Marian University
Doctoral Student Quick Start Guide




COURSE REGISTRATION (Three options):

Courses are filled on a first come, first served basis.

1. For first-time Doctoral Students registrants —You must complete a paper registration form with a

correct e-mail address for the Registrar’s Office; and then an e-mail will be generated with your

SabreNet information.

2. Online — via SabreNet (IQ.Web) — To access SabreNet you must have an e-mail address and birth
date on record in order to be assigned a user ID and password. Once your account is set up, you
will receive two e-mails from Marian University with this information. Be sure to keep your user ID
and password for access in the future for all of your personal billing, grades, schedules, etc., data. Your
advisors do not have access to your password.

Procedure: Go to the log-in page for SabreNet: https://campus.MarianUniversity.edu/igweb/Secure/logon.asp .

On the log-in page, hold your cursor over the statement, “Use the online registration checklist as your guide for
online registration.” The link will become live. Click on it and follow the instructions in the checklist. You do not
need to obtain authorization to register, but you will need to sign in to SabreNet to execute your registration.
Online registration closes the week before classes start.

3. Paper Registration Format — Enter the Registrar’s webpage at

http://www.MarianUniversity.edu/interior.aspx?id=279. Scroll down and print out a Course Registration

form. Fill out the registration form with your personal information and the course (list course information)

information to register. FAX the signed/dated form to the Registrar using the FAX number listed on the form.

COURSE DROPS (Two options)

Courses must be dropped before the start of the first class session in order to avoid financial penalty and “WD” or
” F” designation on your transcript.

You have a choice between two methods to drop a course.

1. Preferred Method: Online — via SabreNet (IQ.Web)

2. Paper Drop Format - Print the course drop form from the link below:

http://www.MarianUniversity.edu/interior.aspx?id=279 and mail or fax the completed, signed drop

form.

3. Please note: the form must be received by the Registrar’s Office before the start date of the class.


https://campus.mariancollege.edu/iqweb/Secure/logon.asp
http://www.mariancollege.edu/interior.aspx?id=279
http://www.mariancollege.edu/interior.aspx?id=279

TO ORDER TEXTBOOKS:

Not earlier than 2 weeks before the course start date, call the Marian University bookstore at 1-800-262-7426, ext. 7166
to place an order. State the course number, name of the course, and the location of the course for which you are
registered. The Bookstore will inform you, upon request, if a used textbook for that course is available. The Appleton,
Milwaukee, and Fond du Lac campuses have a receiving area to hold textbooks (and take payment for the books you
have ordered when using the phone number above) where they will be available for pickup within 2 business days of
placing the order. Books ordered for other locations are delivered from the Marian Bookstore to your home within 1
week.

The Marian Bookstore also has a website from which textbooks can be ordered. Access this at:
www.marianuniversity.edu under “Quick Links,” then “Bookstore.”

If you prefer to order textbooks from an alternative vendor (e.g., Amazon, etc.), the Marian Bookstore will provide you,
upon request, the ISBN number to use as you search on-line. Please be sure when choosing an alternative vendor that
delivery can be accomplished at least 1 week prior to the course start date in order to complete any course pre-
assignments as provided with the Advance Course Meeting Planners available for each course.

CONTACT INFORMATION:

Doctoral Program

Director: Dr. Marilyn Bugenhagen 920-923-8629 mjbugenhagen0l@marianuniversity.edu
Your Academic Adviser: see the acceptance letter

Administrative Assistant: Christine Costello 920.923.8095 cmcostello79@marianuniversity.edu

School of Education Secretary to the Dean —920.923-7177 soedo@marianuniversity.edu

Registrar’s Office —920.923.7618 registraroffice@marianuniversity.edu

The Doctoral Studies Program maintains its own website at http://marianuniversity.edu/phd
that provides students with quick links to many resources that you will need throughout your program.
The School of Education also maintains a website at http://soe.marianuniversity.edu/ Be sure to save

this link in your favorites in your web browser for quick and easy reference:

Keep Your Demographic Record Current

Change of E-mail through SabreNet (IQ.Web)

(1) Log into SabreNet and click “Preferences” on the left-hand menu

(2) Click “Account Information”

(3) Change your current e-mail address to the preferred email address and click the “Save” button
Change of name/mailing address/phone number....print/complete a “Change of Address” Form from the

Registrar’s webpage and FAX or mail to the Registrar.


http://www.mariancollege.edu/
mailto:mjbugenhagen01@marianuniversity.edu
mailto:cmcostello79@marianuniversity.edu
mailto:soedo@marianuniversity.edu
mailto:registraroffice@marianuniversity.edu
http://marianuniversity.edu/
http://soe.marianuniversity.edu/

FINANCIAL AID

If you plan to apply for Financial Aid, click on this link http://www.marianuniversity.edu/interior.aspx?id=79 and

then click on “Application Process”
The Office of Financial Aid will be happy to answer any financial aid questions.

Call (920) 923-7614 or 1-800-262-7426, Ext. 7614.
TUITION

Tuition is due by the first session of each course. You can pay online via SabreNet, by check, credit card, mail or

in person. Please contact the Business Office for questions about billing and fees at 920-923-8101.

Computer Resource Guide
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Listed below are some very important cyber links to Marian University. These links will become your best
connection to the university and your instructors/advisors. The following outline is designed to help you navigate
the sometimes confusing tangle of where to find what you need.

Your Personal E-mail address Marian University Website
SabreNet (IQ Web) Marian Online
Sabrecat

1. Your Personal E-mail Address

The first of the five cyber links is very important...it is your personal e-mail address! Because of the nature of courses in
graduate programs, your human resources (instructors, advisors, staff) may not be physically near you. Often, the best way
for you to stay in touch with them is by e-mail. Route questions you have to your advisor via e-mail (as found on your
acceptance letter). They can help you navigate the various points of access to academic resources. E-mail communication is
beneficial if connecting by phone is difficult due to mismatched schedules. Another benefit of e-mail is the resulting option
to save answers to your questions in your hard drive for future reference.

It is recommended that you use a Marian or your home/personal e-mail address as your registered e-mail contact with Marian
University. Often there are filters and blocks in place to protect the security of your employer’s Intranet system. These
security measures often prevent the delivery of communication from Marian University to you.

Make sure your current e-mail is always kept up-to-date. Submit the required form directly to the Registrar or change your e-
mail address through your 1Q.Web account.

Below is a handy tool you can use to keep track of the various log-in ID and passwords you will need for the remainder of
your academic career at Marian. Fill it in, cut it out, and keep it in a secure, but easily accessible place for reference
whenever you need to utilize Marian’s computer resources.

http://info.marianuniversity.edu/

Personal Email Address

LOG-IN ID

PASSWORD

1Q.Web

LOG-IN ID

PASSWORD

MarianOnline

USERNAME:

PASSWORD:

PASSWORD CHANGED TO:

Sabrecat

LIBRARY CODE:




2. Marian University Website (www.marianuniversity.edu )

What is Marian University Website?

The Marian University website is the University’s world-wide webpage (Internet) and the portal to
internal Marian University resources (Intranet). It provides access to a wealth of information about the
University and its programs. It is the site where you will find general information, policies and
procedures for Marian University. The website is also your link to your personal Marian University
Intranet accounts (1Q.Web, Marian Online and Sabrecat), and the Intranet pages hosting resources
specific to your degree.

Where do | find Marian University Website?
Type http://www.marianuniversity.edu/ on the address line of Internet Explorer (or other browser) and
click. Bookmark this site on your personal computer for frequent future reference.

Use the drop-down menu on the home page to make important connections to resources such as the
academic bulletin, financial aid, registrar’s home page, etc.

3. SabreNet (|Q Web) (Platform for your personal information.)

What is it?

SabreNet is an Intranet link within the Marian University website. Use it to keep Marian University
informed of your primary e-mail address and to view or print your personal student information. Use
SabreNet to:

Access Grade Reports (no paper reports will be mailed to you)

View Course Offerings

Register and Drop Courses

Find your Class Schedule (includes courses for which you are registered)
Print an Unofficial Transcript

Review Current Account Balance

Make Payments Online

O O O0OO0OO0C OOo

Use this link to view the SabreNet Tutorial http://campus.marianuniversity.edu/igweb/tutorial/logon.htm

Where do | find SabreNet (1Q Web)?
Sign on to the Marian University website: www.marianuniversity.edu, then select from the “Quick
Links” drop-down menu, then scroll down and select “1Q.Web”.

How do | access SabreNet (1Q.Web)?
The Information Technology Department will e-mail a LOG-IN ID and PASSWORD to you at your
primary e-mail address. This will not happen for your first class. Record these in the chart above.



http://www.mariancollege.edu/
http://www.mariancollege.edu/
http://www.marianuniversity.edu/interior.aspx?ID=175
http://campus.marianuniversity.edu/iqweb/tutorial/logon.htm
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What if my e-mail address changes?

If your primary e-mail address changes, log in to SabreNet (IQ.Web). Go to the “Change Password”
page. Entries must be made in all three boxes for “Password” in order to complete the e-mail address
change. First replace the old e-mail address by entering the new e-mail address. Then, enter your
current password. If you choose to retain your current password, enter and re-enter your current
password. If you want to change your current password to a new password, enter and re-enter a new
password. Submit the new e-mail address by clicking on “Change Password.” These entries will
change the e-mail address on record (and your password, if you have entered a new password).

What if | forgot my password?

If you have forgotten your log-in ID and/or your password, go to the log-in page for SabreNet (1Q.Web)
and follow the prompts. Click on “I forgot my password.” On the second page, if you remember your
log-in ID, enter your log-in ID and request “E-mail new account password.” A new password will be e-
mailed to you at the address listed as primary in the Registrar’s record. Then, it’s very important that
you change your password from the newly issued one to one that you will remember the next time you
enter SabreNet.

Or, if you have forgotten your log-in ID and your password, on the second page click on “I forgot my
log-in ID.” On the third page, enter your e-mail address and birth date. Pick up your new log-in; it will
be e-mailed to you at the address listed as primary in the Registrar’s system. Follow the prompts to
secure a new password, and once signed in, be sure to change the new password to one that you will
remember.

*If you do not succeed taking the steps noted above, email Lashanda Johnson at
Isjohnson62@marianuniversity.edu (phone: 920-923-7169) for direction about access to your SabreNet
account.

Course Registration

All students are individually responsible for meeting program requirements and for course registrations
and drops. Your financial aid award may be affected by the number of credits completed during a
semester.

SabreNe6tudent Online Registration Checklist
e Log onto your SabreNet account at https://campus.marianuniversity.edu/igweb/Secure/logon.asp

Select the Online Registration link from the menu bar.
e Select the link for the Year/Term you wish to register for.
P If you do not have access to Online Registration for a particular year/term, the reason will

display in the Status column. Reasons for not being allowed to register online may balfinanci
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not having completed courses the previous semester, your academic standing, or if the current
date is not within the registration period f
encounter the O0Statusd nosliseyagigt@tion. (9A0W923pIBor h av e
reqistrarsoffice@marianuniversity.edu

e The current course schedule for the selected year/term will display at the top of the page. Any
courses that have been selected for registration but not yet added to your schedule will display at
the bottom of the page in the Shopping Cart.

e Inorder to add courses to the Shopping Cart or your Waitlist, if applicable, select the Course
Search link. Many different search criteria are available and the ability to search by keywords
may assist these searches. Wildcards can also be used. Select Add to cart or Add to waitlist (if
applicable, for Closed courses). A pop-up window will display your ongoing selections. When
you are finished selecting courses for the Shopping Cart (or Waitlist), close the pop-up window
and select the Back to Registration link at the top or bottom of the page.

e Select the checkbox to the left of any course you wish to add from the Shopping Cart into your
schedule, or drop from your current schedule, and select the Process link to continue.

e A series of registration validations will occur. Any errors that arise while processing will be
displayed, and must be corrected in order to proceed. Depending on what these are, you may
need to consult the registrar’s office for help in correcting them. Select Make Schedule
Changes to go back and alter the selected courses, if desired. You will need to select Process
again if you make any changes.

e Select the Course Schedule link from the menu. Verify your schedule.

Online Course Drops T Students incur a financial/grade penalty if a course is dropped after the first
class session. Refer to the Academic Bulletin.

Students should follow the procedure below to officially drop a course online before the first day of
class. A tuition and grade penalty is assessed for dropping a course after the first class session.

Paper Format for Course Registrations and Drops i If you are unable to access your SabreNet
account (if a first time student, the paper process is needed), or if course add/drop functions have
expired, you may drop a course by FAXing, mailing or delivering a signed Course Drop Form to the
Registrar’s Office. Click on this link to print a form:
http://www.mariancollege.edu/interior.aspx?id=279



mailto:registrarsoffice@marianuniversity.edu
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4. Marian Online (Academic Platform for Coursework)

What is Marian Online?
Marian Online is another Intranet site within the Marian University website. It is a platform, or
template, upon which an instructor will post information about a class. It is also known as “Educator.”

User accounts are created when a course is opened in Marian Online. Unless or until a student
has a course that is using Marian Online, the student does not have an account. You will be
successful in signing into Marian Online only if the professor/instructor is utilizing Marian Online
for a particular course. Prepare for use of Marian Online by viewing the student tutorial available
here:
http://info.marianuniversity.edu/IT/Tutorials/Marian%200nline%20Tutorial/Student/Studentindex.htm

You must be registered for the course before you can obtain access to Marian Online for that course.
Instructors will usually not post any information about a course until 1 to 2 weeks prior to the date the
course starts, and some professors/instructors may opt to not give students any information until the
first class session.

Where do | find Marian Online?

Sign on to the Marian University website: www.marianuniversity.edu, then click on “Quick Links”
drop-down menu, then scroll down to “Marian Online.” Locate the Marian Online Sign In box asking
for your username and password.

How do | access Marian Online?

If you are a first time user: In USERNAME, type in your first and last name (with a space between). In
PASSWORD, type the last 4 digits of your social security number. Click on “Sign In.” The list of
courses for which you are registered should be displayed. Click on “Enter Course” to obtain the name
of your instructor, required textbooks, syllabus, pre-assignments, announcements, etc.

What i f | dondét want to use my social security
Change your password to one that does not contain any part of your social security number, click on
“Enter Course,” and locate the icon with the key symbol. This will direct you to type your new

password twice and then to click on “Submit.” Use your new password for subsequent use of Marian
Online, and then record your new password (above) for reference.


http://info.mariancollege.edu/IT/Tutorials/Marian%20Online%20Tutorial/Student/StudentIndex.htm
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5. Sabrecat

What is Sabrecat?

SabreCat (so named after the Marian University athletic teams) is an online catalog accessible both on
and off campus via the World Wide Web. The online catalog also provides a procedure for access to the
print collection in the Cardinal Meyer Library at Marian University. The library Tutorial is located at
http://www.marianuniversity.edu/interior.asp?id=1569

Where do | find Sabrecat?
Sign on to the Marian University website: www.marianuniversity.edu, then click on the “Quick Links”
drop-down menu, then scroll down to “Library.”

How do | access Sabrecat?

Once you have signed on to the above website, click on “My Library Record.” This will bring you to a
sign-in page where you will need to enter your 14 digit library code number. This code number is on the
back of your library card which will be mailed to you upon registration for your first class at Marian
University.

6. Doctoral Studies Website

Bookmark this website: http://soe.marianuniversity.edu/phd

You will come back to the site often, particularly the section for current students.

View Course Catalog

View Program Handbook

Go to IQWeb Account

Schedules

Dates and Deadlines

Forms

Dissertation Process

Coming Soon:
0 Advance Course Planning Summer & Fall 2010
0 Conference and paper call announcements
0 Dissertation Defense announcement
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