
of your last name followed by the last 4 positions of your P&@amnpus ID.

Remember to use all lowercase letters in your login edpassword.
Students

For undergraduates and ESL students, the login id isathe as the student’s
official Albright email address minus the ‘@albright.edu’tpmr. This is also the
same as their Blackboard login.

For DSP/DCP students, the login id is the same aBl#wkboard login id.

For all students, the password is the first initial effinst name and first initial of
the last name followed by the last 4 positions of the seeialrity number.

Guidelines for changing the initial password are on the ext page.



Password Guidelines

Passwords

It is recommended that you change your password from thdefault
password initially assigned to you.

Remember that passwords are case sensitive.

If you forget your password , click on the ‘What if | forgay password?’
link; then click on ‘Request Password Assistance’ on tlye plaat is displayed
to you. Your password hint will be emailed to you.

Changing Your Password

Once you are logged in, you can change your password kinglion
‘Change Password’ under the Account Information Menu.

Your new password should be a combination of upper and lowerarase
numbers. Passwords must be between 5 and 12 charadésigtim

Important: Do not click on ‘Yes'’ if you are prompted to have shistem save
your password.

After logging in, the menu associated with your role dldisplayed.



Access to IQwWEB

Your access to 1Q.Web is controlled through roles. 1Q.Welrmetes what
role you should have by your information in PowerCampus.

The roles defined for the college so far are:
* \Visitor

« Guest

* Albright Faculty

* Albright Student

When you login to 1Q.Web, you will see the menu associatddyour role.
You can also have multiple roles. For example, facukbynfrers automatically
get Visitor and Guest access along with the Albrightufgacole.

Make sure you are logged in as the Albright Faculty role tase all of the
available features.If you do not have Albright Faculty access when you first
login to 1Q.web, use the ‘Change Role’ function in I@MWo get the
appropriate access. To change your role, click on ‘ChangesRuwl the left
hand side of the menu and select ‘Albright Faculty’ fromligte



Albright Faculty Home Page and Menu

This is the Home Page for Albright Faculty access.

The next page summarizes the functions on the Albfigbtilty menu.



1Q.Web Faculty Reference Summary

Access 1Q.Web through the Albright “Quick Links” at tlogptof the Albright website. Internet
Explorer is the browser recommended by the vendor.

Your login id is your official Albright email address ras the ‘@alb.edu’.

Your password is the first initial of your first nameddmst initial of your last name followed by the
last 4 positions of your Power Campus number. For exardple Testfaculty’s password is jt1234.
Remember to use all lowercase letters. It is recordegmthat you change your password from the
assigned default password.

—— Indicates your 1Q.Web role

Change Home Printer Log
FAQs .

Roles Q Page Friendly Off

Navigation

Allows you to Change Roles; make sure your role is ‘ightr Faculty’.
Access the 1Q.Web Home Calendar Page and view 1Q.Wels FAQ
Log off your 1Q.Web session

Return to the Albright College Home Page

View the Faculty Advising Handbook
Account Information

Here you can change your Password and Password Hintlas we
preferences like your Nickname and Calendar Info.

Academic
Review the Course Catalog and Course Sections by pdaeem
View / print your course schedule by year and term

View / print your class lists; email students; downlokd< list to Excel

Students

Student Advising: View student records for your advisees
View the number of experience events attended by students
Authorize students for Registration

Community
View Faculty Office Hour information

Online Directory Search: Search online Student andlfadirectories

Registration Schedule, Instructions and Power Campus Holds
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Navigation and Account Information

Navigation

The Navigation menu selections allow you to Change Radésn to the
IQ.Web home page, view Frequently Asked Questions aboptdiaeict,
log off your session, or return to the Albright College wéb. si

Account Information: Preferences

This is where you can control your 1Q.Web account infoiomat

Account Information: allows update your nickname , passwinit¢l &nd
email address. Use of the official Albright email addressasiired.

Campus Forum: settings for participation in Campus Forurissfeature
will not be available at first.

Personal Calendar: controls content of your 1Q.Web calendar.

Online Directories: allows you to opt-out of the Onlinedatories



Academic: Course Catalog

Search the Course Catalog by clicking'@Gourse Catalog’ on the
left-hand side of the screen. The search screen iagespbelow:

An example of a Course Catalog search result is sholewbEhis is
the result of entering ‘eng2’ in the Course prompt on gaech tab of the

screen. All courses beginning with ‘eng2’ in the cataldgbe displayed
to the site visitor.
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Academic: Course Schedule

To view your course schedule, click @ourse Schedule’on the
Academic Menu on the left hand side of the screencBile
appropriate Year/Term from the drop down list and click on thei
button. The Course Schedule selection screen is shown. below

The screen below shows a sample course schedule. Youri;@me
normally displayed in the upper left hand corner of theeschrit in this
example, the name has been grayed out for privacy purposes.
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Academic: Class List

View your class list for a particular class by clicking‘Gfass List’ on the
Academic menu. Select the appropriate Year/Term frondrbe down list.
Click on ‘Go’ next to the course drop down list to display tadfsyour courses
for that year and term.

Below is an example of a class list. The student natisesave been grayed
out for privacy purposes. From this screen, you can emleitted members of
the class or the entire class as well as download #éiss Gt to an excel
spreadsheet. If you click on one of the student names, osew a student
‘dossier’, containing information about the student.
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Academic: Find Course Sections

Display course section information by Year/Term by bykalig on‘Find
Course Sections’on the left-hand side of the screen. Select the year and
term from the drop down selection list. Other pertinergrmftion can be
entered in the corresponding search criteria fields. Thek on Search.

An example of a Course Sections search result is shelow. Notice that
the date, time, and location of the course is displayed alithghe
instructor’'s name. If the site visitor clicks on thetmictor name, they will
be able to see an instructor ‘dossier’, containing informatmarding the
instructor’s schedule. The instructor can also viesvdlass list and wait
lists from this screen.
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Students: Student Advising

On the'My Advisees’ tab, you can search for individual students by name
or groups of students by academic year and term.
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Students: Student Advising (cont’'d)

Below is a sample of the advisee search screen results.

The student’s name is displayed, along with their Powaptia id.

The student’s name and PowerCampus id is grayed out facgriv
purposes.

By clicking on the magnifying glass, you can view the sttide
schedule, grades, and unofficial transcript. The unaffitanscript is
displayed in a printable format.

An example of the student’s grade window is shown on ¢ixé page.
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Students: Authorize Registration

Guidelines for Authorizing Registration on IQ Web

To authorize a student’s registration:
1.Go to ‘Authorize Registration’ under ‘Students’ in therm on the left of the
screen

2.Click the drop down arrow and scroll up: Seld@AR/TERM’
3.Select01 Sessionthen click ornfSubmit.’

4. Alist of your Advisees will come up. Find the studentsne and check the box
to authorize his/her schedule. Then click on ‘Submit.’

REMEMBER: Please make sure you select the n¢@AR/TERM’ andnot the current
‘YEAR/TERM.” Advisers’ selecting the current semestather than the upcoming
semester is one of the problems we continue to eneount

Your list of Advisees includes not only your current Aées but also any of your Advisees
who withdrew from school. Unfortunately, we cannatitithis list to only your current
Advisees.

For combined concentrators, only one of the studedVsars has to authorize the
student’s registration. If you notice that one of yAdvisee’s authorizations is already
checked, this means that the other adviser authorizégbhiggistration. Please do not
uncheck the authorization.

If a Stop Sign appears next to a student’s name, a Holdtise student’s account which
will prevent the student from registering for classésiou click on the Stop Sign an
explanation of the Hold will appear. For this registrat most Holds will be from the
Business Office because the student has an unpaid acetamtéd due to the college. You
can still authorize a student who has a Hold. Fordcnske with a Hold, we recommend
that you inform the student of the Hold but still go @haad authorize his/her registration.
This will allow the student to register for classegrafesolving the Hold without having to
come back to you to be authorized.
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Advisee’s Grades , Transcripts, and Schedules

Below is an example of the advisee grade’s informafiorsee more
details regarding the student’s grade activity for a siges#imester,
double-click on the magnifying glass next to the year and term

Similar screens are available for the student’s sdaezhd transcripts.
Sample screens are not displayed here due to privacy cencern

Students: Student Experience Events List

Click on Student Experience Events List to view a docuroentaining
the number of experience events attended by each stutdntisTis
sorted by the faculty advisor name.

Community

This section provides access to faculty office hours armhme
student and faculty directory.
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Visitor and Guest Access

Visitor and Guest roles are used by people outside of theyeolle
community who would like to obtain more information about course
offerings.

Visitor Access

This is the first page that any visitor to 1Q.Web sile.
Visitors:

* Do not need login id and password

» Can view the course catalog

» Can view course sections by year and term
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Guest Role

The Guest Role menu is similar to the Visitor Role me&mxggept that it
has additional functionality.

Guests:
* View the Course Catalog and Course Sections

» Update their Account Information, such as passwords,
nicknames, and calendar preferences.

* View the academic calendar with additional tabs. A peltsath
calendar can be accessed and updated by clicking on the month
field of the calendar.

* Add web favorites on the ‘My Links’ tab. Click on the grgdus
sign on the tab to add a new web favorite.

* My Notes: Add online ‘sticky notes’ here for reminders.
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