TEXAS SOUTHERN UNIVERSITY

Office of Information Technology

My Faculty Portal
User Guide

Faculty Curriculum vitae and Syllabi Online Submission
in compliance with House Bill 2504

Navigating HB-2504

The Texas Legislature passed a bill designated HB-2504 that mandated that all public
institutions of higher learning in the State of Texas make available to the public, certain
information concerning academic programs. These statutory provisions are now included
in Section 51.974 of the Texas Education Code.

Texas Education Code 51.974 mandates that certain information:
¢ Including class syllabi,
e Instructor-of-record CVs and,
e Cost of attendance (if available)
o Must be readily accessible on the institution’s website
o Specifically, no more than three clicks from the main webpage and,
=  Without password protection

MyTSU Faculty portal streamlines the HB2504 process by automatically creating an
intuitive submission tool for syllabus that can submitted in three easy clicks and linked to
a specific course.

Faculty can also create and submit curriculum vita information within their MyTSU faculty
portal, to be included with course information and fully accessible online.

How do | find out more about House Bill 25047?

https://capitol.texas.gov/tiodocs/81R/billtext/html/HB02504F.htm
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NOTE: ONLY PDF file formats will be accepted
How to Submit Syllabi:

1. Navigate to MyTSU portal: www.tsu.edu/mytsu

Student v Resources

é l ‘S l ]| Texas Southern University Portal

AWarning: this site is under maintenance.

“Faculty” page will launch.

Four (4) intuitive and adaptive tiles (shortcuts) will display.
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3. Choose “HB2504” tile.

HB2504

NOTE: As an alternative option, choose from the drop-down menu, “HB2504.”

Employee -

Ad Astra

Advisor Student Profile
Antendance Tracking

Class List

Degree Works

Grade Entry

HE2504

Xitracs Portal (Faculty/Staff)

Xitracs Module

NOTE: While CVs might not change every semester, Syllabi do, since they include
dates, times, classroom location, and other current course information.

4. Choose “Upload Syllabi” tile.

MyTSU Faculty »»  Employee \» Human Resources ~  OIT Service Requests/Incidents ~» Training Library

HB 2504

Home  CourtneyL Flowers  Andrew Taylor  Estella Garrett  Edit

H2

Welcome to the HB 2504 Upload Site

The following information is to assist with uploading your HB 2504 CV and syllabi

*NOTE* Upload CV and syllabi using your own account. Uploading a file for someone else will
overwrite your own file

& G
Upload OV Upload Syllabi

Comments

NOTE: ONLY PDF file formats will be accepted
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5. Enter course details:

Term Year, Term Code, Course Subject, Course Number, and Course
Section, in accordance with the university course catalog.

Here is an example:

Term Year 2023 < Academic Year
Term Code 20 < Denotes, Spring semester
. < Acronym, according to course

Course Subject MIS catalog*

Course Number 100 < Refer to course catalog*
(*Confirm with your course scheduler
to verify information i.e., Course
Subject, Course Number, Course
Section).

Course Section 02

(Do not include spaces if hyphen
included. e.g., 1-A.

Avoiding syntax errors is also critical;
where appropriate to use zeros
instead of the letter O, or vice versa).

.....

What are the Term Codes at Texas Southern University?

10- Fall 30 - 1st Summer
17- Winter 40 - 2nd Summer
20- Spring

27 - May
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6. Click “Attach file”

4p HB2504

HB 2504 Upload Syllabi

[ ]
NOTE: ONLY PDF file formats will be accepted

7. Choose file from computer source.

€ Open X
1 BB > This PC > Desktop > v D P
Organize ~ New folder 1 0
~ A
= This PC
¥ 3D Objects Test CV and Syllabi
Il Desktop
& Documents v
& Nownlnade Vi IS >
File name: All Files v

Cancel

8. Choose syllabi from document list.

€ open X
« A > This PC > Desktop > Test CV and Syllabi v O P
Organize ~ New folder [} 0
A T
| This PC
J 3D Objects | UNIX Operating System Syllabus
I Desktop
% Documents
v < >

& NDawnlnade

File name: v Al Files

NOTE: ONLY PDF file formats will be accepted
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9. Click “Open”

Open

Your file will now be attached.

HB 2504
Home  CourtneylF

ght « Allow

10.Click “Submit”

Syllabi submitted check mark will appear.

MyTSU  Faculty v Employee v H

H2

HB 2504

Home  Courtney L Flowers  Andrew Taylor

HB 2504 Upload Syllabi

wing informat

1 chick Allow.

Syllabi Submitted. Thank you

Submit Another Syllabi
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An email confirmation will be sent.
(This only confirms your document was uploaded in the system, not that it has been

validated.)

e

...........

HB2504 Syllabi - Uploaded Successfully
@ Power Automate Service Account
T) This message was sert with Law imgortanse

Hello,

Your syllabi has been successfully uploaded. It can be viewed at the following URL:
https://live-tsu-hb2504.pantheonsite.io/wp-content/uploads/syllabi/202210/unix-155-01.pdf

Thank you,
IT Team

NOTE: Although a green check mark will display in MyTSU portal and an email
confirmation of submission will be sent, all faculty must check the Registrar’'s

website to ensure their Syllabi displays correctly.
https://ssb-prod.ec.tsu.edu/PROD/bwckschd.p_disp_dyn_sched
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NOTE: ONLY PDF file formats will be accepted

How to Submit Curriculum vitae (CV):

1.

Choose “Upload CV” tile.

HB 2504

Home

Welcome to the HB 2504 Up|oad Site Questions? Please visit the link below:

The following information is to assist with uploading your HB 2504 CV and syllabi. HB2504 Upload

*NOTE* Upload CV and syllabi using your own account. Uploading a file for someone else w
overwrite

te your own file.
] (e}
Upload OV Upload Syllabi
Comments

s N

Click ellipses (...) icon

Curricul jum Vitae
o -
oo ‘]
i
.
. >
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3. Click “Upload” then “File”

Curriculum Vitae Seez

= All Documents

T Upioad Files
O V&3 edit in grid view Folder
re
Copy
yne
Download

4. Choose CV file from computer, then select Open

File name: | Dr. Tommy Tiger CV._Fall2021

~| |AllFiles

@ Open X
~ + » ThisPC > Desktop > Test CV and Syllabi v O Search Test CV and Syllah -]
Organize »  Mew folder =~ M
a - - S ate e
@& OneDrive Name Date modified
[ This PC -
) (] Dr. Tommy Tiger CV_Fall2021 217
J) 30 Objects & UNIX Operating System Syllabus 20
I Desktop
Z Rarumants v €

)

NOTE: ONLY PDF file formats will be accepted

File confirmation will appear.
(This only confirms your document was uploaded in the system, that it has been
validated.)

Curriculum Vitae

All Documents

Uploaded 1 item to ¢

Dr. Tommy Tiger CV_Fall2021

2021.pdf
mOm =<BRE
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An email confirmation will be sent.

HBZ508 OV - Uploated Suecesshully - Message (HTWL)

HB2504 CV - Uploaded Successfully

@ Pow
D his messag

Hello Tommy Tiger,

Your CV has been successfully uploaded. It can be viewed at the following URL:
https://live-tsu-hb2504.pantheonsite.io/wp-content/uploads/cv/tiger-tommy-cv.pdf

Thank you,
IT Team

NOTE: Although a file confirmation will display in MyTSU portal and an email
confirmation of submission will be sent, all faculty must check the Registrar’'s
website to ensure their CV displays correctly.

https://ssb-prod.ec.tsu.edu/PROD/bwckschd.p_disp_dyn_sched

OR

www.tsu.edu/registrar
Class Schedule
Search by Term
Submit

Choose Options

aprwbdPE

If you click on the view syllabus and instructor’s name links and an error page
display, you must resubmit your document(s) in the MyTSU portal.
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How to Validate Syllabus Submission:

Faculty Curriculum vitae and Syllabi are viewable online in near real-time.

1. Visit, www.tsu.edu/registrar

A MyTSU | @Apply O Give

Tr

Class Schedule

Tuition and Fee

GPA Calculator

Transcript Requ:

ABOUT ~ ADMISSIONS ~ ACADEMICS ~ ATHLETICS “~ CAMPUSLIFE ~ TSU ONLINE

REGISTRAR

nome - pesstrar

Welcome to the Office of the University Registrar

GPA Caleulator

ABOUT “ ADMISSIONS Vv ACADEMICS v ATHLETICS v CAMPUSLIFE Vv TSU ONLINE

Welcome to the Office of the University Registrar

Academic Calendar Academic Catalog Class Schedule

s

Cost of Attendance Texas Residency FERPA

o5t S sniriado _
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3. Select from “Search by Term” drop-down menu.

‘Tg[ 7] Texas SoutERN UNIVERSITY

EXCELLENCE IN ACHIEVEMENT*

Class Schedule

Search by Term:
Fall 2021 (View only) v
None

{ 2nd Summer 2021 (View only)
{ 15t Summer 2021 (View
| May 2021 (View only)
Spring 2021 (View only)
Winter 2020 (View only)
Fall 2020 (View only)
2nd Summer 2020 (View only)

15t Summer 2020 (View only)
May 2020 (Vi )

Spring 2020 (View only)
Winter 2019 (View only)

Fall 2019 (View only)

2nd Summer 2019 (View only)

Spring 2019 (View only)
Winter 2018 (View only, >

4. Click “Submit”

2 8.7.2.6

5. Execute “Class Schedule Search”

Class Schedule Search

Subject: [Computer Engineering Ted "

[Computer Science

[Construction

[Counseling

IDrafting/Design Technology
[Economics

[Education Admin. & Supervision
[Education Athletic Admin.

[Education Curriculum & Instr, -
Course Number:
Title:
Schedule Type:
Credit Range: hours to hours
Campus: |an
(R) Central/On Campus
(R) LSC University Park (NW) ~
Part of Term:
Mon-date based courses only
Instructor: Tiger, Tommy "
Toad, Raginald
Toppins, Wilka
Session: (A0
Day
Attribute Type: [0
Core Curriculum
Emerg Momt & Homeland Security
Start Time: Hour |00 v Minute [00 v am/pm |am v
End Time Hour |00 v Minute 00V am/pm |am v
Days: Mon Tus Wed Thur Fi Rab Sun

Class Search | | Reset
RELEASE: 8.7.2.6

NOTE: There are many filter options, but to perform a simple search: 1).
Select, “Subject” 2). Select, “Instructor” 3). Click, “Class Search” button.
Remember to click “View Syllabus” and click on instructor’'s name.
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6. Click “Class Search”

Class Search || Reset

7. Click “View Syllabus” to display results.

TSI Texas Soutsern Up

Class Schedule Listing wp:}"b‘.jgﬁi

Sections Found

UNIX Operating System CIS 155 - 01 | view syllabus

Associated Term: Fall 2021

Registration Dates: Apr 05, 2021 to Aug 27, 2021
Levels: Undergraduate

Attributes: Equipment fee Scie and Tech

On-Campus Campus
Lecture Schedule Type
Lecture Instructional Method
3.000 Credits

View Catalog Entry

Scheduled Meeting Times
Type Time Days Where Date Range Schedule Type Instructors
Class 11:00 am - 12:15pm TR 0163 - Technology Bldg/2014 243 Aug 23, 2021 - Dec 10, 2021 Lecture Tommy Tiger (B)@)

Return to Previous
RELEASE: 8.7.2.6

0 your account %X | © Home X | @ Class Schedule Listing x Southerm University x  + o = [=] X
C @ hups//live-tsu-hb2504 pantheonsite.io/wp [} » 2
it Apps [ Argos Production [ Argos D ment (@ TSUSNOW @ Banoe @ Hllucian Custome & Elucis »  [E Reading kst

Texas Southern University

Sample Syllabus

UNIX Operating System -- CIS155

Semester

Meeting Days/Time

Instructor

Instructor Phone

Instructor E-mail

Instructor Office Hours/Location
Academic Office Phone Number
Helpdesk

INSTRUCTIONAL MATERIAL

1. Afzal. A. (2007). CIS155: UNIX operating system: Custom edition (5th ed.). Upper Saddle
River, NI: Prentice Hall/Pearson Custom Publishing.
2. Software: Students will Telnet to the UNIX server.
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How to Validate CV Submission

Click “Instructors” name to display Curriculum Vita (CV).

b Fall 2021
Class Schedule Listing Sep 06, 2021

Sections Found

UNIX Operating System CIS 155 - 01 view syllabus
Associated Term: Fall 2021

Registration Dates: Apr 05, 2021 to Aug 27, 2021

Levels: Undergraduate

Attributes: Equipment fee Scie and Tech

On-Campus Campus
Lecture Schedule Type
Lecture Instructional Method
3.000 Credits

View Catalog Entry

Scheduled Meeting Times

Type Time Days Where Date Range Schedule Type Instructors
Class 11:00 am - 12:15 pmTR 0163 - Technology Bldg/2014 243 Aug 23, 2021 - Dec 10, 2021 Lecture Tommy Tiger KB)@)

Return to Previous

RELEASE: 8.7.2.6

B Sign in to your account x | © Home X | @ Class Schedule Listing X @ Tommy Tiger,PhD. * + e - o X
C @ hitps//ive-tsu-hb2504 pantheonsite.jo/\w tent/uploads/cv/tommy-tiger-cv.pdf [e) » 2
e} duct & Argos Devel it @ TSUSNOW (@ Banner TRNG Q) TSUWebsite @ MyTSU @ Bannes Q¢ Cust @ cllucian B [E] Reading

=  RASOUL SANEIFARD, Ph 100% + [E )}

Tommy Tiger. Ph.D.
SAMPLE

Phone: (713)-313-1234 (0)

(e-mail: tommy.tiger@tsu.edu)
EDUCATION
1986-1994  Illinois State University, Normal, IL.. U.S.A
Degree obtained: Doctorate of Arts in Economics, August 1994

(including years of full-time teaching).

1983-1986  Western Illinois University. Macomb. Illinois, U.S.A.

Degree obtained: Master of Business Administration, May 1986

1971-1975 University of Kinshasa, Kinshasa, D.R. Congo

Degree obtained: Bachelor’s degree in Business Administration with Distinction

NOTE: If you click on the view syllabus and instructor’s name links and an error

page display (Oops! That page can’t be found), you must resubmit your
document(s) in the MyTSU portal.
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If your file was not submitted in PDF format, or if the filename is not accurate, you
will receive the following error:

3 dpps [B Argos Production [ Arges Development (@) TSUSNOW (@ Banner TRNG () TSUWebsite @ MyTSU @ Banrerd @) Blucian Customer.. [ € Sox [B TSUDsiylog [ MewhyTsU (Tiger. [ TrrneFlex [N T
feiTSU HB2504

OOPS!I THAT PAGE CAN'T BE FOUND. It looks like nothing was found at this location. Maybe try a search?

C @ live-tsu-hb2504 pantheonsite o ent is/syllab i w O

NOTE: If you click on the view syllabus and instructor’s name links and an error
page display (Oops! That page can’t be found), you must resubmit your
document(s) in the MyTSU portal.
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Verify Filename for Faculty CV

Step 1: Open Class Schedule Search, select the subject, and find the link to the
Faculty CV.

Class Search webpage:
https://ssb-prod.ec.tsu.edu/PROD/bwckschd.p disp dyn sched

Indust and Organ Psychology - 11088 - PSY 332 - O1S View Syllabus

Virtual Class Meetings Required: This class will meet virtually, 6:30pm - 9:30pm W.

Associated Term: Fall 2020
Registration Dates: Apr 20, 2020 to Aug 22, 2020
Levels: Undergraduate

ONLINE/Telecom Campus

Lecture Schedule Type
Online/Computer Instructional Method
3.000 Credits

View Catalog Entry

Scheduled Meeting Times
Type Time Days Where Date Range Schedule Type Instructors
ONLINE 6:30 pm - 9:30 pm W TBA Aug 19, 2020 - Nov 19, 2020 Lecture Gia A Washingtor ~

Open Link in New Tab
Open Link in New Window

Download Linked File
Download Linked File As...
Add Link to Bookmarks...

Abnormal Psychology - 10421 - PSY 433 - O1S View Syllabus

Virtual Class Meetings Required: This class will meet virtually, 11:20am - 12:50pm TR. Add Link to Reading List
Associated Term: Fall 2020
Registration Dates: Apr 20, 2020 to Aug 22, 2020 Share -

Levels: Undergraduate

ONILINE /Talaram Camniic
e
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A d 9 e -

Document4

@
Insert Draw Design Layout References Mailings Review View &t Share /
J‘!' « % [calboriBody) |12 | As A+ £av AP S - i - T 4= 0= 44 9 vAaabCLD;Ee" AaBbceDdEe  AaBbCcDC .0
Paste & B | I |U | |vabe X;| x?| A~ K|~ A BN == 1=llls= S HHi~ Normal | No Spacing Heading 1 S;’tyles Sensitivity
ane
http://credentials.tsu.edu/tsu_hb2504/cv/washington%ZOreadoux—gia-cv.pdﬂ
Paste *
Pt Gt ~3

The filename being requested by Class search was:
http://credentials.tsu.edu/tsu  hb2504/cv/iwashington%20readoux-gia-cv.pdf

(Note: “%20 is “web-speak” for a <space>.)

a. Inthis case, Class Search was requesting the filename as:

washington readoux-gia-cv.pdf (with a space between Gia’s last names).

The Fix: Rename the PDF file to match the filename in Class Search exactly,
upload the file again, and verify the PDF is viewing properly within Class Search.
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Verify Filename for Faculty Syllabus

Step 1: Open Class Schedule Search, select the Subject, and select Class Search

Class Search webpage:
https://ssb-prod.ec.tsu.edu/PROD/bwckschd.p disp dyn sched

Step 2: Right-click on View Syllabus, and select Copy Link

Class Schedule Listing

Sections Found
Introduction to Visual Art - 10949 - ART 130 - 01A view syllabus

Open Link in New Tab
Associated Term: Fall 2021 Open Link in New Window
Registration Dates: Apr 05, 2021 to Aug 27, 2021

Levels: Undergraduate Download Linked File

Download Linked File As...
On-Campus Campus
Lecture Schedu'e Type Add Link to Bookmarks...
Online/Computer Instructional Method Add Link to Reading List
3.000 Credits
View Catalog Entry Ccopylik

Share >

Scheduled Meeting Times
Type Time Days Where Date Range Schedule Type In Add item
ONLINE TBA TBA Aug 23, 2021 - Dec 10, 2021 Lecture Le

Generate Secure Password
Services >

TSU/Office of Information Technology User Guide 18 January 2022
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Step 3. Open the Microsoft Word, create a new document, Right-Click and then
paste the link into the Word document.

le | Asbceoste  AQBBCCOC A it AQBD( svvceosts assscvie  Assbcoste sstrcose AsacDdte  Assoceste  Aabb MBSOt AMBMCCOOtE  ASSICEOMEe  AMBECKOMES 4 Qj /}
' 2 e Sweme | Sammtron.  ross  weeetws | Sweng Qe iesseOute| Sesemwe. sshel  BokTme | Uswsoneh  Syle
Pane

https://live-tsu-hb2504.pantheonsite.io/wp-content/uploads/syllabi/202210/art-130-01a.pdf

Paste Special

The filename being requested by Class search was: https://live-tsu-
hb2504.pantheonsite.io/wp-content/uploads/syllabi/202210/art-130-01a.pdf

(Note: “%20 is “web-speak” for a <space>.)

a. Inthis case, Class Search was requesting the filename as: art-130-01a.pdf

The Fix: Rename the PDF file to match the filename in Class Search exactly, upload
the file again, and verify the PDF is viewing properly within Class Search.

TSU/Office of Information Technology User Guide 19 January 2022
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Reference: www.tsu.edu/academics

Technical support is available 24/7 by emailing IT Service Center:
itservicecenter@tsu.edu or submitting a case: http://itservicecenter.tsu.edu

As always, we appreciate your support as we continue to improve the tools that ensure
“‘Excellence in Achievement.”

TSU/Office of Information Technology User Guide 20 January 2022
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