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On May 18, 2008 the District Office applied changes to the Student Information System that require faculty to set a
preferred institution. Without a preferred institution, faculty who attempt to submit grades will find they are given no
choices from which to select a grade. In other words, all of the roster grade drop-down boxes will be empty.

The steps below outline the process for setting a preferred institution. All faculty must do this only once, as the setting
will be saved for all future terms. Faculty who teach at multiple colleges (institutions) may choose any one of their
institutions to be their preferred institution, and will still be able to see class and grade rosters for all institutions.

Once in the Faculty Center, click the drop-down box next to My Info.

Select User Preferences from the list.

Click the round Go button to the right of the My Info box.

On the User Preferences screen, click the drop-down box next to Institution.

Select your preferred Institution (Mesa in the example).

Click the Save button.

On the Save Confirmation screen, click the OK button.

On the User Preferences screen, click the Return to Faculty Center button.

Reminder: Click the Change Term button if necessary to select the correct term and college, and continue with
the grading process.
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