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Faculty Guide 

to MyMack 
Who Should Use this Guide?

This guide is meant for Faculty using the MyMack portal at Merrimack College.  MyMack is replacing the Mars system.  This will outline the functions available to you.
Accessing MyMack

When you first access the portal at mymack.merrimack.edu, you are brought to the main public page.  In the yellow log in bar area, enter your username and password. This is the same as your network username and password. 
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Tabs and Pages and Portlets
After you log in, you will see your name in the yellow log in bar. Just below that are the tabs that you have access to. Use these tabs to navigate around the portal. 
Click the Student Info tab to start.      [image: image3.png]



This is the general Student & Faculty Information area. Listed in the left margin are pages associated to this tab. Click on the Advising page to open it. 
Each page contains portlets, each serving a certain function, including posting or retrieving information. You will notice each portlet is also listed as a link in the left margin. You can click on these links, or click on the title in the title bar of each portlet to maximize it. However, it is not necessary to maximize each portlet before you use it. 

Just below the tab are “breadcrumbs” you can use to navigate back through the pages and portlets.
Note: Using the Back arrow on your browser will cause the page to error out. Please use the page links and breadcrumbs to navigate.
Breadcrumbs 

Portlets 

  Portlet title bar  

Page             [image: image4.png]You are her

: Student Info > Advising

Student Info
Welcome

Registrar

Advising

* Important Messages
« dvises moster Here s where you
* Easulte Course Comrol information that is

* Course Authorization them read

o Grade Entry.
o Facility Search





Using MyMack

Below is an outline of the portlets you have access to and how to use them.
To navigate MyMack remember to use the breadcrumbs or links in the left margin to move to/from different areas.  
Note: to the right of the Portlet title bar there is a small wrench icon (to the left of the question mark).  This wrench allows you to customize and save your setting preferences for a particular area.
Advisee Roster

Select a status, program and/or ID number to search for a specific student. Advanced Search enables you to search on fields such as degree, major and student name. It will take a minute for your advisee list to load. Search the list by the breakdown of letters and then click the student name that you want. 
The student’s academic information displays in the Tools and Information section, the options below are available. Use the breadcrumbs to navigate back to Advisee Details.

Academic History- this displays the student’s high school information and test scores, including the Math Placement Exam results
Course History- this is a list of courses and grades completed by semester
GPA projection- calculates the GPA based on projected grades for ungraded courses for the semester. Also includes a GPA calculator that will tell you what GPA you need for the semester to achieve a certain GPA overall.
Grade Report- select the proper Term in the drop down box and click View Midterm or View Final Grades. If either of these options is not listed, those grades are not ready to be viewed on the portal yet.

Unofficial Transcript- displays courses taken, grades received and term and career GPA information.

Advisee Meetings-displays meetings set up with advisees. Press Add to create a meeting. Choose advisee, date, time, description and status. Enter a purpose and notes. You have the option to send a notification to the student before saving it.
Degree Audit- please refer to the Mars Degree Audit button on the left hand side.  This will link you to Mars.  Please be advised that since the implementation of a 4x4 curriculum, the only students with accurate degree audits are brand new incoming freshman starting in Fall 2008 or after.  All other students need to refer to their check sheets and consult with their advisor.
Residence Info- view the student’s housing assignment for the year.

Student Schedule- displays the students’ courses for a particular semester
Advanced Course Search- use the parameters to search for courses by fields such as title, number, days, requirement, building and open/closed status.
Course Authorization

Click on a course number to view the amount and type of authorizations given.  
Click Add New Authorizations.  Enter the student name or ID number or click advanced search to search for the student.  The student name will appear below the search box.  Click the checkbox next to the appropriate authorization, select the person authorizing from the drop down box and click Add Authorizations.
To remove authorization, click the checkbox next to the student name in the list of authorizations and click Remove Authorizations.

Under Set Options, you can choose how to sort the list of authorizations.
Facility Search

Use this option to view room availability. Click Course Facilities Search. Select a Term, Campus and Building.  Click Retrieve Rooms. Then in the Room Search section select a room or use the string search. The next page will display your results. Use the Position to Room drop down to quickly move to another room in the list.  To reserve a classroom for meetings, study sessions, etc. please contact the Registrar’s Office.  For the most accurate facility information, go to rooms.merrimack.edu
Faculty Course Control
This is where a faculty member can view class lists, enter grades and see details about their courses.  Click View my Faculty Schedule to list your schedule for the term selected.  Course details shows the description, meeting time information and requirements for each course. 
Class List

Under Faculty Course Control under Go Directly To, select Class List from the drop down menu. The class list displays the student name, ID, registered status, email and major. You have the option of exporting the list to excel and emailing the entire class. The Set Options feature allows you to choose search and display options for the class list.  Note that if you are a Dept. Chair trying to access a list class that is being taught by someone else, you must use the Deans/Chairs/Secretaries link which is on the left hand side under Advising. 

Grade Entry
For the instructor of the course, go to Faculty Course Control, view details, choose the course that needs to be graded and select grading from the drop down menu under Go Directly To.  Using the drop down menu enter the grades for the students and click save at the bottom of the page.  A confirmation email will be sent to your Merrimack email account showing what grades have been entered for each student.  For department secretaries who may be entering grades go to the Deans/Chairs/Secretaries link under Advising.
Important Messages

This area is where the Registrar’s Office will post important messages geared toward faculty and students. 
Deans/Chairs/Secretaries
This link is for those who are not the instructor of a course but have permission to access it.  This link is under Advising on the left hand side.  Under the CX Faculty Main Portlet choose from Class Lists, Course Authorization, or Grade Entry.  The specific semester and course number will need to be entered. 
Personal Info 

In the log in bar next to your name, you will see this link   [image: image5.png]( Personal Info | Logout )




Click Personal Info and then the Biographical Info area to view your address and profile information. To make changes to it, click the pencil icon, make the necessary changes and click Submit. The changes will be reviewed and you should be able to view them within a few days. 

The Privacy Settings allows you to set which options will be available for viewing by others in the Campus Directory. You can also preview your my Info pop-up. 

Under Account Info, you can set the preferred name you would like displayed. 

Click the Custom Info area to add personalized information about yourself.  

NOTE: Custom Info will be displayed in your my Info pop-up.

MyMack Q & A
Q. How do I view an advisee’s unofficial transcript?
A.  Click on the Student Info tab, then Advising and then MC Advisee Roster.  Enter the student ID# or search by name.  Click on desired student’s name.  Under the Tools and Information area click on Unofficial Transcript.
Q.  How do I clear a student for registration?
A.  Click on Student Info tab, then Advising and then Advisee Roster.  In the Advisee Status drop down menu select “Needs Registration Clearance”.  You can either enter the ID# or search by name.  Be sure to set the term to the semester in which you are clearing the student for.  Once the student is selected you will see a button to Grant Registration Clearance.
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Q.   How do I enter grades?
A. Go to Student Info, Advising, Faculty Course Control, View Details.  Using the drop down menu under “Go Directly To” select grading for the particular course you are grading.  Using the drop down menu enter a grade for each student and then hit save at the bottom of the screen.  A confirmation email will be sent to your Merrimack email account.  Note that if you are a chair, dean, or secretary trying to access a course that you are not teaching you will need to the Deans/Chairs/Secretaries link.
Q.  How do I view my class lists?
A.Click the Student Info Tab, click on Advising and then Faculty Course Control. Select the course and in the “Go Directly To” drop down menu select Class List.  It is here that you also have the option to export your class list to excel and email the entire class.  Note that if you are a chair or a dean and are trying to access a class list that you are not teaching you will need to use the Deans/Chairs/Secretaries link.
The class list below shows an example of a student (A. Poddar) with a FERPA hold.  The left hand column shows a red exclamation point to indicate that this student has filed documentation and that we are not able to release ANY information about this student to a third party without written consent of the student.
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Q.  How do I run a degree audit for one of my advisees?
A.  Go to Student Info, Advising, MC Advisee Roster.  Enter the name or ID number of the student you want to access.  Their name will appear below.  Click on the name.  Look under Tools and Information and then Advising.  You will see a link for Degree Audit.  Click on that and then you will see a link for MARS degree audit.  Click on this link to run a degree audit.  The current major for the student will populate in the drop down menu but you can change the major to see what the degree audit would look like if a student is contemplating changing majors.  Please be advised that since the implementation of a 4x4 curriculum, the only students with accurate degree audits are brand new incoming freshman starting in Fall 2008.  All other students need to refer to their check sheets and consult with their advisor.

