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Section 1: Initial Access

This section will help you access your SONISWeb Faculty Account.

1. Go to www.ohiochristian.edu and click on “FACULTY ENTER HERE”

2. Click on “FACULTY”

3. You should now be at the Faculty Login page. In the User ID box, type in your entire
email address. In the Password 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 update 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 phone. It also includes your
teaching schedule for the semester. Important: 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, then you
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 labeled School Year and
the other is labeled Semester. If you need to change the school year and semester, click
the drop down box and select the current semester (I.E. 2005-06 & Fall). This will bring
up your current information and teaching schedule. Be sure to click CHANGE
YEAR/SEMESTER or the information will not change.
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Figure 2.1 — Changing School Year — 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 will see a small icon that has a green arrow
and says “Update Bio.” Click on that icon.
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Figure 2.2 — 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 in SONISWeb. Add in your personal information and click
“SUBMIT.” Your information should now be updated.

3. Click “RETURN?” and you will be taken back to your Bio page. To get back to your
start or Homepage, click the link that reads “BIOGRAPHIC.”
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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.

3.1 — Rosters — Selecting a Course to Manage:

To find your rosters and begin managing your courses via SONISWeb, click “COURSES.”
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Figure 2.3 — Course Button

PLEASE NOTE: If you do not see the courses you are
currently teaching, you need to change the School Year
and Semester at which you are looking. Refer 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 automatically as students add or drop this
course.
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2. You should see a drop down box that says “COURSE/SECTION.” This box will contain
all of the courses you are currently teaching. Click the box and select a course to
manage or view its contents. PLEASE NOTE: Courses will be listed by number and
section.

3. Once you have selected the course you want to manage, click “VIEW SELECTED

ROSTER.”
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Kritzwiser Jeremiah M KR5319923

IMuncy. Rachel MUZ2768778  (606) 256-2452

Schnipke. Jessica B J52504580 419-398-2136

Copyright® BIM Swstems, Inc. 1887-2003

Figure 2.4 — Course/Section Dropbox

You are now ready to manage your selected course.
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Section 4: Reporting FINAL Grades to the Academic Office

This section will help you understand how to use SONISWeb to submit all final grades to
the Registrar’s Office.

SONISWeb will allow you to submit all of your grades to the Registrar’s Office efficiently and
effectively. To submit your final grades, follow these steps:

1. Click on “COURSES”

2. Near the top of the page, you will find a number of icons. Select the one that looks like a
book and reads “GRADES.” (Do NOT select GRADE BOOK, as this is a different
feature that we currently do not use).

3. As always, be sure you are in the correct semester and year. Choose the course and
section for which you wish to submit grades.

4. Using the drop down boxes beside each student’s name, select the “grade” dropdown for
each student.

5. Click “Submit.”

6. Near the top, right hand side of the page, your should see a little icon that says
“Printable” o

Privitable
Click on that icon and then go to “FILE-PRINT™ and print off a copy of your final

grades. There is a place for you to sign at the bottom. Sign and submit this copy to the
AlIM office.

7. Repeat for each course you teach.
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SONISWeb support is available during normal office hours.
Contact the HELPDESK for assistance

helpdesk@ohiochristian.edu
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