AARC Instructions For Faculty

GENERAL AARC GUIDELINES

1. Click on AARC links or buttons onlgnce and wait for the next page to load. Doublieks may be read as
multiple submissions and the system will force you to start over.

2. After logging out of your AARC session, theamtet browser window will either close out (Internet
Explorer) or prompt you to close it (Mozilla FireFox). This is a security measure to prevent anyone on a publi
terminal from using the "Back" button to access your private information.

3. The best wato conduct a search for a course on AARC is to enter the following information: Term, Subject
Course Number, and Section. Entering both a Term and Date Ranges will confuse the system because the d
of a course may fall outside of the general Termn.dxample, if SW 402 begins on Septembey 2ut the

general term does not begin until Septemleitide system will not be able to find SW 402.

4. If you want to search for courses that meet on specific days and times, enter the Term, Subjectiapd the
and time information.

5. In addition to viewing your class rosters, AARC has many functions, including entering grades, viewing
student records, and emailing students in your class.

6. If you have any questions about using AARC, call the Officbe Registrar at 61321-2111, or email
aarcsupport@simmons.edu.

7. If you should ever forget your username and password, you must call the Simmons Help De§R2&t 617
2222. You will need to have your Simmons ID number handy before you call yasitheeed that information
to assist you.

8 . Pl ease not ecakimetnBicatorofyourt chrrent dassl rosterdoelearning can take up to 24
hours to refresh from the time a change is made to the roster.
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HOW TO LOG ONTO AARC

1. The"Log In" tab is located in the upper righ&and side of the AARC home page at
https://aarc.simmons.edu.

SIMMONS

Academic and Administrative Resource Center LOG IN MAIN MENU CONTACT US

2. Log onto AARC using youSimmons email username and passwbiskrnames and passwords are €ase
sensitive.

If your username or passwordegonot appear to be working, you will need to call the Simmons Help Desk
at 617521-2222. Please have your Simmons ID number haaslthe Help Desk will requireith
information in order to assist you.

3. After entering your username and password, clickitt®u b mi t 6 butt on.

4. After clicking A Su horthe MainoMeyuoYwu aneindbw logdee intdAABGL g h t

SIMMONS

Academic and Administrative Resource Center

CHANGE PASSWORD LoG out MAIN MENU CONTACT US
Simmons Course Schedules - Updated Hourly

Students

Faculty

The Simmons Administrative & Academic Resource Center
gives staff, and the ity access to our
databases.

Employees

Select your point of entry to the right.

5. At the Main Menu, you may click "Change Password" if you wish to do so. Yohavi# to log in again, as
this link brings you to the Simmons preferences page. Select "Change User Password" on the following
screen and follow the directions. Click "Log out" in the left menu when finished.
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ADVISING IN AARC

1. There are two advisg tools available to you in AARCMYy Advisees' and '"Advisees."

FACULTY - WEBADVISOR FOR FACULTY MENU

User Account

What's my User ID?
Perzonal Address Management

Faculty Information

WMy Advizsees
Advisees

Clazs Roster
Grading

Search for Sectionz
WMy Clags Schedule

2. The "My Advisees" screen will allow you to view and interact with individual records of your advisees.
You may look at h e s ttrandceptstaridshealules

3. The "Advisea" screen will give you a complete list of all your advisees of record, and features a link to
allow you to email all your adviss at once with a single email.
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CLASS ROSTER

1. Select the Term from the drajpwnmenuand press the "Subthbutton.

Class Roster

Select a Term W

or Enter a Diate Ran

Fall 2008

SUBMIT

2. You will then be provided with a list of courses you are teaching for the selected Term. Check the bo:
next to the Roster you wish to view, and press the "Submit" button at the bottom of the page.

Class Roster

Choose One Course Name and Title Term Bldg Room Meeting Times Days of Week Headcount
[ & PSYC 355 01 Thesis [ osFa | | | | [o

SUBMIT |

3. You will now be able to view the roster for the selected course. You may view Student Profiles from
your Rosters by checking the box for the appropriate student to the right.

Note: You may only view one Student Profile at a time. If you useBhek button to return to the Roster
after viewing a Student Profile, you must eelect the student previously viewed before making and
submitting your new selection.
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GRADING

1. Select the Term you wish to grade from the edogvn arrow and press th8ubmit" button.

Grading
Select a term or date range to restrict vour class list
Term
Start Date Fall 2008 Fﬁ“e [ ]
SUBMIT

2. AARC will now display a list of courses you are instructin§.e | ect A Fi nalGhecktoe en
box for the course and press the "Submit" button.

FacuLty
Grading
Firal ar Micdtermirtermediste Grading | iv"
Choose One  Class Name an F|_na| n End Date Bldg Room Meeting Times  Days of Week Loc Tern|
Michterm/Intermediate
[® PSYC-244-01 Drugsermrmenavr | — oo 1200808 [ moB [ c218 [ oaooam - og:20am [ TTH [me | oerd
SUBMIT |
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3. AARC will now display the appropriateals s | i st wi th fields within
Final Grading
Class Mame  PSYC-244-01
Title Drugs and Behavior
Location Main Campus
Term Fall 2008
Instructors
Student 10 Grade  Expire Date Midterm Grade Class Level Status Credits CEUs
| [ I [ [rev [ 4o |

IMPORTANT GRADING TIPS

. AARC will lock you outof the system after 15 minutesinéctivity, so it is best to have your grades
ready for input and to do so immediately upon acceshmgtading page for an individual claSeme
instructors choose to enter 10 or so grades at a time, then click submit to ensure that the grades are
entered quickly.

. As long as gradigis open for a semester on AAR¢U may always go back and changeagr

. If you want toconfirmthat your gradewere savedsimply go back to the grading page for that course
once you have submitted the grades. If there are grades in the fields, your grades went through. If tl
grading fields are still blank, theyddnot. Ther e i s no need to call the
your grades on the system if you have gone back and verified them in this fashion.

All students on your rostenusthave a grade entered at the end of the semester. If a student has no
been attending your class but is still on your roster, you must submit a grade of "F" for the student. Tl
Registrar's Office contacts studentiso are appearing on rosters but not attending classes with
instructions on how to drogrid classesarly inthe semester If they do not drophe course they must
receive a grade for ¢hcourse
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AARC AUTOMATED WAITLIST SYSTEM

NOTE: The Graduate School of Management uses its own internalyovernedwaitlist system. Thus, the
following directions do not apply to SOM courses

Through AARCstudents camonitortheir waitlisted statusnline, receive automated emails from AARC when
space is available fahemin a course thaheyare waitlisted forand registethemselvesor waitlisted classes
when space is available

Permission to register from the waitlist does have a time limit. The arsaidenteceives will indicate the
deadline for registering for the courdé.the studentdoesnot register for the course by the deadline

indicated, thenthey are removed from the waitlist and the next student on the waitlist will l# contacted

and offered the space in the coursé& his process continues until the opening in the course is filled or until all
students on the waitlist have been contacted.

**Managing our waitlists automatically allows students to be instantly notified when a space is open in a class
assures fairness in the order in which open spaces are offered to students, and allowiyctor liage the
most accurate gauge of who is on their roster(s) by providing quick registration from waitlists.

It is very important that Simmons students pay close attention to their Simmons email account. For security
reasons, this is the only emaildadssto which AARC wi I I send waitlist email
to respond to the opportunity to register off a waitlist.

NOTE: Typically, all waitlists are deletedon or just before the first day of the term. After this time, itis a
student 6 s r es pontheirstruttar o yeceiveoconsemtriotearal in a closed or waitlisted
course.
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