RUtgerS The State University of New Jersey

(REGIS) ROSTERS & ELECTRONIC GRADING INFORMATION SYSTEM

To All Faculty and Academic Department Administrators,
Welcome to the REGIS system training guide.

REGIS is the latest enhancement of the Rutgers web
grading system. As of Fall 2005, REGIS will replace
WEBROSTER as the official on-line grading system.

The following Power Point slide presentation will
describe how to maintain access to departmental rosters
by Granting, Revoking and Viewing user privileges using
the on-line REGIS system.
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Rutgers Central Authentication Service

. Go to URL:
ES—— https://www.acs.rutgers.

edu/rosters

You have requested access to a site that requires Rutgers authentication. This is not 5 public network and explicit authorizstion is reguired. For security reasons, pleaze Log
Cutt and Exit your web brovwser when you are done accessing services that reguire authentication!

Data Center Owtage: The Administrative Services Building (ASB- will have an electrical power outage from December 27, 2003 through December 29, 2002 in order to
complete the installstion of an emergency generator. Az a result, all central administrative sppliications will be unavailable, These include Term Bill payment, credit’debit card

processing, and access to grades. The emergency generator will provide continuous electrical support for the computer equipment located in AZ8-in the evert of an ° Ty p e | n yO u r N et I d
extended power outage. This will allow the spplications and systems directly in support of students, faculty and staff to remain available for use.
Enter your Rutgers NetlD and Password
your e . Password
NetiD: ||
M 13 ”
Password: | ® Click on “LOGIN

Authentication Type:

[] Warn me before logging me into other sites.

HetlD: Mozt applications are now using the Rutgers NetlD for authentication. If vou have a NetlD and do not remember what it is vou may look it up using the MetiD Lookup
application. If you do not yet have a MetlD you may creste an account and Metll.
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Granting Privileges
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Class Rosters Quick Search

Quick Search Drill-down Se

CHOOSE ROSTER

Sermester Unit Subject Course Section
Fall 2005 '+ | | | [Retrieve Roster|

Links to campus web sites: Carmden, Mewark, Mew Brunswick/Piscataway, Rutgers University. THE STATE UINIVERSITY COF NEW JERSEY

For assistance, contact the Help Desks in: Camden, Mewark, or Mew Brunswick/Pizcataway. RUTGE,RS
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Click on the
Grant/Revoke
Privileges
selection



Search for Users to Grant-Revoke or
View Privileges
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R _ view user’s privileges
Rosters & Electronic Grading !nfcrmation System (REGIS) including one’s own
Upload Course i\ Grant/Revoke Privileges pr|V||egeS.

Search Course Access Privileges

*  Enter the faculty
SEARCH BY member’'s SSN

First Mame

Last Mame

| [Search)

| R | | ANDYOR |

. Or Last Name

e And/Or First Name

THE STATE UNIVERSITY CIF MEW JERSEY

Links to campus web sites: Carmden, Mewark, Mew Brunswick/Piscataway, Rutgers University.
For assistance, contact the Help Desks in: Carnden, Newark, or New Brunswick/Piscataway, RUTG ERS

e Click on Search

e £l v ES) | https:ffwww.acs rubgers edufrosters/searchoursedccessUser, htm :] == 3




Granting Privilege to Course
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Rosters & Electronic Grading Information System (REGIS)

Grant/Revoke Privileges

Maintain Course Access Privileges

GRANT COURSE ACCESS PRIVILEGES TD

1. Choose a course to

Unit Subject  Course  Section  Supplem

@« [ ] JL 1T T[]

2. Choose Role

O Read Only - View and download class rosters
O Grader - Grant/revoke read only privileges and grade class rosters
O Manager - Grant/revoke read only, grader, and manager privileges (can not grade dass rosters)

O Controller - Grantfrevoke read only, grader, manager, and controller privileges (can grade class rosters)

Grant Access Privieges

Links to campus web sites: Carnden, Mewark, New Brunswick/Pizcataway, Rutgers University, THE TATE UNIVERSTY COOF NEW JERSEY

For assistance, contact the Help Desks in: Carnden, Mewark, or Hew Brunswick/Piscataway, RUTGERS
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Enter the course numbers.

* Unit: is the School code of
the school offering the
course.

* Subject: is the Subject code
or department offering the
course (eg. Math = 640).

« Course: is the Course code
for the particular course.

e Section: is the Section code
of the specific course in
cases where there are
multiple sections for the
same course.

* Supplement: {if any} is a
unique identifier signifying
that the course is conducted
under special circumstances
(such as a location other
than the home campus).



Choose Appropriate Role

. READ privileges allows a user to view and
LB download rosters. This privilege is designated for
—— = Teaching Assistants and others who simply need to
R RN D ) view the roster but are not permitted to submit final

v Bak v Reload b Pt acs ugers eduhosters semrehCouseicessLiser him v Print v || grades_
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WebCT  Mailing List  Help  Log Out L4 GRADER priVilegeS a"OWS the ab'“ty to .
grant/revoke "Read" privileges to authorized users;

B Rosters & Electronic Grading Information System) (REGIS) - Mozilla

Rosters & Electronic Gradmg Information System (REGIS) view and download class rosters; and submit grade
p—— rosters on-line. This privilege is reserved for
e T instructors responsible for submitting final grades.
Maintain Course Access Privileges . MANAGER privileges gives the user the ability to

grant/revoke "Read", "Grader" and "Manager"
privileges, and also view and download class

GRANT COURSE ACCESS PRIYILEGES TO . .
rosters. This type of access cannot however submit

1. Choose a course to grant access to grade rosters on-line. This privilege is designated
e Ut G o e e for departmental administrators who are given the
FEE] task of granting and revoking privileges for each

semester.

2. Choose Role

8“‘*"’“”““’ /2 e dold das ot « CONTROLLER privileges gives the user the ability
O Grader - Grant/revoke rzad only privilages and grade classlrolstars tO gl’ant/reVOke leeadll’ iIGraderu’ "Manager" and
Manager - Gfant/revoke read only, grader, and manager privileges (can not grade dass rosters) nContrO"eru perI'egeS, view and download C|aSS

4R rosters; and also submit grades on-line. This
privilege is reserved for Deans, Department Chairs
4—' and Registrar personnel responsible for granting
and revoking upper level privileges.
Camdlen, Newar, Kew Brunic{Picatavay, Rutgers Univrsty e . Note that two of these categories allow the
Camden Newark, orNew BrunsvidPiscstanay RUTGERS electronic submission of final grades on the Web

Rosters and two do not. The only people who
should be granted Grader or Controller privileges
are those who will actually be submitting the grades
electronically. Roughly speaking,

WAL | o ______1#8 . Click Grant Access Privileges




Verify Privilege Granted
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* Ifincorrect, you may
Revoke the incorrect
course/access by checking
the “Revoke” box next to
the line containing the
incorrect information.

Maintain Course Access Privileges

Privileges successfully granted.

REYOKE COURSE ACCESS PRIVILEGES FROM

Revoke Term | Year Rale Granted By Unit = Subject  Course  Section  Supplement

Fall = 2005 READER & WILLAMUEWA, DAMIEL 21 ooz ALL ALL ALL

e Click Revoke Access

‘ Revoke Access Privileges ) P r | V | I eg es

GRANT COURSE ACCESS PRIVILEGES TO P

1. Choose a course to grant access to

Sermestar Unit Subjedt  Course Sedtion  Supplement

B . If correct, you may Grant
2. Choose Role privileges to additional

® Read Only - View and download class rosters 1 courses as descrlbed on

O crader - Grant/revoke read only privileges and grade class rosters . .
the previous slide.

O Manager - Grant/revoke read only, grader, and manager privileges (can not grade class rosters)

O Controller - Grant/ravoke read only, grader, manager, and controller privileges (can grade dass rosters)

Grant Access Privieges v °
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Click Grant Access
Privileges




Search for Names to Revoke Privileges
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Search Course Access Privileges

SEARCH BY

First Marme

Last Mame

| [Search|

| OR ‘ | AND{OR |

Links to carmpus web sites: Carnden, Mewark, Mew Brunswick/Piscataway, Rutgers University.

Far assistance, contact the Help Deshs in: Camden, Mewark, or Mew Brunswick/Piscataway,
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It is imperative that roster
privileges be maintained as
faculty members and TA-GAs
are released or depart the
department or the university
completely in order to
prevent unauthorized access
to class rosters.

To “Revoke” privileges

*  Enter the faculty member’s
SSN

. Or Last Name
e And/Or First Name

e Click on Search



Revoking Privileges
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Note: It is possible that some
faculty members may be
teaching for more than one
school or department, so
please verify the courses
that are being revoked.

Rosters & Electronic Grading Information System (REGIS)

Upload Course  Vie UH| Grant/Revoke Privileges

Maintain Course Access Privileges
REYOKE COURSE ACCESS PRIVILEGES FROM
Revoke  Term | Year Fale Granted By Unit = Subject  Course  Section  Supplement
[] Fall | 2005 READER | VILLAMUEVA, DAMIEL 21 003 | ALL ALL ALL
o Fall | 2005 READER  VILLANUEVA, DANIEL €2 003 ALL ALL ALL (] C||Ck on the “Revoke" bOX
next to the appropriate
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Revoke booess Privileges .
course being Revoked.

GRANT COURSE ACCESS PRIVILEGES TC

1. Choose a course to grant access to o C“Ck On Rev0ke ACCGSS
Sermester Linit Subject  Course  Sedion  Supplemment Pr | Vl I eg eS
[Fal2oos v | | | | | | ]| |

2. Choose Role

O Read Only - View and download class rosters
O Grader - Grantfrevoke read only privileges and grade class rosters
O Manager - Grant{revoke raad only, grader, and manager privilages (can not grade class rosters)

O controller - Grantfrevoke read only, grader, manager, and controller privileges (can grade class rosters)

Grant Access Privieges
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Verify Privilege has been Revoked
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Privileges successfully revoked.

REYOKE COURSE ACCESS PRIVILEGES FROM

Revoke  Term | Year Rale Granted By Unit = Subject  Course  Section  Supplement
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1. Choose a course to grant access to

Semester Unit Subjet  Course Section Supplerment

Fall 2005 v
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2. Choose Role

O Read Only - View and download class rosters
O Grader - Grantfrevoke read only privileges and grade class rosters
O Manager - Grant{revoke read only, grader, and manager privileges (can not grade class rosters)

O Controller - Grantfravake read anly, grader, manager, and contraller privileges (can grade cass rosters)
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Verify that the proper
course(s) have been
revoked (no longer appear
on the list of courses).

If a course was incorrectly
revoked the course can be
added at the “ Grant
Course Access
Privileges” section on this
same webpage by simply
following the “Granting
Privileges” instructions a
the previous slide.

If no additional maintenance
is needed click on Logout
at the top right hand corner
of the page.
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