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Faculty Course Control 
 
The faculty course control portlet of My CC provides access to faculty members 
to the faculty course schedule, course detail, class lists, and grade entry.  It also 
enables faculty members to e-mail individual students in the class list or all 
students in the class. 
 
To access the faculty course control portlet take the following steps. 
 
1.  Using a web browser, go to the Cambridge College website, 
www.cambridgecollege.edu. 
 
2.  Click on the ‘My CC web portal’ link (yellow box).  The My CC login screen will 
display. 
 

 
 
 

3. Enter your Login ID and Password.  Your personal My CC default page 
will display. 

 
4. Click on the Faculty tab as shown below. 
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This tab gives you access to three portlets.  The Faculty Course Control, Grade 
Entry and the LMS course schedule.  The Faculty course control portlet displays 
the default registration term, while the course schedule – LMS portlet displays 
the current academic term.  At the beginning of the term, both the Faculty Course 
Control and the All My Courses – LMS both default to the current term.  Once 
continuing student registration begins, the faculty course control reflects the 
registration term and the All My Courses – LMS reflect the current active term. 
 
 
Class Lists 
 
You can access your class lists via the Faculty Course Control portlet. 
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1. Click on the ‘Go Directly To’ dropdown next to the course you wish to 

view. 
2. Select Class List.  The class list screen will display….. 
 

 
 
Once on the class list, you can export the list to excel, you can e-mail to 
individual students on the list, or you can e-mail the entire class. 
 
If the course section is a cross listed one, only the parent course will display 
on the course control portlet.  However, when you go to see the class list, the 
children or cross-listed courses will be listed next to the faculty name.  See 
screen below…. 
 

 
 

The appropriate course code will also display next to the appropriate student 
on the class list. 
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If the class list you wish to see is from a term other than the default 
term…….. 
 
1. Under the faculty course control portlet, click on the view my faculty 

schedule link.  The following screen will display….. 
 

 
 
This screen will enable to search for your course schedule for the term or 
sub-term you wish to see.  It also enables you to narrow the search by 
division. (Undergraduate, Graduate, C.A.G.S., Doctorate or Professional 
Development) 
 
2. Once you have made your selections, click on the ‘Search’ button.  Your 

course schedule will display. 
 
View Course Details 
 
The course details screen enables you to see all the details for each 
individual course section on your faculty schedule.  The details include, 
course credits, maximum and current enrollment, course description, location, 
etc. 
To access the course details……….. 

 
1. Click on the ‘Go Directly To’ dropdown next to the course you wish to 

view. 
3. Select Details.  The details screen will display….. 
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For the above course, the Capacity is 25 and the current enrollment is 3, 
therefore, there are still 22 seats available.  It is a parent course and there are 
no cross-listed or child courses attached to this parent course. 
 
Grade Entry 
 
Grade entry is no longer a global operation.  We can now open grade entry by 
course and by date.  The grade entry opens for each individual course section 
on the last scheduled day of the course.  For example if the course end date 
is 3/25/2007, grade entry opens for that course section on 3/25/2007.  
Therefore, when looking at your grade list, you will see under the 
“Enter/Change final Grades?” column, a ‘Y’ if your course is open for grade 
entry and an ‘N’ if your course is not open for grade entry. 

 
There are to methods for accessing your grade lists, via the course control or 
via the grade entry portlet. 
 
Grade Entry Method I   
 
1. Go to the course control portlet. 
2. Click on the ‘Go Directly To’ dropdown next to the course you wish to 

view. 
4. Select Grade Entry.  The Grade entry screen will display.   

a. If grade entry is open for that course section, the grades drop-down 
window will display under the ‘Final Grade’ column.   

b. If grade entry is not open for that course section, the grades drop-
down window will not display. 



8 
My CC v 6.4 FAC042006 

5. Once you have assigned all the grades, click on the ‘Save’ button at the 
bottom of the list.  The grades will then be stored directly on the Jenzabar 
student database. 

 
Grade Entry Method II   
 
1. Go to the Grade Entry portlet and click on the ‘view course list’ link.  The 

following screen will display…….. 
 

 
 

2. Select the appropriate term for which you need to enter grades and click 
on search.  The courses for that term will now display….. 

 

 
 
 
As you can see, on this example MMG 733 CA01 has a ‘Y’ under the 
‘Enter/Change Final Grades?’ column heading.  The rest of the course sections 
are all ‘N’.  This means that grade entry is only open for MMG 733 CA01. 
 

3. Click on the course number link to go to the Grade list and assign the 
grades to the students on the list by selecting the grade from the drop-
down window. 

4. Once you have assigned all the grades, click on the ‘Save’ button at the 
bottom of the list.  The grades will then be stored directly on the Jenzabar 
student database. 


