Meeting Minimum Presence

Minimum Presence has 5 Standards:

1. Access the class.

Link your syllabus from the HB2504 website.

Link your vitae from the HB2504 website.

Include Information in the Instructor Information Block.
Use eCourses gradebook.

vk wnN

This process should be repeated for all classes you are assigned to teach each semester.

This document covers Standards 1 — 4. For information on Standard 5, using the gradebook, visit our self-
enrollable CIITS Gradebook Module in eCourses.

Minimum Presence Standard 1
Access classes in eCourses

e Using either Chrome or Firefox (Avoid using Internet Explorer, Edge, and Safari)
e Type ecourses.pvamu.edu into the URL box as shown below and click enter.

LSCS Portal Page X +

C @ ™ ecourses.pvamu.edu

e |If prompted, enter full PV email address.

Sign in
username@pvamu.edu
Can't access your account?

Back Next

If you need help with mult-factor or your password,
please contact the help desk at 936-261-2525.

e Enter PV ID password (same password used for PV Email, Teams, etc.)

PRAIRIE VIEW
A&M UNIVERSITY

< username@pvamu.edu
Enter password

If you need help with mult-factor or your password,

please contact the help desk at 936-261-2525, o Note: You will be prompted to verify your logon using the
method chose when setting up multi-factor authentication.
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https://ecourses.pvamu.edu/enroll/4R64ET
file:///C:/Users/jrstarne/Desktop/ecourses.pvamu.edu

I"

e From the dashboard, click on the Card for the class “shel

you want to work with.

o Note: If your dashboard displays the “List” view, click the course name.

Class Cards

Dashboard

Published Courses (1

PV-CANV-101 Intro to Canvas Fall... ITO GRQM-Z11
PV-IN2C-101-FA23 PV-ITO-ER GRQM-Z11 (Gen 2)
CIITS Training Courses CHTS Train ( Ise
. o B v

qualtric o

Qualtrics Intro Training Course
PV-QUTC-1001

Essentials of eCourses
ES - eCourses Essentials 2020

Higher-Ed-3 - Major's Version
HED3 - Major's Version

< 24 oY Y i)

To Do

@ Grade 1.5 Customize Your
Profile <&
TEACH

‘ Grade Gaining Interest in
Canvas Discussion
Spring 2020

11:5

© Grade Tumn It In Sample *
Assignment (External)
0 Spring 2020

11:59pm

. Grade 1.8 | Try the
Calendar
TEACH

° Grade 2.11 | Try Creating
Modules &
TEACH

61 more.

:‘ﬁ View Calendar

Coming Up

|%2 Submission Type Assignment
PV - Canvas Tippit

After clicking the card or name of the desired class, you will be taken to the class home page.

PV-DC-SP24

Global Navigation Menu }

e - Recent Announcements

Announcements

D\/.DNC_CD2A .a
_ Syllabus link in the

Grades Course Naviation Menu

Zoom 5 e

— <4=—{Course Navigation Menu[~OUrS€ Name Here]
Modules

LockDown Browser
A+ Attendance
People

Studio

Class Activity Surve
PV Online Tutoring
Badges

Office 365
StudyMate

Ally Course
Accessibility Report

Faculty Alerts

63 Student View

2 Edit

%) Immersive Read

Course Status

© Publi

) Import Existing Conten
@ Import from Commons
@ Choose Home Page

1l View Course Stream
< New Announcement
1 New Analytics

Coming Up 5] View|

Nothing for the next week
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Minimum Presence Standard 2
Linking the Course Syllabus to HB2504 File

e From the course homepage, click the Syllabus link from the Course Navigation Menu on the left side of
the page. This will open the Course Syllabus page.

Home ] Recent Announcements
Announcements 4
D\/. N _CD2A .. N
L Syllabus link in the
Grades Course Naviation Menu
Zoom ", o~
Quizzes Je—{Course Navigation Menu/COUrse Name Here]

e Click the Edit button near the top right corner of the page.

Spring 2024
Home Course Syllabus o

Announcements %

» Syllabus

31 1
7 8

Syllabus 14 13
| < Course Syllabus > 21 29
Grades 28 24

Zoom Course Syllabus
Quizzes 12 Course |
Modules X
Instructor Information
LockDown Browser

A+ Attendance . "
Curriculum Vitae

People [Image of Instructor Suggested]
Studio
Class Activity Survey
PV Online Tutoring Course Information
Badges
General Psychology
Office 365

LClace Mooty Datec/Timec

e Editing tabs and a formatting toolbar appear to indicate the Course Syllabus editing mode:

b= Course Syllabus Jump to Today January 2024
emel (<3 31 1 2 3 4 5
fAnnoncements; -2 Syllabus Description: 7 8 9 10 11 12
[Syllabus Z e 14 15 16 17 18 19
Edit View Insert Format Tools Table N\ 100 5 %5 35, 5% % 3e
[Grades 18pt v Heading 2 B I U A L~ 1 Lv BY &v Bv & : 3 2 0 AN
[Zoom

Course assignments are not

lQuizzes &
weighted.
Modules Course Syllabus

LockDown Browser

Course Syllabus
Ja+ Attendance v

People

Studio ( Instructor Information )

[Class Activity Survey

PV Online Tutoring Curriculum Vitae
Badges divs divs h2» span ® 39words <> [
Office 365
Show Course Summary
StudyMate
JAlly Course Cancel Update Syllabus
JAccessibility Report
Faculty Alerts

Course Summary:
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e Open aSecond Tab in your browser by pressing the + button at the end of the tab row at the top of the
browser window, and then navigate to the HB2504 website (http://www.pvamu.edu/hb2504/)

X [ Course Title: X +

1. Enter your name under Instructor Name
2. Click Search

UNDERGRADUATE COURSE LISTING

Course Syllabi and Faculty CV

Faculty Syllabus Upload Enter your name under

Faculty Resume Upload Instructor Name and then
PVAMU Operating Budget = 2017 Click Search

PVAMU Operating Budget — 2018

Spring 2019 last updated 1/16/201

Department: All Departments v

Semester: Spring 2019 v /

Instructor Name:

Course Name:

Search —

e After clicking search, the next page shows the results. Click on the course name in the Course column
to access the syllabus on the HB2504 website.

Department: All Departments v

Semester: Spring 2019 v

Instructor Name: Mitchell

Course Name:

Click to access Click to access
Syllabus ~ [Search Vitae

Co% Course Title Instructor / Text Book

POSC 1123-7Z02 Texas Government Nathan Mitchell Book

POSC 2143-P01 Legal Studies Nathan Mitchell Book
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http://www.pvamu.edu/hb2504/

1. Verifyitis the correct syllabus.
2. Highlight the URL by double-clicking.
o Note: Unless you have the same syllabus for every class, the notepad trick discussed in Standard 3 for
the vitae won’t work here. You’ll have come back to the HB 2504 page for each course syllabus.

3. Use Crtl-C (or right-click and select “Copy”) to copy it.

X [ Course Title X

e

(Yps://www.pvamu.edu/sites/hb2504/courses/Spring%202019/POSC%202143-P01.pdf]

gor  Open with Texthelp PDF Reader

1. Verify you pulled the correct file
2. Highlight entire url
3. Ctrl-C to copy

PRAIRIE VIEW
‘.ﬂ
A‘M

A&M UNIVERSITY

SYL

e Return to the eCourses Tab.

- Return to eCourses in

Editing URL

—

browser

< c o

@& https://ecourses.pvamu.edu/course/modedit.php?u

Click the Course Syllabus link below the “Course Syllabus” heading and then click “Link Options.”

12pt ~  Paragraph

-
U Pv By Gy B %

A

B I v 2~

T2 ™

P

Link Options

Course Syllibus

Remove Link

Course Syllabus

)

C

Instructor Information

)

The “Link Options” pane below will flyout from the right side of the page

Course Syllabus

Syllabus Description:
Edit View Insert Format

12pt ~ Paragraph

B

B

Link Options

Jump to Today
“Link Options” flyout}_b

Text

™\ 100%

Tools  Table Curriculum Vitae

I U av gvmy #vB8

Link

https:#/www.pvamu.edu/hb2504/

C

Course Syllabus

Course Syllabus

HB 2504 web address (URL)

P

Instructor Information

1/12/2023
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e Click inside the Link field, highlight (or delete) the existing URL, and then Crtl-V (or right-click and select “Paste”)
to paste the correct URL.

Link

https://www.pvamu.edu/hb2504/cou

e Notes:

o The image above shows a valid URL for a syllabus. The field may not be wide enough to view to display
the entire URL, but you can click inside and drag — use the arrow key to move — to the right to see the
rest of the URL.

o Ifyou see https://www.pvamu.edu/hb2504, that is the placeholder URL. Be sure to replace it with the
syllabus URL.
e [fyou’re done updating the Course Syllabus page, or if you just want to save your progress to this point,

scroll down if necessary and click the Update Syllabus button below the bottom right corner of the editing
window.

2 (1)

9words </> S i

Cancel Update Syllabus

This will save your work and take you out of the editing mode for the Course Syllabus page. After clicking the

Update Syllabus button, you can click the Edit button near the top right corner of the page to start updating the
Curriculum Vitae link.
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https://www.pvamu.edu/hb2504

Minimum Presence Standard 3
Link Faculty Curriculum Vitae to HB2504 File

e If not already there, click the Edit button near the top right corner of the Course Syllabus page to go

into editing mode.

Spring 2024
Home

Announcements %

Syllabus 14 19
| ( Course Syllabus > 21 2]

ng Grades 28 29

Zoom Course Syllabus : ;
Course Sylabus
@ Quizzes & Course |
= Modules )
Q) Instructor Information

LockDown Browser
G

A Attendance Curriculum Vitae
A Peopl

e [Image of Instructor Suggested]

T Studio
'(2,‘;,9 Class Activity Survey

PV Online Tutoring Course Information

Badges

General Psychology
Office 365
Class M, Dates/Times:

Course Syllabus

» Syllabus|

Jump to T
1 1

e Editing tabs and a formatting toolbar appear to indicate the Course Syllabus editing mode:

Home

JAnnouncements @

Course Syllabus

Syllabus Description:

Syllabus Edit View Insert Format Tools Table
[Grades 18pt v Heading 2 B I U A £ i Ly BY & B
Zoom

Jump to Today. January 2024
1 2 3 4 -]
7 8 9 10 11 12
14 15 16 17 18 19
21 22 23 24 25 26

28 29 30 31

Course assignments are not

JQuizzes &
Modules (

Course Syllabus

) weighted.

LockDown Browser
JA+ Attendance

People

Course Syllabus

Studio <

Instructor Information

)

[Class Activity Survey

PV Online Tutoring

Curriculum Vitae

Badges div » div » h2 » span ® 39words <> ) i
Office 365
Show Course Summary
StudyMate
JAlly Course Cancel Update Syllabus

JAccessibility Report

Faculty Alerts

Course Summary:

e Open a Second Tab in your browser by pressing the + button on the tab row at the top of the browser
window, and then navigate to the HB2504 website (http://www.pvamu.edu/hb2504/)

X [ Course Title: X -+

1. Enter your name under Instructor Name
2. Click Search
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http://www.pvamu.edu/hb2504/

UNDERGRADUATE COURSE LISTING

Course Syllabi and Faculty CV

* Faculty Syllabus Upload Enter your name under

* Faculty Resume Upload Instructor Name and then
= PVAMU Operating Budget — 2017 Click Search

« PVAMU Operating Budget — 2018

Spring 2019 last updated 1/16/201

Department: All Departments v

Semester: Spring 2019 ¥ /

Instructor Name:

Course Name:

Search |  —

e After clicking search, the next page shows the results. Click on your name to access your vitae page on
the HB2504 website.

Department: All Departments v

Semester: Spring 2019 ¥

Instructor Name: Mitchell

Course Name:

Click to access Click to access
Syllabus ~ |Search Vitae

CO% Course Title Instructor / Text Book

POSC 1123-Z02 Texas Government Nathan Mitchell Book

POSC 2143-P01 Legal Studies Nathan Mitchell Book

1. Verify it is your current vitae.
2. Highlight the URL by double -clicking.
3. Use Crtl-C to copy it.
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https://www.pvamu.edu/sites/hb2504/cvs/All/nkmitchell.pdf

goel Open with Texthelp PDF Reade

2.Highlight the entire url
3.Crtl-C to Copy

1. Verify it is your current
Vitae

PRAIRIE VIEW
‘A? A&M UNIVERSITY /

Faculty Name: Nathan K. Mitchell, Ph.D..

Work Ad

Note: If you have multiple classes to update, open notepad and copy the address for the vitae into it, that way you
don’t have to go through this process for every class. Just keep notepad open and copy and paste as you move from

class to class.

File Edit Format View Helg
https://www.pvamu.edu/sites/hb2504/
cvs/All/nkmitchell.pdf

e Copy the vitae address into eCourses.
e Return to the eCourses tab in your browser.

fhh Editing URL ‘—F-El Return to eCourses in
browser
& C O @ https://ecourses.pvamu.edu/course/modedit.php?u

e Click the Curriculum Vitae link below the “Instructor Information” heading and then click “Link Options.”

2ptv Pagaphy B T U A v 2 v TPv Py EHv mv By &

( Course Syllabus

)

Course Syllabus

p

Link Options ~ Remove Link

Instructor Information

Curriculum, Vitae

.

i, divc, o - £
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e The “Link Options” pane below will pop out from the right side of the page.

Jump to Toda
Course Syllabus “Link Options” ﬂynut}—rpl -

Syllabus Description: Text

Link Options [E]

Edit View Insert Format Tools Table N 100% Curriculum Vitae
12pt ~  Paragraph B J U A 2 T2 P~ B G~ B 2

Link

https:#www.pvamu.edu/hb2504/

( Course Syllabus
HB 2504 web address (URL)

Course Syllabus

( Instructor Information >

Curriculum Vitae

e C(Click inside the Link field, highlight (or delete) the existing URL, and then Crtl-V to paste the correct URL.

Link

https://www.pvamu.edu/hb2504cvs/

e Notes:

o The image above shows a valid URL for a vita. The field may not be wide enough to view to display the
entire URL, but you can click inside and drag — use the arrow key to move — to the right to see the rest of
the URL.

o Ifyou see https://www.pvamu.edu/hb2504”, that is the placeholder URL. Be sure to replace it with the
vitae URL.

e At this point you can go on to update the Instructor Information block or scroll down if necessary to click the

Update Syllabus button below the bottom right corner of the editing window. Clicking the Update Syllabus

button will save your work and take you out of the editing mode for the Course Syllabus.

& ®

39 words </> /‘

Cancel Update Syllabus
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https://www.pvamu.edu/hb2504

Minimum Presence Standard 4

Updating Instructor Information

e If not already there, click the Edit button near the top right corner of the Course Syllabus page to go

into editing mode.

Course Syllabus

Course Syllabus

Course |

weighte]

Instructor Information

Course Information

General Psychology

Class Mectiog Doree )

e Editing tabs and a formatting toolbar appear to indicate the Course Syllabus editing mode:

B a £

Course Syllabus

Instructor Information

Course Summary:

Course Syllabus 210 Tadav

wwwwww

e Scroll down to the text just beneath the “Course Information” heading, modify the course name and then

add the course and instructor information.

Course Information

C

)

General Psychology
Class Meeting Dates/Times:
Instructor Name:

Instructor Email:

Office Phone #:

Office Hours:

Instructor and Course

Office Location:

Information

Textbook Information (Required and Supplemental):

Required Text:

Supplemental Texts:

e Note: Some of the information will remain the same from class to class. You can copy the basic text into
notepad and then edit as necessary for each course using Crtl-C to copy and Crtl-V to paste.
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e Scroll down if necessary to click the Update Syllabus button below the bottom right corner of the editing
window. Clicking the Update Syllabus button will save your work and take you out of the editing mode for
the Course Syllabus.

7 ® 39words </> /i

Cancel Update Syllabus
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