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Introduction 
SI Leaders and SI Coordinators have the ability to edit online information within the SI calendar. 
The functions of the calendar are described, with instructions. For help with features they cannot 
control, Leaders should ask Craig for help. 
 

Main Page http://www.dso.iastate.edu/asc/si/ 
Students can view the main page for information 
about courses with SI and select links to: 
• Go to the specific SI information for a course. 
• Go to the Leader profile 

 

Leaders can view the same student information, 
plus: 
• Use the Admin to access functions designed for 

Leaders. 

 

SI Supervisors can do all of the student and Leader functions, plus: 
• Edit the contents of this page. 
• Link Leaders to specific courses. 
• Control which courses are visible. 
WebDev can: 
• Control which semester is visible on the main page. 

Specific Page for Each Course 
Students can view a specific course page for 
information about: 
♦ Session days, times, and locations 
♦ Agendas 
♦ Announcements 
♦ About SI for this Course 
 
Students can also select links to: 
♦ View the Leader profile 
♦ Download resources 
♦ Sign-up for updates 
♦ View recent updates 
♦ Contact the SI Leader  
♦ Submit a compliment/concern 
♦ Complete the scheduling survey 
♦ Complete the end-of-semester program 

evaluation (when activated) 
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Leaders can do all of the student functions, 
plus: 
♦ Add/change announcements 
♦ Add/change agendas 
♦ Add/change handouts 
♦ Add/Edit the “About SI…” 
♦ Check messages left by students 
♦ Change how messages are received 
♦ View the results of the program evaluation 

 
SI Supervisors can do all of the student and Leader functions, plus: 
♦ Update the instructor, SI Leader, and session information. (Blank information removes these fields from view.) 
♦ Receive/review the Compliments and Concerns. 
♦ Activate/deactivate the program evaluation. 
WebDev can also: 
♦ Control which functions are visible to students. 
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Basic Functions 

Function: Leader Profile  
Students can view a profile of the Leader 
through two links: 
1. Selecting the Leader’s Name on the main 

page. 
2. Selecting the Leader’s Name in the course 

page. 

 
 

 
 
Sample Leader Profile: 

 
Leaders can do all of the student functions, 
plus: 
♦ Change their profile.  

 
To Change the profile: 
1. Login as a Leader.  
2. Select Edit Profile. 
3. Type information about yourself. 
4. Describe your approach to facilitating SI 

sessions. This is a statement that will 
appear on your main page. 

5. Click [Browse…] to find a photo on your 
computer for uploading. 

6. Click [Submit]. 
 
Note: Profile information is required. Photos 
are preferred for recognition. Choose a photo 
that will help students recognize you in class 
and in sessions.  
 
 
 
 
 
 
 
Leaders can also enter their schedule at this 
point, which is necessary to schedule SI. 
1. Following the “clicking” directions to 

indicate your availability. 
2. Click [Submit]. 
 
This schedule is required. 

 
 

 

 
SI Supervisors can do all of the Student and Leader functions. 
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Announcements 
Students can:  
♦ View announcements from the specific page for 

each course.  
 
Note: The announcement heading only appears if 
there is an announcement left by the SI Leader. 

 

Leaders can view announcements, plus: 
♦ Add/Edit/Delete the announcement 

 
To Add or Edit an Announcement: 
1. Select Add/Edit Announcements 
2. Type in your announcement. Be careful about 

spelling and grammar! 
3. Click [Edit]. 
 
To Delete an Announcement: 
1. Select Add/Edit Announcements 
2. Select Clear Announcement 
 
Notes: 
♦ Announcements stay on the course page unless 

changed by the Leader. 
♦ Leaders need to remove past announcements. 
♦ Spellcheck appears in Firefox, but not in Internet 

Explorer. 

 
 

 
SI Supervisors can do all of the student and Leader functions. 

 

Agendas 
Students can:  
♦ View agendas from the specific page for each 

course.  
 
Note: The agenda heading only appears if there is an 
agenda posted by the SI Leader. 

 

Leaders can do all of the student functions, plus: 
♦ Add, Edit, or Delete the agendas. 

 
To Add or Edit an Agenda: 
4. Select Add/Edit Agenda 
5. Type in your agenda. (Be careful about spelling 

and grammar!) 
6. Click [Edit]. 
 
Notes: 
♦ Agendas stay online unless changed by the 

Leader. 
♦ Leaders need to remove past agendas.  
♦ Spellcheck appears in Firefox, but not in Internet 

Explorer. 
 
To Delete an Agenda: 
1. Select Add/Edit Agenda 
2. Select Clear Agenda 

 
 

 
SI Supervisors can do all of the student and Leader functions. 
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Creating Resources  
Students can:  
♦ View all resources for a course. Resources 

can be an upload of any file format, or be a 
link to a webpage.  

Leaders can view all the resources, plus: 
♦ Add or remove resources from students 

view. 
♦ Add resources to the master resource 

database. 
 
To upload a resource: 
1. Select Manage Handouts 
2. Type a title for your resource. Your title 

will be the linked text on the student’s 
page. 

3. Add a description if necessary. For 
example, use this line to add instructions. 

4. Browse for a file on your computer.  
5. Click [Submit]. 
 

 

 
To add a weblink: 
1. Select Manage Handouts. 
2. Type a title for your weblink. Your title 

will be the linked text on the student’s 
page. 

3. Add a description if necessary. For 
example, use this line to add instructions. 

4. Paste a URL into the URL box. 
5. Click [Submit]. 
 

 

To remove a resource from the student view. 
1. Select Manage Handouts. 
2. Click Delete in the row of the file you want 

to remove from students’ view. 

 

SI Supervisors can do all of the Leader functions, plus permanently delete a resource. 
1. Select Manage Handouts 
2. Click Delete on the resource you want to remove. 

Searching Resources  
Students cannot search past resources. They can only view resources still posted by Leaders. 
Leaders can search the resources posted by all 
previous Leaders for any past courses. This includes 
all resources posted and “deleted” from the student 
view. 
 
To Search Resource: 
1. Select Manage Handouts. 
2. Type in a search term (ex: chem). 
3. Click [Go]. 

 
To Sort: 
1. Click any column heading. 

 
 

SI Supervisors can do all of the same Leader functions.  
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Deleting Resources  
Students cannot delete resources.  
Leaders can delete resources from the student view, 
but cannot permanently delete resources from the 
Resources Database. 
 
To remove a resource from the student view. 
1. Select Manage Handouts. 
2. Click Delete in the row of the file you want to 

remove from students’ view. 

 

SI Supervisors can permanently remove a resource 
from the database. 
 
To delete a resource from the database: 
1. Select Manage Handouts. 
2. Click Delete for the handout needing to be 

removed. 
 

Compliments/Concerns 
Students can submit a compliment or concern about 
SI.  
 
To submit a compliment or concern: 
1. Select Submit a Compliment/Concern from the 

student options. 
2. Login using your ISU NetID and password. 
3. Document your concern. 
4. Click [Submit] when finished. 

 
 

 
Leaders can do the same as students. 
SI Supervisors can review and reply to the compliments and concerns. They are sent to him via e-mail. 

Automatic E-mail Updates  
Students can receive automatic e-mail updates. 
(Note: must use an ISU NetID.) 
 
To receive the updates: 
1. Select Sign-up for Updates. 
2. Login using your ISU NetID and password. 
3. If this is the first time attempting to 

subscribe, then you are automatically 
updated. 

 
 

 
To change updates status: 
1. Select Sign-up for Updates. 
2. Login using your ISU NetID and password. 
3. Select View Recent E-mail Updates. 
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4. Click Unsubscribe from Updates. 
 
To view all updates: 
1. Select View Recent E-mail Updates. 

 
 

 
Leaders can do the same as students, plus: 
♦ View a list of people who have signed up for 

updates. 
♦ Add students to the list. (Use only when 

requested.) 
♦ Delete students. (NEVER USE!) 

 
To view a list of subscribed students: 
1. Select View Recent E-mail Updates. 
2. Select View Student Enrollment. 

 
To Add students: 
1. Select View Recent E-mail Updates. 
2. Select View Student Enrollment. 
3. Add NetIDs in the box provided.  
4. Click [Subscribe]. 

 
 

 
 

 
 

SI Supervisors can do all of the Student and Leader functions, plus: 

♦ Delete all NetIDs at the end of the semester. 
♦ View a log of all E-mail updates. 
♦ View a log of all subscriptions.  

Viewing Past Updates to Announcements, Agendas, and Resources 
Students can:  
♦ View current announcements, agendas, and 

resources on the course homepage. 
♦ They can also view prior announcements, 

agendas, and resources. 
 
To view past updates: 
1. Select View Recent E-mail Updates. 
2. A listing of recent updates will appear. 

 
 

 
Leaders and SI Supervisors can do all of the student functions. 

RSS Feeds  
As an alternative to receiving information updates via 
e-mails, Students can receive RSS Feeds.  
 
To sign up for RSS Feeds: 
1. Select Sign-up for E-mail Updates from the 
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student options. 
2.  
3. Login using your ISU NetID and password. 
4. If this is the first time, you are automatically 

updated for e-mails. Select Unsubscribe if this is 
not your intent. 

5. Choose the appropriate RSS Feeds reader, and 
finish your subscription similar to any other 
Feeds. 

 
 
 

Leaders can do the same as students. 
SI Supervisors can do all of the Student and Leader functions. 
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Schedule Survey  

Completing the Schedule Survey 
Students can:  
♦ Submit a scheduling survey. A login is 

required. 
 
Note: Students would need to access the 
scheduling survey through a specific course. 
The survey looks the same for all courses, but is 
electronically tied to a specific course. 

 

Leaders can: 
♦ Add students’ surveys to the website that 

were completed in paper. 
 
To add paper-based surveys to the online 
program: 
1. Go to the online SI schedule: 

http://www.dso.iastate.edu/asc/si/  
2. Click on Admin and use your NetID to 

login as a staff member. 
3. Click on your course. 
4. Click Complete a Schedule Survey 

 

 

The scheduling survey will open.  
♦ If the option boxes for the Student NetID or 

ISU ID appear, then you have logged in 
correctly.  

♦ If these boxes do not appear, then you are 
not logged in as a staff member. Close your 
web browser and start over. 

 
For every paper survey: 
  

5. Select your course and section. 
 

6. Enter the students’ NetID or ISU ID 
Number from the survey.  

 
7. Copy the remainder of the survey into the 

online form. Note the following: 
♦ All forms without a NetID or ID 

Number should have “no” clicked for 
the e-mail updates. 

♦ Follow the left-click and right-click 
instructions for the schedule. 

 
8. Click [Submit]. 

 
9. Repeat steps 4 through 8 for every survey. 

 
SPECIAL CASES: 
 
NO ID: Leave the ID fields blank. 
 
INVALID IDs: If your get an “invalid ID” 
message after clicking submit, first check 
your typing accuracy. If it is still invalid, 
then type in Craig’s NetID (czywicki) and 
separate this form from the others. 
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ILLEGIBLE ID: Guess. If you keep getting 
the “invalid ID” message, type in Craig’s 
NetID (czywicki) and separate this form 
from the others. 

 

Evaluating Survey Results 
Proceed to these steps only after all surveys are entered electronically. If you are expecting 
surveys to be entered by students, then wait to complete this evaluation until the close of the 
survey on Wednesday, 5 PM. 
1. Go to the online SI schedule: 

http://www.dso.iastate.edu/asc/si/  
2. Click on Admin and use your NetID to login as a 

staff member. 
3. Click on your course. 
4. Click View Scheduling Report 

 
This page will give you two sets of results: 
♦ Recommended Times: A list of possible SI session 

days/times based on capturing the largest percent of 
students and your availability, or 

♦ Overall View: A table of SI session days/times 
based on popularity. 

 
5. Next, verify the accuracy of your availability and 

change as needed. (Note that any changes here are not 
“saved.” Enter your schedule in your profile to “save” your 
schedule.)  

 
6. Using the “recommended times” list, attempt to 

determine the best days and times for SI sessions. 
This is how it works:  
ROW COLORING and CONFLICT/OPEN 
COLUMN: 
♦ All rows in black are days/times that conflict 

with your availability. 
♦ Red rows do not conflict with your availability. 
“STUDENTS” COLUMN: 
♦ Gives you a count of students available at the 

listed time, and a percent of students available. 
 “ADDED” COLUMN: 
♦ Gives you a count of the number additional 

students who are available at the day/time 
listed. 

♦ Also, this list is sorted by the added column. 
CENTRAL,” “UDA,” “RCA,” and “NORTH” 
COLUMNS: 
♦ Correspond to preferred SI session locations. 
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7. Look for alternatives if needed as follows: 

♦ Changing your availability might help you find 
days/times of greater variety. 

♦ Adjusting the “level of interest” will allow you 
to focus on students with greater interest. 
(Remember: 5 is high interest, 1 is low interest.) 

 
8. Use the percentages in the location preferences to 

guess the best locations. Consider the following:  
♦ “Best” location is not always highest percent—

anything over 30% in an area is a good number. 
♦ “best” location may differ based on the time of 

day.  
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End of Semester Program Evaluation  
Students can complete the program evaluation. 
 
To complete the evaluation, students will receive an 
e-mail from Craig, with a direct link to the 
evaluation. 
 
Links to the evaluations will also appear at the 
bottom on the course page. 

 

Leaders can view anonymous results of the program 
evaluation for their course only. 
 
To view the results while the evaluation is active: 
1. Select Participant Survey Data or Non-Participant 

Survey Data to view results in Excel. 
2. Compare results to the actual survey as needed.  

 
SI Supervisors can do all of the Student and Leader 
functions, plus: 
♦ Make the evaluation visible to students. 

(“Activate Surveys”) 
♦ Remove students’ access to the evaluation. 

(“Deactivate Surveys”) 
♦ Download the survey results. 
♦ Clear the survey results. 

 
To activate the evaluation for all courses: 
1. In the admin view, select “Activate Surveys” 

from the drop-down menu. 
 

Deactivation of surveys for all courses is in the same 
drop-down menu. 

 

 
 

To activate the evaluation for only one course: 
1. In the course view, select Activate Surveys from 

the Surveys options. 
 
 

Deactivation of the evaluation for one course is in the 
same place. Note that Deactivate Surveys is visible 
only when the evaluation is active, and vice versa.  

 
To download the evaluation results for all courses 
into MS Excel: 
 
2. Choose “Participant Survey Data (XLS)” from 

the drop-down menu. 
3. In the dialog box that opens, choose [Open] or 

[Save] as desired. 
 
Follow the similar process for Non-Participant 
results. 
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To clear the evaluation results: 
1. Choose “Clear Survey Data” from the drop-down 

menu. 
 
Tip: Clear only when certain results have been 
downloaded and recorded…such as right before the 
next evaluation period is to begin. 
 
Tip: Results also record the date/time stamp the 
evaluation was completed. Use this hint to ensure 
data was collected during desired time frame. 

 
 

 

WebDev can change the actual content of the survey. Craig must contact them to request updates at least 2 weeks in 
advance. 
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Administrator Functions 

Changing SI Leader Staff  
SI Supervisors can: 
♦ Add a new Leader. 
♦ Change Leaders’ profile information. 
♦ Assign a Leader to a course. 
♦ Remove Leaders. 

 

To add a new Leader: 
1. In the admin view, select Add New 
2. Type in the ISU NetID. This muse be typed 

correctly, as this is the function which allows a 
Leader to access certain functions. 

3. Type in the name that should appear on the 
website. Use first name only, and last initial 
when required. 

4. A profile or photo can be added here, or updated 
by the SI Leader. 

5. Click [Add]. 

 
 

 
To remove a Leader (and his/her access to the SI 
website) select Delete in the row of the Leader’s 
name. 

 
 

Adding/Changing the Course Information  
SI Supervisors can: 
♦ Add a new course 
♦ Change information about a course. 

 
To Add a new course: 
1. Go to the “Admin” view. 
2. Select Add New Section 
3. Type in the course, lecture days/times, 

and Instructor. 
4. Select the Leader from the drop-down 

menu. 
5. Type in the SI session information. 
6. Click [Add]. 
 
To change course information: 
1. Go to the Admin view. 
2. Select Edit in the row of the course 

needing changes. 
3. Follow steps 3-5 above. 
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Controlling which Courses are Visible  
SI Supervisors can remove a course from the 
public view: 
1. In the Admin view, select Hide in the row 

of the course which should be hidden 
from public view. 

 
To show a course in the public view: 
1. In the Admin view, select Unhide in the 

row of the course which should be hidden 
from public view. 

 
NOTE: The Hide option is available only 
when a course is currently visible, and Unhide 
option is available only if a course is currently 
hidden. 
 
To permanently remove a course: 
1. In the Admin view, select Delete in the 

row of the course which should be 
deleted. 

 
 
 

Editing Resources  
SI Supervisors can:  
♦ Edit characteristics of a resource. 
♦ Upload a different version of a resource. 
 
To Edit the Characteristics: 
1. Select Manage Handouts 
2. Click Edit for the handout needing to be 

changed. 
3. Change the characteristics necessary.  
4. Click [Submit]. 

 

 
 

 
To Upload a different version of a handout: 
1. Select Manage Handouts. 
2. Click Edit for the handout needing to be 

changed. 
3. Use [Browse…] to locate the updated version of 

the handout. 
4. Click [Submit]. 
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