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What is LeopardWeb?


LeopardWeb is a web interface to Wentworh’s Banner administrative software. It provides easy faculty access to faculty schedules, class rosters, online grading, course e-mail lists, student contact information, academic transcripts, placement scores, and degree audits. 
Accessing LeopardWeb

Faculty may access LeopardWeb via their LConnect account. From a browser go to: http://lconnect.wit.edu and click on the purple LeopardWeb link in the left channel. 
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Services

Faculty Services

Faculty and Advisor options on the Faculty Services tab include:
· Faculty Schedule – listing class days, time and location
· Class List – to access rosters for courses
· Grade Courses to enter midterm and final grades
· Course Section Search 
Course section search allows faculty to search their course sections for this and previous semesters. Wentworth semester codes follow this convention:
· Year10 for Fall semester, e.g. Fall 2008 would be 200910
· Year20 for Spring semester, e.g. Spring 2009 is 200920
· Year30 for Summer semester, e.g. Summer 2009 is 200930
· WIT Software Distribution – to download supported software and upgrades such as Microsoft Office 2007, Microsoft Visio 2007 and Microsoft Project 2007.
· Student Information Menu provides access to:
· Students permanent addresses and phone information

· WIT e-mail address
· Student schedule

· Academic transcript (unofficial)
· Transfer credits

· Degree audit (i.e. analysis of academic progress towards degree)
· List of advisees

· Placement test scores

· Holds (lists housing, financial, administrative, etc holds). Note that faculty  can obviously not remove holds and need to send the student to the appropriate office.
To look at an individual student:

1. Click on Faculty Services tab
2. Click on Student Information Menu

3. Click on ID Selection
4. Type in Student’s WIT ID or complete the Last Name and First Name fields
5. Choose Search type: Students, Advisees or Both
6. Click Submit
Note that this feature is only available to students who are either registered for one of your courses or who are listed as advisees.
Course Tools

Faculty may access Course Tools to utilize class e-mail and announcements as an easy way to send messages to all their students simultaneously. Attachments may also be added to class e-mail messages. To access this option:
1. Click on the Academic Resources tab

2. Click on the My Courses link which will display links to all your courses

3. Click on the link to the course

4. Select the E-mail option from the Course Tools menu on the left. You will see a listing of all the students registered for your course

5. To send e-mail to all your students simultaneously click on the box next to Select All

6. Click on the Send E-mail button 

7. A blank e-mail message form will come up. Note that you will not see your students listed in the To: field as they are all listed in the Blind Carbon Copy field (BCC) to protect their privacy. Type in a subject line, then type in your message, add an attachment if desired and then click Send. Your students will all get your message.


To send an announcement that will appear under Personal Announcements on the My LConnect tab only to your students:
1. Click on the Academic Resources tab

2. Click on the My Courses link which will display links to all your courses

3. Click on the link to the course

4. Click on the Announcements option from the Course Tools menu on the left

5. Click on the Send Announcement button

6. Type in a title for your announcement then type in the announcement in the main window. 

7. Click the Send button at the bottom of the window

8. Click OK to return to the Announcements page

Note that announcements will automatically expire after seven days.

Tips  
Navigation
For best results use either the BACK button in the browser or the navigation bar on the bottom.

Change Timeout setting
For security purposes all LConnect accounts are automatically set to time out after 30 minutes of inactivity. You may reset this timeout period under the My Account link in the top left corner of the main My LConnect page. Change the value by clicking on the down arrow and choose Save Changes – Done.
Print
To print out material, just simply click on the printer icon in the browser [image: image4.png]


 or select File> Print.
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