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How to Approve Pre-Student Teaching
Experience Documents

Application:
Campus Solutions

Audience:
Teacher Education

Objective:
In this job aid, you will learn how to approve pre-student teaching experience documents.

Before you Begin:
To sign in to Campus Solutions, go to cs.illinoisstate.edu. Once there, click the Sign in using
CentrallLogin button. Then, you will be prompted to log in with your ULID and password.

Once you log in, the options on your screen will depend on your user role.

Contact:

If you are unable to log in, contact the Technology Support Center (TSC):
Phone: (309) 438-HELP(4357)

Email: supportcenter@illinoisstate.edu

Website: |ITHelp.lllinoisState.edu.

To view more instructional documents and training videos, or to sign up for workshops, contact
the AT Knowledge & Training team:

Email: ATTraining@ilstu.edu

Website: AT.lllinoisState.edu/Training

For further assistance regarding this task, contact the Cecilia J Lauby Teacher Education Center.
Phone: (309) 438-3541
Email: clinicalguestions@illinoisstate.edu
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1. Confirm that the homepage is set to Faculty. If a different homepage is displayed, access
this homepage by clicking the dropdown menu to select this option.

Profile Faculty

& | e

2. Click the Faculty tile.

3. Click the Clinical Experience menu item on the left side of the screen.

< Faculty ISU Faculty

1 Faculty Center v
Faculty Center Advigor Center Search
W Ciinical Experience v My Schedule | Class Roster | Grade Roster
Faculty Center
Search v
1 My Schedule
1 Reggienet Course Combination ~ @

E‘Go fo top



4. Inthe menu that appears, click Pre Student Teaching Approval.

< Faculty ISU Faculty

1 Faculty Center A%
Faculty Center Advisor Center Search
1 Clinical Experience ~ My Schedule | Class Roster | Grade Roster
Faculty Center
Pre Student Teaching Approval
9 AApp My Schedule

1 Search v

®

1 Reggienet Course Combination v

Eeototop

5. Enter any search criteria you have available, or click on the appropriate lookup button to
select from a list.

Click the Search button.

Your search results will display at the bottom. Select the appropriate person from the search

results.
< Faculty ISuU Faculty
T Faculty Center ~
Pre Student Teaching Approval
1 Clinical Experience & Enter any information you have and click Search. Leave fields blank for a list of all values.

Pre Student Teaching Approval Fand ap Exkfing Value

= Search Critenia

7 Search ~

Instructor ID: begins with ¥ |1000001914

Student ID: begins with ¥
B Reggienct Course Combination Academic Institution: [egins with *
Academic Career: - - —
Term: | begins with |
Session: = = [ — .:
Class Number/Group Code:[= =l
Status: e e —
Subject Area: [begins with ¥

Catalog Nbr:

Class Section;

Last Update Date/Time:
Last Update User ID:
Last Name:

First Name:

! Case Sensitive

f.hegins with____v
[begins with
R

begins with v
[ begins with v
[begins with v

Search Clear

Basic Search Save Search Criteria




6.
certain semester.

For this example, click the lookup button in the Term field to search for all students within a

< Faculty ISU Faculty

1 Faculty Center
I Clinical Experience
Pre Student Teaching Approval
i Search

M Reggienet Course Combenation

Pre Student Teaching Approval

Instructor 10:
Student ID:
Academic institution: s
Academic Career: v

v
Term:
Session: v v

Class Number/Group Code:
Status:

Subject Area:

Catalog Nor:

Class Section:

Last Update DateTime: = v
Last Update User 1D
Last Nama:
First Name:

Caso Sensitive

Searth

7. Select the current semester from the search results. For this example, click 2165 Spring

Semester 2016.

< Facuity ISU Faculty

1 Faculty Center w
1 Clinical Experience ~
Pre Student Teaching Approval
1 Search v

" Reggienet Course Combination v

Pre Student Teaching Approval

Look Up Term =
Term

Description:
Short Description: | ¢

LookUp | Clear || Cancel [BasicLookup
Search Results
Search Criteria View 100 First [ Vs e g Last

Tes Short Description

Case Sensitive

0
il

Search Criteria

Fall 2009

arch




8. Click the Search button.

< Faculty ISU Faculty

1 Faculty Center ~
Pre Student Teaching Approval
T Clinical Experience ~ Enter any information you have and cli

earch. Leave fields blank for a list of all values

Find an Existing Value
Pre Student Teaching Approval

= Search Criteria

] Search ~ . -
Instructor ID: | begins with v |1000854856
Student ID: | begins with = |

1 Reggienet Course Combination v Academic Institution: [ Deg\.ne with ¥ |
Academic Career: [= L v
Term: | begins with v |2165
Session: [ v v
Class Mumber/Group Code: v )
Status: | v Submitted A
Subject Area: | begins with ¥ | )
Catalog Nbr: | begins with.'.-
Class Section: beqgins with ¥
Last Update Date/Time: [= = v '
Last Update User ID: | begins with
Last Name: | DEQIHI‘\S witiﬁ“‘ |
First Name: | begins with ¥ |

Case Sensitive

Clear |Basic Search Save Search Criteria

9. Select the student you would like to approve first from the students in the Search Results.

< Faculty ISU Faculty

1 Faculty Center ~ Pre Student Teaching Approval
T Clinical Experience ~
Pre Student Teaching Approval
] Search ~

1 Reggienet Course Combination v

Case Sensitive

HumberGroap Co e Last Update User I Last Hame Middie Harme

Independent Practice S
Isa




10. Confirm that the correct teacher candidate was selected.

< Facuity ISU Faculty

] Faculty Center
1 Clinical Experience

Pre Student Teaching Approval
] Search

1 Reggienet Course Combination

11. Confirm the teacher candidate selected the correct School, Begin Date, End Date, Hours, and

v

B Pre Student Teaching Approval

Student ID:

Academic Institution:  ILS

Academic Career
Term:

Session:

5598

Class NbriGroup:

Frekindergarten Ed

Organizations Details

Approve Reject Status

Approve Reject Submitied

“External Org ID

Last Update Date/Time:

Last Update User Ix

Description Diverse

5003685 @ Parkside Efementary Schoo Yes

Co-operating Teacher. Correct any inaccurate information.

€ Faculty ISU Faculty

0 Faculty Center @

1 Ciinical Experience "
Pre Student Teaching Approval ;

0 Search it

0 Reggenet Course Combination

Last Lipdate DateTime:

Last Update User I0:

Override
Diverse

- 0308016

*Begin Date

1]

*End Date *Hours

03082016 |8 |6.00

Cimical Siatun

A Hestin List

[=] tactity

Chinical



12. If the classroom the teacher candidate did his/her clinical experience in is diverse and the school
is not, use the Override to Diverse dropdown menu to select Yes. Otherwise, this field can be

left as No.

*Please note that if the school is diverse, the Override to Diverse has a default of Yes.

< Faculty ISU Faculty

W Faculty Center v .

1 Clinical Experience ~

Pre Student Teaching Approval

1 search v

} Reggiens! Course Combinatkn | . st e

13. Click the Experience Descriptors button.

% Facuiy ISU Faculty

1 Faculty Center w
sow | Parsonancs Fags

| Clinical Experience -~

Pre Student Teaching Apgroval e

¥ search v

| Repgienst Coursa Combination  ~




14. Confirm the teacher candidate selected all the correct experience descriptors. Correct any that
need to be corrected.

Faculty IsU Faculty

1 Faculty Center - Experiance Daacrl -

vt U ar

1 Clinical Experience ~

Buestion 12 Setfing (sehist ond)

Pre Student Teaching Approval
Guestion T Level {velect ail that seply)

J Search v * "
s w
. Ageacy T Al
1 Reggienct Course Combinabon ~ v d e
' . [N —
2 '
) "
Question X Cuttural Composrtion (swlect ail that appiy)
NEE P —— i
o

gt with Mo Drstines

Guestisn &2 Expenience Type (select afl that apesy)

¥ Cmnervance nec g heiren) LA e maturBen Graauses Prarnewm
Tikioring e v one contac Vitvole Clans narucion Frotes snad lestg

15. Once all experience descriptors have been confirmed, click the OK button.

% Facuity ISU Faculty

W Faculty Center o perienee Dieangdor, ®
Quostion 1! Sotting (solect o)
1 Clinical Experience -
Question T: Level (seloct all that apply)
= T 2wt . [ 4 "
re Student Teaching Approval i Pra-K Mot Dy Cire 7
¥iPre s hges 15
K r
J Search w 3 u
z "
3 "
Bl Reggienst Course Combination
Guestion 3: Cultuwsl Eompositeon (select sil that spply)
Fae B sopanic Paoverty (s teduced meal emosment)
P R p— O
Assasincan Pachc Islander  Wihite thoa Hagan
uestion 4: Bite Type (seloct one)
5 s 3
Question §: Exceptionsity (seleot sl that spply)
7 Bgmeth L arguage imgared P
S — .t ed
[ MOtarAL T AN [Raatary HeSTR BTSN ¥ Awmum Lpactram
Dvat s 1 s e g ey < Uwmbopmentaty Deured
- [P S— -




16. Use the Clinical Status dropdown menu to select the status for the clinical experience.

< Faculty ISU Faculty
Horss Windinw | Parannalics Fage

 Faculty Center v
7 Glinical Experience P
Last Update Dato/Tima:
Fre Student Teaching Approval Lasut Ut Ustmt 10
I Seach |

J Reggienct Course Combination

sherl  Name Experience Dese

Experiance Desarip

tesim Lt | ([ ooty

17. Click the Approve button if everything is accurate. Click the Reject button if the teacher
candidate needs to make edits.

© Facutty ISU Faculty
Heow Window | Pecsonalos Fags

I Facuiy Center ok
Pre Student Teaching Approval
1 Clinical Experience o, [
Academic nste Last Update DateTime:
Pre Student Teaching Appraval fre Lt Upsbate User I
Tarm: 2184
' Search i SesSkN

Class NbriGroup:
H Reggiensl Course Combination  ~

“Inet Dace Hours Chnicad Stutin ‘Co-operating Teacher B

Approve Resect tatus “Crtermal Org 0

# = Appiove Hujoct

& 5ave || Retento Seach | |1l Prewows inbist | [ restinlisn |1 hotey



18. Click the Return to Search button to return to you search results.
Click the Previous in List button to see the previous teacher candidate's submission.

Click the Next in List button to see the next teacher candidate's submission.

4 Facuity ISU Faculty
l Facuity Center

Pre Student Teaching Approval
1 Clinical Experience -~
Shudent T

Pre Student Teaching Approval

I Search -

J Reggienct Cowrse Combiniation

e l; RetumioSearch 8 Precusiniist o3 edinList I Nty

19. To edit the form (including the Term Section), before and after the student submits the form, or
to delete a submission, contact the Cecilia J Lauby Teacher Education Center. You can give them
a call at (309) 438-3541, or email them at clinicalquestions@illinoisstate.edu.
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