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1 LSEFORYOU

1.1 What can LSE for You do?
LSE for You is an online system that allows you to:

e View your students’ timetables

o Allocate course leaders and administrative support for your Graduate Programmes
« Configure the way that your student can enrol for Graduate Seminars

o Make your graduate courses ‘controlled access’

e See photographs of your students, past and present

« View your past and present students examination results

« View your students’ class registers

« Manage office hours for the department

« Nominate colleagues to monitor class register completion by your teachers.

1.2 Navigating LSE for You
The menu on the left hand side is where you will find all the main features of LSE for You.

Note: your menu may look different to the one below, as it will depend on the roles that have
been allocated to you.

[SE LSE for You

MY MENU

Personalise My Menu

» Everyone
LSE for You Options ¥ These are options that everyone at
News + the LSE will have access to. Here
_ you can manage your account

2 —» Termly Report Completion details.

Reviewer
3 —> Registers +
4 —> Timetable Clash Checker + » Staff
5 —> Course Leader Allocation These are options will look different
6—> Graduate Course Choice + depending on the roles that are
7 —» Office Hours + allocated to you. Here you will be
8 Online Graduate Seminar Sign- (4 able to access class registers, office

up hours and course leader allocations.
9 — Timetable Viewer Plus




1.2.1 Find help when you are navigating through LSE For You

If you need further assistance, please use the link on the top right of each screen, that says
‘Help with...’, to get more information about a specific page.

O This symbol will be used throughout this document to help you locate the help links.

1.3 How do you get the “Department Manager” role?

To obtain this role contact the IT Service Desk (it.servicedesk@Ise.ac.uk) who will assess
whether you have authorisation and grant you the permission required. The options
available on LFY for the Departmental Manager role are numbered from 2 to 9 as shown
above.




2 TERMLY REPORT COMPLETION REVIEWER

2.1 What is the termly register completion reviewer?

This application allows you to choose who in your department will be able to monitor the
completion of class registers by your teachers.

Termly Report Completion

Reviewer

Registers +
Timetable Clash Checker -+
Course Leader Allocation
Graduate Course Choice +
Office Hours +

Online Graduate Seminar Sign- 4

up

Timetable Viewer Plus

2.2 Adding a new reviewer

+— 21

To add a member of your department as a ‘Register Completion Reviewer’ you simply need
to enter their LSE network email address at the bottom of the page and click “Save”.

Help with Register Completion Reviewer €——— @

Termly Report Completion Reviewer

Department Name: European Institute

Setid:

2016117 )

Setid Email Name Delete
2016/17 ‘c}lse.ac.uk I | 0o
2016/17 (G se ac.o« | | Oc'-t-
201617 |[llli@ise acok | | o---
201617 |G se.2c.« | [ NNGGEEEEEEE | oc-t-

Enter a new class register completion reviewer by entering his/her email address

| Enter email I

Save

@Ise.ac.ukl — 2.2



3 CLASS AND SEMINAR REGISTERS

3.1 Whatis it?

Registers are generated in the morning of a day of teaching and they are an online tool for
teachers to record aspects related to the class they are teaching, such as student’s
attendance and course work. As a Department Manager you are able to sign-up for weekly
reports of students’ absence notes and to see the completion summary of all courses taught
in your department.

Termly Report Completion

Reviewer

Registers -

Introduction < 3.1
Absence Notes Report

Subscription «— 32

Departmental Manager Register

) <+«— 33
Completion Summary

3.2 Absence Notes Report Subscription

Here you can subscribe to a weekly email containing the absence notes issues to students
in your department. Although this is optional, it can be used to detect and monitor students
with attendance issues, which can be related to other problems that are affecting their
academic performance.

Choose on whether you would like to receive this report by clicking ‘Subscribe’ or ‘Do not
Subscribe’. Then, ‘Save’ your option. You can change this anytime you like.

C o

| leti
Reviewer | e Absence Notes Report
Registers -| Subscription

Introduction

Absence Notes Report Sign-up to a weekly email of absence notes issued to students in
Subscription your department. For queries contact Ify@I|se.ac.uk

Departmental Manager Register

Completion Summary ‘| Update your Absence Notes Subscription(s): }—

Timetable Clash Checker + .
: Department Subscription
Course Leader Allocation P status
Graduate Course Choice + Department of Psychological O ®Do not — 3.2
) and Behavioural Science Subscribe Subscribe
Office Hours +

Online Graduate Seminar Sign- 4
up Cancel All Change:

Timetable Viewer Plus




3.3 Register Completion Summary

Here you view the summary of the teachers’ class register completions of your department
for a select academic session. Usually, the selected academic year is the current one, but
you can fetch previous sessions.

Essentially, you will see a table with the existing course list of your department, the group to
which the course belongs to, the percentage of attendance recorded per class, as well as
the percentage of complete course work both for MT and LT. This summary will give you a
general view of how up to date your teachers’ class registers are.

Departmental Manager Register Completion Summary

[ ; 3 B .
" ) An Academic Tutorisl relsted to this screen is avsilable here

HR®

This is a summary of teacher class register completion for your courses for the session: | 2016/17 v

[Clshow attendance breakdown by week [fatch

1 2|3 45 6 10w

<+«—33

class group | tescher sttendsnce percent complete

no. of 'Percentage of coursework complete’ filled in MT

no. of 'Percentage of coursework complete’ filled in LT

MT Commenis

LT Comments.

MY 421M o 1]

MY 421M 173

=]

MY 421M 03 100

MY 421M 04

MY 421M 0s

MY 421M o7

MY421M o0s

MY 421M o0g

MY 421M 10

o

o

o

o

0

a

0

a

<

MY421M | 08 - T
[ 10



4 TIMETABLE CLASH CHECKER

4.1 What does the timetable clash checker do?

This application allows you to monitor the students who have clashes in their timetables. It
will tell you who the student is and which classes clash.

Termly Report Completion
Reviewer

Registers +
Timetable Clash Checker -
Introduction +— 41

Timetable Clash Checker -
Department Screen

+— 42

Course Leader Allocation
Graduate Course Choice +
Office Hours +

Online Graduate Seminar Sign- 4
up
Timetable Viewer Plus

4.2 Timetable Class Checker — Department Screen

Here you can check any existing clashes in students’ timetables. In this screen, there are

no current clashes.

Help with Timetable Clash Checker - Department Screen €—— Q

Timetable Clash Checker - Department

Screen

Department: Department of Psychological and Behavioural Science (PS)

Year: 2016/17

Link to Sessional Timetable

Students' Timetable Clashes|

Student ID No. Clashes Day Clash Terms Module 1 Time Module 2 Time

| Nothing found to display.

<

—— 4.2

4.2.1 Existing Timetable Clash

In case of a timetable clash, you will see all the information related to it, such as the student ID, the
term where the clash happens, the week day of the clash and the modules that clash with their

respective times.

Department: Economics (EC)
Year: 2014/15

Link to Sessional Timetable

Students' Tin bl Clashes}

Student ID No. Clashes Day Clash Terms Module 1 Time

Module 2 Time

10 MON | L

UBEC Year 2

EC220

11:00

-12:00

ST201

10:00 - 12:00

+—1 4.2.1




5 COURSE LEADER ALLOCATION
5.1 What is course leader allocation?

As a Department Manager you are able to allocate the ‘Course Leader’ role to members
within your department.

By assigning an individual as a course leader they will gain LSE for You roles which will give
them access to specific applications, such as:

Course Leader Register Completion Summary
Graduate Course Choice

Managing Capped Course Requests

Online Graduate Seminar Sign-up
Administering Student Sign-up

Managing Course Settings

Graduate Student Seminar Sign-up

Setting Seminar Size Limits

Termly Report Completion

Reviewer

Registers -

Timetable Clash Checker +

Course Leader Allocation +«—51
Graduate Course Choice +

Office Hours +

Online Graduate Seminar Sign- (4
up
Timetable Viewer Plus

5.2 Allocating course leaders

You will have access to all programmes that are associated with your department. You can
search for the course you are looking for by either scrolling down or by selecting a course
category (the first number in the course code).

Simply add the email address of the user that you wish to add as course leader. Multiple
course leaders are possible.

You can also fetch other academic sessions to consult previous allocated course leaders.

Q If you need further assistance, please use the link on the top right of the screen, that
says ‘Help with Course Leader Allocation’.



Course Leader Allocation

Setid:

Select Course Category(s) |

o
.

Help with Course Leader Allocation

1M2Maz¥aMsMUuM

<«— 5.2

Displaying 1 to 10 of 24 course(s) B Number of records to show |10 v
(S:iﬂ':se Id (Course Category) Course Name Email Name Add Delete
%0811%;7 (1) Social Psychology _@Ise.ac.uk _ %m‘_[ @lse ac uk
?’0511?(1]7 (1) Foundations of Psychological Science [ 2B _ %m‘_‘ @lse.ac.uk
%USLEE’ST (4) Contemporary Social and Cultural Psychology | | G's= ac.uk ] %_1 @lse.ac.uk
g’tgd%‘:? (4) Organisational Social Psychology -@Ise.ac.uk _ %m‘_[ @lse.ac.uk
E’USL%ST (4) Political Psychology of Intercultural Relations Unassignad @lse.ac.uk Delete
;&?&7 (4) Social Representations lse.ac.uk _ %m‘_‘ @lse.ac.uk
EGSLBQT (4) The Social Psychology of Economic Life -@Ise.ac.uk _ %_‘ @lse.ac.uk
?’031451"{;7 (4) Health Communication Ise.ac.uk I %m‘_[ @lse.ac.uk
E’USE’F (4} Issues in Social Psychology: Group Dynamics mlse.ac.uk _ %_1 @lse.ac.uk
étgg;? (4) Knowledge Processes in Organizations G =< ac.uk _ %_‘ @lse.acuk

Displaying 1 to 10 of 24 course(s) [

Number of records to show

0 v

o



6 GRADUATE COURSE CHOICE

In this category, you will see all of the options related to Graduate Course Choice, from
allocating the programme administrators to configuring seminars and courses. There are
further guides available if you click on the ‘Graduate Course Choice’ tab, followed by
‘Introduction’.

Termly Report Completion
Reviewer

Registers +

Timetable Clash Checker

+

Course Leader Allocation
Graduate Course Choice -
Introduction

Programme Administrator /

; . 4——
Director Allocation Screen 6.1

Graduate Course Choice -

Seminar Configuration 6.2.1

Graduate Course Choice - Manage o 6.2.2
Capped Course Requests o

Graduate Course Choice - “— 623
Configure Programmes -
Graduate Course Choice - “«— 624

Synonymous Courses

6.1 Programme Administrator/Director Allocation Screen

Use this screen to add or remove the  Programme Administrator / Director Allocation Screen
r0|es Of Proqramme Ad m I n IStrator Department: Pyschological and Behvioural Science
(PA) and/or Programme DireCtor .. ;gumme asminsimor

(PD). Remove a role using the T77mmer=

‘Delete’ button in front of each name;  zsemesea[z0%i7 v

Programme title Rale | Email Name

add a role uSi ng the al |0Cation bOX Visiting Research Student in the Department of Social Psychology | PA | @'sc sc ok NI |D<lst
Visiting Research Studsnt in the Department of Social Psychology | PD | lli@!se ac uk I -

. . f ;
and then CI|Ck|ng Update . You are MPhil PRD in Social Psychology PA = oc o< N | Dot
H MPhill PhD in Social Psychology PD [Ese ac.uk I W=

able to add more than one dlreCtor Or MSc in Organisational and Social Psychology PA | IR se 2c uk | BIEEEE
Tall I MSc in Organisational and Social Psychology PA | EEEEEG)se ac uk I | Delcte

ad min IStrator to eaCh Cou rse If yo u MSc in Organisational and Social Psychology PA |G sc ac.uk ‘_ Delete]
Choose to . MSc in Organisational and Social Psychology PD |G seacuk (I | Delete
MSc in Organisational and Social Psychology P |G !se ac uk I | Dclotc

MSc in Organisational and Social Psychology PD |G << ac uk ‘_ Delete]

H H MSc in Psychology of Economic Life P [ - ac ok | REEE

By aSS|g ni ng prog ramme MSc in Psychology of Economic Life P0G s oc o« | I Delete]
admlnlstrators they WI” galn LSE for MSc in Sur.!aland Cultural Psychology pA (E:scacuoc | | Delete
) . MSc in Social and Cultural Psychology PA | s- ac.uk | ] Delete|

You roles Wh Ich WI " a"OW the m MSc in Social and Cultural Psychology PO (I s ac vk | | Delete
. . . MSc in Social and Cultural Psychology eD |G - ac o | I | D-ctc

access to certain appllcatlons, such MSc in Social and Public Communication A | I coc ok I | Delete
as: MSc in Social and Public Communication pA (I e ac uk | ] Delete]
. MSc in Social and Public Communication PD IR s ac uk _ Delets|

MSc in Social and Public Communication PD | Gseacok | | Dol

MSc in Social and Public Communication PD Ise. ac.uk | ] Delete]

e Graduate Course Choice

To allocate Programme Administrator orland Programme Director

b S e m I n ar CO nfl g u ratl o n Visiting Research Student in the Department of Social Psychology
. Programme title: MPhil! PhD in Social Psychology
e Managing Capped CoOUISe odsomnCTrL i ssisc |5 Gransaionsl g Socil eycroioy
multiple programmes MSc in Social and Cultural Psychology
R eq u eStS MSc in Social and Public Communication
H H Enter email address for
e Configuring Programmes ivelacaemic | 1@ise scuk
f' H maﬁ anld tick box belaw for Dngramme Administrator
¢ Defining Synonymous Courses [ Programme Director

e Administering Student Sign-up

10



e Managing Course Settings
e Graduate Student Seminar Sign-up
e Setting Seminar Size Limits

6.2 Graduate Course Choice
You are able to configure course choices including:

- Setting the number of seminar groups

- Setting the group sizes

- Choosing whether to have controlled access (students will not be able to
register into the group unless they have been given permission)

- Manage the requests for places on capped courses (controlled access
courses)

Please note that you can only designate a course as controlled access in the period before
course choice opens. After that, you can only continue to make changes to the cap size
and the messages to students.

6.2.1 Seminar Configuration

Here you can configure seminar’s size by stating the group size limit and the maximum number of
groups, as well as define the message that will be shown to the students.

Help with Graduate Course Choice - Seminar Configuration 4— O
MY MENU

el e A Graduate Course Choice - Seminar Configuration

Everyone

LSE for You Options .
Academic Year: 2016/17

News + Your Department: |Media and Communications %
Termly Report Completion Please complete this form by 5pm on the Friday before week 0 of the Michaelmas Term if you wish to designate any of the courses offered
Reviewer by your department as controlled access, either with or without a cap. After this deadline, although you can continue to make changes to

N the cap size and message to students of a controlled access course, no further amendments to the data in the 'Control Access?' column will
Registers be allowed.
Timetable Clash Checker +

The data displayed in the first four celumns has been populated from the timetabling system. If you have any queries about this data,
please contact the Timetables Office in the first instance. The defaults for the remaining five columns are: Max No. of Groups 'Unlimited';
Graduate Course Choice - Group Size Limit '15'; Total Capacity 'Unlimited'; Control Access? 'N'; and Message to Students 'Nil".

Course Leader Allocation

Introduction To designate a course as controlled access, you will need to amend the defaults as appropriate. If you leave Max No. of Groups as

Programme Administrator / 'Unlimited’, this means although students are required to obtain permission from the teaching department to take the course, no cap is
Director Allocation Screen imposed.
Graduate Course Choice -
Seminar Configuration
Graduate Course Choice - Manage 1
Capped Course Requests

PP 9 Supperts Max No. Group Total Control
Graduate Course Choice - Seminar Term Name Course(s) of Groups Size Limit Capacity Access?  Message to Students
Configure Programmes - .

K Do not write a supporting

Graduate Course Choice - Mediated Resistance and statement to apply for this course
Synonymous Courses MC401 ML Citizens MC401 2 17 34 Y Refer to the Calendar Guide for

Availability:

Office Hours +
http:fiwww.Ise.ac.ukiresources/calen|

(u)nllne Graduate Seminar Sign- (4, D D D ST
P The Audience in Media statement to apply for this course.
Timetable Viewer Plus MC402 ML e MC402 4 17 68 Y Refer to the Calendar Guide for
and Communications Availabili
wvailability-
hitp:/fwvaw Ise ac ukiresources/calen|

Do not write a supporting

Contemporary Issues in statement to apply for this course
MC403 ML Media and MC403 2 17 34 Y Refer to the Calendar Guide for
Communications Policy Availability:

http:fiwww.Ise.ac.ukiresources/calen|

Each row of the table represents a course. Some of the columns can be edited by clicking on them,
while the others are read-only. Always click ‘Save’ to save your changes.
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Select maximum number
of seminar groups

Select group size limit

Define message to

students

Citizens

6.2.2 Manage Capped Courses Requests

Supports Max No. Group Total Control
Seminar~ Term Name Course(s) of Groups Size Limit Capacity Access?  Message to Students
UNLIMITEDE" Da not write a supporting
N 5 statement to apply for this course.
mcaor L MedatedReskstanceand e g Ea u Y Refer to the Calendar Guide for
Availability:
http:/fwww Ise.ac uk/resources/calen
Supports Max No. Group Total Control
Seminar~ Term Name Course(s) of Groups Size Limit Capacity Access?  Message to Students
UNLIMITEDEY Do not write a supporting
n n statement to apply for this course.
mcapt  mL Medated Resisanca and - yyeypq 2 Y Refer to the Calendar Guide for
Availability:
http:/iwww.lse.ac.uk/resourcesicalen|
Supports Max No. Group Total Control
Seminar~ Term Name Course(s) of Groups Size Limit Capacity Access?  Message to Students
sDt[;l"m “Iille a:&;;f)furl?i1
A n ement to a) for this course.
Mc401 ML Medialed Resistanceand 0 2 17 3 % Dofor in tha Calandar Guide for

Here you will be able to manage the capped courses requests.

A) You canfilter the results by seminar, request status, department and programme. Select your
preferences and then click ‘Filter’.

B) From the results box, you can view the seminar request details by clicking ‘View'.

C) You can respond to the student’s request to access a capped course (or several students’
requests) using the answer box in the bottom of the page. Choose whether you wish to ‘Offer
Place, ‘Reject’, add to ‘Waiting List’ or send ‘Query’. Then click ‘Submit’.

Graduate Course Choice - Manage Capped Course Requests

Academic Year: 2016/17

Your Department: | Media and Communicstions
Only show requests for seminar [ALL || Only show requests for status [NEW | | O Only show requests for me as course leader

Only display students in department [ALL

Only display students an programme (Hold down CTRL key to select multiple programmes)

]

ALL

Dipioma in Agcounting and Finance (FULL_TIME)
MPA Dual Degres (LSE and Columbis) (FULL_TIME)
MPA Dual Degree (LSE and Hertig) (FULL_TIME}

MPA Dusl Degree {LSE and Sciences Po) [FULL_TIME)

1 100
Curmrent
Size
Cap Current  Including
Select Fequest Request Updsied Updsted Size  Se o.&a Seminar
(nota 4) View | Seminar Course Programme Year FTIF Date Status By Dste (noie!) (ooted) (ooied) Audied  Status
MSc in Media
and
Communications 2016-10-21 ) ZHU 2018-10-21 -
1.0 View | MC433 | MC433 (Maria s 1FT i NEW | S ppie ] 15 15 LACES
Communications
Govenance)
1 100
P
Seminar Request Detail
Select one or more students and then click on one of the buttons to apply the same action to all of the selected students
p ZHU, ENDI in MSc In Media and Communications (Media and Communications
[lelect/Unselect Al 2

O Offer Place © Reject O waiting List O Query

Message to Student

0 student(s) selected [SOSMI

~—

12

B

e MCA33,
is 26 places, currently 15 student(s) registered, 11 free
ding offer(s

Student Statement Comments/History

0) requests to be added to Seminars for MC423, part of the teaching for

| nun

Offer Place ) Reject  walting L
Query

Message to Student
Current Status

NEW, decision entered by ZHU,
ENDI (2016-10-21 14:12

SUBMIT

Ist




6. 23 CO nfl g ure Prog rammes Help with Graduate Course Choice - Configure Programmes g O

) Graduate Course Choice - Configure Programmes
Here you can define the number of P
course unites of each programme in  vour eparement: [wes ana Gommuricatons |

yo u r de partm e nt . For part-time programmes, the number of course units is the maximum that students can take in their first year. For example, if
" = the FT programme is set to 4 units and the corresponding PT programme is set to 3 units and a part-time student has taken 2.5
units in year 1, the system will then restrict the maximum they can take to 1.5 units in year 2.

To do this, click on the cell of the 112 next> lest>> 25 ¥
. o . Gode - Name FT/PT  Gourse Units
Course Unlts 00|umn to edlt It CIICk RPME MPHil/PhD in Media and Communications FT 4
‘Save’ RPME MPhil/PhD in Media and Communications PT 2
) RPMEIL MPhil/PhD in New Media Innovation and Literacy FT 4
RPMEIL MPhil/PhD in New Media Innovation and Literacy PT 2
FT/PT Course Units l TMCORP MSc in Communication Regulation and Policy FT 4
FT TMCORP MSc in Communication Regulation and Policy PT 2
PT ‘ ’ ‘ : ’
= | Cancel| Please note that ‘FT’ refers to ‘Full time’ (1-year-programme) and

that ‘PT’ refers to ‘Part-time’ (2-year-programme).

6.2.4 Synonymous Courses

Use this option to match courses that are synonyms, which means that the seminar content is
identical and there is no difference between a student enrolled in one of them and a student enrolled
in another. The vast majority of courses in your department will not have a synonymous course.
However, some courses might have a synonymous course. Please see the example bellow.

Help with Graduate Course Choice - Synonymous Courses «— Q

Graduate Course Choice - Synonymous
Courses

Academic Year: 2016/17
Your Department: |Media and Communications vV

1 2| next> last>> [25 VJ

Code Name Synonymous Course «~ Unit Value

Ad d of R in Media & C
MESM2 (including Qualitative & MGSM2 1

Advanced Methods of Research in Media & Communications
MCSM2B (including Advanced Quali e ; No Synonym Course
MC4M2 Advanced Methods of Research in Media and Communications MC5M2 1
MC401 Mediated Resistance and Citizens 0-5
MC402 The Audience in Media and Communications 0.5

A) Adding a synonymous course

Click on the cell to edit it. Press ‘Save’ to save your changes. It will automatically update the other course.

Code - Name Synonymous Course Unit Value
MC401  Mediated Resistance and Citizens E’ s Click to edit and then
MC402  The Audience in Media and Communications 1.5 ‘. )
MC403 = Contemporary Issues in Media and Communications Policy Cancel | -5 Save’.
MC404 Political Communication u.5
Message from webpage ===

You will be prompted
/B, The course has been updated successfully. Wlth a message saying
that your course has

been updated.
Code - Name Synonymous Course Unit Value
MC401  Mediated Resistance and Citizens MC402 0.5 Both courses are each
MC402  The Audience in Media and Communications MC401 05

other’s synonyms.

B) Removing a synonymous course

Click on the cell to edit it. Remove the existing synonymous course’s name and click ‘Save’. It should
automatically update both courses.
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7 OFFICE HOURS

7.1 How does it work?

In this application you are able to setup administrators for the Office Hours application and
assign them to academics. You are also able to create the default department rules.
Comprehensive guides are available under ‘Introduction’ in the ‘Office Hours’ tab. Please
refer to this before seeking further assistance.

Termly Report Completion
Reviewer

Registers +

Timetable Clash Checker

+

Course Leader Allocation

Graduate Course Choice +

Office Hours -

Introduction —71

Office Hours, Departmental

< —
Manager 7.2

Online Graduate Seminar Sign- 4
up
Timetable Viewer Plus

7.2 Administrators/Academic/Adviser-Administrator relations

By setting up administrators for department office hours you are allowing them to create or
edit office hours on behalf of academics. They will also have permission to make or cancel
appointments on behalf of students that are unable to access the application. However, for
them to view or edit academic bookings they must be allocated to specific academics as this

setting is not default.

Academic-Administrator relations allow administrators to aid the academic with setting up

Help with Office Hours, Departmental Manager

and managing office hours.

Office Hours, Departmental Manager

Department default rules can aid

Office Hours is available to Departments which have chesen to use the Office Hours application. (If your Depariment has chasen not to use Office Hours then you wil d H d P .
get an ermor message if you try to use these menu items. Please send an email to Ify@Ise ac.uk if you would like your Department to use Office Hours in LSE for You ) academiCcs or admin |Strat0 rs In

7.2 —

J—

~| Departmental - Main MenuI

creating office hour templates. It

Administrators Setup
[for setting up office hours &

Academic-Administrator Relations Setup
[for setting up relations between academics and adminis

Categories Setup
[for setting up office hours categories in the department]

Category-Administrator Relations Setup

Advisors Setup
[for setting up office hours advisors in the department]

Departmental default office hour booking rules

department to use this application in LSE for You]

istrators in the department]

[for setting up relations between categories and administrators]

[Having departmental rules set up enables your colleagues in the

allows some fields to be
automatically filled with generic
information.

—~— Click to view:

Administrators Setup

{ Office Hours Administrator - Add: }7
Email Address I:| @lse.ac.uk
Add This Administrato

{ Office Hours Administrator - Remove: li
Please select v
Remove This Administrato

—

14

By removing an administrator you may lose any
existing academic-administrator links.

Main Menu




8 ONLINE GRADUATE SEMINAR SIGN-UP

8.1 What is the online graduate seminar sign-up?

The online graduate seminar sign-up is where you can g{ermw R_eDort Completion
manage all the seminars allocation in your department, ~=V'€We

from manually allocating students into groups to Registers +
defining the size limit per class. Timetable Clach Checker .

While the Graduate Course Choice application allows Course Leader Allocation

you to make changes to do with seminar configuration, < s4uate Course Choice ¥

like marking seminars as controlled access, the .

Graduate Seminar Sign-Up is associated with the ©ffice Hours +

student allocation. Online Graduate Seminar Sign- _
up

81— » Introduction
8.2 ————» Administer Student Sign-up

83— » Course Settings

8.4 ——  Graduate Student Seminar Sign-
up
8.5 —— > Set Seminar Size Limits

o

Help with Administer Student Sign-up

8.2 Administer Student Sign-Up Administer Student Sign-up

Here you can VIeW Semlnar allocatlons' In thls Please click on the course code button for which you want to see seminars.
page, you will see the number of registered wotes:

* A course must have at least one seminar to be displayed in this list.

Students and the number Of una”ocated Students # Click the button on the left hand side to bring up a course's details.

Mote: Mo button is available for courses with a 'Course Setting' of "Hold".

per course. + 'MN/A' denotes this course has more than one seminar component so the
number of unallocated students cannot be calculated.
Goier™ | course it e o
8.2.1% Colntem‘porarz ‘Social and 24 0
Cultural Psychology
8.2.1 View allocation per group seminar Orgenieational soci 7 )
Political Psychology of
PS409 ; 32 19
H ‘ Int Itural Relati
Click on the ‘Course code’ button of the course. You S TEERERE
will see the existing seminar groups for that course [LPstto || socr sepresercatons |25 7
Please select the seminar for which you wish to see signup for
If you wish to view all the
y . Course code and group Time MT LT ST Teacher Room Number Limit Enrolled so far
StUdentS a”OC&tlonS fOI’ Contemporary Social and Cultural Psychology
) JPS400 Group 1 Thu11:00-12:00(1,2,3,4,5,7.8.9. 10, 11 I CL11.B.0s 20 17
one Of the grOUpS, SeleCt %Psmu Gro:pz Thu12:00-13:00(1,2.3.4,5,7,8.9,10, 11 I LM B 06 a 0
the grOUp and use the ﬁsauu Group 3 Thu 10:00 - 11:00 (1,2.3.4,5,7, 8.9, 10, 11 T C 506 20 17
. [View 0 unallocated student(s)
‘Fetch, Opt'on_ * indicates the seminaris full disabled access denoted by 2]

8.2.2 View unallocated students and general sign-up unallocated students

If you wish to see the list of students without seminar group, click on the ‘View X unallocated
student(s)’ button. This number (X) will vary according to how many students are unallocated in a
certain course. In the previous case, there were 0 unallocated students. The following example
shows a course with unallocated students and how to allocate them into seminar groups.
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Course | course Title

Code
A) Click on the ‘Course Code’ ="

The Aud

MC403

’

Registered | Unallocated
| Students | Students

32 32
64 64

69

Please select the seminar for which you wish to see signup for.

. .. Enrolled

B) View unallocated student(s)

Course code and group Time MT LT ST Teacher Limit so far
Political Communication

Wed 13:00 | 1,2,3,4,5,7,

L EEm -14:00 8,9,10, 11 _ cimros | 7 0

Wed 14:00 | 1,2,3,4,5,7, [E]

() MCA04 Group 2 1500 89,10, 11 _ cimros | °

. Thu09:00- | 1,2,3,4,5,7,

(- MCA404 Group 3 10:00 8,9,10, 11 _ nas s | ' i

Thu10:00- | 1,2,3,4,5,7,

) MC404 Group 4 11-00 89,10, 11 _ nag11a | T 0

View 69 unallocated s)

* indicates the seminar is full disabled access denoted by

The following students are on MC401, but not allocated to teaching group2 :

Click on the student’s name to link to Administer Studes
’ patential timetable clashes for this student for seminar

Emi

Student name

C) Allocate student to a group. ||;
Save changes in the bottom of ||,

== . ke

n-Up screen, which will highlight
5 0n this course.

Programime Saminar group
ME5Z in Politics and
Cosmmunication

1 (17 spaces)
_% 2 (17 spaces)
3 (17 spaces)
4 (17 spaces)

— M e v
Communications

the page. You can also use the

= ook

MSC in Meda and
-‘—m—w |—‘mm.m v
«

MEc in Polities and

w
— Communication

¢ ) Ll i
Export to Excel’ button. Mcin Meda,
5 . Comm w
o I G | N Corcsen v

8.3 Course Settings

On this page, you will be able to define the
type of sign-up given to each course.

There are three settings:

S) Student self-sign-up - students sign-up
without asking for departmental permission
and it works on a first-come, first-served
basis;

D) Department will allocate students -
students will require approval from the
department to be accepted into the course;

H) Hold - the course is not available for

students to choose and it will be released
later.

8.3.1 Change a course setting

Course Settings

Department: Media and Communications

Course Settings:

Please note whilst a course is on hold students cannot sign-up to that
seminar nor can the department assign students for that seminar.

If you want to withdraw a course early from students move from S to
D so that departments can still view students on the seminar(s)

A ™" in the auto-allocate column indicates courses that have only one
seminar. Students will be automatically allocated to the seminar once
they have made their course choice. There is nothing for you to do for
these courses.

Key: S = Student self sign-up
D = Department will allocate students
H = Hold, this course will be released later

Auto-

Participation allocate Id

Mediated Resistance and

®sOpC ’
1 |®s D OH MC401 Citizens
2 | ®@sOpOH MC402 The Audience_ in Media
and Communications

Select the option that is appropriated for that course. Then click ‘Save permanently’.
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You will be prompted with a message asking if you are sure that you want to submit these changes.
Note that, after saving your changes, you will not be able to undo these changes anymore, unless
you manually change them yourself.

Message from webpage Iﬁ

:I Are you sure you want to submit changes?

0K l [ Cancel

8.4 Graduate Student Seminar Sigh-up

Here you can view the existing seminar and allocations for a particular student and/or
allocate a graduate student to a seminar. This will allow you to search for a particular student
and verify their seminar sign-up.

To do this, enter the student email address and click ‘Submit Query’.

Help with Graduate Student Seminar Sign-up ¢— Q

Graduate Student Seminar Sign-up

Please enter student email address

[example student |@lse.ac.uk SUbmitQUen]
Start Again

8.4.1 View graduate student seminar signh-up

This screen will show you the seminars reflecting the student’s graduate course choices. You will
see up to three situations:

The following courses have not yet started allowing students to sign-up to

: : . seminars: @
A) Slgn_up to seminar Is not yet GV413 Public Opinion, Political Psychology and Citizenship

available
The following courses are currently being allocated by the department which
B) Seminar a||ocation done by owns the course, note you can check if they have already assi:gned you to a
h d seminar group by using the 'Student Timetable' application.

the epartment GV414 Citizen Representation and Democracy in the European Union

C) Courses available for Sign- The following courses are eligible for student sign-up:
: GV444 Democracy and Devt in Latin America
Up, WhICh yOU can SeIeCt and GV467 Introduction to Comparative Politics
‘Fetch’ to see. GV4E1 Comparalive Democratization in a Global Age | Fetch] €«<——— C)
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8.4.2 Manually allocate students to seminars

1 You are already signed-up to the following seminars for this course:
Use the previous v sanecup ¢

InStI‘UCtlonS to get to th|S Course code and group Title Time MT LT ST Room Number Seminar capacity
You have not selected any seminars yet.

page.

Please sign-up to seminar(s) using the form below and then click 'Save’.

Once here, you will be able
to make seminar sign-up

Course code and group Time MT LT ST Room Number Seminar capacity

The Idea of Europe
for a student. Select the Tue 1200 - 1300 1,2,3,4
H EU424 Group L Mon 09:00 - 10:00 5
preferr?d ‘Semm’ar group Tue 12:00 - 13:00 7,8 0,10, 11 1
and click ‘Save’ to save The Idea of Eurape
your changes. (Cev424 Group 1 Thu 12:00-13:30 | 1,2.3.4,5,7.8.9, 10, 11 [E cim 306 15
(OEU424 Group 2 Fri1600-17:30 [1,2,3,4,5,7,8,9, 10, 11 B nAB.1.17 15
(JEU424 Group 3 Wed 15:00 - 16:30 | 2, év 56,7,8,0 10,11 B cLm.3.06 15
NOte tha.t, n red, yOU Wl” * indicates the seminar group is already full
see the meetings of a group . clashes
H disabled denoted br
that clash with another pemied asess deneieey
= g . Sessions highlighted in red show a timetable clash between this student's existing seminar selection, and possible seminar
EXIStI ng Sem | nar group choices for this course. It's for your information only To see details of the clash hang the mouse pointer over the red

H H week number.
allocatlons ThIS ShOUId be Sessions highlighted in green show the seminar group allocation for this student for this course.

H If an unavoidable timetable clash prevents you from signing-up to any of the available seminar groups, or all groups are full,
taken |nt0 aCCOU nt When please contact the Course Convenor / Teacher Responsible as indicated in the course guide.
making this choice on

behalf of the student. —> Fave

[Back to course selection screen

8.4.3 Withdraw seminar sign-up for graduate student

If you wish to unallocated the student from a seminar group (and possibly reallocate the student to
another), select the group and click ‘Withdraw selected’. Do not forget to save your changes using
the ‘Save’ button in the bottom of the page.

You are already signed-up to the following seminars for this course:

Room Seminar
Course code and group Title LT Number capacity
() The Idea of Thu 12:00 - 1,2,3,4,57,8,9, EI CLM.3.06
Q424 Group 1 Europe 13:30 10, 11 =
% ithdraw selected
8.5 Set Seminar Size Limits ¢

Help with Set Seminar Size Limits

Here you can set a seminar size limit. Select a
course and then click ‘Fetch’ to find seminars. Set Seminar Size Limits

Once you see the table with the listed seminars for e mtierasemina plesss selecta course:

that course, you can edit the maximum size per

. . . . . P5409
seminar group. If you do not wish to have a size limit, |psst0
. . ‘ y . PS415
just leave it blank. ‘Save changes’ in the end. PSA18
Ps421
P5428
P5429
P5438
Class Room Room Enrolled ps439

Code Group Class Name Teachers Number Capacity Sofar Max Size PSA1IA

Foreign Policy

‘ R4 | 1 | Analysis il

o126 | 18 0o o] e

P3451
OLD.2.22 20 0 16 PS456

Analysis Il
= PS458
Foreign Policy ‘ PS462

Analysis Il PS464
|Save Changes PS465
P34A5
PS950

IR411 Foreign Policy

‘ IR411 3

TW1.3.04 22 I 0 I 16

Fetch

18



9 TIMETABLE VIEWER PLUS

9.1 How does the timetable viewer plus work?

The Timetable Viewer Plus is an app that allows you to see the timetable of a member of
your department (teacher or student) in a specific format (monthly calendar, weekly calendar
or agenda view).

Help with Timetable Viewer €—— @

Timetable Viewer Plus

Please Select:

Academic Year: 2016/17 Play Ref (ID): | |

Data Type: | Teacher Timetable v | View Type: | Monthly Calendar v

9.2 Select timetable

Firstly, insert the ID of the user from your department whose timetable you wish to see.
Secondly, choose the data type and view type according to it. Then ‘Show’ to show the
timetable.

Data Type: [Il-Cic i View Type: [LiiiAeE ek
Student Timetable Weekly Calendar
Agenda View

SHOW

9.2.1 Timetable result
You will see a timetable like the one shown below. In this case, no ID was entered so there are
none events available.

| Teacher Timetable | Monthly
Calendar | in 2016/17

HOME
4 December 2016 4

mon tue ed hu fri sat un
1 2 3 4
& [ 7 8 — 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25

26 27 28 29 30 31

Next events:
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10 HELP

10.1 General help
Q You should first check the available FAQs in the top right corner of LSE for You.

If you are unable to find the answer to your question then you can send a query through the
FAQ system.
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