Faculty Center

The Faculty Center is available within the Student Information System (SIS). The SIS is accessible from the
MyDCC portal. Each faculty member has a VCCS ID which is used to access VCCS systems through the
MyDCC portal. In addition, each faculty member has a 7-digit EMPLID which is used by the VCCS as an ID
number in order to keep the use of SSNs to a minimum. If you have been a student or employee at any
college within the VCCS, you should already have a MyVCCS/MyDCC username and password. For new
users or users who have not logged into the MyDCC portal since the Spring 2017 update, security
questions will need to be setup.

Log in to MyDCC

Go to http://danville.edu and click the “MyDCC” tab on the left-hand side underneath the video player.
Alternatively, you may access MyDCC by going directly there using https://dcc.my.vccs.edu.
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At the MyDCC login page, type your username and password into the appropriate text boxes and either
click the “SIGN IN” button or press the Enter/Return key on your keyboard to log in to MyDCC. If you do
not know your username, click the “Forgot Username” link. If you do not know your password, click the
“Forgot Password” link.
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Retrieve your MyDCC Username

At the MyDCC login page, click the “Forgot Username” link if you have not done so already. Click the check
box next to “I'm not a robot” and click “Continue” to complete the reCAPTCHA.

DCC

Danville Community College

Username Lookup Instructions:

To look up your username please enter the information required in the two

sections. Then you will be shown your username. The information that you provide

must match exactly what you used when you filled out your college admissions
PaSSWOfd Reset application. If you do not have these details then contact your college help desk

for assistance at support.vees.edu

ﬁ Return to Signin page

Check the "I'm not a robot" box below and click Continue.
First Section:

oy Recaptcha
I'm not a robot Used for security purposes to ensure you are not an automated system.

reCAPTCHA

Brivacy - Te s

Second Section:
Your first name. last name, date of birth, EMPLID or SSN

What is an Emplid?
The emplid is a unique number that identifies you in the Student Information System
(SIS). The emplid is also referred to as the student ID number.

Whatis SSN?
Your Social Security Number

'ﬂ‘ Return to Signin page

Enter your first name, last name, and date of birth in the MM/DD/YYYY format (e.g., if your date of birth is
July 20™", 1969, you would enter “07/20/1969”) in the corresponding text boxes. Then, select to enter
either your EMPLID or your SSN without dashes. Click the “Next” button to retrieve your MyDCC username.
Please note that you'll need to enter your information exactly as it appears in the Student Information
System (SIS) in order to retrieve your MyDCC username in this way.
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Username Lookup Instructions:

To look up your username please enter the information required in the two

sections. Then you will be shown your username. The information that you provide

must match exactly what you used when you filled out your college admissions
PaSSWOfd Reset application. If you do not have these details then contact your college help desk

for assistance at support.vees.edu

/ﬁ\ Return to Signin page

Enter your name, date of birth, and either Emplid or SSN . .
First Section:

’ i ‘ Recaptcha
FIRST NAME: Used for security purposes to ensure you are not an automated system.
LAST NAME: | Secqnd Section: )
Your first name. last name, date of birth, EMPLID or SSN
DATE OF BIRTH: What is an Emplid?
The emplid is a unique number that identifies you in the Student Information System
) EMPLID: (SIS). The emplid is also referred to as the student ID number.
i ?
@ SSN: What is SSN. .
Your Social Security Number

/ﬁ‘ Return to Signin page



Reset your MyDCC Password

At the MyDCC login page, click the “Forgot Password” if you have not done so already. Enter your MyDCC
username in the field and the “OK” button to display security questions that you have set up. You will need
to enter answers to your security questions exactly as you originally answered them. If you have not set up
security questions or are unable to provide answers to your security questions, you will need to contact
your division administrative assistant.

Reset your password

Please provide additional information te aid in the recovery process.

Once you log in successfully, you will see a screen similar to the following:
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Once you are at this screen, you can access your desired system.



In order to get to the Faculty Center. Click on VCCS SIS: Student Information System. You will see a screen
similar to the following:
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Click on Faculty Center. From there you may choose any of the options listed. Those options are My
Schedule, Class Roster, Grade Roster, Gradebook, Assignments.



My Schedule
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Faculty Center

My Schedule
2014 Fall | Danville Community College change term | | My Exam Scheduls
Select display option: @ Show All Classes (") Show Enrolled Classes Only

My Teaching Schedule > 2044 Fall > Danville Community College
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¥ou have no final exams scheduled at this time.

Go to top

Faculty Center Search
My Schedule Class Roster Grads Rostsr

This page will show all of your classes that you are an instructor for. If you need to change the term to
display courses that you have taught (or in some cases are currently teaching), click “change term” and
then choose your desired term.

If you wish to view your class roster for a particular course, click the people icon.

If you click the link that displays the course, in this case, SDV 100-W3 (62090), you will see your course
detail.



Class Roster

This page shows you your class roster. It is the same page that will appear if you click the people icon from

the “my schedule” tab. You will be able to change the class roster being displayed by clicking “change
class” and then selecting the desired class you wish to display the roster for. (Note: Some personal
information has been blocked out to retain privacy.)
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Search

This is where you will be able to search for classes that have been put into SIS. At the beginning of each
session, the Term will default to the current term. If the term showing is not the term you want, simply
click the drop down arrow to display a list of available terms and select the term you want. You may search
by typing in the three character subject, for example, ENG, MTH, ACC, etc. Alternatively, you may press
“select subject” to display a list of subjects and the select the subject you want.

Searching by just the subject will return all classes scheduled under that particular subject. For example,
selecting ENG and pressing Search will return all ENG 111, ENG 115, ENG 131, etc. classes available. To
narrow this down, in the Course Number field, type in the three digit course number. For example, if you
want to find all ENG 111 classes scheduled, in the Subject field you will type ENG and in the Course Number
field you will type 111. If you have the “Show Open Classes Only” box checked, only the open classes will
be returned. If you want to view closed classes as well, simply uncheck the box, then press “Search”.
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Another way to find a class is to click the “browse course catalog” tab. This feature allows you to browse by
subject first, then by course number. Click the arrow next to the subject to expand it to show the course
numbers.

g
. SISIHR PP JDUCTION
ORACLE
Favovrites Mavaenu : Selfsver\rice > Fagh vCenter > My Schedule » Class Search : Browse Course Catzlog

Becoercui /KLMNOPAQRSTUVWXYZ
73 &5 B¢ B9

COLLAEKE ALL EXPAND ALL

Select syffect code to display or hide course information.

D ACC - Accounting

D ACCT - Accounting

[ AcQ - Acquisitions

[* AcQu - Acquisitions

D ADJ - Administration of Justice

D ADJIU - Law Enforcement

[P AEROD - Aviation

D AGNR - Agriculture & Natural Resource




Then click the course number you are interested in viewing information for.

& My Schedule - Windows Internet Explorer
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Select subject code to display or hide course information.

¥ ACC - Accounting
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111 Accounting I

112 Accounting 11

135 Topics In

211 Principles of Accounting I
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241 Auditing I

242 Auditing 11
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285 Topics In
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For example, clicking on “111” under the “ACC” subject, will show a similar screen:
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Course Detail

Beturn to Browse Course Catalog

ACC 111 - Accounting I

Course Detail

D Credit wview class sections I
Units 3.00 - 4.00

Grading Basis Graded

Course Components Lacture Raquirad

Academic Group Nen-Developmental

Academic Organization DCradit

Enrollment Information

Enrcliment Requirement MTE 1-2 / ENF 1 Pre-Reguisite -
Student must satisfy MTE 1 through
MTE 2 and ENF 1 requirement.
Student may be co-enrolled in ENF 1.

Description

ACC 111 Accounting I (2 cr.) Presents fundamental accounting
concepts and principles governing the accounting cycle, journals,
ledgers, working papers, and preparation of financial statements for
=sole proprietorships. Cowvers services and merchandising
businesses. Lecture 2 hours. Total 2 hours per week.

Beturn to Browse Course Catalog
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If you wish to view the class sections that have been scheduled, just click the “view class sections” button.



Grade Roster

At a certain point in the session, a grade roster for your class will be generated. Until it is generated in the
system, you will not see an option to input grades for your students. Once the grade roster is available, you
will be able to input grades. Click on My Schedule and then click the grade roster icon. The icon that is
circled in red will appear when the grade roster has been generated. If you do not see that icon, the grade
roster is not available.
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In the Roster Grade column, you will need to select the grade for each student from the drop down menu.
For grades of “F” or “NP”, a field will appear in the Last Date of Attendance column for that student.
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You will be required to enter the last day the student was in your class.



Once you are finished entering grades for all of your students, you will need to change the “*Approval
Status” to “Approved” and click “save”. Please note that is VERY important that you change the Approval
Status to Approved and click save. Otherwise, the student’s grades will not post to their records.
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Note: If you change the Approval Status to Approved and click save but have not entered a Last Date of
Attendance for grades “F” or “NP”, change the Approval Status back to “Not Reviewed” and enter the date.
Then change it back to Approved and save it.

For help with navigating to or using the Faculty Center, you may contact Mark Rutledge at 434-797-8466 or
email at mark.rutledge@danville.edu.

For help with password or security question issues, please contact Bracken Jones (IT Department) at 434-
797-8515.

*** Some instructors present course contracts with policy statement on academic honesty.
Students sign the contract and return it to the faculty member.



How to access Microsoft Outlook Web
Access (OWA) and change your password

1. From DCC’s Homepage, select the “Faculty/Staff” link as shown below.
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2. Select the “Faculty Staff Email Link. An Office 365 window will open, log-in as you would at

your work station.
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