New Faculty FAQs
Click on links for additional information

How do | get my employee ID number (also known as my Banner number)?

You need to go to Human Resources (located in FA166 in building #9 on the USI campus map) to obtain your ID# and
Authorization Form.

As an easy first step, you can see Linda Dillbeck in the College office (located in room OC3057 on the third floor of the Orr
Center (building #16 on the USI campus map) for simple directions to HR.

Once | have my ID#, how do | get my Employee ID Card (also known as my Eagle Access Card)?

Once you have your ID#, you need to take your Authorization Form to the Eagle Access Card office located next to the USI
Bookstore in the University Center (in the student center to the left of the bookstore in UC132G in building #28 on the USI
campus map). Here you will have your picture taken and receive your Eagle Access Card. (This picture is in addition to the
picture you will need to also have taken in Photography.)

Why do | need a picture taken in Photography?

The university wants a current picture on file of all employees. This picture can be taken on the day of the University-wide
Meetings (August 24, 2009) or by calling Barbara Goodwin (465-7130) in Photography and scheduling an appointment.
Photography is located in the Publishing Services Center, #19 on the USI campus map.

What is my office location / number etc.?

Linda Dillbeck will inform you of your office location and number as soon as the information is available from the Dean’s
office. All College of Business faculty are housed in the Orr Center.

When can | move into my office? — How do | get keys?

Linda Dillbeck will inform you of the date when you can first access your office (based on availability). You must personally
pick up your keys in the physical plant offices (building #18 on the US| campus map). A valid Eagle Access Card must be
presented to obtain your keys.

Phone —what is my phone number for my office?

Linda Dillbeck will provide you with your phone number when available.

How do | get computer access? What is my e-mail address?

You must first fill out a Network UserID Request Form which can be found at
http://www.usi.edu/compctr/support/docs/network _request.pdf; have either Dean Mohammed Khayum, Associate Dean
Brian McGuire, or Assistant Dean Tim Schibik sign as the fiscal agent; and deliver it to the USI Computer Center, located on
the lower level/basement of the Orr Center. Usually your request will be processed within 24 hours.

After the request is processed, you must personally take a valid picture ID (driver’s license or Eagle Access Card) to the USI
Computer Center, located on the lower level/basement of the Orr Center, to obtain your computer access information and
e-mail address. (The Network ID and password are also called the Outlook username and password.) You will also receive
your MyUSI password.

When logging onto the network for the first time, you will be required to change your password to whatever you would
like. From then on, you will need to change it every two months.

How do | get business cards?

Linda Dillbeck can assist you in placing your order for USI business cards.


http://www.usi.edu/compctr/support/docs/network_request.pdf

When do | first get paid?

The first regular paycheck will be directly deposited to your designated account (done during the HR portion of new faculty
orientation) on September 30, 2009.

How do | get a login and password for MyUSI and Blackboard?

You will receive your MyUSI password from the USI Computer Center when you obtain your e-mail address and network ID.
You can change this password at any time you desire by going to the “Workspace” tab within MyUSI.

USI’s main computer access portal is called MyUSI and can be accessed via http://my.usi.edu. It is used for reporting
grades, advising information, personal information, pay information, etc. by selecting “Self Service”.

Primary access to our course management system (Blackboard 8.0) is through MyUSI by clicking on the Blackboard icon.

How do | read my e-mail from off campus?

You can access your email through an internet web page https://exchhub.usi.edu If you see a window saying you are
entering a secure site — click OK. For your Domain\Username enter your entire email address (username@usi.edu). If
prompted for DOMAIN — enter USI.

Why do | have different email accounts on Outlook and MyUSI?

All employees have an Outlook email account (username@usi.edu). All students and employees have a MyUSI email
account (username@mail.usi.edu). When students send you emails via Blackboard, the emails will arrive in your MyUSI
account. If you want to look in only location, which most employees want, you may have your MyUSI email forwarded to
your Outlook email account. This is accomplished by clicking on the “MyUSI Mail” icon in MyUSI, “Options” in the lower
left, and “Forwarding” under the Mail option.

Web pages / Blackboard / How do | get/build my own webpage?

Course Blackboard pages are automatically built for each course. Should you have specific questions, Jason Guerin in
Instructional Technology (IT) 461-5327 will be able to help. IT holds training sessions at the beginning of each semester.

Jenny Medcraft the College computer systems analyst will construct a web page for you containing the standard
information for all faculty. Should you want additional information added to it or to add to it yourself, please contact her.

Computer / software / Printer location?

Each faculty office comes equipped with a desktop computer containing a standard software setup (Microsoft Office etc.).
Faculty members needing additional software should contact their department chairperson. The network faculty printer is
located in the faculty lounge (OC3039).

How do | get my laptop on the network?

You may use the USI wireless network from anywhere on campus. Your Network logon information will allow you access to
the network.

Syllabi -- guidelines / examples

Your department chairperson and/or departmental colleagues can provide you with example syllabi and information
concerning typical content in the College of Business. After you have completed your syllabi, send them as email
attachments for archiving to Jenny Medcraft, jmedcraf@usi.edu.

Office Hours (how many, which days)

College of Business faculty members are asked to hold at least five (5) hours of office hours per week. Typically, faculty
members will hold office hours on their teaching days.
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Copies (in general) / Exam Copies

All College-related copies should be taken to Michelle Simmons. In addition, all faculty have access to the copier via
individual codes. See Michelle Simmons for information concerning your access code.

Faxing / Long Distance

A fax machine is available in the workroom adjacent to your faculty mailbox (OC3062). The College of Business fax number
is (812) 465-1044. Work related long distance phone calls can be made from any faculty phone.

How do | get office supplies?

Please see Michelle Simmons in the College of Business office for office supplies.

Key meetings/events to attend
Faculty members are to attend:

e Fall University-wide Meetings — 2009 University Meeting — August 24" @ 8:00 AM in Carter Hall

e College of Business Fall Faculty Retreat — August 27" @ 8:30 AM in Rice Library

e Spring University-wide Meetings — Date and Time TBA

e College of Business Spring Faculty Retreat — Date and Time TBA

e All new faculty are required to attend the USI New Faculty Orientation Program — formal information will be coming
from the Provost’s office in late summer — schedule can be found here: http://www.usi.edu/creativity/orientation.asp.

e Fall and Spring Graduation Ceremonies — Date and Time TBA

e Fall and Spring Advising Periods (normally, the first two weeks of April and November) — Date and Time TBA.

e All College and Departmental Meetings -- TBA

e  Grades are usually due the Tuesday morning (10:00 AM) immediately following finals week of each semester (including
summer sessions).

Where do | find the USI and COB Faculty Handbooks?

The College of Business Handbook can be found at
http://business.usi.edu/facultyinfo/COB-Handbook-current.pdf

The USI Faculty Handbook can be found at http://www.usi.edu/hr/handbook/handbook.pdf

What do | need to do if | am going to miss classes?
0 Fortravel -
Linda Dillbeck can provide you with an overview of the USI travel process and necessary forms. Additional
information can be found on the USI Travel Services page at http://www.usi.edu/busoff/Travel/
0 Sick —who to call?
If you are sick and unable to cover your classes, call your department chairperson as soon as possible.

Deadlines —Grants / Reappointment

Your department chairperson will provide you with information concerning important dates throughout the academic year.
You may also find dates at http://business.usi.edu/deadlines.asp.

How do | order textbooks and when?

Mary Spahn in the College of Business office can provide you with information concerning the deadline for textbook orders.
Information concerning how to order your textbooks can be found on the USI Bookstore webpage at
http://usibook.usi.edu/SiteText.aspx?id=3217

Travel == Policies / support

Your department chairperson can provide you with information concerning USI Travel policies and COB travel support.
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e Dol need a parking permit / Do | have to register my car?

Faculty, staff and visitors may park in most campus lots at no cost and with no special parking permit. Drivers are urged, but
not required, to register their vehicles at the Web site listed below. Registration allows the University to contact you if
there is a problem with your vehicle. Complete rules and regulations are in the Parking Department Office located within
the Security Building. Parking information may also be found on the Web at www.usi.edu/security.

e How does the phone work (international/long distance calls etc.)
0 Quick Reference Guides
A Rolm Phone — Telephone -- http://www.usi.edu/compctr/services/tele/teleref.asp
A Rolm Phone — Phonemail/Voicemail -- http://www.usi.edu/compctr/services/tele/phonmail.asp
(You will want to go through the “Answering Options” to record your name and your personal greeting.)

e Is there money for memberships/subscriptions? How do | access these funds? Who?

All College faculty members have access to faculty development funds that can be used for memberships and subscriptions.
Your department chairperson can provide you with additional information concerning the level of support and any
necessary administrative tasks.

¢ Do |l have access to laptops/projectors/Wireless mice for checkout? Where? How done?

Several laptops, wireless mice and an LCD projector can be checked out in the College office for either classroom needs or
for travel. See Linda Dillbeck in the College office for information.

e Advising? How/when/where/why?
0 How many advisees will | have and what are my obligations?
What are the advising sign-up sheets and how many days/hours should | be here?
How late in the semester can students drop my course?
Can | admit students/how do students gain admission to a closed class?
Are students automatically dropped for non-attendance?
How many students will be enrolled in each of my courses?

O O O 0o

Information concerning the faculty role as advisor within the College of Business will be provided at a later date. See Dr.
Tim Schibik or Christy Nolan in the College office for specific guidance.

e Reappointment — packet structure / process / dates / people

All discussions concerning reappointment should be conducted with your department chairperson.
e Does the faculty have access to an on-line activity reporting program?

Yes, faculty are required to utilize the SEDONA system to keep track of teaching, research, and service activities throughout
the year and scoring student rubrics at the end of each fall and spring semester. The URL is http://sedonaweb.com. The
Member ID is the last six (6) digits of your Eagle Access number plus “usi” added to the end. Contact the College computer
systems analyst Jenny Medcraft for your password and additional information on the SEDONA system. Tutorial sessions will
be conducted early in the fall semester each year.

Contact Information

e  Dr. Mohammed Khayum, 465-1681, OC 3054, mkhayum@usi.edu

e  Dr. Brian McGuire, 465-7031, OC 3059, bmcguire@usi.edu

e Dr. Tim Schibik, 464-1880, OC 3061, tschibik@usi.edu

e Linda Dillbeck, 465-1681, OC 3057, Idillbec@usi.edu

e Jenny Medcraft, 461-5248, OC 3012 (AM); 461-5319, LA3013 (PM), jmedcraf@usi.edu

e  Christie Nolan, 464-1962, OC 3057, ceaves@usi.edu

e  Michelle Simmons, 465-7001, OC 3057, masimmons3@usi.edu

e  Mary Spahn, 464-1979, OC 3057, mespahn@usi.edu
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