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How to enter an Academic Honesty Violation using MySJU
1. Log in to MySJU (http://my.sju.edu). 

2. Click the School Services tab on the resulting webpage [image: image2.png]o htps:
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Integrated Student Records and
Financial Services Feedback

9| Your feedback is most welcome as the
L& offices of Financial Assistance, the
=7 Registrar, and the Student Service
Center are being transitioned to a more
integrated organizational and operational
model.

Use the link below to submit questions and/or
comments regarding this initiative to the
steering committee.

Feedback Form

Residence Life Homepage
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‘Campus Directories.
Posta Campus Announcement
Seen & Heard
The Hawk
Publish an Event
Email Alias Management
Mass Email Communication Guidelines
HawkEye
SJU Magazine
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Post an Announcement
CAMPUS PUBLIC SAFETY ALERT - OVERBROOK TRAIN STATION
Several weeks ago an elderly male was struck and killed by an Amtrak train at the Overbook Train
Station at 63rd St. and City Ave. At the time of that incident the male was illegally crossing over the
iroad tracks from the 63rd Street platform to the Drexel Rd side platform. In response to this incident,
a5 well as two more recent incidents of trains having to stop to avoid hitting pedestrians crossing the
tracks, the Amtrak Police have instituted agaressive enforcement by issuing trespassing citations to
anyone observed illegally crossing over the railroad tracks. Some of our University students have already
been issued citations for this offense. The only authorized legal crossing, from one platform to the other,
by either going through the provided underground passageway or by crossing over the sidewalk on the
overhead bridge that traverses the railroad tracks. We are asking that everyone within the University
community, that has a need to pass through this location, abide by more.
Seling winter break tickets
one bedroom for rent
Business policy book for sale.
‘Summer Scholar Program 2012 Application
BUSINESS TEXTBOOKS FOR SALE!
Need Nova Ticket
Nova Ticket
Looking to buy Nova Ticket for $60
Textbooks for SALE.
Selling Student Ticket to Villanova Game
More Campus Announcements

susne

Libraries | Recreation | Campus Ministry | I

Won 12112 Mon 1219 Mon 1226 . Fri1230-
ST Thur 12/15 FOTD ST Thurs 12122 Thurs 12129 Sun 11
T0am-
Campion 7:30am- 30am
Food Court 7:00pm 12:00pm- Closed Closed
“Fotpm
T
16:30am
Campion Ham  7:30am-
Dining Hall 3:30pm 1:30pm Closed Closed Closed
30pm-
Satom
[Mandevils C3 sam2om  Cosed  Closed  Closed  Closed
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Zimbra

Connectto Zimbra

Zimbra Resources

* Quick Reference Guide
« Web Client User Guide

More help is available on the
1T Support portal at .

H}\cadem\cs
Courses
Forms
Apout

Upcoming Events
‘Additonal Information

Saint Joseph's University has taken
steps to ensure that the campus
continues to function in the event of
an emergency.

Resources and information, including
evacuation maps, designed to help
'you cope with an emergency situation
and protect yourself and your
colleagues should the region
experience an incident are available
on the Emergency Freparedness
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3. Select the Faculty & Advisor link – the folder will expand
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Update Emergency Contacts
Update Cell Phone

Update Addresses & Phones

Manage My Computer Profile

Change My Security Question
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Time Entry.

Leave Reporting

Pay Stub

Electronic Approvals

Enroll for Employee Training
Search Job Postings

Posta Job

Employee Handbook
Pandemic Preparedness Plan

Managing Employee Absence Due to
HINT

VSP Policy
VSP Statement

VRWS Program Policy FY 2012
VRWS FAQFY 2012

VRWS Request Form FY 2012
Family & Medical Leave

Athletics Calendar
Intercollegiate Athletics

Club Sports

Sports & Recreation Complex

Administrative Support Presentation

(ZEmployee Information
OFaculty & Advisors
Financial Information Menu
(personal Information

Plan 2020
General University Information
Executive Dashboard

Report Development
Management Information

Ad hoc Reporting
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‘The links below are provided for academic and administrative staff who need access to the Banner Information
System.

Banner Production
Banner 8 Testing
Banner Pre-Production
Banner FAQ

Frequently Asked Questions about the new 8x version of Banner.
Getting Started with Banner 8

Instructions for first-time users of Banner 8.
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DECEMBER 1.

2011

Purchase Parking Decals
Pay Parking Citations
Appeal Parking Citations
Van Driver Training
University ID Card
Annual Security Report
Shuttle Services
Parking Information

‘Technology Purchasing
Enroll for Technology Training
Report a Problem

Request Delivery of Presentation
Equipment

Training Schedule
IT Weekly
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4. Select the Academic Honesty Violation Link
*If you need to refer to the University’s Academic Honesty Policy there is a link directly
   below the Violation link*
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Update Emergency Contacts
Update Cell Phone

Update Addresses & Phones
Manage My Computer Profile
Change My Security Question

=] &3 B
Time Entry.
Leave Reporting
Pay Stub
Electronic Approvals
Enroll for Employee Training
Search Job Postings
Posta Job
Employee Handbook
Pandemic Preparedness Plan

Managing Employee Absence Due to
HINT

VP Policy

VSP Statement

VRWS Program Policy FY 2012
VRWS FAQ FY 2012

VRWS Request Form FY 2012
Family & Medical Leave

Athletics Calendar
Intercollegiate Athletics

Club Sports.

Sports & Recreation Complex

Administrative Support Presentation

(JEmployee Information
E¥aculty & Advisors

£ Term Selection

B Select Your Course

B Faculty Detail Schedule

B Faculty Schedule by Day and Time

B Academic Honesty Violation

B Academic Honesty Policy

2 petail Class List

B summary Class List ( with download option )

B Class List Images

2 petail wait List

B summary wait List

£ Mid Term Grades

B Final Grades

B Student Athlete Progress Report

B Incomplete Grades Summary

B Registration Overrides

B Registration Add/Drop

£ Faculty and Advisor Security Information

B dlass Schedule

(Cstudent Menu

Dadvisor Menu

B advisee Grade Summary

B Active Assignments

B assignment History

B syllabus Information

B office Hours

B Faculty Annual Reports
Financial Information Menu
(personal Information
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DECEMBER 14, 2011

Purchase Parking Decals
Pay Parking Citations
Appeal Parking Citations.
Van Driver Training
University ID Card
Annual Security Report
Shuttle Services
Parking Information

Technology Purchasing
Enroll for Technology Training
Report a Problem

Request Delivery of Presentation
Equipment

Training Schedule
IT Weekly
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5.  Select the appropriate term from the drop down menu
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GEITEITEY) Employee  Finance.

Search Go RETURNTOMENU SITEMAP HELP

10551860 Elizabeth A. Bahm

Select Term Dec 14,2011 11:01 am

[ Seioctthe Tem for processing then press the Submit Term button

Select a Term: Fall 2011 =
Spring 2012
Intersession 2012
Submit Fall 2011
‘Summer 2011
————ISping 2011
RELEASE: 8.4 |intersession 2011
Fall 2010
‘Summer 2010
Spring 2010
Intersession 2010
Fall 2009
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6. Select the student you need to enter the violation for.  You can either use the drop down box to select the student ( red arrow) or choose the “enter student ID directly” link ( red circle)
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Student/Advisee ID Selection et T

Dec 14,2011 01:05 pm

[ Setect the Student/Advisee that you wish to process and press the Submit Name button.

Select a Student or Advisee: [FTTTAAY

‘Submit

Enter Student ID Directly
Advanced Search for Active Students
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RELEASE: 8.4

v
v





[image: image11.jpg]SJU SAINT JOSEPH'S UNIVERSITY

Office of the University Registrar





7. Once you have selected the student you will be brought to this page.  In the top block of the page you will see the student’s ID, Name, Term, Class and Major.
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Academic Honesty Violation

Instructions for faculty: Complete the form below. Once you submit the form an email wil be sent to you confirming your submission, to the student with instructions for appeal and to the Registrar's Office. If
recorded as a second violation for the student an email will also be sent to the Chair of the Academic Honesty Board. VIOLATION RECORD

Student ID: 10631739 Student Name: Joseph Donahue Term: 201140
Class: Freshman Major: COMM
Violation =

Section 1: Acts of dishonesty in formal courses.
Violatio

~] Course: | [+

Section 2: Acts of dishonesty outside formal courses.

Brief description of violation: (required)

(Free form text - 3000 chsrscterfmit)

Penalty
Penaity: [~
Dates

) 2] o (W]
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8.  If the violation falls under Section 1 ( Acts of dishonesty in formal courses) use the drop down arrow to choose the appropriate violation.
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Academic Honesty Violation

Instructions for faculty: Complete the form below. Once you submit the form an email will be sent to you confirming your submission, to the student with instructions for appeal and to the Registrar's Offce. If this
is recorded as a second violation for the student an email will also be sent to the Chair of the Academic Honesty Board. VIOLATION RECORD

Student ID: 10501847 ‘Student Name: Kyle Babcock Term: 201140
Class: Junior Major: MKTG
Violation

Section 1: Acts of dishonesty in formal courses.

‘Section 2:|1A. cheating, copying, or the offering o receiving of unauthorized assitance
= 1B, the fabrication or falsification of data, results, or sources for papers or reports.

1C. any action which destroys or alters the work of another student

1D. the multiple submission of the same paper or report for assignments

1E. plagerism, the appropriation of information. ideas. or the language of other persons or wrters
1F. unauthorized collaboration
Other

‘Brief description Of VIOIation: (Fequired)

(Free form text - 3,000 characte limit)

Dannlh,

I

i

v
v
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9. Then select the appropriate course. 

 *student will be listed more than once if they are in more than one of your classess*
10.  Briefly describe the violation – this is a required field
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Academic Honesty Violation

i

Instructions for faculty: Complete the form below. Once you submit the form an email will be sent to you confirming your submission, to the student with instructions for appeal and to the Registrar's Offce. If this
is recorded as a second violation for the student an email will also be sent to the Chair of the Academic Honesty Board. VIOLATION RECORD

Student ID: 10501847 ‘Student Name: Kyle Babcock Term: 201140
Class: Junior Major: MKTG
Violation

Section 1: Acts of dishonesty in formal courses.
VIOIation: 1A cheating, copying, or the offering or receving of unauthorized assitance

Section 2: Acts of dishonesty outside formal courses.

Brief description of violation: (required)

(Free form text - 3,000 characte limit)

v
v
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11. Enter the penalty and the dates.

*date of violation is not required – however, the remaining date fields are*

12. Once you have completed the form – hit the Submit Student Violation button
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(Free form text - 3000 chsrscterfmit)

Penalty

Penalty: | [~

Dates

Date of violation (if known):
mm/ddlyyyy

Date of discovery:
mm/ddlyyyy

Date of notification:
mm/ddlyyyy

Date of interview:
mm/ddlyyyy

Date of penalty:
mm/ddlyyyy

‘Submit Violation Record

Reset
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13. You will receive a confirmation on the screen that your violation report has been successfully submitted.  You will also receive a confirmation email.
14. You may now either enter a violation for another student or return to the Faculty & Advisors menu
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Academic Honesty Violation

ﬂ Your Violation Report has been successfully submitted.

Select New Student.

Return to Faculty & Advisors Services Menu.

B




The following are samples of the emails sent once a violation is submitted.
Email sent to student:


Dear John

An academic honesty violation has been submitted for your class: MAT 101
You should have received notification from your professor detailing the violation and your right to appeal.
If you decide to appeal this violation, all appeals and referrals must state grounds and must be made in 
writing to the Academic Honesty Board Chair within seven days after notification of the decision. If you 
have received an "F" for the course and are going to appeal the violation please continue to attend class 
until your appeal is complete.

Thank You.

                                                               
Email sent to Faculty Member:

Dear Jo

Academic Honesty Violation has been received for John Smith (ID: 1234).
If you have not already done so, please email the student notifying him/her of the violation and their right to appeal.

Thank You.
10

