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SIS (Student Information System)

sis.westcliff.edu

HOW TO ACCESS HELPFUL INFORMATION FROM YOUR SIS HOMEPAGE

1. Go to sis.westcliff.edu and log in to your account.
*Remember that your username is your student ID number (lowercase letter in front!). If you have
forgotten your password, please email your Student Rep right away so that it can be reset for you.

2. When you log into SIS you will see your program/course announcements, courses details,
academic history, attendance history, account balance, and your profile. See image below.
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Agenda Courses
Today (0) BUS 725 Business Intelligence & Informatio [DBA] GPA Information A
You have no events scheduled for this period.

[DBA] Reminder to Check Your
Westcliff Email

View academic history here,

[DBA] Reminder: WIJAR - Call for
Articles!

HOW TO ACCESS YOUR PROFILE AND UPDATE STUDENT INFORMATION

Your profile will show you your general information such as address, phone number, emergency
contact, and academic history. You are able to update this information yourself!

Profile westcuirr sTUDENT Details

1. From the homepage, click on

“Profile”. Details
2. Click into the field to add or change |« ecomsme

any of your personal information or 7

emergency contacts information.
3. Click the green “Save” button at the

bottom of the section you have ; )

updated. i RS

See image on right. o — —
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Emergency Contacts

Your emergency contacts are listed below.

* You can edit and update the contacts below.




HOW TO VIEW YOUR COURSE DETAILS IN SIS

1. Log in to SIS at sis.westcliff.edu.
2. Once logged in, go to “Courses” either in the center of your homepage or from the options that
run across the menu bar at the top of the webpage. See image below.
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BUS 500 Organizational Leadarship [MBA] GPA Requirements "

Teday (0]

[MBA] Reminder to Check Your Westcliff
Ernail i

3. Click on the course code and name.

4. From this screen you will be able to see a summary of all of your course details* including the
following:

class meeting days/time

textbook information

location

start and end date of course

. professor name

See image below.
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GAP (Global Academic

gap.westcliff.edu

Portal)

HOW TO ACCESS HELPFUL INFORMATION FROM YOUR GAP HOMEPAGE

GAP houses your actual courses as well as our online library and Westcliff Writing Center. You can

access all of this from your GAP homepage!
1.

Go to gap.westcliff.edu, and log in to GAP using the login information provided in a Westcliff

email. If you have not received this email, please contact your Student Services Representative.

2. When you have logged in
you will see the course(s)
you have been enrolled in.

You will also see LIRN
(Westcliff's online library),
and the Westcliff Writing

Center. All of which can be
accessed directly by
clicking on the name or
image.
See image on right.
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= LR TUTORIAL

Please click HERE for the Library and
Information Resources Network (LIRN)
tutorial

= westcurrr
WRITING CENTER

Westcliff GAP (Global Academic Portal)

My courses

= Westcliff Writing Center

& My courses» 2

([E)us»

Search courses:
Go

= BUS 725 - Irvine - Spring 2018 - Session 3 - Professor
alton

HOW TO UNDERSTAND THE COURSE FORMAT IN GAP

1.

You can access your course by clicking on the course title on your homepage or by going to “My

courses” at the top of your screen.See image above.

Once you have clicked into your course you will
see the following:

a. course heading - your professor contact
information, day and time of class
See image on right.

b. items to complete prior to your course start

- including viewing your syllabus and
completing your pre-course survey
See image below.

BUS 725 - Irvine - Spring 2018 - Session 3 -
Professor Dalton

Your |

BUS 725
Business Intelligence & Information Systems

Meeting Day: Thursday
6:00pm PST

Star

Before Your Course Begins
Hello Students and Welcome!
Before you begin the course please take the time to perform the following:

1. Review the course syllabus:

[ ]
B Bus 725 syllabus ]

2. Ensure that you have the required texts for your course. (Found in syllabus)

3. Complete the Pre-Course Survey:

“
2| Pre-Course Survey

4. Post a brief biography describing your background and business interests so that the
professor can get to know you!

=| Pre-Course Biography Assignment L

Professor: Dr. Ted Dalton
Email: teddalton@westcliff.edu
Office Hours: By Appointment only
University Phone Number: 888-491-8686

%=l Announcements




, 3 8-3 14
c. aweek-by-week outline of your B

weekly course assignments with Week 1
SmelSSIOn |InkS and addltlonal ACTIVITIES TO COMPLETE THIS WEEK:
o Reading
helpful resources. etk ool canad et oy |

© Discussion Board Posts
= Post 1 answer to each Discussion Question (DQ) by Thursday at 11:59pm
= Post 1 peer response for each DQ by Sunday at 11:59pm
» See Grading Criteria for Discussion Board Participation in syllabus for Discussion Question and Peer
Response expectations.

Assignment Links:

Note: You do not need to do anything with the
links under the “Instructor Only” heading.

Not available unless: The activity Pre-Course Survey is marked complete

3 [}

Not available unless: The activity Pre-Course Survey is marked complete

Additional Resources:

p
® PPT: Chapter 1

[
% PPT: Chapter 2

Instructor Only:

‘=l Wkl DQ Grade

&l Wkl LS Grade

HOW TO POST ANSWERS TO YOUR DISCUSSION QUESTIONS (DQs)

1. Log in to GAP, click into your January 15 - January 21
course, and scroll down to the

current week. Read the Weeke 2
information under “Discussion ACTIVITIES TO COMPLETE THIS WEEK:
” o Reading
Board POStS to ensure your = Chapter 3: Ebusiness: Electronic Business Value
. o Discussion Board Posts
underStandlng Of = Post 1 answer to each Discussion Question (DQ) by Thursday at 11:55pm

H H = Post 1 peer response for each DQ by Sunday at 11:59pm
eXpeCtat|OnS and dead“nes = See Grading Criteria for Discussion Board Participation in syllabus for Discussion Question and Peer
i Response expectations.
for pOStIng' o Professional Assignment (PA) 1
= Due by Sunday at 11:59pm PST
= See Grading Criteria for Professional Assignment expectations in your syllabus.

2. Click on a discussion board
link See image on right.
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Westcliff GAP (Global Academic Portal)  # My courses» @ 2m»
WESTCLIFF
UNTVERSITY Evina0Bo
pire. Emp
. « . .
3. Click on “Add new discussion SR R v vesern i I Seae o
topic”. Seei ight : =m
opic’. see image on right. BUS 300 - Summer 2015 A - Dr. Flores = “"viemon =
# Home
B My home
- & 2 B Site pages
w2 - Discussion Question 1 L
& Current course
Discussion Question 1 -(CLOs 5)
& BUS 3005u2015A
B8 Participants
Thirty percent of the respondents in a poll suggested addi ¥ laws to deter unethical M Badges
behaviors. If ethics is more than legality, would nev, eln? Defend your answer. (Refer ta M Girieral Coiiind
Ch.4) Forums:
This for erson to start one discussion topic. L ey L My
17
Add a new discussion topic B May 18 - May
24
- - & VCS3 - BUS
Discussion Started by Replies Last post 300 -
Welcome to Week 2 |g Jannette Flores ] Jannette Flores \Didznn;jdnabs
Discussion Board Man, May 18, 2015, 3:25 PM 009 g 5
w2 -




4. Type the title of your discussion board

answer where it says “Subject”, and put ; 1 k s
w2 - Discussion Question 1 &

your answer where it says “Message”. Db Gomaions 1 {10 3 s

See image on right. ey et o 5 s 254 syt g e e b nt e
Important Note: It is recommended that you Yow e i 593 o
type your answer to your discussion board | "as
questions on Google Docs and then copy and s, wdvest
paste your answer into the textbox below due — et

st |

to the fact that inactivity on GAP will result in
you automatically being logged out and work
that has not been posted will be lost. s iy

5. Click the button “Post to forum”. See image on right. | - i ==
e i
Week
6. Repeat Steps 3-5 to post your answer to the other 9 LoaW
. . . on Grade
discussion board questlons. Youcan drag and drop les hre o add then. i 5
Mmail now =i
Important Note: You are required to write an answer for g
every discussion board link found under each given Y e e
Week' & ADM[N[STRAEEN
There are required fields in this form marked * d

HOW TO POST PEER RESPONSES TO YOUR DISCUSSION BOARDS

1. Log in to GAP, click into your
course, and scroll down to the

January 15 - January 21

current week. Read the Week 2
information under “Discussion ACTIVITIES TO COMPLETE THIS WEEK:
”» o Reading
Board POStS to ensure your = Chapter 3: Ebusiness: Electronic Business Value
understanding of expectations ° Biiesion Bou Bodts _
= Post 1 answer to each Discussion Question (DQ) by Thursday at 11:59pm
and deadlines for posting_ = Post 1 peer response for each DQ by Sunday at 11:59pm
i ) . . = See Grading Criteria for Discussion Board Participation in syllabus for Discussion Question and Peer
2. Click on the discussion board link Response expectations.

. . o Professional Assignment (PA) 1

See 'mage on r’ght- = Due by Sunday at 11:59pm PST

= See Grading Criteria for Professional Assignment expectations in your syllabus.

W= wk2 Dol

W= wk2 DQ2




3. Click on a fellow student’s discussion title. See image below.

Westcliff GAP (Global Academic Portal) & My courses»

This forum allows each person to start one discussion topic.

Add a new discussion topic

Forums:

& May 11 - May

17
& VCs3 - BUS
300 -
arted by Replies Last post 05/13/2015
Welcome to Our First Jannette Flores 0 Jannette Flores Bwkl-
iscussion Board! Mon, May 11, 2015, 9:23 PM Discussion
Ouiection

4. CIle “Reply” in the lower rlght hand Westcliff GAP (Global Academic Portal) & My courses»
corner of their post. Welcome to Our First Discussion Board!

See image on right.

Discussion Question One Week One-Timothy Malone »

Display replies in nested form v

Ifove this discussion to ...

Welcome to Our First Discussion Board!

by Jannette Flores - Monday, May 11, 2015, 923 PM

Welcome to BUS300 and our first discussion board! Please be
THOROQUGHLY before you reply. Follow all directions and reply to al
full credit. See your syllabus for more details discussion board points. Lool

great discussion!

Edit | Deld

Discussion Question One Week One:

o read the prompt above =wkl-
in the prompt for Discussion

@ 2=

& Current course
% BUS 3005u2015A
= Subscribe = Participants
= Badges
M General Course
Forums:
& May 11 - May
17
&) VCS3 - BUS
300 -
05/13/2015
Wednesday
7:00-9:00pm

¥ || Move

ard to a Question 1
]
Welcome
to Our

Eict

~Timothy Malone =

5. Insert your response to your peers answer. See image below.

THOROUGHLY before you reply. Follow all directions and reply to

great discussion!

~Your reply

Subject*

Re: Welkcome to Our First Discussion Board!

Message:

Respnd Here

Westcliff GAP (Global Academic Portal) & My courses®

all points in the prompt for

full credit. See your syllabus for more details discussion board paints. Loaking forward to a

Edit | Delete

Forums:

= May 11 - May

17
& VCS3 - BUS
300 -
05/13/2015
Wednesday
7:00-9:00pm
& owk -
Discussion

Discussion
Question 2
Bwkl-
Discussion
Question 3
& Week 1 DQ
Participation
Grade
& Week 1 vCS
Participation
Grade

i May 18 - May

8 May 25 - May

WmJune 1 -June

8= June 8 - June

6. Click on the button “Post to forum”.
See image on right.

7. Repeat Steps 3-6 to respond to one peer
from each of the other discussion boards.

Important Note: You are required to write a
peer response for every discussion board link
found under each given week.

* & Files

Mail now

—~

-

You can drag and drop files hers to add them.

Post to forum Cancel

There are required fields in this form marked

oo - Weel
2VvCs
Participati
on Grade
21 Week
2DQ
Participati
on Grade

& May 25 -
May 31
B8 June 1 -
June 7
B8 June 8 -
June 14

B My courses

=]o]
ﬁﬁ ADMINISTRATION

B Forum
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HOW TO SUBMIT PAPERS (PAs & CLAs) ON GAP

1. Log in to GAP, click into your
course, and scroll down to the
current week. Read the information
under “Professional Assignment
(PA) 1 or Comprehensive Learning
Assessment (CLA) 1” to ensure your
understanding of expectations and
deadlines for posting. Note: You will
need to complete the Mid-Course
Evaluation to be able to open the

CLA assignment link. Then click on the PA or

CLA Turnitin assignment link.
See image on right.

2. When you click on the Turnitin paper link
you will see the assignment prompt, the
due date, and an icon to submit your paper
next to your name. See image on right.

3. When you are ready to submit your
paper click on the submission link
mentioned above. On the next screen,
give your submission a title using the
following format: last name_student
ID_course code_assignment type

Ex. Wong_B170000_BUS725 PA1

Click the paper upload icon to upload your paper

Week 4

ACTIVITIES TO COMPLETE THIS WEEK:

o Reading
= Chapter 5: Infrastructures: Sustainable Technologies
o Discussion Board Posts
= Post 1 answer to each Discussion Question (DQ) by Thursday at 11:59pm
= Post 1 peer response for each DQ by Sunday at 11:59pm
= See Grading Criteria for Discussion Board Participation in syllabus for Discussion Question and Peer
Response expectations.
o CLA 1 Comprehensive Learning Assessment I
= Due by Sunday at 11:59pm PST
= See Grading Criteria for Comprehensive Learning Assessment expectations in your syllabus.
o Mid-Course Evaluation
= Complete this evaluation right away in order to have access to your other assignment submission
links far this week.

Assignment Links:

W= wka DQ1

W2 wka po2 / /

Mot available unless: The activity Mid-Course Evaluation is marked complete

My Submissions

Start Date Due Date Post Date

15 Jan 2018 - 00:00 21 Jan 2018 - 23:59 24 Jan 2018 - 23:59

ind that the content of your PA1 paper will be user
in teams to determine each tea a

=Please refer to the Grading C:

Student  * Submission Ti

itle ubmitte rade
Student, BUS -~ = = — _submit paper 3 ),

BUS 725 - Irvine - Spring 2018 - Session 3 - Professor Dalton

~ Submit Paper

from your computer. Then click “Add Submission” at
the bottom of the screen. See image on right.

4. Once you have submitted your paper you will see
a screen of a digital receipt showing that you

have successfully uploaded your paper through
Turnitin. See image on right. Se———
5. When you close the digital receipt, you will be
taken back to the paper submission screen.
Within a few moments, you will be able to view
the similarity percentage, and once the paper
has been reviewed by your professor, you can

b d: 919112377

Your submission has successfully been uploaded to Turnitin.

view the grade here as well. See image below.

- PA1 904732605 01/20/18, 15:07

10% [l eori00 4 4 & = @




HOW TO ACCESS AND NAVIGATE THE WESTCLIFF WRITING CENTER

1. From your homepage, under “My courses”, click “Westcliff Writing Center”. Note that this is not a
course, but a resource center for you to access whenever you need. See image below.

My courses

Dalton

» Westcliff Writing Center

All courses

+BUS 725 - Irvine - Spring 2018 - Session 3 - Professor

2. When you click on the Westcliff Writing Center you will find the following:

a.

Paper Review Service - where you can submit your papers to be reviewed before you submit it
through your course to be graded. Note: It does take two days for the feedback to get back to
you. See image below and to the left.

b. Writing resources, online tutorials and more. See image below and to the right.

Westcliff Writing Center

Your progress (Z)

WESTCLIFF

UNIVERSITY

WRITING CENTER

WRITING REVIEW SERVICE

Let our Writing Center Specialists help to support you by reviewing the formatting, mechanics,
and structure of any paper, project, or reflection for any of your classes. Simply submit your

assignment here:

<

Feedback will be sent to your Westcliff email address within two days after you submit your

request (not including Sundays).

WRITING RESOURCES

/
W, APA Formatting Sample Paper
7w
APA Formatted Paper Template
[
® APA Quick Guide Poster
APA Formatting Tutorial- The Basics
APA Formatting Tutorial- Reference List

@] Quoting & Citations - APA

ACADEMIC INTEGRITY & PLAGIARISM

Plagiarism How-to-Avoid Vides for Faculty/Students

SAMPLE ASSIGNMENTS

[~
W, Sample Answer to Written Assignment

"®. sample BUS 557 PPP

ONLINE TUTORIALS

The Westcliff University Writing Center continues to build online resources to assist you with
your writing. If you are interested in a tutorial on a topic that you do not see below, contact
studentservices@westcliff.edu. We will do the best we can to meet these requests.

TUTORIALS IN GOOGLE APPS

“ Google Drive: Organization
“ Google Docs: Basic Functions
| Google Docs: Spell Check

' Google Docs: Grammar Check

Note: You will also find more resources in the Westcliff Writing Center including APA format
guidelines and samples, previously recorded workshops, and sample papers.




HOW TO ACCESS AND NAVIGATE LIRN

Westcliff University has an online library called LIRN (Library Information Resources Network) that can
help you with all of your academic research needs.

Westcliff GAP (Global Academic Portal) = My courses» 2m »  [TJsus»

QR svinaono
Accessing LIRN
1. From your GAP homepage,
locate the image of the yellow | =
hot air balloon in the left hand
margin of your screen to

Search courses:
Go

@

Library and Information Resources Network My courses

access LIRN.
See image on right %3 NAVIGATION Sl o [B,Ulst 725 - Irvine - Spring 2018 - Session 3 - Professor
" i i
m Site pages
:K,D:ﬂzs v Westcliff Writing Center
Navigating LIRN
1. Go to your GAP homepage CONDUCTING ACADEMIC RESEARCH

and access the Westcliff

Writing Center. 'DN
2. Scroll down to the section v
on “Conducting Academic v
ResearCh”. Library Information Research Network

Access LIRN on an icon that looks just like the one that you see above and can be found in the left

3. Clickon any of the tutorials hand margin of your GAP homepage.
or resources listed to help
. LIRN RESOURCES
you get started with
navigating LIRN. @ | Using LIRN Tutorial Slides
See image on right @ | LIRN Video Tutorial

'_'__ Searching for Publications using ProQuest
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