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Section 1: Initial Access

This section will help you access your SONISWeBaculty Account.

1. Go towww.ohiochristian.edand clickom FACULTY ENTER HEREDO

2. ClickoniFACULTYo

3. You should now be at tHeacultyLogin page. In the User ID box, type in your entire
email addressin the Rassvord box, type in your Password (which should be your birth
date - mmddyy).

You are now logged in to SONISWeb and ready to begin working.
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Section 2 Your Biographic Information

This section will help you understand and updte your biographical information in
SONISWeb.

2.1- Changing School Year and Semester

After you log in to SONISWeb, the first page you will see is your Biographic page. This

includes your personal information like name, address, position, and plhaien includes your

teaching schedule for the semestenportant:This information is not published for students
to see You can control what is published and what is not.

PLEASE NOTE: If you do not see the courses you are currently teaching, thgmou
need to change the School Year and Semester at which you are looking.

1. On this first page, you will see two drop down boxes. One is laSeledol Yearand

the other is labeleBemester If you need to change the school year and semester, click

thedrop down box and select the current semester (I.E.-@0@& Fall). This will bring
up your current information and teaching schedub® sure to cliccCHANGE
YEAR/SEMESTER or the information will not change.
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Fila Uploed Updat= Bio Sszarch Remindsrs

Secured Faculty Options
for David Uhl

Logout Biographic Courses Advisee Processing
Address: 3745 Kingston Pike Position:
Circleville , OH 43113
Phone: 740-420-6131

School Year: | 200607 || Semester: | Spring  |v| |__Change Year'Semester |

51100 Computer Literacy 01 'WED 8:00am-8:55am, FRI 8:00am-5:55am ML210
~ X ) ~ WED 10:40am-11:35am, FRI 10:40am- -
S1100 Computer Literacy 0z 14:352m MLZ10
51100 Computer Literacy IS TBD
S11010 Intreduction to Computers A802 TBD
511010 Intreduction to Computers DAADT TED
S11010 Intreduction to Computers LAAD1 TED
511010 Intreduction to Computers Onlin1 TBD

Figure 217 Changing School Yedr Semester
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2.2 - Updating your Bio:

Initially, you may need to enter your Bio information into SONISWeb. To do this, as well as
to update it in the future, follow these steps:

1. Up near the top of the SONISWeb page, you willssenall icon that has a green arrow
and say$i Up d at eClidk bnahatdcon.

Secured Faculty Options
for David Uhl

Logout Biographic Courses Advisee Processing
Address: 373 Kingston Pike Position:
Circleville . OH 43113
Phone: 740-420-6131

School Year: | 200607 [v| Semester: | Spring |v| [ Change Year/Semester |

S1100 Computer Literacy 01  WED 8:00am-8:55am, FRI 8:00am-8:55am ML210
Wi g -11:25 . "

s1100 Computer Literacy gz WED 10:40am-11:33am. PRI 10:40am ML210

S1103 Computer Literacy

511010 Intreduction to Computers

511010 Intreduction to Comp 5

511010 Intreduction to

1]
(=]
[=]

Intreduction to Computers

Figure 2.2i Updating Your Bio

2. You are now on the bio page where you can enter and edit your personal information so
that it displays accurately BONISWeb.Add in your personal information and click
ASUBMIT. 0 Your information should now be updated.

3. Click ARETURNO and you will be taken back tmur Bio page To get back to your
start or Homepage, click the link that re&B8OGRAPHIC. 0
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Section 3 Course Management
This section will help you manage each of your current courses in SONISWeb. This

includes grading, attendance, submitting final grades to the Academic Dept., and viewing
rosters of current courses.

3.11 Rostersi Selecting a Course to Manage

To find your rosters antlegin managing your courses via SONISWgicgki COUR SOE S .

Secured Faculty Options
D avid

Logout Biographic Courses Advisee Processing
Address: 375 Kingston Pike Position:
Circlevill , OH 43113
Phone: T40-420-6131

School Year: | 200607 |%| Semester: | Spring |+ [ Change Year/Semester ]

S1103 Computer Literacy a1 'WED &:00am-8:55am, FRI 8:00am-8:55am MLZ210
e - WED 10:40am-11:25am, FRI 10:40am- =
51100 Computer Literacy 02 11-35am ML210
S1103 Computer Literacy 1S TBD
511010 Introduction to Computers A402 TBD
511010 Introduction to Computers 0As01 TED
511010 Introduction to Computers L&A01 TED
511010 Introduction to Computers Cnlin1 TBD

Figure 2.3 Course Button

PLEASE NOTE: If you do not see the coursesou are
currently teaching, you need to change the School Year
and Semester at which you are lookingRefer to Section
2.1 of this manual for information on this.

1. Once you are in the current year and semester, you should see your course and a roster of
enrolled students. This roster will change automaticalltadents add or drop this
course.
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2. You should see a drop down box that says 0
all of the courses you are currently teaching. Click the box and select a course to

manageor view its contents. PLEASE NOTE: Cousseill be listed by number and
section.

3. Once you have selected the course you want to managefidick EW SELECTED
ROSTER. 0

Figure 2.4i Course/Section Dropbox

You are now ready to manage your selected course.
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