
 

ACADEMIC  

BUSINESS  

DEPARTMENT  
 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

HANDBOOK 
(Revised September 2008) 

 

 

 

 

 

 

 

 



2 

 

TABLE OF CONTENTS  
 

Department Staff  ....................................................................................................... 4 

 Contact Informationéééééééééééééééééééééééééé...4 

 

Lakota Perspective   éééééééééééééééééééééééééé5 

 

Fall/Spring Calendar éé.ééééééééééééééééééééééé.6 

 

Chain of Command  ................................................................................................... 7 

OLC Vision and Mission Statement........................................................................... 8 

Business Department Vision and Mission Statement ................................................ 8 

General Information  ................................................................................................ 10 

What Faculty Should Know éééééééééééééé.éééééééé13 

Student Advising ééééééééééééééééé..ééééééééé.16 

OLC E-Mail System  ................................................................................................ 17 

OLC Moodle System ééééééééééééééééééééééééé19 

OLC Jenzabar System ééééééééééééé.ééééééééééé21 

College Centers  ............................................................................................................22 

OLC Contacts  ..............................................................................................................23 

Faculty Forms 

Lists of Forms  ..............................................................................................................25 

            OLC Library Card Application ééééééééééééééééé..26 

Payroll Direct Deposit ................................................................................... 27 

Adjunct Faculty Contract  ............................................................................. 28 

Request for Tuition Waiver .......................................................................... 29 

Employee Annual Performance Evaluation ................................................. 30 

Observation of Teaching ............................................................................... 33 

Faculty Self-Evaluation................................................................................. 36 

Proposed Development Plan éééé.éééééééééééééé...38 

Early Check Release Form ........................................................................... 40 

Travel Expense Report ................................................................................. 41 

Purchase Requisition Voucher Procedures  ................................................. 43 

July Savings Deduction ééééééééééééééééééééé44 

Contribution to Endowment ééééééééééééééééééé45 

Contribution to Scholarships éééééééééééééééééé...46 



3 

 

Semi Annual Certification Form ééééééééééééééééé.47 

Retirement Contribution Form éééééééééééééééééé48 

Student Forms 

List of Student Forms ...................................................................................................50 

Add/Drop Card  ............................................................................................. 51 

Change of Grade ........................................................................................... 51 

Application for Graduation  ......................................................................... 52 

Independent Study Policy  ............................................................................ 53 

Independent Study Application .................................................................... 54 

Adjunct Faculty Information  

Welcome éééééééééééééééééééééééééééééé57 

Faculty Resources éééééééééééééééééééééé.éééé59 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4 

 

Department Staff: 
 

Chair:  

 

Loretta L. Broberg, Chairperson, Business Administration Instructor 

 

Business Instructors: 

 

Julie Johnson, Accounting/Business Administration Instructor 

 

Doug Noyes, Business Administration Instructor 

 

Andy Thompson, Business Administration Instructor 

 

Ahmed Al-Asfour, Business Administration Instructor 

 

 

Contact Information:  

 
Loretta L. Broberg, Business Department Chair 

 Email: lbroberg@olc.edu 

 Office: 605-455-6081 

 

Julie Johnson, Instructor 

 Email: jjohnson@olc.edu 

 Office: 605-455-6081 

 

Doug Noyes, Instructor 

 Email: dnoyes@olc.edu 

 Office: 605-455-6081 

 

Andy Thompson, Instructor 

 Email: athompson@olc.edu 

 Office: 605-455-6081 

 

Ahmed Al-Asfour, Instructor 

 Email: aalasfour@olc.edu 

 Office:  605-455-6081 
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THE LAKOTA PERSPECTIVE  
The Lakota perspective is a world view which derives from the oral creation story of the 

Lakota people and is, therefore, a living, dynamic view handed down from generation to 

generation. At the base of this view is an unchanging adherence to the humanistic values of 

respect, generosity, wisdom, fortitude, bravery and humility. To see the world from the Lakota 

perspective is to understand that one must live each day guided by these values. 

Important parts of the Lakota perspective are in the skills of listening and sharing. No oral 

tradition can survive unless people know how to listen well and to share knowledge and wisdom. 

Decision making, governance, curriculum design, and classroom instruction depend upon the 

skills of all people involved, to listen to each other and to share their views. Administrators, 

instructors, students, and the community all feel they must be heard. Therefore, classrooms, 

meetings and forums need to provide a place which encourages listening as well as speaking to 

allow these needs to be met. 

The Lakota perspective enters the classrooms of Oglala Lakota College in many different 

forms. It enters through the perspectives of our Lakota students, who must be encouraged to 

express their ideas to respectful listeners, fellow students and instructors. It enters through the 

use of Lakota materials: books, tapes, treaty documents, arts and craft work, song, dance, story, 

and oral histories. It enters through the presence of people from the communities who share 

their memories, skills and wisdom with OLC students. It also enters through the use of the 

Lakota language either as the language of instruction, or supplemental information. 

The Lakota perspective, as a way of life, is supported in a powerful way by the treaties. 

The importance of the treaties is often overlooked, and that is a great danger. The treaties need 

to be studied explored, and understood if the Lakota perspective is to survive in the generation to 

come. 

1. The Lakota values of respect, generosity, wisdom, fortitude, bravery and humility must 

guide all activities at Oglala Lakota College. 

2. Structures within the college, including the classroom, need to accommodate a respect for 

listening and sharing so that students, faculty, staff, and the community can all speak and 

can all be heard. 

3. The Lakota student perspective, Lakota materials, Lakota speakers, and the Lakota 

language should be incorporated into every course to the full extent possible. 

4. The treaties need to be studied, discussed, and understood in every way possible.   Also, 

the federal-tribal relationship and policies thereof. 

NOTE: This statement on Lakota perspective was prepared in 1991 by a task force of the 

Instructional Division. It incorporates ideas from several meetings of the task force and from 

meetings of staff and faculty that were held at Piya Wiconi in August 1990. 

In his review of the statement, Dr. Elgin Bad Wound noted that "At some point, we need to come 

to grips with the discrepancies between the Lakota perspective, or beliefs, and the structures and 

processes by which we actually live - tribal government, organizational structures." 
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FALL 2008 CALENDAR  
Support Staff Return         July 21

st 
Department Chairs Return July 28

lh 
Faculty Return August 7

th 
Registration August 11-August 15

lh 
Course Cancellation Meeting August 19

1
'
1 

ADD or DROP August 18-August 29"
1 

Classes Begin August 25"' 
Last Week to Drop 100% September 1 -September 5

th 
Labor Day (Office Closed, Classes Meet) September 1

s1 
Native American Day (Office Closed, No Classes) October 13

th 
Departmental Advising October 20-November 21

st 
Veteran's Day Holiday (Office Closed, Classes Meet) November 11

th 
Thanksgiving Day Holiday (Office Closed) November 27-November 28"' 
Classes End December 5

th 
Make-up Week December 8-12

th 
Final Grades Due December 12

th 
Department Chairs/Faculty Christmas Holiday December 15-January 4"' 
Support Staff Christmas Vacation December 24-26"' 
New Year's Holiday for Support Staff December 31-January 1

st 

SPRING 2009 CALENDAR 

Support Staff Return January 2
nd 

General Construction Spring Session Begins January 5
th 

Department Chairs/Faculty Return January 5
th 

Registration January 12-16
th 

Course Cancellation Meeting January 20
th 

A D D  o r  D R O P  J a n u a r y  1 9- J a n u a r y  3 0
t h  

Martin Luther King Day (Offices Closed) January 19
th 

Classes Begin January 26
th 

Last Week to Drop 100% February 2-6
th 

President's Day (Offices Closed) February 16
th 

S p r i n g  B r e a k  ( N o  c l a s s e s )   M a r c h  3 0 " '  -  A p r i l  3
r d  

A I H E C  2 0 0 9  ( M i s s o u l a ,  M T )   M a r c h  3 0
l h

 -  A p r i l  3
r d  

Easter Holiday (Good Friday) April 10
th 

General Construction Spring Session Ends April 17
lh 

Registration for General Construction Summer session April 20-24"
1 

General Construction Summer Session Begins April 27" 
Regular Classes End May 15

lh 
Faculty's Last Day May 20

th 
Make-up Period May 18-22"

d 
Grades Due May 22

nd 
Memorial Day (Offices Closed) May 25"' 
Last Day for Chairs June 5

1
'
1 

Graduation/Pow-wow June 19-21
S| 

Last Day for Support Staff June 19
1
'
1 

General Construction Summer Session Ends August 7
th 
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Chain of Command 
 

 

 

 

 
Ü 

Ü 

Ü 

Ü 

 

Vice President of Instruction 

 

 

Dr. Gerald Gira ud 

 

 

Ü 

Ü 

Ü 

Ü 

 

Department Chairperson 

 

 

Loretta Broberg 

 

 

Ü 

Ü 

Ü 

Ü 

Business Department Instructors/Adjunct Instructors  

 

 

 

 

Oglala Lakota College President

Thomas Shortbull
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Oglala Lakota College 
 

OLC Vision:  Learning Lakota ways of life in the community ï wolakolkiciyapi. 

 

OLC Mission Statement:   

 

Oglala Lakota College is chartered by the Oglala Sioux Tribe.  Its mission is to provide 

educational opportunities that enhance Lakota life.  These opportunities include:  community 

services; certificates; GED; associate, bachelor, and graduate degrees.  Oglala Lakota College 

provides framework of excellence for student learning of knowledge, skills, and values toward a 

Piya Wiconi ï a new beginning for harmony in fulfillment of aspirations and dreams.  Oglala 

Lakota College is committed to continuous improvement and is creating Oglala Lakota 

University through outstanding teaching, research, community service and assessment. 

 

Business Department Vision: 

 

Individuals are able to reach their maximum potential and are prepared to lead full and 

productive lives in the 21
st
 Century through an education at Oglala Lakota College Business 

Department that ensures:  

ü Education excellence, equity, and high expectations for every individual;  

ü A highly effective instructor in every classroom;  

ü A supportive learning environment; and  

ü Partnerships among educators, parents, family, business, and the community that support 

high academic achievement and opportunity for all individuals.  

Business Department Mission: 

 

Oglala Lakota College Business Department will provide the breadth of business education 

necessary for individuals to be successful within their communities while maintaining 

wolakolkiciyapi.               

 

ü Ensure that high expectations are maintained for all students;  

ü Develop a long-term vision and maintain an ongoing five-year plan to ensure the steady 

progress of all students to reach their full potential; and  

ü Build support for higher education on the Pine Ridge Reservation through regular 

communication with the educators, parents, family, business and the community.  

Purposes: 

Tribal:  

 

ü To provide the Lakota with a relevant and trained workforce. 

ü To promote the study and practice of sovereignty. 

ü To cooperate with tribal entities to provide skills that builds the Lakota nation. 

ü To support graduates in achieving meaningful work and healthy lifestyles. 
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Community:  

 

ü To support local communities in development of their education systems through 

articulated agreements. 

ü To engage people as active, productive members of their tiospaye through civic 

involvement and support. 

ü To provide frameworks of consultation for leadership development in the context of 

communities and organizations. 

ü To provide for lifelong learning through workshops, seminars, and community activities. 

 

Cultural:  

 

ü To utilize Lakota cultural values in all training disciplines. 

ü To provide opportunities for students to celebrate Lakota culture through songs and 

ceremonies. 

ü To provide a platform for cultural viewpoints within our disciplines. 

ü To provide leadership by maintaining and revitalizing Lakota culture. 

 

Academic: 

 

ü To encourage high student learning expectations through active collaborative learning 

frameworks, and teamwork, applied through a supportive environment. 

ü To accept all students and provide necessary support to complete programs. 

ü To provide knowledge, necessary skills (SCANS) and values for self-actualization, civic 

involvement and making a living in a diverse world. 

ü To work with other institutions and agencies to deliver real world training. 
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GENERAL INFORMATION  
 

Policy and Procedure Manual: 

 

The college no longer prints the Policy and Procedure Manual.  The Manual can be accessed on 

the college website at:  www.olc.edu, go under College Information; click on Policy and 

Procedure Manual.  You may find this helpful to acquaint yourself with the college procedures. 

 

Committee Assignments: 

 

As an Oglala Lakota College employee you will be required to sign up and attend regularly one 

committee assignment.  There are currently five individual committees at Oglala Lakota College: 

(1) Institutional Development; (2) Instructional Affairs; (3) Assessment; (4) Activities; and (5) 

Student Affairs.  You may have additional committee assignments within the major committee of 

your chose. 

 

All Staff:  

 

Once a month the College holds an all staff day for overall college business, which is mandatory 

to attend unless previous arrangements have been made with your supervisor.  After an all staff 

meeting, individuals break into their assigned committee meetings. 

 

Academic Fridays: 

 

Friday is an assigned eight-hour day that is to be served at Piya Wiconi.  This day is used for 

committee meetings, department meetings, and for students.  Students should be able to contact 

you at your office on Fridayôs for assistance or questions.  If you are unable to attend on Fridays 

there are five personal days per semester that an instructor accumulates.  It is necessary to let the 

Department Chair know when you plan to take a personal day as an Application for Leave Form 

will need to be returned to the Department Chair prior to the scheduled leave.   

 

Add/Drop at discretion of the Instructor:  

 

A student may be dropped from a course after three consecutive absences at the discretion of the 

instructor, (and will be dropped after five total absences).  The instructor must submit a drop card 

or a letter grade of an ñFò to the Registrarôs Office.  (2003-2004 Student Handbook, page 8) 

 

Time Sheets and Mileage: 

 

Time sheets are due to the Department Chair by 5:00 pm Friday afternoon of the week prior to 

payday.  You are to fill out the entire time sheet/mileage sheet.  If you work in more than one 

funding area, you must indicate on your time sheet all the account codes for each area and the 

percent of time, or number of hours, you worked in each of the funding areas.  Time sheets and 

mileage sheets will be turned in through electronic methods.  Please email to the Department 

Chair at lbroberg@olc.edu 

 

 

 

 

 

http://www.olc.edu/


11 

 

College Vehicles: 

 

Any faculty/staff driving any Oglala Lakota College vehicles must have a valid driverôs license 

and proof of insurance.  When picking up keys for a vehicle from the Presidentôs Secretary, you 

are required to show your driverôs license and proof of insurance each time.  The other 

departments that have vehicles are required to maintain records showing that the drivers of these 

vehicles have a valid driverôs license and proof of insurance.  Only college employees may drive 

any college vehicle. 

 

Preview of Merchandise: 

 

There is no preview of merchandise allowed.  Any person found receiving a product for preview 

will be personally responsible and have the cost deducted from their paycheck.  This procedure 

was put in place because items have been brought in to preview and not returned before the end 

of the preview period. 

 

Complimentary (free) textbooks sent by publishers for preview are the only exception. 

 

Standard Procedures for Student Field Trips ï Travel:  

 

The faculty member in charge will submit a payment requisition voucher indicating the number 

of students, what meals, if any, and fees/cost associated with the trip.  An advance will be made 

to the faculty for these costs.  The faculty will be responsible for paying the cost incurred by the 

students in association with the trip and bring receipts back for all expenditures.  The advances 

for meals will be based on $3.00 for breakfast, $5.00 for lunch, and $7.00 for supper. 

 

If the expenditures exceed the advance, the faculty member will be reimbursed.  If the 

expenditures are less than the advance, the faculty member will return the balance along with the 

receipts to the business office within 12 days upon returning. 

 

Faculty/Staff going on the trip should submit travel authorization in the same manner as they 

would for any other trip.  DO NOT combine student expenditures with faculty/staff expenditures. 

 

The payment requisition voucher will need to be submitted at least two weeks prior to the trip. 

 

Packages: 

 

Pick up packages as soon as possible.  Bring the notification you receive stating you have a 

package to pick up when you come to the business office.  If packages are not picked up in a 

reasonable time, a second notice is sent.  There is limited room for holding packages.  The 

business office returns packages that do not have a PO number on the box at the time the 

package is delivered.  Let the business office know if you are expecting any free items before the 

items arrive, then the will not be returned to shipper. 

 

Picking up checks: 

 

Checks are only given out to the person the check is made payable to unless: 

ü A request is received (may be faxed to Director of Accounting or presented) signed by 

the person the check is made payable to or you are the designated person picking up the 

checks for the district/center. 

ü Phone calls will not serve as authorization. 
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Bonus or other extra payments: 

 

If a bonus is paid or you are receiving an additional payment on a contract, it goes through 

payroll and must be received on the same deadlines as time sheets.  Social Security taxes must be 

deducted.  On small bonuses, Federal Income tax is not deducted.  If any other payments you do 

not want to have Federal Income Tax deducted, you must give a signed statement stating that to 

the Payroll Office on the Monday of the payroll disbursement. 

 

Procedures for direct deposit of payroll: 

 

Must fill out and return payroll direct deposit authorization form to the payroll office along with 

a copy of a voided check.  Must be turned in by the Monday before payroll week, the Monday 

after payday.  This will set up the deposit for the next pay period. 

 

To remove yourself from the direct deposit you must turn into the payroll office the 

discontinuance of direct deposit form two weeks prior to termination. 

 

Once removed from direct deposit, you cannot sign back up for direct deposit for three months. 

 

There will be no early check releases on direct deposit. 
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Registrar's Office - What our Faculty should know. 

Tardiness 
A student shall be considered tardy for class, if he/she arrives late for class, but during the first 
hour of the class.   A student arriving later than this may be marked absent. This policy will not 
interfere with the instructor's prerogative to grade for class participation. 

If an instructor is late for a class, students must wait for one-half hour.   After this time, the class 
will be considered cancelled for that week and must be made up. 

In the event tot no students appear for class at the scheduled starting time, the instructor should 
wait at least one-half hour before deciding to cancel the class and it must also be made up. 

Attendance 
Students are required to attend classes regularly. Instructors will submit attendance on-line 
weekly to the end of the semester. 

If a student wishes to be excused from a class, it is the student's responsibility to clear the 
absence with the instructor. At mat time the student must arrange for a make-up assignment. 
However, an excused absence is the same as an absence until the student has completed work 
equivalent to being in class. Once the makeup assignment is completed, the instructor will then 
change the absent to present. 

A student may be dropped from a course after three consecutive absences and will be dropped by 
the center counselor after five total absences. 

Reinstatements 
There are not reinstatements once the student is dropped due to 5 absences, unless there is proof 
of an error in the attendance. 

Drop-add Procedures 
During registration and die first week of classes, a student may change their 
enrollment by the following procedure: 
1. Log on the Jenzabar website exweb.olc.edu/ics using your username and password that you 

acquire from the Registrar's Office or your "Home Center" counselor. Courses may be 
added or dropped during the first week of the semester. 

2. If a student discontinues a subject and fails to allow the prescribed procedure for 
dropping a course, it may be recorded on his/her permanent record as an "F". It is the 
student's responsibility to verify that their online schedule shows that the course is 
officially dropped. 

3. If a student fails to attend the first two weeks of class without notification to the 
instructor, the instructor will drop the student at the end of the second week of class.   If 
a class is dropped after the second week, the student will be liable for the total cost of 
the tuition. 

Withdrawal  
A student desiring to withdraw from class must obtain a drop/add card from their local counselor 
or the Registrar's Office.   Non-withdrawal may result in a failing grade. 

First week nothing recorded on permanent record.   Third week to end of the Term:   "W" 
shown on permanent record. 

Transfer from One District Center to another 
Students transferring to other college centers will only be allowed to do so in the first five weeks 
of the semester.   A student may only transfer his/her classes to another district center if the same 
courses are offered and with instructor approval only.   This must be in writing from the 
instructor and submitted with the drop card before the student can transfer.   It is the student's 
responsibility to contact the instructors and let the center staff at both sites know of the transfer. 
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Incomplete 
An "incomplete" grade held beyond the deadline requires approval by the Registrar, who shall 
consider the continuing availability of the instructor, die responsibility of the student involved 
and the cause from the incomplete. 

In such cases where the instructor is not available, the "incomplete contract" will be utilized by 
the appropriate department chairperson and the chairperson will assign a letter grade to the 
student, if possible. 

An incomplete grade is given only when the instructor feels that special circumstances warrant 
it.   In addition to the faculty providing all information necessary to determine an appropriate 
grade for the student, the student with the instructor and department chair-person must sign a 
contract.   Unless stated in the contract, any incomplete grade must be made up within one 
calendar year. 

Course Substitution 
Course substitutions will be determined on a case by case basis. The reasons must be justifiable 
and approved by the Department Chair, the Registrar, and the Vice President of Instruction. Core 
courses will not be substituted. 

A course substitution must have similar course content as the required course. The student 
must petition the appropriate Department Chair and type the reason and rationale for the 
request. If approved, it will be attached to the graduation application for documentation. 

Course Waiver 
Course waivers will be determined on a case by case basis. The reasons must be justifiable and 
approved by the appropriate Department Chair, the Registrar and the Vice President for 
Instruction. Waivers can only be petitioned if the student acquires 91 credit hours or more with a 
GP A of 3.00 or better. 

The student must petition the appropriate Department Chair and type the reason and rationale for 
the course waiver. If approved, it will be attached to the graduation application for 
documentation. 

"Visiting Classes" 
Tribal members are invited to visit, with the approval of the instructor, all classes taught at 
Oglala Lakota College.   Those who wish to pursue a course throughout the semester are invited 
to do so.   There is no fee for "visiting" and no record will be kept.   Those taking courses on a 
"visiting" basis must purchase their own textbooks. 

Final Grades 
Final grades are due by the Friday of make-up week and are submitted to the Registrar's office.   
Upon receipt of the final grades, the instructor will be given a release for payment to be submitted 
to the Business Office.   The Registrar staff will check the grades to make sure incomplete 
contracts and drop cards are filled out and attached as needed. 

Change of Grade 
A change of grade ma}' be given by the instructor within two semesters after the course was 
held.   If the instructor is no longer available, the student must consult with the appropriate 
department chairperson. 
 
Classes 
 
¶ 15 classes are required at 3 hours each.  There are 10 minute breaks allowed each 
hour.  If you donôt break, you may get out İ hour early, but this is not recommended. 

¶ Center personnel should be informed of class cancellations.   
¶ If a student needs to make-up a test and it is closed book, you need to meet with the 

student yourself.  (Maybe 1 hour before the next class)  The counselors can give open 
book tests. 
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Syllabus 
 
¶ A syllabus is required for students and counselors office during the first week of class.  

There are needed for reference purposes. 
¶ Please state on your syllabus the attendance rules and any other requirements you 

have. 
¶ Give phone numbers where students can reach you. 
¶ Department Chair is to have an electronic copy of all syllabus. 

 
Commuication 
 
¶ Every instructor has a mailbox in the college center they are teaching in.  Check it 

often for messages from students and staff.  Leave your phone numbers with the 
center. 

 
Tutoring  
 
¶ Tutoring is available on request.  You may leave a note for center counselors for 

referring students. 
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STUDENT ADVISING IN THE DEPARTMENT  

What is Student Advising? 

Advising links students to academic life which will help to understand the academic environment 

of Oglala Lakota College and will support students individually as they proceed through 

college.    Student advising will assist students through the following: 

o To assist students clarify individual interests, values, career goals, and the 

challenges of life a student may encounter 

o To assist in developing a suitable educational plan and program of study 

o To assist students in selecting appropriate courses and other educational 

opportunities that may translate to individual interests within the program of study 

o To assist students in reviewing and evaluating their progress toward their 

established educational goals and completion of requirements within individual 

programs of study to meet degree requirements 

o To assist students by developing awareness and understanding that decision-

making in the advising process and life is based on a system of shared 

responsibility 

o To encourage students to utilize college services and resources 

o To clarify and improve the studentôs knowledge of career options and potential 

for career change in the workplace  

o To address individualized academic advising needs of a diverse student 

population 

Importance of Student Advising 

This allows for instructors and students/advisees to get to know one another as individuals and 

create an atmosphere of caring and professional concern for students.  Every student is 

encouraged to meet with their advisor on a regular basis.  This will allow an advisor to assist 

students in: 

1. Evaluate the studentôs suitability to the discipline chosen 

2. Review the requirements for the degree, options, and possible electives 

3. Identify deficiencies in the studentôs record and ways to correct them 

4. Discuss career and graduate school options 

The following provides a brief topic overview in which faculty frequently advise students: 

1. Graduation/degree requirements 

2. Co-curricular opportunities 

3. Scholarly skills 

4. Student skills (how to function in higher education) 

5. Internship opportunities 

6. Career opportunities, career building 

7. Personal issues related to success in college  
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FACULTY COURSE INFORMATION  
 

LOGGING ONTO THE OLC EMAIL SYSTEM  
 

HOW TO LOG IN TO THE OLC EMAIL SYSTEM 

INSTRUCTIONS FOR YOU TO FOLLOW ALONG ON THE COMPUTER ARE MARKED 

WITH THE RIGHT ARROW SYMBOL. 

>ENTER THE OLC EMAIL  

 

WEBSITE: 

Enter the following web address into the address bar of your web browser: 

http://mail.olc.edu/ 

Note: We recommend you bookmark this address for easy and frequent access. 

My Email 

Address is: ____________________ 

My Email Login is _______________________  

My Email Password is:_____________________ 

 

>LOGIN INSTRUCTIONS 

 

· After you enter the above URL (web address) for the OLC Email Web Site ï hit Enter 

Ŀ This will take you to the ñGatewayò page 

· A prompt will appear ï asking for your USERNAME and PASSWORD. Your User Name or 

ID will be given to you by your instructor (via email) or by the registrar. At OLC, your 

USERNAME is usually your first initial followed by your last name and student ID Number. For 

instance, the USERNAME for Mary Jane would be ñmjane9834ò Use all lower case. Your initial 

PASSWORD will be the same as your USERNAME. If you name contains more than two words 

such as Mary Jane Smith your USERNAME would be your first initial followed by the first word 

in your last name and the first initial in the last word in your last name and then your student ID 

Number. For instance, the 

USERNAME for Mary Jane Smith would be ñmjanes4398ò Use all lower case. 

· Once you have entered your USERNAME and PASSWORD, click on the Login button. 

· Your USERNAME and PASSWORD are the same as your Moodle codes. 

NOTE: User Names and passwords are case sensitive. We recommend that you always use lower 

case. 
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THE FIRST TIME YOU LOG IN TO OLC EMAIL:  

 

To make sure your instructor can communicate with you, and for your own security you need to 

enter your options and a new password the first time you log in to OLC Email. 

 

>YOUR ñOPTIONSò WEB PAGE 

 

After you log on, you will see your ñOptionsò Web Page and the system recognizes you as the 

user of the email account.  

 

 

 

 

UPDATE YOUR OPTIONS 

In the Options Screen set up your email account as shown in the graphic below. 

--  Scroll to the bottom of the page and click the Apply button. The screen will flash and the 

Options page will reappear. 

 

UPDATE YOUR IDENTITY 

Click Identify after you click Options at the top of your screen 

In the Identity Box, enter your Name and email address in the appropriate boxes 

Set this identity as default; click the small square box to the left of set as default 

Scroll to the bottom of the page and click the Add button. The screen will flash and the Options 

page will reappear. 

 

TO COMPLETE YOUR OPTIONS SETUP 

--  Finally click the Inbox in the far left hand side of the screen. The options page will disappear 

and the Inbox will appear on the screen 

This is the only time the Options Page will appear when you enter into your OLC Email. 

 

UPDATE YOUR PASSWORD 

· Your OLC Email password may be updated using the following method: 

Open your Web Browser and type http://mail.olc.edu/passwd.php into the address box and press 

Enter, follow the instructions on your screen. 
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HOW TO LOG IN TO OLC 'S MOODLE  

Ÿ INSTRUCTIONS FOR YOU TO FOLLOW ALONG ON THE COMPUTER ARE MARKED 

WITH THE RIGHT ARROW SYMBOL.  

Ÿ ENTER THE OLC DISTANCE LEARNING WEBSITE ï MOODLE: 

OLC uses the online classroom system called Moodle. Enter the following web address into 

the address bar of your web browser: 

http://moo.olc.edu/ 
My Moodle Login is _______________________                     

My Moodle Password is: _____________________ 
Note: We recommend you bookmark this address for easy and frequent access. 

Ÿ LOGIN INSTRUCTIONS 

        After you enter the above URL (web address) for the Moodle Web Site ï hit Enter 

        This will take you to the ñMoodle Openingò page  

        Click on the button ñLoginò in the upper right hand corner of the screen 

        A prompt will appear ï asking for your USERNAME and PASSWORD. Your User 

Name or ID will be given to you by your instructor (via email) or by the registrar. At OLC, 

your USERNAME is usually your first initial followed by your last name and student ID 

Number. For instance, the USERNAME for Mary Jane would be ñmjane9834ò Use all lower 

case. Your initial PASSWORD will be the same as your USERNAME.  If you name contains 

more than two words such as Mary Jane Smith your USERNAME would be your first initial 

followed by the first word in your last name and the first initial in the last word in your last 

name and then your student ID Number.  For instance, the USERNAME for Mary Jane Smith 

would be ñmjanes4398ò Use all lower case. 

        Once you have entered your USERNAME and PASSWORD, click on the ñloginò button. 
NOTE: User Names are NOT case sensitive but passwords ARE. We recommend that 

you always use lower case. 

THE FIRST TIME YOU L OG IN TO MOODLE:  
To make sure your instructor can communicate with you, and for your own security you need to enter 

your personal information and a new password the first time you log in to Moodle. 

Ÿ YOUR ñMY COURSESò SCREEN 

After you log on, you are in your ñMy Coursesò Screen and the system recognizes you as a 

student of this course. This is your main entrance to ñMoodleò page.  
A list of courses you are taking will appear in the center column of your screen. If you are 

registered for more than one Moodle course, all will be listed. 

Ÿ CHANGE YOUR PERSONAL INFORMATION 

If this is your first time entering Moodle, you need to set up a new password and input your 

personal information into the system. Instructors use this information to contact you for the 

duration of the course, so it is vital that you keep your information up to date. If you change 

your email address during the semester and your instructor sends out a notice changing the due 

date for an assignment, you will not receive that notice. (We prefer that you use your OLC 

email address, please see A Note about Email Addresses below.) 
UPDATE YOUR PASSWORD 

         Select a class and go into the course, then Select ñChange Passwordò from the 

ñAdministrationò box on the left of the screen. 
         Enter a new password and then type it in again for verification. Click on the "Change 

Password" button when finished. 

http://moo.olc.edu/
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         We STRONGLY RECOMMEND you write down your password and choose something 

easy to remember. It is very frustrating for you (and your instructor) if you have to go several 

days without being able to use the system because you forgot your password. 
         Hit ñSubmitò once you have completed this form. You will get a confirmation message, 

click ñOKò to return to the Personal Information Screen. 
UPDATE YOUR PERSONAL INFORMATION 

         Select ñEdit Profileò from the Administration box on the left hand side of your screen. 
         Enter your personal information. You do not have to enter a Student ID, or information 

about job title, etc. But you MUST enter your correct email address and contact information, 

especially your phone number, so your instructor or the registrar can get in touch with you in 

case of emergency. When you have finished updating your profile, click on the "Update 

Profile" button. (Again, please see A Note about Email Addresses below.) 
A NOTE ABOUT EMAIL:  Many students have their own email addresses. If you regularly check 

your email (every single day because you work at a computer or are on every night at home) and 

prefer to only have one account, then use that as your email address in an OLC Moodle class.  
However, if your primary email address is a free email account with Hotmail or Yahoo or some other 

free provider, you will need to use your assigned OLC email account in order to communicate with 

your instructor. This is because these free email services impose limits on the quantity of email you 

can receive and will ñreturnò messages if you donôt clean up your inbox. They also limit the size of 

incoming messages and attachments. This can severely limit your ability to communicate with your 

instructor.  
This is why OLC provides an OLC email address to every student who registers. Please plan on using 

your OLC email address for this class unless you have an email address that is not a ñfreeò email 

address (i.e. a work email address such as jdoe@shannon.ws or jdoe@bia.gov, or an ISP address like 

jdoe@gwtc.com) and you check it EVERY DAY.  

Congratulations! You are now ready to start your Moodle Course ! 
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Jenzabar 

 
 

This program is utilized to track student attendance and post final grades.  Attendance is required 

on a weekly basis as students utilizing PELL need to be accounted for during the first six weeks 

of classes.   

 

Logging on to Jenzabar 

 

Visit http://www.olc.edu 

¶ Go to distant learning tools 

¶ Click on Exweb (Jenzabar) 

This will bring you to the log in page 

¶ Login using your user ID and password 

o If you do not have this information call the registrarôs office to acquire the 

necessary information at 605-455-6033 

For attendance ï 

 

Go to  

¶ My courses 

¶ Activate the course link which you are teaching 

¶ Under the academics tab 

o To attendance 

o Enter student attendance 

o Click the save button 

For grade entry ï 

 

Go to  

¶ Under the faculty tab 

¶ Click on the ñgrade entryò link 

¶ Choose the course you are responsible for 

¶ Enter your grades  

¶ Click the save button 

¶ Print a hard copy (printout) of the grades (2 COPIES ï 1 for Registrar & 1 for Chair) 

¶ Fax grades to 605.455.2226 

¶ Provide the department chair with a hard copy (printout) of grades 

 

 

 

 

 

 

http://www.olc.edu/
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College Centers 

 
College Centers and Abbreviations: 

 

Eagle Nest College Center ï Wanblee, SD ï ENCC   1-605-462-6274 

 

East Wakpamni College Center ï Batesland, SD ï EWCC  1-605-288-1834 

 

LaCreek College Center ï Martin, SD ï LCC   1-605-685-6407 

 

Pahin Sinte College Center ï Porcupine, SD ï PSCC  1-605-867-5404 

 

Pass Creek College Center ï Allen, SD ï PCCC   1-605-455-2757 

 

Pejuta Haka College Center ï Kyle, SD ï PHCC   1-605-455-2671 

 

Pine Ridge College Center ï Pine Ridge, SD ï PRCC  1-605-867-5893 

 

Oglala College Center ï Oglala, SD ï OCC    1-605-867-5780 

 

Wounded Knee College Center ï Manderson, SD ï WKCC  1-605-867-5352 

 

He Sapa Learning Center ï Rapid City, SD ï HSCC   1-605-342-1513 

 

Cheyenne River College Center ï Eagle Butte, SD ï CRCC  1-605-964-8011 

 

Oglala Lakota College Switchboard     1-605-455-6000 
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OLC Contacts: 

 

VP of Instruction ï Gerald Giraud     ggiraud@olc.edu 

   605-455-6035 

E-mail ï Brett Bump       bbump@olc.edu 

   605-787-9736 

Technology Calls ïCliff DeLong     cdelong@olc.edu 

   605-455-1713  

Phones ïPaul Zimiga       pzimiga@olc.edu 

   605-455-6059 

Internet ïCliff DeLong      cdelong@olc.edu 

   605-455-1713 

Pic-Tel ï Cliff DeLong      cdelong@olc.edu 

   605-455-1713 

Computers ï Paul Zimiga      pzimiga@olc.edu 

   605-455-6059 

Personnel Office ï Christina Janis     cjanis@olc.edu 

   605-455-6029 

Registrar's Office ï Leslie Mesteth     lmesteth@olc.edu 

   605-455-6033 

Financial Aid Office ï Billi K. Hornbeck    bhornbeck@olc.edu 

   605-455-6037 

 

Business Office Contacts 

 

VP of Business ï Chris Noordsy     cnoordsy@olc.edu  

  605-455-6011 

Business Office Manager ï Maria Albers    malbers@olc.edu  

  605-455-6016 

Payroll Officer ï Holly Provost     hprovost@olc.edu  

  605-455-6008     

Grants & Contracts Officer ï Colleen Sitting Bear   csitting@olc.edu 

   605-455-6009 

Student Accounts ï Kathy Montes     kmontes@olc.edu 

   605-455-6030 
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Faculty Forms 
(The Department is moving to electronic forms) 
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Forms: 

 

1. OLC Library Card Application 

2. Payroll Direct Deposit 

3. Adjunct Faculty Contract (Contract for adjunct faculty) 

4. Request for Tuition Waiver (Used if you intend to take a course at OLC) 

5. Employee Annual Performance Evaluation (Department Chair evaluates all full-time 

faculty) 

6. Observation of Teaching (Department Chair evaluates all full-time faculty in the 

classroom) 

7. Faculty Self-Evaluation (Rate yourself in teaching competency) 

8. Proposed Development Plan 

9. Early Check Release Form (Used if you need to have a check before itôs pay date) 

10. Travel Expense Report (Used for conference travel) with instructions 

11. Purchase Requisition Voucher/Payment Requisition Voucher 

12. July Savings Form 

13. Contribution Form  Endowment 

14. Contribution Form  Scholarships 

15. Semi Annual Certification Form 

16. OLC Retirement Contribution Form 
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Oglala Lakota College 
ACADEMIC & PUBLIC LIBRARY 

CARD APPLICATION 
PHONE 605-455-6069 FAX 605-455-6070 

STUDENT/OLC      __   STAFF  __   FACULTY      ___    COMMUNITY MEMBER 

 ---     WAKANYEJA  (7yr.s-17yrs-musl have parent signature on application & internet access permission form on file) 

HA VE YOU BEEN ISSUED AN OLC LIBRARY CARD BEFORE
1
?      YES NO 

LAST NAME _______________________ FIRST NAME ____________________________  

ADDRESS EMAIL  

CITY STATE ZIP 

BIRTHDAY ________________________ TELEPHONE ____________________________  

PLEASE READ AND SIGN BELOW: 

I agree to abide by the rules and regulations of the Oglala Lakota College Learning Resource 
Center and to return or pay for materials checked out from the Learning Resource Center. I 
agree to the loan period and also agree that any materials not returned, overdue, or deemed 
lost are my responsibility and that I will pay for the necessary replacement costs. 

NOTE: Oglala Lakota College reserves the right to withhold requests for transcripts, etc,, 

until all financial matters relating to your files at the college are cleared, including 

outstanding bills owed to OLC Woksape Tipi Library. 

Those who are not students at OLC and owe the college for lost, or damaged materials will be 
billed accordingly. It is your responsibility to insure that you return materials checked out 
in your name to the Learning Resource Center. Failure to do so WILL jeopardize library 
usage and future services WILL be denied. 

The college provides materials to enable you to maximize your educational experience, and 
reserves the right to insure that materials loaned to you are also made available to others 
requesting them. 

As a patron of the Oglala Lakota College Learning Resource Center, wishing to use the 
INTERLIBRARY LOAN services, I agree to abide by the following rules and regulations: 

1. I agree to return materials when due. 
2. I agree to reimburse the borrowing library on any cost accrued if any materials 

are lost, damaged, or stolen. 

3. I agree not to lend any materials to someone else while they are in my possession. 

APPLICANT SIGNATURE: PARENT/GUARDIAN SIGNATURE: 

INTERNET ACCESS PERMISSION-   YES     NO 
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DATE: __________________________________  
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