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Technology Services

me CATHOLIC Technology Services supports the
Technology Services
gﬁ{}gg&fl & University by providing access to high
quality, state-of-the-art, computing,
I communications, and information
resources.

technology.catholic.edu techsupport.catholic.edu

lLech cervicesizabolic 9 Make a service request (catnolic niversity users please sign in)
About Technology Services st i b | -
hardware, software, website, online coursework, online tools, phone/voicemail
M N STAT T I have a request for ...
ISSION STATEMEN new/updated software, email/groups/delegation, shared drive, sponsored account,
Technology Services supports the University by providing access to high quality, state-of-the-art, technology purchase, telephone

computing, communications, and information resources. .
I would like ...

equipment installed/moved/updated, training

What We Do Our Staff Services .

y Report a technology ISSUE (Catholic University users please sign in)
Learn more about what View a list of our staff. See how we are organized
Technology Services does. with respect to our services. I am able to work, but there is an issue with ...

an error message, slowness, a virus, phishing, display, audio

I am having trouble working because there is an issue with ...
logging on, my access, slowness, an error message, my hardware, virus

I am not able to work at all because ...
can't connect to network, computer isn't working, can't access the Internet, can't log on,
no access



https://technology.catholic.edu

Technology Services — Service Desk

Jeff Otey
Service Desk Manager

Contact the Service Desk

. Phone: (202) 319-HELP (-4357)
% Email: techsupport@cua.edu
Q Location: Leahy Hall room 117

techsupport.catholic.edu

I need help working with ...
hardware, software, website, online coursework, online tools, phone/voicemail

| have a request for ...
new/updated software, email/groups/delegation, shared drive, sponsored account,
technology purchase, telephone

I would like ...
equipment installed/moved/updated, training

| am able to work, but there is an issue with ...
an error message, slowness, a virus, phishing, display, audio

| am having trouble working because there is an issue with ...
logging on, my access, slowness, an error message, my hardware, virus

I am not able to work at all because ...
can't connect to network, computer isn't working, can't access the Internet, can't log on,
no access



https://technology.catholic.edu

Cardinal Credential and Password Reset

Cardinal Credential is used to access THE C ATHOLIC

Catholic University technology resources:

UNIVERSITY
Cardinal Learn (Blackboard) OF AMERIC A

Cardinal Station (Enterprise Applications) ~ -

NI

Cardinal Mail (Google Workspace)
Campus computers
Network access (Wi-Fi)

Change your password to initiate your access, and every six months
afterwards (required) at this web page:

https://password.catholic.edu




Campus Resources

Pages on the University website are of particular interest to Faculty.

provost.catholic.edu
www.catholic.edu/faculty-and-staff
technology.catholic.edu
cardinalstation.catholic.edu



https://provost.catholic.edu
https://www.catholic.edu/faculty-and-staff/
https://technology.catholic.edu

ME QC D e

mail.google.com

Log on with your @cua.edu Cardinal Credential.

Catholic University uses Google Workspace to help students, faculty and staff
interact and collaborate.

e Communicate with Gmail, Chat and Google Meet
e (ollaborate with Docs, Sheets, Slides and Drive
o Google Workspace is FERPA compliant, and there are no ads or individual data mining.

technology.catholic.edu/resources/google.html



https://mail.google.com
https://technology.catholic.edu/resources/google.html

Z00Mm

zoom.catholic.edu

Zoom 1s Catholic University’s video conferencing service for its community.

Faculty use Zoom for hybrid or virtual classrooms
Faculty can record classroom sessions
Zoom facilitates collaboration with real-time co-annotation and digital whiteboarding

Zoom has video breakout rooms, polling, and group chats for enhanced participant
engagement

technology.catholic.edu/programs/zoom



https://technology.catholic.edu/programs/zoom
https://zoom.catholic.edu

Sign 1n to Zoom using Google

19:439 ol T

Cancel 200m -~

e

200m -

us02web.zoom.us

(E;n!ex your email w

S
[Fntor your password f{,)!(]z:\')J

Forgot password?

Sign In

() Keep me signed in

or sign in with
Q Sign In with SSO

Q G 0

3 Sign In with Apple

SSO Google Facebook

G Sign In with Google
@  Sign In with Facebook
< Back Sign Up

Zoom desktop app Zoom mobile app

On the “Sign in with Google” page,
specify your @cua.edu Cardinal Credential




Wireless Networking

Catholic University provides wireless networks for use by members of
the campus community and their guests.

CUA-SECURE is a wireless network for university students, faculty and staff. It provides
access to the Internet and University systems and services. You log in with your Cardinal
Credentials. This wireless network provides the best performance.

CUA-GUEST is a basic wireless network designed for use by visitors and guests (students,

faculty and staff should use CUA-SECURE). This network requires registration during which
you to agree to abide by the University's Technology Use Policy. It provides basic internet

access, similar to a coffee shop.

eduroam is a wireless network for visiting members of the research and education
community. This network requires you to login with the credentials of your participating
institution, and provides basic internet access.

technology.catholic.edu/programs/wireless



https://technology.catholic.edu/programs/wireless

Typical Office Setup

Desktop Computer and IP Desk Phone

e [Lenovo or Dell with Microsoft Windows 10,
connected to the wired network
e Standard software:
o Microsoft Office 2019
o  Web browsers (Chrome, Edge)
o Other utilities and applications
e Mitel desk phone for Cardinal Voice

O,

List of software on campus computers:
sites.google.com/cua.edu/ts-servicedesk/menu/software

Using Cardinal Voice:

technology.catholic.edu/programs/cardinalvoice/training.html



https://sites.google.com/cua.edu/ts-servicedesk/menu/software
https://technology.catholic.edu/programs/cardinalvoice/training.html

Network Printing
—

Departments have large, high-speed,
leased Ricoh multifunction devices for
copying, scanning and network printing.

\Y‘l

Learn how to add your department’s printer to your computer:
technology.catholic.edu/resources/printing.html

University Printer Policy:
policies.catholic.edu/finance/purchasing/printerpolicy.htmi

11


https://technology.catholic.edu/resources/printing.html
https://policies.catholic.edu/finance/purchasing/printerpolicy.html

Using Classroom Technology

Enrollment Services-managed classrooms, as well as many department classrooms,
have standardized hyflex technology available, including

Room camera with selectable zoom presets

Room microphones to facilitate hybrid collaboration
Document camera for hybrid display of materials
Standardized equipment makes it easier to use any classroom

Faculty are strongly encouraged to view the classroom technology orientation
videos available here:

sites.google.com/cua.edu/dpr/home

1:1 classroom technology training sessions are offered at the start of the
semester. Watch your Cardinal Mail for the notice about sign-up.

Email techsupport@cua.edu and request 1 on 1 training.

12


https://sites.google.com/cua.edu/dpr/home
mailto:techsupport@cua.edu

Audio/Visual Classroom Equipment

Typical Digital Presentation Rooms
Wall display (monitor or projector)

Room camera and microphones

Room sound speakers

Lectern Windows PC

Document camera

Cables for connecting your own computer

technology.catholic.edu/resources/classrooms



https://technology.catholic.edu/resources/classrooms/index.html

Audio/Visual Classroom Equipment

Touch the screen to power on the AV system

A/V Component System Volume

(does not affect mic volume)

THE
CATHOLIC UNIVERSITY

of AMERICA %:;

Technical Technical

Emergencies

O all © L

USB-C VGA DVD BluRay Doc Cam
- L+

Source Selection



Getting Help 1n the Classroom

o Call 202-319-6432 for expedited
technology assistance while you are
teaching a class

o The Service Desk may be able to solve
the 1ssue remotely - check your tip sheet!

o Ifnot, a technician will be dispatched to

your classroom

e The Service Desk is staffed 7am-7pm
Mon-Fri




Getting Help with Technology

Technology Support

24x7 Self-Help / Ticket Submission
Website: techsupport.catholic.edu
Email: techsupport@cua.edu

Classroom Emergency Support
Phone: 202-319-6432
Monday - Friday, 7:00am - 7:00pm

Service Desk Location & Hours
Phone: 202-319-4357 (xHELP)
Walk-in: 117 Leahy Hall

Monday - Friday, 7:00am - 7:00pm

Scheduled Maintenance Hours
Monday - Friday, 6:00am - 9:00am
Services may be down during this
time

16
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Technology Services

i & obecht = ¢ o
macyb,ﬁm 3 abbackCI'I e

James Nutland
IT Security Analyst

TS-Security@cua.edu




Technology Services - Security

Information Security

The Security team within Technology Services focuses on ensuring

the integrity of the University’s information systems and assets, and
protecting against unauthorized access, modification, or destruction
of data. Services include identity (Cardinal Credentials) and access

management.

Please visit the main Technology Services website at
technology.catholic.edu.

18
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Data Security Overview

* What data should you be worried about protecting?
— protect critical information

* Types of protection measures
— preventative, during and after an incident

°* Why is news important?
— information and alerts, natural disasters
— where are your critical documents and data?

* Regulatory and ethical obligations DO WHAT IS

— do what is ‘right’( not easy necessarily ) RIGHT
— when in doubt ‘ask questions’ NOT WHAT IS

°* Empower yourself EASY




What Kinds of Data Do We Handle?

PUBLIC INTERNAL ONLY CONFIDENTIAL RESTRICTED

Sensitive data that if Highly sensitive corporate
Data that may be freely Internal data not meant for data that if compromised

disclosed to the public public disclosure compror;'lflsetd couk:-negatlvely could put the organization
attect operations financial or legal risk

20



What Kinds of Data Do We Handle?

Academic Records

e (Grades

e (lass Lists

e Assignments

e Financial Information
Social Security Number
Passport
Travel visas
Travel Insurance
Auto Insurance
Health Insurance
Personal networking
Driver’s License
Immunization
Hospital record
Military Record
Employee Record

Education

Resume

Confidential

Browsing behaviors

Directory record

Criminal record

Background check

Survey

Donations

Student Records

Contracts and Agreements
Negotiations

Forensics — for example Fingerprints
Incident reports

Conversations (voice, electronic)
Pictures and Videos

Cell Phone location services

21



Message and Medium

Message:

Student Records — Grades

Medical — Accommodations
Financial — Bank, credit cards
Informational — Location, vacation
Identity — SSN, name

Intellectual — Innovations, research

Medium:

Email — cc’s, filed email, attachments
Paper records — to-be-organized stacks
Memory sticks

External drives

Unattended computers




Personal/Institutional Responsibility

Investigating and understanding risks:
* Analyze contracts and agreements
* Insurance, liability and indemnity

e Risk Safe
* Terms and Conditions ‘

* Engage competent trust advisors
* Understand breach notification policy and processes L

'Just because it is free, DO NOT download the software!!
LEGAL REVIEW IS REQUIRED

Follow policy and procedures to mitigate risks:
 Share information on a ‘need to know’ basis
* Verify authority (Identification, callback)
» Safe deposit box, backup data, encrypt, strong passwords
* Shred securely

* Degauss or destroy electronic storage




Technology Services - Security

For special attention:

e (ardinal Station Access

e 2 Factor Authentication

o for Google Workspace
o Duo for VPN and Cardinal Financials

e Spam and Phishing campaigns

24



Cardinal Station Access

https://cardinalstation.catholic.edu

Cardinal Station

Cardinal Station

All Cardinal Station systems are operating normally.

Please access a system below, or learn more about each system.

Cardinal Cardinal
Students Faculty and Staff
Student Information System HR - Payroll System

Cardinal Cardinal
Hire Evaluations

Hiring System Evaluation System

Cardinal
Financials

Financial System



Google 2-Step Verification (Required)

Stronger security for
your Google Account

With 2-Step Verification, you'll
protect your account with both
your password and your phone

How it protects you

Why you need it How it works

It's easier than you think for someone to
steal your password

Any of these common actions could put you at risk of having
your password stolen:

* Using the same password on more than one site
* Downloading software from the Internet
e (Clicking on links in email messages

2-Step Verification can help keep bad guys out, even if they have
your password.

https://www.google.com/landing/2step/




What is Duo? -' -

Duo is a software tool that enables us to support a
second factor authentication requirement for certain
Cardinal Applications and VPN connections.

How does Duo work with the university's VPN?

Why is it enabled both for VPN and in some applications?
These two technologies provide complimentary but different functions.
e The Virtual Private Network (VPN) protects access to the university data
network from outside campus.

e Duo allows us to better verify that the person attempting to access the
VPN or a specific application is who they say they are by requiring a
second factor in addition to a password.

27



Phishing

What is Phishing and how does it

work?

Phishing scams are fraudulent communications

that appear to come from a legitimate source,
such as a co-worker, manager, service provider,
or bank.

The most frequent goal of this scam is to
extract private information, such as account
credentials, or to achieve some type of

financial gain.




Phishing

What can | do to protect myself How to y ?

identify a
. . phishing
and the University? email

Carefully review emails you receive,
especially if they: WATCH OUT FOR...

Are from unknown individuals

A
L J o ¢

Are from an email address OutSide From: Security Bank (accounts.securitybank@gmail.com) — se—— an ligitimste or

£ Subject: Action Required! unfamiliar address

of the Catholic University domains  .uoeoerey o resing
: ‘ : Lr 5 > or salutation
(@cua.edu, @law.edu) i e b ]
information and verify your email address:
e (ontain strange or unexpected l e suspicious nks

or links that
[ it srwvewe matware comvhack pho | > don't match the

requeStS spelling & destination

grammar mistakes Please be sure to read the updated privacy policies in the attached document.

Sound urgent Thanks,

Security Bank Account

. unexpected
Ask or instruct you to log on by i — iy
ending in .exe)

clicking a link within the message 7

29



Security Tips

TIP I - Never share your password.

Catholic University staff will never ask you for your password, via email or
phone.

e Ifyoureceive a strange email and it appears to come from a Catholic
University address, call the person to confirm that they indeed sent
the email.

DO NOT email back
for confirmation.




Security Tips

TIP II - Mark Phishing email messages as Spam.

This action updates Gmail’s filters and warns other
recipients.

Creating a Complex Password

T MTyn%orquy i
Use a complex password (even better, use a
passphrase). Learn how to select a strong
password on our Security and Privacy
resource page.

. DON'T | 5t
Do not reuse your password for other ‘ REHSE
accounts. PASSWORDS!

bok 4 i ISt

. ****** A |

Look for the “lock” icon on the address bar P I ]
of your web browser before you provide e SR B DI
passwords, personal or financial ‘
information online. You can click the lock ' Attps: [ [ WwWw.

icon to view additional information about
the security of the site you are visiting.



https://sites.google.com/cua.edu/ts-infosec/menu/phishing-info/how-to
https://technology.catholic.edu/resources/security.html

Security Tips

TIP III - Use 2-factor authentication wherever possible.

Turn on 2-Step Verification for Gmail— - -Required!

e Ensure all devices you use to access the internet are regularly patched
and updated.

e Always log out of your accounts and lock your device when you are
finished using them.

e Do not connect to an unknown or unprotected Wi-Fi connection.

My Google Account b
e ™M @ 2o
e

Setup 2-Step Verification



https://support.google.com/accounts/answer/185839?hl=en

Instructional Technology

Instructional

Technology

Qsearch

Instructional / - Online & In-

Technology ' kL person

Support . Trainin
o / Instructional \ .
Technology

Services Michelle Gee
Cardinal Learn Administrator

p—
techsupport@cua.edu

Learning | Service Desk 2023 195507

Management

\System A \Tlckets



mailto:techsupport@cua.edu

Cardinal Learn
Bard
Remote Learning

e Increase accessibility by posting all documents and
lectures
e C(reate shared resources for your students

Use the Assignments feature

e Reduce assignment confusion and grading time
e Assignments are secure and time stamped
e Ease of use for grading

Connect with your students

e Reach your students easily through mass emails
and Announcements
e Accommodate different learning styles

Increase student engagement

e Discussions, journals, and blogs
e Group tool




My Courses

Db _br
f Ly Sever
bb_re - n
Tor Caryn Sever.
MIS_105 - T T NRCrocompuy
¢ Caryn Sever, Helen Sn

S

107_01_1171_1: Microg
tor. Caryn Sever, Y

Cardinal Learn — Notes Do |
board
Courses

e Are created in Cardinal Learn when Cardinal Students instructor assignments
have been made

e Are set as Unavailable when created, meaning students are not able to see them

o Instructors can upload content, copy content from previous semesters,
and make adjustments to the course while it is unavailable

o Once the course is set up as desired, Instructors must make the course
Available for students to see and access the course and its materials

e Student course enrollments are populated twice daily from Cardinal Students

Content
e Instructors are responsible for populating their course content either by
uploading files or by copying previous semesters

e Tutorials are available online at:
sites.google.com/cua.edu/ts-inst/about/cardinal-learn

Technical Notes
e Use Chrome, Firefox, Edge, or Safari for best user experience
e Cardinal Learn is found at learn.catholic.edu
e  Make sure you see the CatholicU logo and picture before logging in


https://sites.google.com/cua.edu/ts-inst/about/cardinal-learn
https://learn.catholic.edu

Publisher Tools in Cardinal Learn

Blackbosrd
These tools are interactive, offer assignments associated directly with the text,
supplements to Blackboard course materials, and are integrated into the
Blackboard Gradebook.

&,A'*n,'ﬁw Blackboard WileyPLUS

Education

|macmillan
B cirsoN
PEARSON
o CENGAGE
v% Learning M)'Lab/

Mastering




Lecture Capture

&3 Panopto

Use Panopto to: Panoto Advantages:
e Record your lectures (from e Instructors may record and post to
anywhere!) Cardinal Learn easily
e Embed video links directly in e Ideal for Distance Learning — online
Cardinal Learn or blended
Add voice-over to PowerPoint e Students can review material on their

Create audio podcasts own time, multiple times

e Disability Services stamp of
approval as it can reduce need for
note-takers

Store and stream other audio/video
files, such as classroom Zoom

recordings
e Assignment Folder can be added for

Student Assignment Recordings
e Viewer analytics are available

37



Plagiarism Detection

SafeAssign and Turnitin are Plagiarism Detection tools offered for

faculty use:
e Effective as both a deterrent and an educational tool
e Help prevent plagiarism
e (reates opportunities to teach citing, paraphrasing, quoting, etc.
e (Compares student papers against large databases of electronic academic

by Olaciboard

materials
- * Integrated into Blackboard
222?9%’  Unable to distinguish between properly cited and

plagiarized text
» Unable to catch false citations or made-up facts

turnitink/>  * Integrated into Blackboard assignments or
stand-alone

* More robust database

38



Testing software to help prevent cheating

LockDown Browser°and Respondus Monitor®

Respondus LockDown Browser is a locked browser for use with quizzes in
Cardinal Learn. It helps prevent students from printing, copying, going to
another URL, or accessing other applications during an assessment. If a
Cardinal Learn test requires that LockDown Browser be used, a student will
not be able to take the test with a standard web browser. Once a test has been
started with LockDown Browser, the student cannot exit until the test has been
submitted for grading.

Respondus Monitor is a remote proctoring tool that allows an exam proctor,
usually the instructor, to view the students and their work while they take the
Cardinal Learn test online. It 1s a companion application for LockDown
Browser.




Cardinal Learn Support

There are multiple way to get technical support or make service
requests about Cardinal Learn.

e Email techsupport@cua.edu to request service or ask a question.

(You can cc ts-inst@cua.edu on your message to give the team a heads
up on your request.)

e Look at the available training videos and documentation linked on our

website:

sites.google.com/cua.edu/ts-inst/about/cardinal-learn

e (all the team at 202.319.5507. Leave a detailed message if no answer.

40
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Cardinal Learn Support

Submit forms online on the module on the Faculty tab in Cardinal Learn for
standard tasks to be done.

Instructional Technology
Resources

@Course Merge Request Form

@Course Master Request
Form

@ New Blackboard Software
Request Form

‘it Blackboard Start of Semester
Checklist

'?::_ Blackboard End of Semester

Checklist

‘it Syllabus Printing




Enrollment Services

Danielle Spinato
University Registrar and Director of Constituent Services




Cardinal Students

To access the system, visit cardinalstation.catholic.edu
Select the Cardinal Students option:

% HECATHOLIC UNIVERSITY OF AMERICA

CARDINAL STATION

Cardinal Station

Cardinal Station

All Cardinal Station systems are operatingaormally.

Please access a systel e or

Cardinal Cardinal
Students Faculty and Staff Financials
Student Information System HR - Payroll System Financial System
Cardinal
Hire

Hiring System



https://cardinalstation.catholic.edu

Cardinal Students Faculty Center

Cardinal Students Menu w | Searchin Menu

Faculty Center

To access Faculty
Center, select this
icon

If you are also a CatholicU staff or a
student, you can use this menu to
toggle between your Staff, Student,
and Faculty homepages.

Use the compass
icon to access your
full navigation
menu.




Cardinal Students Faculty Center

THE

CATHOLIC UNIVERSITY
of AMERICA ;.!! Cardinal Students
E |

I Your Name Here I

]/ Faculty Center ]( Advisor Center

] my schedule ” class roster

Faculty Center

My Schedule
Fall 2016 | The Catholic Univ of America change term I These tabS aHOW users tO toggle
between the Faculty Center, Advisor
Center, and Class Search pages.
Select display option: @ Show All Classes () Show Enrolled Classes Only

n Legend: ﬁ‘ﬁ Class Roster E!_P]]C’a:é Roster

Note on Rosters: When navigating to the Class or Grade Roster page by clicking the icons to the
left of the class description, please click only once and wait for the page to fully load.

My Teaching Schedule > Fall 2016 > The Catholic Univ of America

, = -
View All | & | e \—1-] 1-7 of 7 L’—-I
Class Class Title Enrolled | Days & Times Room Class Dates
ECON 435A-01 Internship (Internship) 0 TBA TBA Aug 289, 2016-
(2155) Dec 17, 2016
MGT 455A-01 Internship (Internship) 0 TBA TBA Aug 29, 2016-
(2119) Dec 17, 2016
MGT 455B-01 Sports Management 0 TBA TBA Aug 29, 2016-
(2135) Internship (Internship) Dec 17, 2016
s MKT 245-01  Marketing Management 20 TuTh 8:10AM - 9:25AM McMahon 318 Aug 29, 2016-
(2132) (Lecture) Dec 17, 2016
ﬁ'ﬁ MKT 345-02 Marketing Management 20 TuTh 9:40AM - 10:55AM McMahon 318 Aug 29, 2016-
(2150) (Lecture) Dec 17, 2016
ﬁﬁ MKT 455A-01  Internship (Internship) 1 TBA TEA Aug 29, 2016-
(2267) Dec 17, 2016
MKT 495A-02 Internship (Internship) 0 TBA TBA Aug 29, 2016~
(2269 Dec 17, 2016
View Weekly Teaching Schedule Go to top

45




Faculty Center: My Schedule

Select this button to view
your teaching schedule
from a past or future term.

Fall 2016 | The Catholic Univ of America change term |

My Schedule

Select display option: @ Show All Classes () Show Enrolled Classes Only

Legend: g?l Class Roster Ep]’ Grade Roster

Note on Rosters: When navigating to the Class or Grade Rogter'page-y clicking the icons to the
left of the class description, please click only once and wa# A€ page to fully load.

View All | | E Lj] 1-7 of 7 LEI

Class Class Title # Days & Times Room Class Dates

ECON 455A-01 Internship (Interi TBA TBA Aug 29, 2016-
(2155) Dec 17, 2016
MGT 455A-01 Inter @Tinternship) 0 TBA TBA Aug 29, 2016-

(2119) Dec 17, 2016

Sports Management 0 TBA TBA Aug 29, 2016-

Internship (Internship) Dec 17, 2016

MKT 345-01 Marketing Management 20 TuTh 8:10AM - S:25AM McMahon 318 Aug 29, 2016-
(2132) (Lecture) Dec 17, 2016

ife MKT 345-02  Marketing Management 20 TuTh 9:40AM - 10:55AM McMahon 318 Aug 29, 2016-
(2150) (Lecture) Dec 17, 2016

ﬁ}) MKT 485A-01  Internship (Internship) 1 TBA TEA Aug 29, 2016-
(2267) Dec 17, 2016
MKT 495A-02 Internship (Internship) 0 TBA TBA Aug 29, 2016-
(2269) Dec 17, 2016

View Weekly Teaching Schedule Go to top

Select this icon to view your class
roster for the listed course.




Faculty Center:

Class Roster

Use this menu to

toggle between Class Roster

Select this button
to view your roster

Enrolled, Dropped,
and Waiting
rosters. PRIV 2T FEeguAeoa eeslon e G
ENG 342 - 01 (4172) change class I
tory of the English Language (Lecture)
Room Instructor Dates
Marist 131 Lilla Kepar 08/25/2014 -
12/13/2014
*Enrollment Status  Enrolled IZ Download
Select these Enrollment Capacity 7 Enrolled 6 35s Photo Roster

buttons to send
email notifications

Select display option: @) Link to Photos

Enrolled Students

7) Include photos in list

for a different
class.

Select this button
to view student
photos with the

roster.

to students. Fnd | B ¥ ot M gore B et

Grade

Notify |Photo |ID Basic

=

ame Units| Program and Plan

Business & Economics -
Marketing - BSBA

Arts & Sciences -

1| [ [lés Graded | 3.00

e English - BA/Politics/Prelaw - Minor ——
Social Service (NCSSS) - 3
3| O [ .00, cial work - BSW Ll

Business & Economics - : . >
4| [ F}«, Graded | 3.00 Marketing - BSBA Junior If roster 18 Spllt
E'\ Graded | 3.00|A1ts & Sciences - Senior onto multlple
Psychology - BA
. screens, use these
l:\. Graded | 3.00 Arts.& PR e Junior :
English - BA arrows to view
Clear All next or previous
print | page.
notify selected students I notify all students I

Faculty Center Advisor Center Search




Faculty Center: Class Roster

Use this link to
access roster in
Excel

Excel roster will
identify any
students who are
required to
quarantine (and,
therefore,
permitted to attend
remotely) due to
COVID-19

*Enrollment Status

Class Roster

W ENG 342 - 01 (4172) change class I

History of the English Language (Lecture)

Instructor Dates
08/25/2014 -
12/13/2014

s and Times Room

Marist 131 Lilla Kepar

Enrolled & Download Class Roster

Enrollment Capacity 7 Enrolled 6 Class Photo Roster

Select display option: @) Link to Photos 7) Include photos in list

Enrolled Students Find | B | 2 First B 1.6 0f6 M ast
Notify |Photo |ID Name g;as?: Units| Program and Plan Level ‘
EG B e
2| @ i él:tgslighs-dBe;jPe:Ii-tics/Prelaw- Minor SRt
[0 B SchlSa 0SS e
B B e
5 D E‘w ﬁ:;cgo?:gjin-cgi— Senior
e M [& English-BA Jinlor
Select All Clear All
print
notify selected students | notify all students |

Faculty Center Advisor Center Search




\l

\

\{

Students not on your class roster should not be permitted to

attend class.
» Attendance by non-registered students is a liability issue
* Not on the roster = not registered

Check rosters at start of term and again after add/drop has ended.

Verify grading basis changes via your roster (i.e. students who
claim to have changed to audit or pass/fail)
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Faculty Center: My Schedule

Faculty Center

My Schedule

Fall 2014 | The Catholic Univ of America _ change term |

Select display option: @ Show All Classes (7) Show Enrolled Classes Only

Note on Rosters: When navigating to the Class or Grade Roster page by clicking the icons to the left of the class description,
please click only once and wait for the page to fully load.

My Teaching Schedule > Fall 2014 > The Catholic Univ of America

5 e e
View All | | @ First L‘_l 1-5of 5 L’—] Last

Class Class Title Enrolled |Days & Times Room Class Dates
g‘ﬁ ENG 342-01 History of English 6 We 2:10PM - 4:40PM TBA Aug 25, 2014-
4172) Language (Lecture) Dec 13, 2014
ﬁ-'f] ENG 352-01 Chaucer and His Age II 12 TuTh 11:10AM - 12:25PM Hannan 103  Aug 25, 2014-
(4003) (Lecture) Dec 13, 2014
ﬁ:'f] ENG 621-01 History of English 6 We 2:10PM - 4:40PM TBA Aug 25, 2014-
(4186 Language (Lecture) Dec 13, 2014
gﬂ MDST 496A-01 Senior Seminar 1 5 12:00AM - 12:00AM TBA Aug 25, 2014-
(23832) (Seminar) Dec 13, 2014
MDST 752-01 i ading in MDST - 0O TBA TBA Aug 25, 2014-

Dec 13, 2014

(3833)

Reading) Select the hyperlinked course

listing to view course details.

View Weekly Teaching Schedule Go to top




Faculty Center: Class Detail

Class Detail

ENG 342 - 01 History of the English Language

S2as Dkt All of the course and schedule
Statis ® Open Caies':  Undasyrackita information is entered into
Class Number 4172 Dates 8/25/2014 - 12/13/2014 .

Session Regular Academic Session Grading  Graded Cardlnal Students by youl‘
Units 3 units Location The Catholic Univ of N
Instruction Mode  In Person America department’s scheduler.
. Campus  The Catholic Univ of
Class Components Lecture Required Anierica
Meeting Information
Days & Times Room Instructor Meeting Dates
] . i ; 08/25/2014 - -
We 2:10PM - 4:40PM |Marist 131 }Lulla Kopar 12/13/2014 MOSt Classroom aSSlgnmentS
are managed by Enrollment
Class Attributes Other courses for MDST cr SerVICeS‘ Rooms are aSSIgned
based on room characteristics
requested by your
Combined Section Capacity 15 Wait List Capacity 0 5
Enroliment Total 12 Wait List Total 0 department’s scheduler.
Available Seats 3

‘[;ieet‘:ils Description Status Enrl Tot Wait Tot

ENG

52(2;01 History of English Language @ Open 6 0

(4172)

ENG

séé-‘n History of English Language @ Open 6 0

(4186)

Description

A linguistic and cultural survey of the development of the English language from its
Indo-European origins to the 21st century, exploring the language (and reconstructed
pronunciation) of the Anglo-Saxons, Chaucer, and Shakespeare, and discussing, among
others, the origin and development of different writing systems, the reasons for the
discrepancy of spelling and pronunciation in Modern English, differences between British and
American English, and the historical erigin of American dialects.

Textbook/Other Materials

Textbook Assignment Pending (assignments not shown to students)

Return to Faculty Center




Faculty Center: My Schedule (default view)

Faculty Center

My Schedule

Summer 2014 | The Catholic Univ of America change term |

Select display option: @ Show All Classes @) Show Enrolled Classes Only

gena.

ﬁg Class Roster
Note on Rosters: When navigating to the Class or Grade Roster page by clicking the icons to the left of the class description, please
click only once and wait for the page to fully load.

My Teaching Schedule > Summer 2014 > The Catholic Univ of America

——— . o
View All | (Ea | Eg] First —‘—I 1of1 ‘-—’—] Last
Class Class Title Enrolled Days & Times Room Class Dates
'—'i” EUI MDST 555-01  Medieval Arch. Field 10 TBA Abroad May 19, 2014-
iRl B e : :
2441) School (Field Studies)

Jun 30, 2014

Once grade rosters have been
generated (near the end of the term),
a grade roster icon will appear next
to the class roster icon in your class

schedule. I E’E-l I




Faculty Center: Grade Roster

Use this menu to
toggle between
Mid-Term and Final
Grade Rosters.

Note: Mid-Term
grades are only
assigned for
undergraduates.

Select this button to
view only grades not
yet assigned.

¥ MDST 555 - 01 (2441) change class

Medieval Archaeology Field School & Study Trip (Field)

Days and Times Room
TEBA Abroad
Display Options:
*Grade Roster Type Final Grade -

= Display Unassigned Roster Grade Only

Instructor Dates
Jennifer R, Davis, 05/19/2014 -
Lilla Kopar 06/30/2014

Note: Grade changes and
Incomplete grades must be
submitted to your dea

sa

, /I level of the course.

English - MA/PHD

offi
Student Grade =
1l 7 Official |Grade Dearee
|ID Grade |Basis Program and Plan Level Status

Arts & Sciences GR -

A- GRD |Medieval & Byzantine St - |Graduate
PhD
Arts & Sciences GR -

A GRD History - MA/BhD Graduate
Arts & Sciences GR -

A GRD History - MA Graduate
Arts & Sciences -

A UIG |Medieval & Byzantine Std - |Senior
BA
Arts & Sciences GR -

A GRD History - PhD Graduate
Arts & Sciences GR -

AU AUD Anthrogolagy = MA Graduate
Arts & Sciences GR -

B+ GRD History - MA/BhD Graduate
Arts & Sciences GR -

AU AUD English - PhD Graduate
Arts & Sciences GR -
Medieval & Byzantine St -

e GRE; MA/Medieval & Byzantine GiECtate
- MA/PhD

D 1 A- GRD Arts & Sciences GR - Gradiaie //

View All | 2

| Download Rows 1 - 10 of 10

Select All Clear All

notify selected students I

notify all students

Grades are entered in
this column.
Options will be
limited by the
grading basis and

Select this button
when grades have
been entered.

Note: An hourly process
posts saved grades to
student records. Once the
process has run, the posted
grade will appear in the
Official Grade column.
Any changes after that
occurs must go through
your dean’s office.
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Cardinal Students Advisor Center

] Faculty Center | Advisor Center | Search

’ my advisees student center | general info ‘ transfer credit academics

My Advisees

Downlcad Advisee List

Select display option: @) Link to Photos () Include photos in list
Tracking Sheet
A
Notify |Photo Name iD View Student Details
1 e View Student Details

[Fﬁ \iew Student Details

View Student Details

A< View Student Details

EE EHENE

£Q View Student Details

notify selected advisees | notify all advisees |

VIEW DATA FOR OTHER STUDENTS I

Faculty Center Advisor Center Search

My Advisees Student Center General Info Transfer Credit Academics




Cardinal Students Class Search

|. Faculty Center H Advisor Center \ I Search |

| search for classes [| browse course catalog |

Search for Classes

Enter Search Criteria

Search for Classes

Institution The Catholic Univ of America -

Term Summer 2013 v

Select at least 2 search criteria. Click Search to view your search
results.

7 Class Search

Subject v

Course Number is exactly ,

Course Career -
Show Open Classes Only

E] Open Entry/Exit Classes Only

D Additional Search Criteria

Faculty Center Advisor Center Search

Search For Classes Browse Course Catalog




Classroom Spaces

\l

Classrooms are assigned prior to registration for the upcoming

term.
* Assignments are based on 1) the features the department admin enters
into Cardinal Students, 2) the class cap, and 3) proximity to department
offices

\

Classroom furnishings must be reset at the end of each class
* If your students move desks, the desks need to be moved back before
the next class arrives
* Approved layout for room will be posted on wall

Do not move desks/chairs in or our of classroom
* Desks/chairs = maximum cap for room per fire codes

\{
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Academic Calendar

> (Calendars (through Spring 2025) are available online
* https://enrollment-services.catholic.edu/academic-calendar/index.html

> Administrative X-Days: Used to “even out” number of class days per term
so that each day of the week meets an equal number of times
« Fall 2022: Tuesday, October 11 = Administrative Thursday

o Classes follow a THURSDAY schedule; Tuesday classes do NOT meet this
week

* Spring 2023: Tuesday, February 21 = Administrative Monday
o Classes follow a MONDAY schedule; Tuesday classes do NOT meet
= Yes, that means this week has TWO consecutive Mondays!
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Final Exam Schedule

Final Exam Schedule:
enrollment-services.catholic.edu/academic-calendar/exam-schedule

Final Exam Policy:
policies.catholic.edu/students/academicundergrad/finalexam.html

> Exams must be held in the assigned time period and space.
* Days/times are generally NOT the same as the class day/time
> No classes or required events may be held during final exams or on reading
days.

Instructors/students with exam conflicts should contact their academic
dean’s office as soon as possible.

v
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https://enrollment-services.catholic.edu/academic-calendar/exam-schedule
https://policies.catholic.edu/students/academicundergrad/finalexam.html

Enrollment Issues

Consent Requirement — permission must granted (in Cardinal Station) to
each individual student prior to enrollment

Catalog Requisites — students must meet requirements listed in catalog or
secure permission (in Cardinal Station) prior to enrollment

Reserve Seating — seats may be reserved for students meeting certain criteria

All of the above are managed by the individual academic departments.
Please do not refer students to Enrollment Services.

Get to know your department administrators!!!
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FERPA

Family Educational Rights and Privacy Act

* Federal law affording students rights to their student records,
including the right to privacy of the record

* Non-directory information can not be disclosed to a third party
(including parents) without the student’s written consent

* Directory information includes:

- Name Disclosing anything other
- Address (local, permanent, email) than these categories

requires explicit consent
- Photograph of the student

- Nature/Dates of Degrees Earned
- Participation in officially recognized activities/sports
- Weight/height of athletic team members

- Dates of Attendance (start and end date of term, not individual course
attendance records)

- Enrollment Status

> School and Major




FERPA

Family Educational Rights and Privacy Act

* If students have previously authorized the release of non-directory information,
their release will be recorded in Cardinal Students.
o Cardinal Students will display which types of information are releasable
and to whom. To check, select the star icon near the students name in
Cardinal Students and then select the REL hyperlink.

Stacy Lynn N. Cardinal | — *

Catholic University of America

Cardinal Stacy Lynn N 2202982 j
Di Effect | Positive v Instltutlon] The Catholic Univ of America v 1 Refresh f:_,
[+ Service Indicator
e Indicator Summary Personalize | Find | View All | (21| QJ First (4 1-30of3 (» Last
Code Description Reason Description Institution Start Term End Term gggcﬁé?on Start Date End Date
Archive Perm Archive Perm Record s
Record Pre-1989 Pre-1989 g s
REL Release FOM ON  Release Form on File  CRONL 09/05/2018
TPI e Parrty Third Party Information CRDNL 0000 Begin Term
Information




Contact Information

Technology Services
technology.catholic.edu
techsupport@cua.edu
202-319-4357

Center for Teaching Excellence
centerforteaching.catholic.edu
cua-centerforteaching@cua.edu

Enrollment Services
enrollment-services.catholic.edu
cua-enrollmentservices@cua.edu
202-319-5300
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Center for Teaching Excellence

Overview

CTE Mission

Meet the CTE Team
CTE Services

CTE Resources
Upcoming Events

Contact Information




CTE Mission

e CATHOLIC

UNIVERSITY

OF AMERICA ML ]

Center for Teaching Excellence

The Catholic University of America
Center for Teaching Excellence is to
support intellectual growth in and out
of the classroom. The Center's goal is
to foster an environment in which
students are given a robust teaching,
advising, and mentoring experience
within a world-class research
context.
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Meet the CTE Team

Director
Angela McRae, Ph.D.

[ 1
Instructional Coaches Instructional Designers
e Christiane Gannon e Helen Smetheram
e Aranzazu Ascunce (Senior ID)
e Amelia Vacante e Danny Beason
e Hannah Jardine
e Marissa Stewart
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CTE Services

. Peer
Curriculum Technology Support/
Planning Tools Ppo!

Mentoring

Course Course/
Desian Syllabi
9 I Feedback

Professional
Development

Classroom
Observation

Pedagogical
Advice

Increasing
Engagement




CTE Services

1:1 Consultations

Assistance with creating assessments

Feedback on your syllabi

Class observations

Recommendations on motivating your students
Collaboration on course design

O O O O

Writing objectives and student learning outcomes
Determining what materials to use

Deciding on the configuration of your course in Blackboard
Determining which tech tools are best for your course
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CTE Services

How can CTE support you as a new
Instructor at CatholicU?

We provide one-one-one guidance to
setting up your Blackboard course, can
help fill in training gaps for educational
technologies, including Panopto and
Zoom, offer tips on how to increase
engagement and motivate students in

your course, and provide feedback on
your syllabi.




CTE Resources

e Links to University-Wide
Resources

One Page Guides for Instruction
Virtual Presentations

Training Videos

Research Articles

Tech Talks

Peer Support Group Meetings

Newsletter




CTE Resources

Training Videos and Presentations can be found on the CTE

Website under Virtual Presentations.

e Blackboard Tutorials
e Zoom Tutorials
e Panopto Overview
e Discussion Boards
e Online Assessments
e Best Practices for Online Instruction
e Best Practices for Blended Instruction
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https://provost.catholic.edu/teaching-excellence/recommended-reading.html

Upcoming Events

e Fall 2021 Training Presentations
o Focus on pedagogy, building community
in online learning spaces
o Tech Talks
o Focus on educational technologies
e Peer Support Groups
o Focus on common experiences in the
classroom with fellow colleagues
e Workshops
e And more...
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Contact Us

e Visit the CTE Website:
centerforteaching.catholic.edu
e Request a Consultation
Consultation Request Form
e Email us:
cua-centerforteachingexcellence@cua.edu g
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https://provost.catholic.edu/teaching-excellence/index.html
https://docs.google.com/forms/d/e/1FAIpQLSdgKs3iCy_aps23lxzdTcw-FlxL5HJoVsGhJIy7AyX_EpVd_A/viewform
mailto:cua-centerforteachingexcellence@cua.edu

