Faculty Orientation
Quick Tips Cheat Sheet

HOW TO LOG ON TO A CLASSROOM COMPUTER:

Prets CTRA & ALT » DELETE 12 log on

Press CTRL + ALT + DELETE

ENTER YOUR USERNAME WITH THE @MOLLOY.EDU AND YOUR PASSWORD

FOR ME IT WOULD BE: CMILLER@MOLLOY.EDU
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FOR OFF CAMPUS EMAIL ACCESS:

TYPE portal.molloy.edu (into your web browser address bar)
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Here you have access to Email, Canvas and LionsDen.

For email select the email option.
Type in your FULL Molloy University email address and password.
This brings you to the Office 365 homepage, where you can click on Outlook for

email.
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TO ACCESS CANVAS (our Learning Management System)

TYPE portal.molloy.edu (into your web browser address bar) and select the
Canvas option.
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Enter your username and password. This same username and password is used to
access your LIONSDEN account. The username is the part BEFORE @molloy.edu in
your email address. So for example, my username is cmiller.
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TO ACCESS LIONSDEN:

TYPE: portal.molloy.edu (into your web browser address bar)
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Enter your username and password. This same username and password is used to
access both your EMAIL account and CANVAS account. The username is the part
BEFORE @molloy.edu in your email address. So for example, my username is
clmiller.

Lions Den is where you will submit non-attending reports, mid-semester appraisals
and final grades for students.
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No Sweat...

2 Easy Steps to Enter Grades Online

Canvas Grades Must Also Be Entered in Grade Entry!

| ¢ Go to www.molloy.edu & Click on the "Online Faculty and Student" Link located on top )
left corner of screen

¢ Login to Lions den online account using your ID and PIN
e Click "My Courses" tab
| * Under "Grade Entry" open the link for "View Course List"

o Select term you are working on from drop down "Term" box, then click on Search
¢ Click on Course Code Link

* Go to the "Default Last date of attendance" box and enter the final exam date/last
class meeting date as the Default Last Date of Attendance then click on "set default
Step 2 LDoA" Button (The date must be within the start and end dates for the term.)

¢ Enter Grade, the EXACT Last date of Attendance for grades of "WA", "WF", "I", & "F"
and Days Absent

¢ Click SAVE and you will see the following message: "GRADES SUCCESSFULLY
UPDATED" (Edit corrections allowed after you save grades during collection period.
Check emails. You must use Grade Change Forms to change grades after that.)

¢ Please be accurate reporting Last Date of Attendance for
students getting grades of "WA", "WF", "F", or an "I".
o - The collection of Last date of attendance for grades of "WA",
NOTE: "WF". "F", or an"I" is required by the government to determine
the return of Title IV financial aid.

wewt
Useful for Pass/Fail grading, you can set a grade to populate for whole class
then edit as needed using the “Default Grade” feature. To clear default grade

entry, change grade to “select” then save.
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Molloy University WiFi

SSID: ‘MolloyWiFi’
Password: MolloyLions2024

Helpful Phone Numbers:

Technology Learning Services 516-323-4816
e For Canvas assistance
e For Panopto assistance
e 8-5 Monday-Friday

Technology Support Services (HELPDESK) 516-323-4800
e General computing issues

Password reset

Classroom technology not working

Printer issues

7:30AM - 10PM with limited weekend hours

Canvas Support Hotline 844-408-6455
e 24/7 support from Canvas
e Ability to answer ALL Canvas questions

Faculty Professional Center 516-323-3070
e General Faculty questions and concerns related to faculty development,
teaching and learning

Faculty Council 516-323-3072
e Governance questions and concerns related to faculty policies and academic
responsibilities



