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Introduction

ÅThis reference guide will walk you through the District 

Instructor System (WebFaculty)

ÅThe reference guide includes general information regarding 

the system capabilities and functions

ÅFor in-depth information and step-by-step instructions please 

refer to the LACCD On-Line Faculty Services document that 

can be found here: http://albacore.laccd.edu/inst_sys_ref/
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Where to Find the Link to the System?

ÅThe link to the instructor 

system can be found from 

the District website or the 

college sites

ÅLook for the link in the 

Faculty and Staff Sections
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SC1: District Site

SC1:

Screen Shot for 

the District page 

that contains the 

link to the 

instructor system
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Where to Go and Login

The District homepage is: 

Select the tab near the top:

The next screen will show:

Scroll down and click on one of the 

following (Click Here for a screen shot: SC1)

ü http://www.laccd.edu

ü FACULTY AND STAFF RESOURCES

ü Resources Accessible From Any Computer

ü Faculty Services ïInstructor System

ü View your class roster

ü Assign grades to students

ü Exclude students from classes
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By Clicking any of the links you will be redirected to the 

instructor system login page (Click here for a screen shot: SC2)

http://www.laccd.edu/


SC2: WebFaculty Login Page

SC2:

WebFaculty 

Login Page
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Information Before You Login

ÅAccess to the Instructor system requires a DEC User ID and 

password

ÅAll instructors have accounts on this system.

ÅIf you have questions or problems logging in, please contact 

your campus LAN Administrator by clocking on the 

link on the bottom of the Login page.

ÅNOTE: The system is available from 6:00AM to Midnight 7 

days a week.
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General Page Layout Information

Å Instructor Login page:

ï For forgotten passwords, contact the campus LAN administrator.  See link at bottom of page.

ï Browsers supported by this system are listed at the bottom of the screen. 

Å All pages contain the following information and are setup with the following layout (Click here for examples: SC3)

ï Links are underlined or displayed in blue

ï Buttons are displayed as gray boxes

ï Help link at top right corner provides link to more information about the page

ï ñBread Crumbò path at top left corner displays the path or steps to get to that page

ï Contact the Webmaster link at bottom left corner

ï Goto / Main Menu / Logout links are at the bottom of the page
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SC3: Layout Examples

Links Examples:

Button Examples:

Help Example:

Bread Crumb Example:

Contact the Web Master 

Example:

Bottom quick link example:
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General Page Layout Information (Cont.)

Electronic Signature Instructions

Å The electronic signature pin number is issued at beginning of the session when you are logged in. 

Å The pin is only valid for that particular session. If you logout or the session expires a new pin will be 

issued. 

Å The pin should be used for any transactions that are submitted within that session

Å The transactions that will require a pin are the following:

ï Excluding Students (Mandatory and Supplemental)

ï Assigning Grades 

ï Submitting Positive Attendance Hours

Å The electronic signature will replace the wet signature requirement. With the implementation of the 

electronic signature, instructors are no longer required to print, sign and submit the rosters to Admissions 

and Records

Å Click here to view the electronic signature information after login
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SC4: Electronic Signature
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SC4:

Electronic 

Signature



Session Expired Information

Å The District system will end your session and log you off if no action has taken place for a 
while.  You can log back on by pressing the Faculty Information System button near the 
bottom of the Session Expired screen.  

Å IMPORTANT: Session Length

Please note that merely pressing keys or moving the mouse does NOT register as 
interaction with the information system.  Even if you have input numbers, grades, or 
checked boxes, you will get a warning near the 20 minute point when the session is about to 
end.  Click the ñRESTOREò button within the time allotted to extend your time for another 20 
minutes; otherwise, the session will end and data will not be saved.

Å Other actions that connect with the information system and extend your time are ñSubmitò 
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Main Menu Options

Select a 

course and 

then click one 

of the options
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View Roster Page

Å On the view roster page you can view the following:

ï Current Active Students for the section

ï Inactive and Standby Students by clicking the corresponding link at the bottom of the roster

Å Print the roster by clicking on the print button

Å Download the roster into excel by clicking on the Download to excel link at the bottom left of the roster

Å You can send an email to the entire class by clicking the Mass Email Button

Å Emails can be sent directly to an individual student by clicking on the letter icon next to the studentôs 

name

Å By clicking the student id link you will be able to see the student contact information that is in the DEC

Å You can also see a count of the number of active and audit students in the section.

Å Click Here to view a sample View Roster Page
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SC5: View Roster Page
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SC5:

View Roster 

Page



Excluding Students

Å Instructors are able to exclude students through the online instructor system

Å The first available exclusion roster is the Mandatory Exclusion roster

ï Title 5 mandates the exclusion of census class.  If you use the on-line exclusion process, please do 

so by the date required 

Å After the Mandatory Exclusion roster is submitted, the next available exclusion roster will be the 

Supplemental Exclusion Roster

Å Instructors will not be able to see the Supplemental Exclusion Roster until they submit the Mandatory 

Exclusion roster

Å With the Supplemental Exclusion Roster faculty may also exclude students at other times through the last 

date to drop with a ñWò.  

Å When submitting the Exclusion rosters the electronic signature will be required.
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