ChairSIS

e provides academic department chairs and/or their administrative assistants with access to
information about their department's classes for a term, to general student information and to
grades for their department's student majors;

e allows for the updating of maximum seats and the assigned instructor for classes within the
department(s) for which the user is cleared;

e requires entry of the user's Bear ID and password;

e accesses current University data files and is therefore always up-to-date information;

e can be reached from the Online Tools section of the Faculty & Staff link on Baylor home
page;

e is supported for the Internet Explorer browser.

For access to ChairSIS for specific major codes and course prefixes, call the HELP line at
extension 4357 for direction to the appropriate person(s) within ITS.

After clicking on the ChairSIS link, entry of a Bear ID and password is required to proceed with
the application. Then the following page is displayed.
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Dizplay Course

Go here to abtain infarmation about a particulsr course. This wall st course sections with seats available for any prefix for any semester starting Fall
Z003, The status of & cancalled dase will be displayad. For courses in which you are authonzed you will ba able to update the maximum seats and
instructor(s).

Also, for courses in which you ares authorized, you will be able to ses a list of enrolled students, From there, you will be able to look at specific
information for each of your students,

Cisplay Student

This item 15 used to access information for a particular student, If you know & student’s 1D or you simply know their name you will be able to find
them here. vou will be able to see Admissions infarmation including rank in dlass and test scores, addresses, the student's current academic program,
and course scheadules and grades (if authonized).
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At this point, choose to look at courses or students by clicking one of the two links.

If Display Course is clicked:



You will need to enter the term for which you'd like to look at courses. This window is displayed
for that purpose.
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Select the term desired from the drop down box. Then enter the course prefix. You can further
limit the list of classes shown by entering a range of course numbers as shown above. A specific
class can be selected by entering just the one course number and the class section number as
well. Click the Submit button to have ChairSIS show the list of classes. You will be shown a
list of the classes you selected like the one below.
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Important: In addition to viewing course and student information, Chair SIS provides eptions for updating an instructor or the number of seats in a dass for
courses for which you are authonzed.

1. If you are authorized for the courses displayed here, chicking on & course name below will take you to a listing of students registered for that
particular course and a list of outstanding {not yet used) permits, From there, you can view and print information related to individual students (after
April 1, 2003).

2. By clicking on a highlighted instructor name, you will be able to change, add, or remove the instructor assigned to a given course For which you are
authorized.

(Mote: Only authorized persons for & crosslisted course’s primary section may update the instructor.)

3. Finally, if you are authorized, you can adjust the maximum allowable snroliment in an authorized cowrse by cicking on the number in the “Max Seats®

calumn,
If you are not authorized to view & class roster or edit course information, these links are not active, If you feel this is an error, please contact ITS.
Any changes will sappear when the course hist iz redlsplared

il

Max Enrolledf '
Seats Availahle

san SDRICH 246 0800-0850 M W F| 35 2B/7
an SDRICH 246 0900-0950 M W F| 35 M/l
SDRICH 246 1000-1050 M W F| 35 a6/ -1
SDRICH 246/1400-1450 M W F 3% /4
SDRICH 246 1500-1S50 M WF 35 21414

Title Instructor{s) Location Time Days

1301 01 Ideas In Mathematbics Kathering Lockhsrt Hutchn
1301 02 Ideas In Mathematics katherine
03 Ideas In Mathematics Shelley L
04 [deas In Mathematics Shelley |
05 Ideas In Mathematies Ch

06 Ideag In Mathematics Malvin V. Hood SDRICH 246 0800-0920 TR 35 i s
07 Ideas In Mathematics Jess L. Collin SORICH 246 1100-1220 TR 35 L]
05 1deas In Mathemabics Melvin . Hoo SDRICH 246 1400-1520 TR 35 /3
01 09 [dea: In Mathemabcs Amy M. Gaodman SDRICH 246 1530-1650 TR 36 ISl
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On the list of classes, the maximum seats available for the class, the number of students currently

enrolled in the class and the seats still available for the class are shown. This information
provided from ChairSIS is "live" and up-to-date directly from the University's Student
Information System. It is current as of the time you check it.

Using this functionality, you can see information for all classes for any term, including the

number of seats currently available. If the classes you are viewing are those for a prefix/major

for which you have additional security, you can do several other things from the previous
window.

You can.

e update the instructor assigned to the class by clicking on the link of the current

instructor's name (The application will lead you through changing the instructor after you

click.);

e update the maximum seats for the class by clicking on the link of the current max number

(The application will lead you through changing this number after you click.);

e view the current class roster for the class by clicking on the link of the course prefix and

number.

Remember, you have these capabilities only if you have been set up with security access to the

prefix/major code that you are currently viewing.

If Display Student is clicked:



You will need to enter the student's name or ID number. This window is displayed for that

purpose.
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After selecting a student, you can then choose one of the links shown on the following page to

see specific information about that student.
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Academic Program
Fallow this ink to see & student’s degree and major, the expected graduabon berm, and the student's sarned howrs.
Addresses
This will show you a student’s local, parmanent, and mailing address (if they are housed on campus).
Admissien Infa
Thiz itern displays vanous admissions information induding & student’s apphcation term and program, his or har admissions sddress, the student’s
test scoras and high school rank in class.
Class Schedule
From here you can enter a semester and see o student’s schedule of courses, If you have the proper authonization, you can also examine the
student’s grades as well 8¢ his or her semestar GPA.
Test Scores
Go here to examine the scores from the varous entrance exams that the student has taken.
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Anyone with access to Chair SIS is cleared for all information on all students except individual
class grades as noted above. You will have access to these grades for students in the major(s) for
which you are cleared.

Faculty members who need access to their class rosters should use ClassRoll, a separate Web
application provided by ITS.

For questions about or problems with Chair SIS, call the ITS HelpLine at extension 4357
(HELP) and you will be directed to the appropriate staff for assistance.
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