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About eHelpdesk Services

eHelpdesk Services is a comprehensive Helpdesk software that provides Helpdesk technicians and IT
managers, an integrated console to monitor and maintain all IT requests generated from the users at
Cambridge College.

Requests: You can create a new request and view entire process of how the request is being addressed.
Also all the requests that you have raised will be saved in your requests module for future references.

Solutions: From the solutions knowledge base that has been developed and maintained by the IT

department team, you can search for solutions with issues that you are currently facing. If you do not find
any solution for the problem at hand, then you can post your issue as a request to the Helpdesk team.

Logging on eHelpdesk Services

Follow these steps to log on eHelpdesk: (see figure 1.1)

1. Open your web browser and go to: http://Helpdesk.cambridgecollege.edu

2. Type in your user name and password (The same username & password that you use to
check your email or network log on)

Note: Make sure the “Log on to” is CAMBRIDGE.
Do not check the “Remember Me” checkbox if you are using a public computer.

Figure 1.1 - Main Log on Screen

e-Helpdesk Username [anthony. khang |

SERVICES Password [sesssses |

[Jremember Me Options =
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Figure 1.2 - eHelpdesk Main Screen

Enter Solutions Keyword

(('.: Cﬂmbl‘idge Cﬂllege Personalize | Log out [ akhong ]
a
E-Hefpdt’fk Requests Solutions My Details
New Request
My Wi
o)

| My Requests Summary
H5o

:: New Request

% Pending Requests 5

Recent Items = ) Pending requests
@ How to logon your OWa
2rna...
) Search Solutions
E MyCC not workin Completed Requests 0 )
Cormpleted requests
E Please help with erail ac... 2 d
E hi please help me
o All Requests Search
% All requests sent by the 5
Requester

Show All

Mo announcement exists in the systam,

Horme Reguests Solutions My Details

Creating a Request Ticket

When you need a service from the IT Helpdesk team, simply go to eHelpdesk and submit a request ticket.
Click the New Request link available just below the tabs in the header pane.

To create a new request using the web-based form: (See figure 1.3)

1.

2.

Log into the eHelpdesk using your user name and password.

Click the New Request link available just below the tabs in the header pane. (or click New
Request link on the main window)

Select a relevant problem category. (i.e. Email, Network connectivity or software issues)
Select a relevant priority level for your request.
Enter a relevant title to the request that will exactly summarize your request.

Describe your technical problem/request in the Description field. (Please try to provide a detailed
description as this will help us to support you quickly)

Click the Add Request button to submit your request.
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Figure 1.3 - Creating a New Request

MNew Request

Requester Details

Marne * Khong, Anthony Workstation 10
Task Details
* o
Category | General V| Priarity | Law V|
Home Phone: |61?-123-456? | Cell Phone: | |

Alternative Email: | |

Title® |1 cannot logon My Portal |
Peserption © Fli@ (=] z)u] [==]=]5 == ® [(9]o] =]
Hi,
Can someane please help me? I cannot logon my MyCC partal to check my schedule,
Thanl,
John Doe
Attachments : Attach s file Attached Filas ¢ |

Add request Reset Cancel

Viewing a Request Ticket
To view your requests please follow these steps: (see figure 1.4)

Log in to the eHelpdesk.

Click the Request tab in the header pane. The next page lists all the Open requests available in the
eHelpdesk Portal.

Note: Requests that have not been assigned to any technician will appear in bold font.

Cambridge College - eHelpdesk Services 5



Click the Title of the request that you want to view. This opens the View Request page.
Click the Resolution tab to view the resolution for the request.
To view the history of the request, click the History tab.

To view all the replies that have been sent to you, click the Replies tab in the center pane. All the
notifications will be listed in the ascending order of the date and time when they were sent.

o 0~ w

Note: The Notes added to the request are appended below Task Details. The notes are displayed
in the descending order, with the recently added note displayed first.

Figure 1.4 — Viewing a Request Ticket
Eegquests > Wiew request

Actons
%., Re: I cannot logon MyCC Portal
Fequest ID : 200 Status : Open

Category  General

Group @ Mot Assigned Level : Tier 1 Priority = Low

Request | Resolubdon | History

Requester : Khong, Anthony Cue Date : 21 Sep 2006, 01:18:30
Tide
Re: I cannot logon MulC Partal

DescHpbon

Hi,
Can someone please help me? I cannot log on MyCC portal to see my schedule,
Thanks,

Anthony

Request Details

Mode Web Form Technician Mot Assigned
Created Date 20 Sep 2006, 17:158:30 Due Dabe 21 Sep 2006, O01:15:30
Home Phone: = cell Phone: =

Alternative Email:

Requester Details

Printing a Request Ticket
Follow these steps to print a request: (See figure 1.5)

1. Log in to the eHelpdesk.
2. Click the Request tab in the header pane.
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Click the Title of the request that you want to print.

Click the Action link on the right side Tasks block and select Print Preview. The print preview of
the request is opened in a pop-up window.

Click the Print menu item from the browser File menu list.

The default printer associated with your workstation is invoked. Set the required options and click
OK. You can collect the printed copy of the request at the printer that is linked to your
workstation.

Figure 1.5 — Printing a Request

F.eguests » Wiew request

Actons v |

Request | Resolution History

Re: I cannot logon MyCC Portal b Add Motes

F Print Praview
Request Il ¢ 2000 Statu=s @ Open

Category :General o
Group : Mot Assigned Level : Tier 1 Priarity @ Low

Adding Notes to your Request

After posting a request, if you want to add additional information about the request, use Add Notes
feature. (See figure 1.6)

Follow these steps to add a note to a request:

M w e

Log in to the eHelpdesk.
Click the Request tab in the header pane.
Click the Title of the request to which you would like to add a note.

Click the Action link (see figure 1.6) on the right side Tasks block and select Add Notes. The
Add Notes pop-up window is displayed as below: (See figure 1.7)

Figure 1.6 — Add Notes

Begquests > Wiew request

Actions W |

Request | Resolubon | History

.. Re: I cannot logon MyCC Portal b Add Motes
F Prinkt Preview
Fequest ID : 200 Status : Open
Category  General o
Group @ Mot Assigned Level : Tier 1 Priority = Low
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S.
6.

2 http:/helpdesk.cambridgecollege.edu: 8282 - AdventNet Manag. .. |:| |E| [Z|

Add Motes

Request ID - 200

Maw I can logon but I can't register,

E-mail the technician for notes addition

|  Add Note

;El Done & Internet

Enter your content in the text box below the Request ID.

If you wish to notify the technician in-charge of your request about the addition of the note, then
select the check box E-mail the technician for notes addition.

Click Add Note. The note is added at the bottom of the request along with a date and time stamp.
Your name is also displayed.

Note: You can add any number of notes to a request. The notes added to a request will be
displayed at the bottom of the request in the View Request page in the descending order. The
recently added note will be displayed first.

Viewing Request Resolution

After the assigned technician resolves a request, they can add the resolution for the request. If a resolution
is added for the request, you can view it by following these steps:

e

Log in to the eHelpdesk.

Click the Requests tab in the header pane.

Click the Title of the request for which you want to know the resolution.

In the View Request page, click the Resolution tab in the center pane. (See figure 1.7)

Note: You will find the resolution for the request, if it had been added by the technician who
attended to the request.
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Figure 1.7 — Viewing Request Resolution
Foegquests > Wiew request
Actions

Re: I cannot logon MyCC Portal

Fequeszt ID : 200 Status : Dpen
Categoaory o
Group @ Mot Assigned Level : Tier 1 Pricrity : Low
Request | Resolubon I History
Resolution submitt5 by :administrator Submitted on : 21 Sep 2006, 05:17:41

Hi,
Please folow these steps to logon again and let me know,

1. Go to MyCC
2, Logon with yvour ID 2 PIN
2, Click My Courses

Viewing all Replies

The eHelpdesk sends notifications to you during the process of solving the issue submitted. Your
responses to the technicians will also be displayed as threads/conversation. You can view these
conversations from your own login view.

1. Log in to the eHelpdesk.

2. Click the Requests tab in the header pane.

3. Click the Title of the request for which you wish to check the conversations.

4. In the View Request page, the various mails between you and the technician in-charge will be

displayed under the head Conversations. (see figure 1.8)
Figure 1.8 — Viewing Replies

Conversations Expand all
\L}I| [ From : System on ot 21 Sep 2006, 17:17:07
QJI| [ From @ Systend on 21 Sep 2006, 17:17:41

Viewing Requests based on Filters

eHelpdesk allows you to view the list of all your requests. You can also apply various filters to this list
and view only a specific group of requests. To view the whole list of requests posted by you, click the
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Request tab in the header pane. This lists all the open requests that you have submitted. You can set the
number of requests that you would like to view in a single page. (See figure 1.9)

Figure 1.9 — Filters

Requests > My Pending Requests

My Pending Requests

Filter Showing | My Pending Requests hd Showing : 1 -2 af 2 | | Show per page
|REQUESTS
Mew Request f My Open Reguests
My Requests On Hold

Tite My Pending Requests e Assigned To Due By Status Created Date 2,
My Cormpleted Regquests

RE: Problems wit] My Clased Requests P Unassigned Sep 22, 2006 06:05 PM Dpen Sep 22, 2006 10:05 AM
Al My Requests

Re: I cannot logon MyCC Portal... Khong, Anthony Unassigned Sep 21, 2006 01:18 AM Open Sep 20, 2006 05:18 PM

My Open Requests

When you click the requests tab, this filter is selected by default and lists the entire requests that are in the
open status.

My Requests On Hold
Select this filter to view your requests being hold.

My Pending Requests
Select this filter to view all your Pending Requests.
My Completed Requests

Select this filter to view all your requests that have been attended to and closed.

My Closed Requests

Select this filter to view all your requests that have been attended to and closed.

All My Requests

Select this filter to view all your requests.
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Browsing Solutions by Topic

To browse solutions under individual topics

1. Log in to ServiceDesk application.

The Solutions home page is displayed, where you can see the various topics and their

subtopics. Only the first level subtopics are displayed separated by comma. If the number of

2. Click the Solutions tab in the header pane. (see figure 1.10)
3.

subtopics are more, then they are truncated with ... symbol.
4. To view all the subtopics, click the topic name and browse.

Figure 1.10 — Browsing Solutions

Cambridge College
e-Helpdesk

Hew Request

Solutions My Details

Pt

3 . o
— Browsing - All topics

“7  General 7 Hardware “  IT Documentations
= “~  Desktop , Fax , Laptop ... “~  Dowloads , Forms

“7  Interactive Tutorals “7  Learming Center 7 Network Connectivity
= = = wiired Metwork ...

“7  Dnline Services 7 Security & Antivirus 3 Software

= = = lenzabar ...

“7  Technology Forms “7  a-Helpdesk Portal

- |-

Most Popular Solutions

Using Spelling in Sutloak

You can have Outlook autornatically check wour
spelling before zending all of your outgaing mail?
To..,

Cnline Services > Ermail - Qutlook 2003 Client
Created On Aug 17 2006 | Views: 2

Author @ Anthony Khang

Setting M=z Waord as you Emnail Editor

These are some of the features of Microzoft Word
editar: AutoCorrect: As you write, automati,..
Online Services = Ermail - Outlook 20032 Client
Crezted Ony Aug 17 2006 | Views: &

Author @ Anthony Khaong

Logging on oA [Outlook Weab Access]

Interactive Tutorials
Last Updated: Sep 08 2006
Authar @ administratar

| Wiews: 4

Most Recent Solutions

@

@

Logging on &Wea [Outlook Web Access]

Interactive Tutorials
Last Updated: Sep 08 2006
Author @ administratar

| “Wiews: 4

Setting Ms Word as wou Ernail Editor

These are some of the features of Microsoft Word
editar: * AutoCorreck: Az you write, autormati.,
Cnline Services > Ermail - Cutlook 2003 Client
Created On Aug 17 2006 | Views: &

Authar @ Anthony Khang

Preventing Spar [Unwanted) email meszages from
going in wvour Inbox folder

1. Launch vour Outlack2, Click Mail from the
Mavigation Panel, Open yvour Inbox fol..,

Online Services = Ermail - Cutlook 20032 Client
Created On Aug 17 2006 | Views: 3

Authar @ Anthony Khang
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Alternatively, you can view the solutions by selecting a topic from the combo box available on the top
right corner of the Browsing - All Topics block. All the solutions available in that topic are listed in the
resulting page. (See figure 1.12)

Figure 1.12 — Browsing Solutions from Drop-down menu

P oz W
Browsing : |/Topics Root b
[Topics Root e
.*’.,‘) * General
=0 - o dware
Browsing - All topics hlakls
} + Fax 'K
7 General “7  Hardware * Laptop
= “*  pesktop , Fax , Laptop ... * MAC Dasktop
. ) ) o ] * MAC Laptop
7 Interactive Tutorials Y Learming Center * Printars
= = * Switches
_ﬂ" Online Services _ﬁ" Security & Anlivirus . I:I'TD?:lE:npeitatinns
¢ Dowloads
7 Technology Forms 7 a-Helpdesk Portal *+ Forms
= L + Interactive Tutorialz
* Learning Center
+ Metwork Connectivity
+ Wired Network
Most Popular Solutions Most Recent Soluti| « wireless Network
+« Online Services
@ Uzing Spelling in Cutlook @ Logging on ©WaA (D & Ernail - Qutlook 2003 Client
You can have Cutlook autornatically check wour * Ermmail - Outlook web Access
spelling before sending all of vour ocutgaing rmail? « MyCC Portal
Ta... + Online Library
* Security & Antiviras
Setting Ms Word as|” S.D_:IFtwareb
These are same of f;;?y;:l Module
@ Setting Ms Word as vou Ernail Editar editor: - Autod -Admiss?nn Module
These are sorme of the features of Micrasoft Word e Financial fid Madula v
editar: * AutoCorrect: As you write, autormati, ..

Searching the Solutions
eHelpdesk Portal provides you an option to search solutions for the issues using the keyword search.
To search for specific solutions please follow these steps:

Log in to the eHelpdesk.

On the left side, there is a search block.

In the Enter Solutions Keyword test area, enter your search string.
Click Go or press the Enter key on your keyboard. (see figure 1.13)

A w e

Note: The search option is accessible from any of the modules in the application.
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Figure 1.13 — Searching Solutions

@ SEEIr[:hlnutlnnk || Search I
R
Browsing : |.-"Tn:rpi|:s R.oot b
(2
o= Browsing - All topics

7 General 7 Hardware =
- “ Dezktop , Fax , Laptop ... =

; “_3 Interactive Tutorals i “_3 Leaming Center ; “_3
; “_3 Online Services i “_3 Security & Antivirus ; “_3
e [ A= |-
“7  Technology Forms “7  a-Helpdesk Portal

IT Documentations
Dowloads , Farms

Network Connectivity
Wired Metwork ...

Software
Jenzabar ...

Recent Items

When you are using the eHelpdesk Portal, the application tracks your last viewed items and lists them in
the Recent Items block on the left side. This has a list of the last 10 items that you viewed in the
application, with the latest viewed item appearing on the top of the list. Clicking the hyperlinked item

takes you directly to the item's details. (See figure 1.13)

Figure 1.13 — Recent Items

Recent Items A

Celaving Ermail Message
im...

@ Tracking vour Irmportant
M.

@ Setting M: Word a5 vou
Ern...

.E Fe: I cannot logon MyCC
P...

.E RE: Problerns with
Outlook...
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Introduction

With Microsoft Office Outlook Web Access (OWA) 2003, you can use a Web browser to access your
Cambridge College mailbox, calendar, contacts, tasks and public folder from any computer with an

Internet connection.

Log On Outlook Web Access

For those times when you're at home or away from your office and you'd like to check your email,
use OWA 2003 to access your mail and other data in a manner nearly the same to your working at

your own desk. Note that the screens described and displayed in this document show OWA as accessed via

Internet Explorer 6 in Windows XP. Other browsers and platforms will work slightly different.

From a computer that has Internet access, open an Internet browser and type in the following

address: https://owa.cambridgecollege.edu

1. You will be prompted to enter your user name and password. (See figure 1.1) For the user name,
enter your Cambridge College user account. Example: john.doe

2. Next, enter your password then click Log On. Example: Student or Staff ID (Jenzabar)




B Suticok Web Access

Provided by Microsoft Exchange Server 2003

Domainiuser name: |

Password: |

Client {what's this?)
() Premium
{1 Basic
Security (what's this?)
{#) Public or shared computer
{3 Private computer

To prokect your account From unauthorized acc tlock Web Access automatically closes its connection Eo

wour mailbosx after a period of inactivity, IF wou on ends, refresh vour browser, and then log on again.

Security option explanation screen available only to Premium Experience web
browsers. Only use the Private computer option if you are using OWA on your home
of office computer. If you are using OWA in a public venue and forget to log off you
might run the risk of someone else accessing your account if you don't use the
default option for Public or shared computer.

Note: There are several options that you may choose when accessing your account. Choosing Basic limits some
of the features available but speeds up access when using a slow "dial-up" connection. Choosing Premium gives
you access to all of the features available in OWA 2003.

Also, the Public or Shared Computer option listed under "Security" will automatically log you out of OWA2003
after 15 minutes of inactivity to prevent someone from accessing your email if you step away from your desk
or if you are accessing your email from a "public" place such as a library. Choose the Private option if you want

your email to stay open and not automatically log you out of OWA2003.




Log Off Outlook Web Access

When you finish using Outlook Web Access, be sure to click Log Off in the toolbar, and then close all
browser windows. Logging off helps prevent someone else from using the computer to access your
mailbox. Even if you plan to continue using the computer to visit other Web sites, click Log Off and close

all browser windows after every Outlook Web Access session.

Jinen |28 |6 B 315 - 25 0 | @ Gisor

After logging off, you will return to the Log On screen. You should then close the browser

Window when finished.

D- Microsoft Office

.1 0utlook Web Access

Provided by Microsoft Exchange Server 2003

You have logged off from Outlook Web Access. To log on again, type your domainiuser
name and password, and then didk Log On.

Domain'user name: || |

Password: | | | LegOn |

Client (what's this?)
() Premium
() Basic
Security (what's this?)
() Public or shared computer
() Private computer




The OWA 2003 Screen

When you first enter OWA 2003 you will find that the screen is divided into 4 main areas: Folders List,
Navigation Pane, View Pane and Reading Pane.

Dutloo eb Acces : : [ |
EFolders (A dNew ~ EE\ &K | @ S 'LE] z 'j S | @ Help |l Log of
= £ Test, Exchange * | 0|8 From | subject 5i ¥ :

i Calendar (67} ol e Heirn . i =@ Re:Campus Newslink 4/13/06
[65 Contacts Test, Exchange
@ Deleted Ikems To: Test, Exchange
[ Drafts Cc:
E}inbox[{¥
S Journal ~
[ g Junk E-mail -
| Motes T — Folders List =
[ Qutbox Mews and events from Mew England's 270 colleges
[ Sent Items and universities brought to you by COMMECTION:
H [ Svnc Issues THE JOURMAL OF THE NEW EMGLAND BOARD
3] Tasks OF HIGHER EDUCATIOM.
l. EWEMNTS
Il COMMEMCEMENTS
[Il. PEWS
_I,.rl‘il Inbox I CALL FOR ENTRIES
5| contacts
ﬁ — l. EVENTS
g.?ﬂ'ﬂ[&‘?ﬁ%‘.ﬂ?{i MEBHE AND PARTHERS TO LAUNCH COLLEGE
READY MNEW ENGLAMD M VERMONT

Rules 4 A 8
T < - | >
--| Options — L

View Pane

Navigation Pane

Reading Pane




'E] Folders

= £ Test, Exchange
iz (72)
|85 Conkacts
@ Deleted Ikems
[ Drafts
[ ) Inbox (1)
Jd Journal
E Junik. E-mail
__*J Motes
[ Outbox
@ Sent Ikems

[H [ 5vnc Issues

[&] Tasks

Shortcuts:

In your shortcuts list you will find exactly that, shortcuts to your inbox,
calendar, contacts, tasks, public folders, rules, and options. You can

access any of these shortcuts by simply clicking them.

Inbox: Your inbox list will default to the W INboX | Lnread Messa
two-line view. This means that the
pertinent information to the email (sender,
date, re) will appear across two lines. You
can change the view by clicking the

B Inbox (Messages ~ )
@drop-down arrow

located next to the word inbox.

Folders:

In your folders list you will find such items as your calendar, contacts,

deleted items, drafts, inbox, journal, junk e-mail, notes, sent items, tasks

and more.

e55a0es

Subject

=l Test, Exch... Re: Campus Newslin... Mon 4/24/2... 12..




Preview pane: the preview pane allows you to view your selected message without physically opening it.
As an added feature in OWA 2003, you can even open attachments from this preview pane.

You can change the location of the Reading Pane
or hide it altogether. To change how the

columns appear on your screen, click the arrow

located next to the Show/hide reading pane

button (this button is located on the main
toolbar at the top of the OWA 2003 screen). In

the drop-down you will find various ways to organize the column on your screen. Select Bottom to have

the preview appear at the bottom of your screen.

The OWA 2003 toolbar

Once logged into OWA, it opens to your Inbox. Above it you will see the toolbar which contains various
buttons that are shortcuts to commonly used actions within Outlook, thus making it quicker for users. By
resting the mouse indicator on each button, you will see a description of its function. The toolbar’s

appearance will vary depending on the folder you are viewing.

ShowHide Help Messagas navigation

ShowHide Folders Reading Pana

£ Outiook WebAccess M Inbox {Lvesd Messages =)

Il Fal
Update all Folders Search  Address Book Log OFf

Check for new mail




How to create a new message

1. Make sure you have the Inbox b= displayed then click on the

2.

3.

4.

._?..']New >

button.

A drop-down list with various options will appear. Select
“Message”.

Tip: When you are in the Inboxl'—_fj, you can also create a new
message by press CTRL+N on your keyboard.

An untitled message dialog box will appear on your screen.

dMew T Unread Messages

=
(=1
IR fTwu:u-LlnE View

Messages

; By Sender
= .
=y By Subject:
"_S By Conwersation Topic
! - " Unread By Conversation Topic
I._,_g % Sent To
=

RIT

In the “To” box, type in the email of the person that you want to send the message to. For example,
type john.doe@yahoo.com. In case you would like to send this message to someone you know at

Cambridge College, you’d type the last name of that person and click on the Check Names |a" | button
on the toolbar. This will open a Check Names dialogue box where you can click on the desired person

from the list.

Tips: You can also click the “To” or “Cc” buttons. This opens the Find Names dialog box, which allows you to

search for a person in Cambridge College’s global address & Jist or your Contacts folder. After you locate a
person in the Find Names dialog box, add the name to your e-mail message by selecting the name and then

clicking To, Cc, or Bcc next to Add recipient to.

To add a resolved name in the address boxes to your Contacts folder, right-click the name, and then click Add

To Contacts.

X https:ffowa.cambridgecollege.edu - Untitled -- Message - Microsoft Internet Explorer E@

i=15end|ld & | & T 0 .07 4 | =] options...| @) Help
|
Bec,
Subject:
(Normal v | A Arial viiov A B I USE = = = i= iF iF 11 W
— - = = = — i— =F E
@ é ‘Internet



mailto:john.doe@yahoo.com

To send to this message more than one person, you will have to type a semicolon (;) after each email
(or a person name)

. Type in a subject in the “Subject” box

. Type your message in the message box area.
Tips: Spell check is activated by pressing the F7 key or clicking the Spelling button C4 on the message toolbar.

. To email the message, from the message toolbar, click the Send —'SEﬂd| button.

To send a message with an attachment

. Open and prepare a new message as indicated previously or open an existing message in which you

want to insert a file.

From the toolbar click on the Attachments: button or you can also click the paperclip U

located on the toolbar at the top of the window.

. This opens an Attachments dialogue box; click on the Browse button to start locating the file; use the
Look in box drop-down arrow to navigate to the folder where the file is located.

. Select the file and click the Open button. Click on the Attach button; the file name will now appear

in the Current File Attachments area. (See figure ) Repeat this process if you would like to attach
more files to the same email message. When you are done, click close. The files you selected will now

be attached to your message ready to be sent. (see figure)

5. Click the Close button.

6. You will see the file name indicated beside the Attachments button; click Send to mail it.
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2 https:Howa.cambridgecollege.edu - Untitled -- Message - Microso. .. |:||§|rz|
{—d5end | =l o |2 v I E,f § U | 2] options...| @ Help

anthony@cambridgecollege . edu

L= —
H HD

Subject: Fe: m is week,

Atkachments: SplashID Read me.bxb 1KE)
|Nu:urma| v| A |M1EI v| A B T U
— =

@ é ﬁ Internet

Deleting a message

From time to time you will need to delete old messages to conserve space for your email account at

Cambridge College. To delete any message that appears on your list:

1. With the message selected in the View Pane, click the Delete ~ button on the tool bar or simply
press the delete key on your keyboard.

2. Or with the message already opened click the Delete button x on the toolbar.
Tip: When you delete a message it is actually moved to your deleted items folder. This still takes up space so it
is good practice to periodically go to your deleted items folder and delete the messages from there. This will
permanently delete the messages and free up the space.
To permanently delete an item, select the item to be deleted, hold down the Shift key and press the Delete

key at the same time. Click OK to the question about permanently deleting the selected items. Saving time is
the benefit of this action since you will not need to delete that item again from the Deleted Items folder.

Reading a Message

A message may be read without opening it by displaying the Reading Pane.
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To open a message:

1. Click on the Inbox shortcut on the Navigation Pane.

2. In the View Pane, double click on the message you want to read. New or unread messages will appear
in bolded print.

3. Once the letter is opened, you have various options on the toolbar including Reply, Forward, Print,

Delete, etc. Click on the appropriate button for the preferred action.

4. To close the message, click the X in the upper right hand corner .

Printing a Message

1. Open the message to be printed.

2. Click the Printer button on the toolbar |d .
3. Select the print options and click the Print button

How to create a contact

The Contacts folder is used to store information about people with whom you communicate regularly.
Such information as name, address, phone, fax and e-mail address may be easily referenced. Contacts

may be accessed from either the Folder List or the Button Bar on the Navigation Pane.

When you create a new contact, the new contact dialog box will open on your screen. Enter whatever
information you require for this contact into the necessary fields. When you are finished click the Save
and Close button. Next time you click on your Contacts shortcut or folder you will see your new contact
listed.

To create a contact:

1. With Contacts = opened, from the toolbar, click the New button. G| Mew = -f_% :?{ |—j
2. An Untitled Contact window opens; type the name of the new —ﬂ iosnatb
ﬂ Appointment
contact; use the Tab key to move from one box to another to enter -
. . . _ &4  Contact
other information. You may want to click the Details tab to add R -
& Distribution Lisk
further information as indicated.
i’] Task
3. When finished entering information, click the Save and Close button 4 Folder

on the toolbar to save the new contact

12



How to Create a Distribution List

A distribution list (also known as a Group) is one email address given to a group of individuals. This comes
in very handy when you have a group of individuals you email the same message to on a frequent basis

(i.e. aclass group). This will help you to avoid entering each individual’s email separately.

To create a new distribution list

1. Click the downward arrow located next to the 2iNew button from the toolbar. A drop-down list

with various options will appear. Select “distribution list™. B New v 1_% o |—j
2. An Untitled Distribution List window opens; in the List Name box, J'] Ess‘_age
ﬁﬂ Appaintment
type the name for the new distribution list. The list will be filed in 8 Contact
your Contacts folder alphabetically by its given name. & Distribution List
i’] Task
3. Click the Find Names button i Folder

4. In the Display Name box, type person’s last name to be searched for and click the Find button

5. Search results are listed in the lower portion of the window; click on person’s name to be added to
the list so that it is highlighted.

6. Click on Add recipient to Distribution List button to add that person to the list. Repeat steps 4-6 until

all desired names are added to the list

7. Click the Close button when finished

8. On the toolbar, click the Save and Close button to save the new distribution list; it will be added

to your Contacts folder.

Tip: To add a personal contact or person outside Cambridge College to your distribution list, type the contact's
name or the person's e-mail address in the Add to Distribution List text box, and then click Add. Repeat this step

for each person you want to add.

Creating a Folder

There’s a time when you may want to create additional folders for organizational purposes or to save all
emails from a particular person or group. This is very helpful when you have so many emails maintain

within your mailbox. For example, | can have personal, business, my class folders.
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1. From your Inbox folder, on the toolbar, click on iNew ~ |the drop-down arrow beside the New

button A Create New Folder -- Web Page ... [X]
2. Click on Folder; this opens a Create New Folder dialogue box i"am& ;
. IT
as llustrated Folder contains:
3. In the Name box, type the name for your new folder; | Mail Ttems v/
4. In the Folder Contains box, the default selection is Mail g e, Ehonge .
FH calendar (34)
Items; you may select another option by clicking the drop- [85 Contacts
@ Deleted Items (121)
down arrow located at the end of the box; [7 Drafts [5]
- R H ! b
5. Inyour list of other current folders, select the Inbox mailbox Ejurnal 3
or another folder where you want the new folder to be [ﬁ ;L;:‘;:'ma"
located. For this demonstration, | am creating a new folder [ Outbox bt
calls IT (Information Technology)
https://owa.cambridgecoll: | & Internet

6. Click OK. Note: To see the new folder, you may

‘2 Create New Folder -- Web Page ... @

need to right click on your personal mailbox
ame;

Folder contains:

name and click on Update Folder to refresh it.

| Mail Items v|
4] Lalendar [57] 7
|85 Contacts B
@ Deleted Items (121)
2 Drafts [5]
=N Inbox
ol
g MyCC = New folder we just created.
[gPersongl — | — |
ﬁ Journal
[ g Junk E-mail il

https:ffowa. cambridgecoll:| 4 Internet

Creating a Note

Notes are the electronic equivalent of paper sticky notes that can be easily created and accessed in

Outlook. Notes may only be accessed from the Folder List on the Navigation Pane.

To create a Note:

1. Click the Notes shortcut in the Navigation Pane.

e
On the toolbar, click the New Iﬂ button
3. Type the subject in the Subject box

4. Type the note text in the message box.
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5. When finished, click the Post J'JP°5t| button on the toolbar to save and close your new note.

Scheduling an Appointment with OWA Calendar

Outlook Web Access calendar allows you to set up a schedule for appointments, meetings and events,

tasks, or any other time allocation. Your calendar may be accessed by clicking on the Calendar shortcut

in the Navigation Pane ﬁ Calendar

An appointment is a commitment that only you are required to attend. The Untitled Appointment
dialogue box which opens when you start a new appointment defaults to the appointment information
screen. The new appointment box also has a tab labeled Availability that allows you to coordinate and

schedule meetings with others.

To schedule an Appointment:

1. Click on Calendar shortcut in the Navigation Pane; new ¥ |Lﬂ X | Tod
2. Click on the New Appointment button —"'J sl
. . . . ﬁ Appointment
3. The Untitled Appointment dialog box will open R ol
4. Enter a subject in the Subject box @ Distribution List
=y
5. Type a location in the Location box ol Task
) ) ] 4 Folder
6. Select the Start and End dates and times in the appropriate boxes as

indicated (type or use the drop-down arrows to change dates/times);
7. Choose other options such as All Day Event, Reminder, and typing any notes that are pertinent to the
appointment

8. When finished, on the toolbar, click the Save and Close button.

Accessing Public Folder

You may need to read items posted to public folders ﬁ PublicFolders = p p|ic folders are stored on
the Microsoft Exchanger Server and are used to collect, organize and share information with other people
in your work group or the entire organization. They can also be used to store items such as calendars and
contacts. Items in the public folders are created by administrators who have appropriate access
permissions. Depending on which public folder you want to view, you may be prompted to enter your
password to access it. To access Public Folders:

To access Public Folder:
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1. Click the Public Folders 1) Public Folders shortcut in the Navigation

Pane.

2. If the Public Folders are not listed, click the plus sign + beside the Public S| contacts.

Folders folder to expand the display of all folders in the list. You may also i

Public Folders

have to click the plus sign on specific folders to expand the contents of | ?ﬁ' _

individual Public Folders. 7] options

In the Folder List, click the folder you need to view.
4. The selected folder’s contents will display in the View Pane.
5. Toread a message, click it once to see it in the Reading Pane or double click to open the message in

a separate window.

Creating a Signature

A signature is used to append information at the bottom of your messages. You may choose to
automatically include the signature on all out-going messages or simply insert it on a message as you
prefer. A signature contains such information as you decide. Suggested items include your name, phone

number, email, etc.

To create a Signature:

1. In the Navigation Pane, click the Options shortcut.

2. Under the Messaging Options area, click the Edit Signature button.

Edit Signature. .. (see figure 1.6)

3. Type and format the information you want included in the signature.

4. Click the Save and Close button when finished. gl SaveandClose

22| Dptions

check mark will now appear in the box beside “Automatically include my signature on outgoing

message”)
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Messaging Options
Mumber of items to display per page: | 25w
&fter maving or deleting an item: | open the next ikem b
Display a notification message when new mail arrives
Flay a sound when new mail arrives

"] Automatically include my signature on outgoing messages,

[ Edit Signature. .. ]

Mail editor Font; 10 pt. Arial [ hioose Font, ., ]

Inserting a Signhature on a specific message

If you choose not to automatically include your signature on all outgoing messages, you may select to
insert the signature on a specific message.

1. Create the message to be sent.

2. Click the Insert Signature & button on the message toolbar to insert it.
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Who Should Use this User Guide?

This guide is meant for all users of MyCC. All users of MyCC will have access to the functions
(Calendars, Announcements, Forums, Personal Information, etc.) listed. Some of the options of a function
(assign a task, create a new announcement, etc.) that are described need specific permission to use, and
therefore are not available to all users.

What is MyCC?

MyCC Portal is Jenzabar’s Internet Campus Solution (JICS). JICS is a single log-on entry point providing
an intelligent, integrated, and Internet-based solution for Cambridge College. The College portal will be
branded as “MyCC” and will feature information that is public, as well as information that is specific to
each individual’s role within the portal. For example, information seen by faculty regarding a conference
will not necessarily be seen by students.

MyCC’s Portal has been designed to serve as a virtual point-of-contact for the Cambridge College
campus. Users will be able to view campus announcements, a public calendar of events, forums, and etc.
In this capacity, the MyCC Portal will serve as an essential tool for prospects, students, faculty, and

administrators.

MyCC’s Learning Management System feature offers powerful and easy-to-use course management
tools for supplementing courses and streamlining the learning experience of your students. The LMS
offers faculty and students secure, password-protected, 24/7, single-login access, accessible anywhere

with an internet connection, and includes the following features:

e Online course management

e Calendar

e Easy customization of style and content for course pages

e Easy upload/download of electronic documents including syllabi, text handouts, PDFs, audio and
video file formats, and images

e Discussion forums

e Chat rooms

e Grade book



e Coursemates (see your classmates)
e Task Manager

e Syllabus

e Course Information

e Attendance

e Gradebook

e And many more...

MyCC delivers the connectivity through the Web that is critical today, bringing you complete integration
with your administrative system's database. Depending on who you are, role-based portlets deliver only
relevant database content. For example, only users with a Financial Aid role will have access to financial
aid information. Currently, only three roles exist—Faculty, Student, public, and Administrator; more roles

are in development and anticipated in the future.

Understanding MycC Site Navigation

The MyCC Portal navigation includes: Tab navigation, the Sidebar navigation area, Breadcrumb
navigation, Portlet navigation, and Page Footer navigation. (See figure 1.1)



Figure 1.1

@ Egalllﬂ:-grcidgt? | fior working adults o ﬂ @@ - a E M?C@'mu
—1

User Name: _ Password:

i i |
» Welcome to MyCC  Welcome to MyCC e [] | |Events at Cambridge College |

Tuesday, 3 April

Ed.D. Proqram now accepting
lications for syummer

Thursday, 5 April

Irifio Session

Monday, 9 April
nlin istration in il

2007
Wiew Al

MyCC is a single log-on entry point providing an intelligent, The new MyCC Portal

integrated, and Internet-based solution for Cambndge

College. The College portal will be branded as *My CC° and

will feature information that is public, as well as information

that is spedfic to each individual's role within the portal. Far |

example, information seen by faculty regarding & @ |
T

(fram adrministrabor sdrministrator)

conference will not necassanly be seen by students. Public Registration

Click a hyperlink below to fill out

Main Banner

Login — Personal info — Logout bar
Tabs

Breadcrumbs

Portlet links

Portlets

Quicklinks

~N O o1 B~ W DN P
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6. Select the check box Select All if you would like to send an email to an entire class (See figure 3.8)
7. Click the Email Selected Members link (See figure 3.8)

8. Enter a subject & a message for this email (See figure 3.9)

9. If you would like to attach a file to this email, locate and click the Browse... button

10. Click Send when you are done

Figure 3.8

Cambridge College — Information Technology Department — 26



Figure 3.9

Coursemates

IE
=l

Jane Dog, John Doe, anthony Khong M.B.A., M.S.,

Subject: |Welcome..... |
Body:  yedause~ WIB J UA-W. S EESSE|SE—edédl

Hello everyvone 3)

Welcome to ELP 800...... Please check the syllabus for this week reading.

See you all later,
Anthony

[Borna] BHmm.

Click "browse’ to search for a file and add as an attachment to your @-Mail message. Files over ZMB will not be sent.

File: | |[(Browse... ]

| send | | Cancel |
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The Chat Portlet

You can use the Chat portlet to enter chat rooms and participate in conversations. Private messages can be

sent to "chat™ participants, and you may print and/or save the chat transcript. This is a great place for

students and faculty to chat about assignments, readings, or other topics that do not relate to the forum

discussions without tying up space on the forum.

Note: It is important to note that the Chat portlet appears in a pop up window. In order to participate
in Chat, you must first allow pop ups from the Cambridge College site and turn off the pop up

blocker on your computer.

Setting up a Chat room

1
2
3.
4

Logon MyCC with your faculty ID/PIN
Click the Faculty tab on the top menu
Locate the “All My Courses” and select a course that you want to work on

Click on the Collaboration link on the left menu

Click the Chat link. Alternatively, you can also click the Chat portlet on the homepage. (See figure )

5.

Click the Admin Chat link (See figure 4.0)

Figure 4.0
Collaboration & Edit page B printer Friendly
Chat - Chat
Chat Rooms

€2 1LP Chat (2)
€% General Discussion [{s))]

Admin Chat L

MNOTE: The Chat Admin only works in Internet Explorer (5.5 and later) for Windows O5.
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6. Enter a chat room name. For this demonstration, | am creating a General chat room (See figure 4.1)
7. Click the Create button when done

Figure 4.1

Chat Admin - Chat aite-adnin helps L

Chat Rooms

|I___-__-|

a9 ILP Chat (o)
[Anthory_Ehong_M.B.A M. 5]

Reading (o) ' . o .
Qo [Anthony Khong M.B.A._M.5.] Weekly discussion u] = ) E

General

Room name
|General |

iternz in bold
Room Topic are required

lweekly discussion m

8. You can also control how many users can access the chat room (See figure 4.2)

Figure 4.2

General Settings

Max users Max rooms  Max user rooms Max room name length Req. only  White board
r r

sbusive words Min msg Restricted names

(eelimioe) by *5"1 interval(ms) {delimited by ;")
| | 1004 | |

Banned Users (1 per line) Banned IPs (1 per line)

ry Y

; o rm : o
reset site configuration

Send a Message to All Users
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Entering a Chat room

1.

On you current course page
Click on the Collaboration link on the left menu
Click the Chat link

Now click on the Chat Room that you would like to chat with students. For this demonstration, | am

going to open the General Discussion chat room (See figure 4.3)

Figure 4.3
Collaboration & Edit page © Printer Friendly
Chat - Chat Pl

Chat Rooms

€% 1P Chat (2)
ﬁ General Discussion (0)

Admin Chat

NOTE: The Chat Admin only works in Internet Explorer (3.5 and later) for Windows O5.

Here is what your pop up will look like. On the right you will be able to see who else is in the

room at that time. (See figure 4.4)
Note: It is important to note that the Chat portlet appears in a pop up window. In order to participate

in Chat, you must first allow pop ups from the Cambridge College site and turn off the pop up

blocker on your computer.
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Figure 4.4

<3 Jenzabar Chat - Microsoft Internet Explorer

Chat - General

&
&

Anthony_Khong_M.B.A., M.5.: | Hello EVEryone

John_Doe: | Hi Prof. Khong

How are you daoing with your
paper, John?

Anthony_Khong_M.B.A., M.5.:

John_Doe: ‘ I am about to finish my 10 page

Message™ (1 @ © © O H MM UWULEH S #

Ready

Y
-,

Users Online

¢ Anthony Khong M.B.A., M.S.
£ 1chn Doe

Chat Rooms
€7 General (2}
€7 Reading (0}
€7 ILP Chat (0)

Sending a private message:
1. Within your current chat room
2. Click on the person's name from the Users Online section
3. Select the Private Message pop-up menu (See figure 4.5)

4. Type your message and click the Send button

Note: The message will be displayed in the chat discussion section with the user's name highlighted

to indicate it was a private message
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Figure 4.5 — Sending a Private Chat

Users Online

&2 Anthon .S.
Slohn O
Private Message

Ignore
Ln-Ignore

Invite to a room
Kick / Ban

Assign rights
Chat Ré- ot

€7 General (2}
€7 Reading (0}
€% ILP Chat (0}
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The Task Manager Portlet

You can view and manage your own personal tasks or view tasks that you have assigned to others (if you
have the appropriate permission to do so). Click on the Go to Main Screen link on the bottom right of Task

Manager. Your personal tasks will appear on the My To-Do List tab and will display the following details:

e Task name

o Created by

o Status
o Priority
e Due date

Note: Any task that is past due will display the due date in red. High priority tasks will be highlighted in
yellow.

Creating a Task

1. Within your current course homepage
2. Click Collaboration menu on the left if you can not see the Task Manager link
3. Click My To-Do List menu

4. Click the & Add a New Task link (See figure 4.6)

Figure 4.6
- F
Collaboration & Edit page © Printer Friendly
Task Manager - My To-Do List [l

My To-Do List | Tasks I Assigned

X,
Current Tasks - 2007 01 - Profess. Seminar/Internet Tech. II - DLD1

Show: | Current Tasks - 2007 01 - Profess. Seminar/Internet Tech. II - DLO1 +

Display Tasks Due: Within 7 days Within 30 davs All Tasks

There are no items to display.

B Add 3 New Task

5. Enter a name for your new task and a brief description
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6. Select the Due date (See figure 4.7)

7. Select the status of this task

8. Set the priority for this task

Figure 4.7

Collaboration

@yEdit page E Printer Friendly

Description:

Due Date:

Status:
Priority:

Task Manager - Add/Edit Task % (7] |
| My To-Do List | Tasks I Assigned |

Name: |Pr’epare readings for this Saturday

Font "Size " %W B I UA-%-F EEEE|TIT—=@céap
Sahwrday reading materials

Capdarmmal] B HTML

(Max Characters: 2000)
4/26/2007 B . covmy

: In Progress 'H":

High w

) (G

9. Click the Save button to save the new task

Creating an Assigned Task

Note: The Tasks I Assigned tab will be displayed if you have been given the ability to assign tasks to others

and its functionality will be the same as the My To-Do List tab.

1. Click Collaboration menu on the left if you can not see the Task Manager link

2. Click the Task I Assigned menu (Right next to the My To-Do list)

Cambridge College — Information Technology Department — 34



3. Click the & Assign a New Task link (See figure 4.8)

Figure 4.8
Collaboration & Edit page B printer Friendly
Task Manager - Tasks I Assigned EY

My To-Do List | Tasks I Assigned |
- kY

Current Tasks - All

Show: | Current Tasks - All V|

Display Tasks Due: Within 7 days Within 30 days All Tasks

There are no items to display.

gt Assign 3 New Task
N

W

4. Enter a name for your new task and a brief description

5. To assign this task to your students in this course, select the check box Students
6. Enter the Due date

7. Set the priority for this task

8. Click the Save button to save the new task (See figure 4.9)
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Figure 4.9

Collaboration & Edit page & printer Friendly
; Ta5k_Hans_|ger_ - Assign/ Edit TE_!_E!-(_ _ﬁl 7] .

| MyTo-Dolist Tasks I Assigned | |

Name: |Reading this Thursday
ViewBasic| Advanced|selected

Assign To:

Roles In 2007 01 - Profess. Seminar/Internet Tech. IT - DLO1  Select By:Users|Roles
Ol Faculty
[+] Students

Description: ' coi~ 5o % B J UA-Y.-0 E=E= SIS — ek ay o

Please read chapters 3, 6, 9 for this week meeting,

|Bnormal] B HTraL
(Max Characters: 2000)
Due Date: |4/25/2007 [ 6 ~.[00 %|[pM ¥

(Save) (cancel)

Note: Students in this course will see your new assigned task in their Task Manager Portlet
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The Course Syllabus Portlet

The Course Syllabus portlet allows you to post a copy of your syllabus online instead of the downloadable
syllabus.

Creating a Syllabus

1. Logon MyCC with your faculty ID/PIN

2. Click the Faculty tab on the top menu

3. Locate the “All My Courses” and select a course that you want to work on

4. Click on the Syllabus link on the left menu if you cannot see the Course Syllabus link (See figure
5.0)

Figure 5.0 — The Syllabus Menu

Syllabus

+ Course Syllabus

« Downloadable Version

+ Readings

Course Information

Coursework

Attendance
Gradebook

g'Add a Page
(& Context Manager

5. Click the Course Syllabus link
6. You will see a message says “There is no content in this portlet”. Click the Create Content link to

add a new syllabus (see figure 5.1)
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Figure 5.1

Syllabus & Edit page 2 Printer Friendly
Course Syllabus

There is no content in this portlet.
You can add content in the following wavy(s):

Create Content

b

Enter a name for this Syllabus

If you’ve already prepared a syllabus in Ms Word, you can copy and paste in the Text area
Note: Make sure to select the checkbox says “Display the following text within this element”
Click the Save button and you should now see your new syllabus (See figure 5.2)

Figure 5.2
Syllabus & Edit paae B Printer Friendly
Course Syllabus [l (7]

# Edit Content
ILP ELE 800's Syllabus

Testing my syllabus.

Prof. anthony kKhong
Office Hours: M/W/F - 9:am - 1:00pm

Editing your current Syllabus

1.

Within your current course page

Click on the Collaboration link on the left menu if you cannot see the Course Syllabus link
Click Course Syllabus link

Click on the #? Edit Content to edit your current syllabus. (See figure 5.3)

Click the Save button to save your changes
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Figure 5.3 — Editing Syllabus

Syllabus & Edit page B Printer Friendly
Course Syllabus
#Edit Content
ILP ELE 800's syllabus )

Testing my syllabus.

Prof. Anthony Khong
Office Hours: M/W/F - 9:am - 1:00pm
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The Readings Portlet

The main screen of the Readings tab displays the folders and/or list of readings stored in File Cabinet. The
list includes the name of the folder or title of the book, reading, author, and when it was last modified.

You can use folders to organize your readings, but there is only one level of folder organization. In other
words, you cannot nest folders within folders. Clicking a folder name displays the contents (readings) of that
folder.

Adding a New Reading

1. Within your current course, click the Readings link on the left menu. Click the Syllabus on the left
menu if you cannot see the Reading link.
By default, you will see the message “There are no Readings for this portlert” if you don’t have
any readings in there. (See figure 5.4)

Figure 5.4 — The Reading Porlet

Syllabus & Edit page & Printer Friendly

‘ Readings - Edit View %) |

Manage

There are no Readings for this portlet.

g Add a Reading
Import Readings from File Cabinet [j' Add a Set %

2. Click the ¥ Add a Reading link. You can also select from the Manage tag and click Add a Reading
from the drop down menu. (See figure 5.5)

Figure 5.5 — Adding a New Reading

Syllabus & Edit page = Printer Friendly
Readings - Edit View &Y

Hide Editing Tools

Add a Reading

15 for this portlet.

g Add a Reading
File Cabinet (9" Add a Set

Edit a Set

Order Sets
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3.

In the required Title field, enter the title of the reading. This is a text field; therefore, the text you

enter will display as the title of the reading. (See figure 5.4)

Figure 5.4
Syllabus ﬁ’g;l_.;_p_;._qg ﬁ Printer Friendly
| Readings - Manage Reading View Bl 7]

wanage |

Title:
Author:
Edition/Publisher:

Relevant Link
(bookstore, library etc.)

Pages:
Status:
Set:

Description:

Internet for Dummias
‘Yohn Doe
SAM Publishing

URL Label; |S&M's Publishing

350

Required v

Tenes bh Sipe fen ™

w e F UA- Y. O EEEE|TiE—edfHigd
Sample reading

Em i

(Max Characters: 2000)
[save] [ save and Add Ancther | [ Cancel |

The Author field is required. This is a text field; therefore, the text you enter will display as the

author of the reading

The Edition/Publisher field is optional. This is a text field; therefore, the text you enter will display

as the edition and publisher of the reading

The optional URL field allows you to enter a relevant link to a library, bookstore, file, etc., where the

reading might be available

Enter a name in the optional URL Label field for the URL

Enter the page numbers of the reading

The Status field will always be populated. The default is Required; other options are Optional,

Suggested, and Extra Credit

10. You can enter a Description of no more than 2000 characters
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11. Click the Save button to save this new reading

Editing a Reading

1. Within your current course click the Collaboration link on the left menu if you cannot see the
Readings link

2. Click the Readings link

3. Locate the current reading that you would like to edit and click the pencil 4 icon. (See figure 5.5)

Figure 5.5 — Editing a Reading

Syllabus & Edit page ' Printer Friendly
Readings - Edit View %]
Manage ] |
Ungrouped dh (1 =

[] Internet for Dummies (pp. 350)
John Doe
SAM Publishing e
SAM's Publishing %
Required
|Mwe V| selected items to | Ungrouped v|[ Submit ] #F Add a Readin
Import Readings from File Cabinet (9" Add a Set

4. You can edit all fields

5. Click the Save button after finish editing
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The Course Information Portlet

The Course Information portlet displays read-only information for a particular course, including the name
and term. The Course Name, Term and Description are generated through the EX system and the registrar’s

office. You do not have to, nor can you enter information regarding these areas.

The Faculty section can display a photo of the faculty member along with an email address and office hours.
Clicking the @ icon beside the faculty name opens the My Info portlet for that faculty member; however,
the information in the My Info portlet is determined by the faculty member. Clicking the email address link

opens a blank email addressed to the faculty member. (See figure 5.6)

Figure 5.6 — Course Information

Course Information %l

Independent Learning Project: (ELE 300)
Term: 2006-2007 Fall Semester 1

Faculty

¥ Anthony Khong M.B.A., M.S5. B

anthonv.khong@cambridaecollege.edu

Office Hours:

Monday 10:00 AM to 1:00 PM
Wednesday 10:00 AM to 1:00 PM
Friday 10:00 AM to 1:00 PM

Description

Independent Learning Project:
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The Coursework Portlet

The Coursework Portlet is where you will post your assignments and tests. There are three formats that you
can use to post these assignments.

The Attendance Portlet

The Attendance portlet is by default attached to every course page created. You can use this page to track
attendance by session or by minutes for students in your courses. Because attendance and coursework are the
two main components of a student's grade, attendance information and coursework grades are automatically

imported from the Attendance and Coursework portlets to the Gradebook portlet.

Students registered for the class will automatically be added to the Attendance portlet. To mark a student’s
attendance simply use the drop down menus next to the student’s name. The menu appears for sessions held

during a week long period. Make sure you mark attendance for each day and not just the first.

Managing Attendance

1. Within your course page
2. Click on the Attendance link for this course on the left menu

3. Click on the day that you wish to add/edit attendance (See figure 5.7)
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Figure 5.7

Attendance 5y
< March 2007 > Mo Current or Previous Sessions
S M T W T F | S
23|26 | 27 [ 28 2 3

Weekly View

g add a SessinnK

F .
& Manage Sessions

Settings
Export Full View to Excel

Click the #k Add a Session link to add a new session (See figure 5.7)

Select the appropriate Start date from the calendar and time of the session from the drop-downs
Select the appropriate End date from the calendar (See figure 5.8)
Note: If you selected the By Minutes check box as the Attendance Method on the Notification and

Attendance Method screen, a Minutes field displays. This field is used to enter more or fewer
minutes than the actual clock duration selected in the start and end dates and times

Enter a note, if desired
Click the Save button when done
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Figure 5.8

Attendance - Add/Edit a Session [
Start: |3/16/2007 |i (6 ].[00 ][pM ¥
End: |3/21/2007 |i (& ].[00 ¥][pM ¥

Minutes:

If you want more or fewsr minutes enterad for attendance purposes than the actual clock
duration of the session, enter the final value here. If you leave it blank, the calculated
number of minutes between start and end times will be usead.

Mote: Times M Size flen ~

R )

MR

B I UA-WY. 5 =
Testing attendance

[Briormal &k

| save | [ Cancel |

Changing the Attendance Record

1. Within your course page

2. Click on the Attendance link on the left menu
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3. Select the date that you wish to do the attendance

Note: The current attendance data for the current day is displayed. Also note that the current date is
identified with the small box around the day and the current day is in bold in the mini-calendar on the
left. (See figure 5.9)

4. To change the attendance record for the day, click on the Edit saved entries link in the lower right-

hand corner. (See figure 5.9)

Figure 5.9
Attendance %l 2]
< March 2007 = Most Recent Session
Name Monday 219
S M T WIT I F IS || carl Elaine M, @ Present
25 26 27 28 1 2 | 32 | poeJJanc® Present
4 5 & 7 8 9 10 | Doe, Johni® Present
111212 14 15 16 17 Fleury, StEICE"r’M.ﬂ Present
1819|2021 22 23 24 Kennedy, Barbara EB Present
Student. Robin E. Present
222027 28223031 Edit saved entries %

Weekly View

g Add a Session

4 Manage Sessions

Settings
Export Full View to Excel

5. Use the drop down box to modify/change the attendance for any student (See figure 6.0)

6. Click the Save button when done

Cambridge College — Information Technology Department — 47



Figure 6.0

Attendance %l 2]
< March 2007 = Most Recent Session

Name Monday 2/19
S M T W T F | S ]

Carl, Elaine M. 8 |Present w
25|26 |27 (28| 1 | 2

Doe, Jane B Present w
4 5 o 7 B 9 10
= | === =]= 2= Present
11 12 13 14 15|16 17 Doe. John & ;
il Bl Bl Ml Bl Bl M Fleury, Stacey M. @ Absent (Unexcused) L3
18 19|20(21 22 23 24 ’ ' Tardy

Late Start

25 26 27 28 29 30 31 Kennedy, Barbara EB FreSeTT -

Student. Robin E. | Present v |
Weekly View

| save | [ cancel |

g Add 3 Session

& .
+# _Manage Sessions

Settings
Export Full View to Excel

The Gradebook Portlet

Faculty can use this page to set up the relative weights of all elements of the course's final grade and to track
student progress through the course. Attendance and Coursework are the two main components of a
student's grade. Attendance information and Coursework grades are automatically imported from the
Attendance and Coursework portlets into Gradebook. However, you must assign weights to the elements so
the Gradebook knows the relative value of the elements in order to calculate final grades.

Note: As you set up your Gradebook, It is important that you read ALL help text that is printed on selected

screens. This information will be helpful to you in making decisions during the setup process.
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Faculty Course Control

The faculty course control portlet of My CC provides access to faculty members
to the faculty course schedule, course detail, class lists, and grade entry. It also
enables faculty members to e-mail individual students in the class list or all
students in the class.

To access the faculty course control portlet take the following steps.

1. Using a web browser, go to the Cambridge College website,
www.cambridgecollege.edu.

2. Click on the ‘My CC web portal’ link (yellow box). The My CC login screen will
display.

Cambridge . | I 7. i
@ College g for working adults ) {0 . {- ﬁ ,( fj/! PORTAL
MyCC News f§ Helpdesk

You are here:

e e % Print Friendly
Welcome
» Myelcome to MyCC Welcome to MyCC [7]| | News and Events [l

e Course Search
+ News and Events Mo upcoming events

* ANNOUNCEMENTS Wiew All

Featured Links Eull Size Calendar

Announcements 7]

Quick links
Ahout Cambridge College

Cambridge College main
website

You have no Incoming announcements,

Show All Announcements

MyCC iz a single log-on entry point providing an intelligent,
integrated, and Internet-based solution for Cambridge
College. The College portal will be branded as "My CC* and
will feature information that is public, as well as information
that is specific to each individual’s role within the portal. For
example, information seen by faculty regarding a
conference will not necessarily be seen by students,

=
& T T T [@mtemet

3. Enter your Login ID and Password. Your personal My CC default page
will display.

4. Click on the Faculty tab as shown below.
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You are here: Faculty > Default Page

Facu e
e e Ity @ print Frie
+ Faculty Course Contrel| | Faculty Course Control %/ [7]| | Grade Entry 5
» Grade Ent Course List for Joseph W. Angelo Ed.D. View Course List
« All My Courses - LMS
View Details View My Faculty Schedule 5 5
All My Courses - LMS
[T | 2006-2007 Summer Y :
Course Title W e ——
My Courses 20 Show: | Current Courses
My Pages 790  Practicum/Libra Faculty Courses
CAD1
@ Copy Courses ELM 2006-2007 Spring Semester 1 [

701 g;amc}f“m Select Area ... v e ey

GAOL Practicum/Library
Teacher (200hrs) Gradebook Unknow

(Al Levels)

Practicum
Seminar

Gradebook

| ”~

[ 7 of 24 - Clipboa

This tab gives you access to three portlets. The Faculty Course Control, Grade
Entry and the LMS course schedule. The Faculty course control portlet displays
the default registration term, while the course schedule — LMS portlet displays
the current academic term. At the beginning of the term, both the Faculty Course
Control and the All My Courses — LMS both default to the current term. Once
continuing student registration begins, the faculty course control reflects the
registration term and the All My Courses — LMS reflect the current active term.

Class Lists

You can access your class lists via the Faculty Course Control portlet.

You are here: Faculty > Default Page

Facu i
Default Page Itv %M
« Faculty Course Control| | Faculty Course Control %/ [7]| | Grade Entry
* Grade Entry Course List for Joseph W. Angelo Ed.D. View Course List
« All My Courses - LMS
View Details View My Faculty Schedule >
2006-2007 S . Al M\r Courses - LMS
Course Title Go Directly To -
My Courses v Show: | Current Course
My Pages 790 Practicum/Libra | Select Area ... v Faculty Courses
CAO1 Select Area ...
@ Copy Courses ELM : Course Details 2006-2007 Spring Semester 1
Practicum Class List
791 5 - Course Gradebook Sched
CABL 25T Grade Entry : i
Textbooks Practicum/Library
Teacher (200hrs) Gradebook Unkmni
(Al Levels)
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1. Click on the ‘Go Directly To’ dropdown next to the course you wish to

view.
2. Select Class List. The class list screen will display.....

OT = LId55 LI5S0 Ve

Faculty Course Control = Class List

Course: ELM 790 CAD1 v

Course Details | Graduate | ELM 790 CAO1 | Practicum/Libra
Faculty Meets Dates Rooms
Angelo, Joseph W. - 1/30/2007 -6/1/2007 CAMB/

@ Export to Excel Email All Students
Class List | Graduate | ELM 790 CAOD1 | Practicum/Libra

Cross-
F“ERIP‘_RI Student Status Email listed Major =)
Course
Huff, Jenna C - Current Jenna.Huff@cambridgecollege.edu Library Teacher (all levels) It
L.
Kane, C - Current Martha.Kane@cambridgecollege.edu Library Teacher (all levels) It
Martha C.
a
Karam, C - Current Patricia.Karam@cambridaecollege.edu Library Teacher (all levels) It
Patricia A. ¥
| &

Once on the class list, you can export the list to excel, you can e-mail to
individual students on the list, or you can e-mail the entire class.

If the course section is a cross listed one, only the parent course will display
on the course control portlet. However, when you go to see the class list, the
children or cross-listed courses will be listed next to the faculty name. See
screen below....

B e | arERaR’;Cc-

Welcome back Maria Mastrocola M.Ed. ( Personafl Info | Logout )

You are here: Faculty > Default Page
F
acu

T Ity & print Friend

s Faculty Course Control| | Faculty Course Control - Class List 1

* Grade Ent Set Options

+ All My Courses - LMS Faculty Course Control = cClass List

Course: ELM 691N CADL1 v

Wi s Course Details | Graduate | ELM 691N CAD1 | ProSem I -Libra

ek Faculty o= Dates S
My Pages ELM 692N CAD1 Mastrocola, Maria W 8:30 AM-6:00 PM 6/27/2007 -7/25/2007 sy
My Groups ELM 693N CAO1

5 Copy Courses

There are no students registered for the selected course.

The appropriate course code will also display next to the appropriate student
on the class list.
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If the class list you wish to see is from a term other than the default

1. Under the faculty course control portlet, click on the view my faculty
schedule link. The following screen will display.....

ngelo Ed.D. ( Personal Info | Logout ) i

— e ] Pa—" P— P [—
fault Page

Faculty B prir

Faculty Course Control - Faculty Schedule

Faculty Course Control > Faculty Schedule

No Courses to display.

Course Schedule for Joseph W. Angelo Ed.D.

Term: |2006-2007 Summer ¥| Division: [AII

This screen will enable to search for your course schedule for the term or
sub-term you wish to see. It also enables you to narrow the search by
division. (Undergraduate, Graduate, C.A.G.S., Doctorate or Professional
Development)

2. Once you have made your selections, click on the ‘Search’ button. Your
course schedule will display.

View Course Details

The course details screen enables you to see all the details for each
individual course section on your faculty schedule. The details include,
course credits, maximum and current enrollment, course description, location,
etc.

To access the course details...........

1. Click on the ‘Go Directly To’ dropdown next to the course you wish to

view.
3. Select Details. The details screen will display.....
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B T e — Ml R mMmie g s g

.Fa culty

% Print Friendly
Faculty Course Control - Course Details CYE

Eaculty Course Control > Course Detsils

Course Details

Lit. for Childr (ELM 523 W301)

W Back
Instructor: Mastrocola, Maria @53
Graduate 3.00 Credit(s)
Dept: ELM Clock Hours: 0

Status: Open (22 out of 25 seats)

Note: No note is available for this course.

Course Schedules

Day & Time Date(s) Location

MTHF 8:30 AM-G:00 PM 7/9/2007 - 7/13/2007 N.LT.E. North East, Milton, MA

Course Description

This course enhances and extends students’ knowledae in the field of literature for children through in-depth involvement
with books. The course focuses on selection, evaluation, and methods of sharing and discussing various types of literature,

using print and other media. Students read widely from a broad range of literature and develop methods of incorporating
literature into classroom and library experiences.

All courses in the ELM Department

Cross-listed Courses

Course Type Title Capacity Enrollment Waitlisted
ELM 523 W301 Parent Lit. for Childr 25 3 o
Totals: 25 3 0

For the above course, the Capacity is 25 and the current enrollment is 3,
therefore, there are still 22 seats available. It is a parent course and there are
no cross-listed or child courses attached to this parent course.

Grade Entry

Grade entry is no longer a global operation. We can now open grade entry by
course and by date. The grade entry opens for each individual course section
on the last scheduled day of the course. For example if the course end date
is 3/25/2007, grade entry opens for that course section on 3/25/2007.
Therefore, when looking at your grade list, you will see under the
“Enter/Change final Grades?” column, a Y’ if your course is open for grade
entry and an ‘N’ if your course is not open for grade entry.

There are to methods for accessing your grade lists, via the course control or
via the grade entry portlet.

Grade Entry Method |

1. Go to the course control portlet.
2. Click on the ‘Go Directly To’ dropdown next to the course you wish to
view.
4. Select Grade Entry. The Grade entry screen will display.
a. If grade entry is open for that course section, the grades drop-down
window will display under the ‘Final Grade’ column.

b. If grade entry is not open for that course section, the grades drop-
down window will not display.
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5. Once you have assigned all the grades, click on the ‘Save’ button at the
bottom of the list. The grades will then be stored directly on the Jenzabar
student database.

Grade Entry Method Il

1. Go to the Grade Entry portlet and click on the ‘view course list’ link. The
following screen will display........

To enter/change grades, first select a Division and Term, and dick the Search button. When the list of courses has been displayed, click
on a course title to s2e the class list.

My Courses
My Pages

Search Criteria:
My Groups

= Division: All % | Term: | 2006-2007 Summer s
$ A S fim i e
Course Title CrHrs Clock Hrs Enter/Change Final Grades?
MMG 509 CAD1 Pol.,Soc., and .00 4] N
MMG 693 CAD2 Management Semi 2.00 0 N
MMG 733 CAD1 Marketing Manag 3.00 [i] N

2. Select the appropriate term for which you need to enter grades and click
on search. The courses for that term will now display.....

To entar/change grades, first select a Division and Term, and dick the Search button. When the list of courses has been displayed, click
on = course title to s=e the class list.

My Courses
My Pages v

Search Criteria:
My Groups

o Division: All % Term: |2006-2007 Spring |
4@ Copy Courses

Course Title CrHrs Clock Hrs Enter/Change Final Grades?

MMG 592 CAD2 Management Semi 2.00 0 N

MMG 733 CAD1 Marketing Manag 3.00 [u] Y

MMG 733 VNO& Marketing Manag .00 0 N

MMG 800 CAD4 Indep.Learning 3.00 (1] N

MMG 801 CAD7 ne .00 1] N

As you can see, on this example MMG 733 CAO1 has a ‘Y’ under the
‘Enter/Change Final Grades?’ column heading. The rest of the course sections
are all ‘N’. This means that grade entry is only open for MMG 733 CAOL.

3. Click on the course number link to go to the Grade list and assign the
grades to the students on the list by selecting the grade from the drop-
down window.

4. Once you have assigned all the grades, click on the ‘Save’ button at the
bottom of the list. The grades will then be stored directly on the Jenzabar
student database.
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