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About |1Q.Web

Developed by SunGard SCT, IQ.Web is an Internet software system designed to provide
students, faculty, administrators and other members of an educational institution's learning
community with "anytime, anywhere" access to information services. 1Q.Web leverages the
information management capabilities of the SCT PowerCAMPUS administrative software system.

The system requirements for 1Q.Web include Microsoft SQL Server 2000, Internet Information
Services 5.0, and an MS Exchange Server (for MAPI only). Active Server Pages interface with an
operational SQL Server database, creating an online, real-time application system.

The user requirements include a PC, Mac, or other personal computing device with Internet
connectivity and a standard Web browser (Internet Explorer 5.5 or higher, Netscape Version 6.2
or higher). Internet Explorer 5.5 or higher is strongly recommended. Your browser must have
Cookies and Java Script enabled in order to run 1Q.Web.

The basic 1Q.Web system includes the following pre-defined user roles and associated
capabilities. The Administrator role provides access to wizards and templates that enable
institutions to define additional learning-community roles and enable access to some or all of the
Web pages available to other roles, as well as to create new pages for that new role.

Visitors
This role allows for casual visitors to interact with the basic functionality of IQ. Web to learn more
about the institution.

Guests
This role allows users, who have created an account to view degree requirements and the course
catalog, submit inquiries and apply online.

Students
This role allows active students to develop an academic plan, register and pay for classes, review
transcripts and grades, and interact with faculty, advisors and other students.

Faculty
This role allows current faculty to view class lists, review/approve student advisee course
registration, assign grades and maintain attendance.

Administrator

This role allows the Administrator of IQ.Web contel@ccess to the security setup. This
includes the ability to assign passwords and raessers, handle user requests, and
maintain system settings.



FERPA Rights & Privacy

On June 17, 1976, the rules and regulations applying to the Family Educational Rights and
Privacy Act of 1974, section 438 of the General Education Provisions Act, became final. The Act
deals with students’ rights to access their official educational records. Basically, the legislation
gives any student or former student of Mount Olive College the right to inspect, review and copy
his or her permanent records. At Mount Olive College , the permanent records covered by the
Act include: the student’s application for admission; high school and/or previous college
transcript; SAT scores; correspondence with our Office of Admissions; documents pertaining to
grade reports, dates of attendance, approval of leaves of absence; correspondence with the
Deans; senior class status; and course distribution summary forms on file in the Registrar’s
Office; and the materials contained in the student’s career planning file.

The Act includes a list of types of records not open to student inspection. These are parents’
financial statements; confidential letters and recommendations written before January 1, 1975;
letters and recommendations written after January 1, 1975 but specifically designated as
confidential; ancillary records of instructional, supervisory and administrative personnel;
confidential law enforcement records; and records written by physicians, psychiatrists,
psychologists, and other recognized professionals or paraprofessionals. Students and former
students may request a doctor of their choice to review their medical records.

Colleges are allowed to publish “directory information” including the student’s name, address,
telephone number, e-mail address, date and place of birth, major field of study, participation in
officially recognized activities and sports, weight and height of members of athletic teams, dates
of attendance, degrees and awards received, and the most recent previous educational institution
attended. If any current Mount Olive College student does not want such directory information to
be disclosed he or she must notify the Registrar’s Office in writing of the specific information not
to be released.

Mount Olive College administrators, faculty, and members of established college committees
who have legitimate educational interest may have access to students’ and former students’ files
without prior consent. Specific federal, state and local officials and educational agencies
conducting studies are also permitted access for definite reasons provided that personally
identifiable data are not transferred to anyone else. In addition, proper parties concerning
application for or receipt of financial aid have access. Mount Olive College will forward a
student’s education records on written request to another school in which the student seeks or
intends to enroll. Prior consent for disclosure of personally identifiable information is not required
when the information is needed in connection with a health or safety emergency; or is to comply
with a judicial order or lawfully issued a subpoena after a reasonable effort to notify the student is
made.

Except as described above, Mount Olive College must obtain written consent of the student
before disclosing personally identifiable information from the educational records. Such consent
must be signed and dated by the student. It must include a specification of the records to be






Brief Introduction : 1Q Web is an internet-based front end to Moulin€College’s
academic administrative system, providing visitstadents, faculty, system
administrators and other members of the MOC legroommunity with “anytime,
anywhere” access to information services. Thestuations will focus on how you, as a
student, can use IQ Web to register for traditi@ral online courses.

You should have already received your 1Q Web useenand password
information in an email to your MOC email accoudl students have an MOC email
account already established. If you have not ge¢ssed your emailise the following
log-in information to do so:

Username first initial each of first name, middle name, dadt name
plus the last 4 digits of your student ID numfeg.: John Q Public, Student ID#
P123456789 Username would bggp6789.

Password MOC(and last 6 digits of your student ID{e.g.: John Q.
Public, Student ID# P1223456789. Password woulbl®€ 456789 Be sure that
MOC is in caps and include the underscore “_".
If you are unable to log into your email or IQ Welease submit an IT support ticket for
help with this procedure. To submit a support ticge back to thevww.moc.eduweb
site and click orsupport Ticket then click onPassword Help Requeand complete all
information on the password reset request screen.




IQ Web is accessed through out web site\atv.moc.edu
Click on1Q W eb at the top right corner of the screen.
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This will bring up the login page similar to theeoan the next page. Enter your 1Q Web
username and password and clicksagn In. If you did not receive your 1Q Web
password by MOC email, you will need to submit @rslipport request to have this
done. See instructions on page 5 for this process.
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After you have logged in, your 1Q Web home pageutthtok similar to the screen
below. On the left side of the web page is a ratieg bar that will help guide you
through the IQ Web site and its features.
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Registering for Classes

To start registering for courses, click ©Online Registration.

EIE]
File Edit “iew Favorites Tools Help | a

eBack"@ DE]/M,O%earch SoFavories €| v B L JE 3

Address I@I hitp: /fthomas/igweb/Secure/HomePage asp Ll Go | Links

e b Shuderk Mount OLIVE COLLEGE =

A0/27/2005 2:25:47 M
HieHEr LEARNING  « HIIGHER STANDARDS + TIGRER VALUES

Welcome to MOC 1Q Web. Use the navigation options at the left to access the academic and financial information options currently available to
you as a student of Mount Olive College. Look for more features to be added in the futurel

r courses online. You may search for
courses, view prerequisites and current status, as
well as detailed course descriptions. You may
select courses for your Web Basket, and return

us Forum

o
87 Lacal ntranet
SE« 10D R@ 335

£ ] http:fthomzs iqweb/secUre /st dentWebReg Reghiain. sp T T T
#Start] (2] & 2 > JInbox...| #25... v| % regist... | ® Wind... [£71Q.W...




If your advisor has authorized you for registratigour screen should look similar to the
one below. If it does not read “Okay to Registegside the appropriate semester, you
will need to contact your advisor before you camcped further with registration.

_ >

From this screen, click on the gresinbutton beside the term for which you are
registering. This will give you a screen similarthe one on the following page. This is
where you will start building your schedule.
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To start searching for courses to add to your sdeedlick onCourse Searchto reach
the Course Filter page (see diagram on next page).

11



Your screen should look like the one below. Yon saarch for classes by entering just
the alpha portion of courses, such as “bus” foirmss, “cis” for computer courses,
“mus” for music, etc. You can also search for dpecourses by entering the exact
course number, such as BUS 250 or ACC 212. You space between the alpha
portion and the numeric portion of a course nunwteen searching. The system will not
recognize a course number if the space is omitkent.example, when searching for
BUS 250, there must be a space between the “stren®”.
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In the diagram below, the student wants to registeBUS 250. The first step is to enter
“bus 250" for Course, then click d@earch.

e

You will then see the screen below:
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You can view course details by clicking on the mgmg glass & located beside the
course number and title. See diagram at bottopagé.

After viewing the course details, you will needdak on the browser'8ack button to
continue with registration.

>
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To add this course to your registration scheduiefping cart), click o\dd to cart.

A small pop-up window will appear that will listetcontents of your shopping cart
(schedule). You will need to close this pop-upduaw when you are finished viewing it.
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Closing the pop-up window will bring you back tetbcreen below. At this time, you
are ready to add another course to your shoppirig ¥au will do this by clicking on
New Search

You would then repeat the procedures (starting A2y¢o register for any additional
courses. In this example, the student will repleafprocess to register for ENG 111.
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The next few screens will show the screen flonhasstudent registers for ENG 111.

....Click onAdd to cart

... then click orBack to Registration

O
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On the screen below, you will need to place a clmeakk () under theAdd column for
each course desired for final enrollment. Seerdiagat bottom of page for example of
student wishing to be enrolled in both BUS 250 Bh{> 111. You will only be enrolled
in the courses for which you place a.(
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The next step in processing your schedule is tk dnProcess

You will then find out if there are any “errors” your schedule, such as prerequisites not
met or time conflicts between the desired cour&ee diagram on next page for
example.
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In the diagram below, this particular student wias registered for ENG 111 and BUS
250 has two errors on the schedule. He has nothagirerequisite required for BUS
250 and there is a time conflict between the twarees. The student will need to go
back into registration and make corrections (chahtgethe schedule before finalizing
schedule. We will begin this procedure on the paxe.
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To make changes to your schedule, you will neeggbtback and repeat the process to
register for classes. Remember, clickingQmurse Searchstarts this process

For the purposes of demonstration, let’s say thastudent has decided to take CRJ 210
and not BUS 250. The process needs to be repeagettl the CRJ 210 to the shopping
cart. See the diagrams on the following page.
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... enter the course number to be searched

>

... Click onAdd to cart for desired course.
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You have already noticed that every time you chAcld to cart, the shopping cart pop-

up window appears. Please note in the diagranwbiglat BUS 250 still appears in the
shopping cart even though the student no longdresiso register for the course. Further
instructions will show you how to omit this claserh the finalized schedule.

This particular student has completed all schedi#nges so he is now ready to return to

finalizing his schedule. The pop-up window neexlbé closed to return to the course
filter page (see diagram at top of next page).
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Click onBack to Registrationto choose the desired courses to transfer from the
shopping cart into the final schedule.

D

As the student wishes to only register for CRJ 4@ ENG 111, check marks)(need
to be placed under the Add column for both courdéd®e box beside BUS 250 will
remain unchecked. See diagram on next page thatrterates this step.
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Next, click onProcessto once again finalize the schedule. This gitessicreen below
that shows the schedule that has been transfeoedthe shopping cart. If last minute
changes are desired, clicking Wlake Schedule Changesvill put you back into the cart
to drop or add courses.
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The last step in finalizing your schedule is teklonFinalize Schedule Performing
this step is what transfers your schedule intcctiilege academic software. If you omit
this step, you will not be registered for any cests

Your screen will then look similar to the one below
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To view or print your schedule, click afiew Printer Friendly Current Schedule.
That will give you the screen at the bottom of {hége.
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You can maximize this pop-up window to get a bettew of the schedule (diagram at
bottom of page).
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Your registration is now complete. You will noteetcomment on this screen that states
“You currently do not have any registration chargd?lease disregard this message.
This appears because our system has not assegysetbages for the semester for which
you are registering. This will be performed aa&ef date.

>

Congratulations!!! You have registered for youurses. Please note that all students
will be charged and receive a grade for all coursgsstered regardless of attendance
status so it is important to remember that youaate to drop or add classes until the end
of a particular semester’s drop/add period. Yaualao view/print your class schedule
by click onCourse Schedulen the left navigation bar.

If any professors have agreed to allow you intes#a with time conflicts, you will not
be able to register for these classes through 1Q.W&u will need to process a
Registration Form through the Registrar’s Officataining the signatures of the
professors involved.

29



Course Catalog

To view a list of courses listed in our Mount Oli€ellege printed catalog, click on
Course Catalog in the left navigation bar:
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There are many viewing options on this page. Yauw\dew an alphabetical list of all
courses by simply clicking o8earchwithout entering any specific information or you

can enter a specific course number or departmenytfi®logy, Religion, etc) and search
by those methods.
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Viewing Grades

To view your grades earned at Mount Olive Collagjek onView Gradesin the left
navigation bar. You will then see a screen sintdahe one on the next page.
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To view your grades for a specific term, click be magnifierx@« that corresponds with
that term. See diagram on next page that showgrdtes for 2004 Spring Semester
after clicking on that magnifier.
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To view grades for another semester, click/oeaw Grades for another Year/Termand
repeat the process with the magnifier.

Important Notice: If you have any Stops on youraard (Business Office, Library
Hold, Financial Aid, File Incomplete, etc), you wihot be able to view your grades or
transcript until you clear that particular matter h that particular office.
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Viewing Your Unofficial Transcript

To view or print your unofficial transcript of allount Olive College classes and transfer
credits, click orUnofficial Transcript in the left navigation bar.

35



You will be able to view your entire transcript lyau may have to scroll down to view
the entire transcript.

If you would like to print your Unofficial transgat, click on the printer icon at the top of

the left navigation barl % ® & B This will open up a printer-friendly version
in your web browser.

Important Notice: If you have any Stops on youraad (Business Office, Library

Hold, Financial Aid, File Incomplete, etc), you wihot be able to view your grades or
transcript until you clear that particular matter ith that particular office.
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Viewing Your Course Schedule

To view your current course schedule, click@vurse Schedulén the left navigation
bar.
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Select the appropriate Year/Term Semester in thp-down box and cIic@. Then
you can select how to view your schedule (as tegsa grid) and click o8ubmit.
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Your screen should then look similar to the onleweshowing the course schedule:
At the very bottom (you will need to scroll dowghu will find the name of your
assigned advisor.
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Course Home Page

Some professors might option to post supplemenptaise information on 1Q Web for
student access. You can find this information lsking on Course Home Pagen the
left navigation bar.
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In the drop-down boxes (see below), choose theoppiate Year/Term and/or Course
information and cIic@.
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Financial Information

You can view your financial information through W@eb in theMoney section in the
left navigation bar. By clicking o@urrent Balance, you can view a summary of your
account. By clicking ofrinancial Aid, you can view a detailed list of the financial aid
to be applied to your account. If you have anystjoas about any information in this
section, please contact the Student Accounts Dapattin our Business Office.
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*exekxk Important Note: Help us protect your priva cy and
academic record — don’t forget to log out!
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