MyCampus Overview for
Staff and Faculty






My Campus

My Campus is a web-based portal for students, faculty and staff to access campus resources and
information. It is a single login that seamlessly allows you to access multiple systems and links you
to a wide range of resources. Students can register, check grades, access their courses, and com-
municate with their professors and other students. Faculty can access schedules, post marks, man-
age their courses and access various other resources.
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CHALLENGE INNOVATE CONNECT SUCCESS MATTERS

www.uoit.ca/mycampus www.durhamcollege.ca/mycampus

Secure login

Username:l
Username:l Passwurd:l

[ Login || Cancel |
F'asswnrd:l

[ Login || cancel |

You can access My Campus from the main UOIT or Durham College homepage. Use your 9 digit ID
(100......) for your User Name: and enter in your password. Your default password is either your
birth date (MMDDYY eg. 032788) or your postal code without the space (LLN9R4). Changing your
password would be advisable.
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My Campus—Tabs Overview

MyCampus is made up of tabbed pages and each page is made up of channels of information. All users will
have access to the MyCampus tab, World News, School Services and Tutorials. As a staff member with an
employee role you will have access to the Employee tab. If you were previously a student you will also have
a DC or UOIT student tab. All faculty will have a DC or UOIT faculty tab. MyCampus is designed to custom-

ize information viewed or accessed by the user through these roles.
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@ What features does the system provide?
The system that you are using provides a number of
features designed to help you interact more
effectively with your institution ar with colleagues at
¥our institution, such as e-mail. calendar, course

The My Campus tab provides
access to a wide range of infor-
mation, including: Campus An-
nouncements, News and Events,
School Resources, Administrative
Services, and the Registrar’s
Office

The World News tab provides
channels for Campus News,
Weather, News, The Riot Cam-
pus Radio.

The School Services tab pro-
vides access to services such as
the Centre for Students with
Disabilities, the Student Associa-
tion, Job Site, Media Services,
Public Transit Info, and the
Campus Bookstore

The Tutorials tab provides ac-
cess to tutorials and FAQ's for
using MyCampus.



My Campus—Tabs Overview

omaniapass | Weloome TEACHERS TEST O @  The My Courses tab provides ac-
cess to courses you are attending or

teaching. Faculty and students are

My Courses able to access their WebCT course

Click here to: T
Wi vuué ?_:urse schedule, access your course home pages, email your professors, communicate with classmates, and ac through this link.

related materials.

World News ¥ School Services ¥ Tutorials

My Campus

My Courses ¥ Employees ¥ DC Faculty ¥ UOIT Faculty

My Courses

Attention Apprenticeship Students, please click here to access your courses,

Course Schedule for: [oc wirter zove <]

Courses I'm Teaching:

DC Winter 2006: Sac Dapt. Instructor(s)

¥ Sample Course SAMP-93390-001 JAME KLARER-LACKEY
iane klarerlackev@mycampus. uoit.ca

DC Faculty ¥ UOIT Faculty April 2, 2009

The Employee tab provides links to
Campus News - Durham College D=6 | | Telephone Directory o=m| the Campus News, the Telephone

" w Directory, staff links and other em-
s ¥, TELEPHONE DIRECTORY| p|0yee resources.
First Name:
Last Name:

UPDATE CONTACT INFO

\ » SEARCH BY DEPARTMENT KEY CONTACTS
Jean St-Arnaud, professor of Metal Machining Trades was on hand during the

Applied Sciences and Technology Open House held on February 25. The PRINT REPORTS

event offered information about metal machining and the state-of-the-art

facilities available to students at Durham College.
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O ®

e-mail calendar groups logout help
E-mail ¥ Address Book ¥ Options ® exit (2 Help
% Get Mail | [ compose | E]+ET Move 3 search aoelets testteacher@mycampus.durhamcollege. ca

Folders
Subscribe

e o I Select All Displayed Messages

From:

Firstname.lastname@mycampus.durhamcollege.ca

INBOX folder has (54) messages, (18) unread this page

Subiact:

|
page |1 »>of 3 [ED ‘
Siza:

Date fTima:

or

Firstname.lastname@mycampus.uoit.ca
If there duplicate names a number will be appended to your hame

) Exit (2 Help

view ¥ Calendars ¥ Calendar Sets ¥ Options
|
| G
Mew Event  Mew Task  Jump To  Printable  Search

Current

Calendar: DG Winter 2007: 200741,13400-5AMP-5335D-00.., ]

<] February overview | day | week | month Sanads/Esstern
B 14 I Wednesday I 2007 year | comparison < Feb >
No events or tasks Bmmg

04 05 06 07 02 09 10
11 1z 12 14 15 1& 17

The Week Ahead

12 19 20 21 22 23 24
25 26 27 28

Thursday 15 | Friday 16 Saturday 17 | Sunday 18 Monday 19 Tuesday 20 Today Is: 02/14/2007
9:00am -
11:00am | TBA fl / @
DC Winter
2007:
200741,13400- Action Items
SAMP-935950-
001 (Sample
Cours

@ @ @ @ @

My Groups ¥ Groups Index ¥ Create Group ® Exit (2 Help

Groups Index

February 14, 2007

Categorias Groups in Acadernic

m Group Studio
@ Academic
5 Athletic

j euv/sell/Trade @ Biornedical Engineers-
3 cultural BME

il Astronamy

My Groups ¥ Groups Index ¥ Create Group

il Autornotive Engineeting anyone whose in auto, eng ...

@l Applied Sciences & Tech.0C's School of Applied Sciences & Technalogy

Group for all amateur astronamers
corm join inl

Biornedical Enginears - ALL YR, ROUND

® Exit (2 Help

Group Homepage - astronomy

Your Location: Group Homepage

February 14, 2007

Group Tools | Announcements

Homepage
There are no announcements.
Announcernents
Hews
Photos

Links

* More announcements...

Featured Photo

Filas

Message Board | OTOUP News

Calendar s Terence Dickinson in Whitby!
E-rmail SciTach Lectura fasturing Terence Dickinzan and Public
Stargazing Thursday, October 21, 2004 Lecture: 7:30
Chat prr... read mare...
Marnbars

Nebula

+ Noah's Cosmic Ark: Preserving DNA on the Moon

The complexity of life took billions of vears to push and o

Mora... ¥ Submit

stretch and reshape the biological niche that is Earth,

Personal Tools It... read more...

On the upper right hand corner of
MyCampus you will find icons for
email, calendar and groups.

My Campus is campus wide email
available to students and faculty
only.

The calendar is used as a personal
calendar but also includes courses
that you are attending or teaching.

Groups allow you to interact and
communicate with members of your
organization. Groups can be created
by any student or staff member and
used for groups such as committees,
interest groups, or classes etc.

Each group has it's own homepage,
News, Links, Files, Photos, Emails,
Chats, Message Board, and Calendar.
Groups are managed by one or more
individuals.



My Campus—Customizing Channels and Tabs

Channels are containers of information, links and images generally related to a topic or target audience.
The Personal Announcements channel contains targeted announcements associated with the roles and
description of the user. For example, a message may be sent from a faculty or school to only those stu-

dents that belong to it.

Administrative Services [=1[E [ES)

Click here to access Administrative Services:
Thisz link will take you to vour school's Administrative
Services page where vou will be able to access different

services depending on your role at the school.

From DC Reglstrar s Office @l=

-

Farie Nffina

Personal Announcements ==
Student Association Communication March 7
5S4 Announcerent

D5AP RERPAYMEMT -
Everything you need to know!

More personal announcements..,

Campus Announcements =] [ 1
Improving Your ThinkPad Laptop Performance
Mew Smoke Alarm Requirements

There are a number of fixed channels such as the Administrative Services, Personal Announcements and
Campus Announcements. These channels contain links to important information and services. These
channels can be minimized but not moved. Other channels can be minimized, moved, or deleted.

Minimize

Expand to full page —'@%

Delete

(this only deletes the channel

from this page)

Moving, adding channels, and columns can be done through the Content/Layout link.

Welcome TEACHER3 TEST

Content’Lavout i
You are currently logged in.

My Campus ¥ World News

School Services




My Campus—Customizing Channels and Tabs

Select a column

Add a new Tab

J

My Campus Word News School Services Tutorials 3 My Courses Employeas DC Faculty UODIT Faculty Add New[Tabh I
Colurnn is unmovable Colurnn is unrmovable Colurmn is unmovable / 3

E

Select Colurmn Select Column Select Column El

Add Ch. 1 S

Administrative Services anne WebCT Vista Student Tutorial T

<

EA =R
Picture of the Week

»
»

My Courses
EE
From DC Reqistrar’s Office
)
| | |
Add a new channel Move the channel to a another column Add a New Column

You can add a new Tab that can be used to either contain a website or add your favorite channels. In the
Preferences page, click on the New Tab.

User Preferences

=

Name the tab

2. Select the Type (Traditional is
a page with channels that you
select, Framed is a website)

3. Select a position for the tab

(this defaults to the last posi-

tion)

Steps for adding this new tab:

1. Mame the tab; [Matural Resources
2. Select the type:

= Traditional {*  Framed LIRL: Ihttp:ffwww.canren.gc.ca.l"defa
3. Select a position for the tab:

4. Click on Submit
5 CIICk on baCk to MyCampus My Campus Mews & Events School Services Tutorials My Courses
4, Submit the choices:
o

¥ Cancel and return

You can also decide on which tab will be your default when MyCampus is launched. While n User Prefer-
ences, click on the selected Tab and click on Make this the default “Active Tab”.

User Preferences

Options for modifying this tab:

¥ Make this the default "aActive Tah". (the tab that is selected when vou log into the partal)

¥ Zancel and return

My Campus World News 5chool Services Tutorials 3 My Courses Employees DC Faculty

Coluran iz unrmovable Colurin iz
Select Column Select
Add Channel Add Cl



My Campus—My Courses

Most UOIT and Durham College day faculty will be using WebCT as their course management system. A link to
your WebCT course is provided for you and your students. If you are not using WebCT, the My Courses tab
has a number of tools that allow you to manage your courses and communicate to your students through a
homepage, announcements, news, photos, course links, files, calendars, email, discussions and chats.

My Courses

March 08, 2006

Course Schedule for: [oc winter zove <]

Courses I'm Attending:

Courses I'm Teaching:

DC Winter 2006: Sec Dept.

SAMP-2993D0-001

3 Sample Course

Course Homepage - sample course

Your Location: Course Homepage

* My Consolidated Courses

Course list last updated
Mon Feb 23 09:37:44 EST 2004

Instructor(s]

JAME KLARER.-LACKEY
jane.klarerlackey@mycampus. uoit.ca

March 08, 2006

Course Tools | Announcements Course Info
Hormepage "
+ 2010 Winter Olympics Mare:
Announcements The city of Yancouwer was elected Host City of the HXI Olyrnpic sample Course
Mews Winter i
Garnes in 2010 at the 115th IOC Session in Prague... read Section: SAMP-9990D-
Phatos 003
- mare..,
Lirks Departrnent:
Files

* More announcements...
Massage Board

Calendar

' Send announcement

Term: DC Winber 2006
Instructor(s]:

E-rnail
Chat

Mernbers

Message Board Topics

+ Winter Olympics 2006

* More topics...
Content Tools

Manage Homepage
Manage Mews
Manage Photos
Manage Links
Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcermeants

+ Post a topic

JANE KLARER-LACKEY

ALLAN MARTIN

CHRIS HINTOM

GEORGE IDRDANDY
STOIANDY

TEACHER3 TEST

MICHAEL SMART

Click an instructor name
to send email.



My Campus—Faculty—Setting Course HomePage to WebCT

Faculty course links in MyCampus will need to be configured to allow students to access WebCT from

the link. The system defaults the link to the MyCampus course homepage and this must be changed in
order for your students to access your WebCT course from MyCampus. In some cases, the default may
already be set to WebCT.

WebCT Vista 1. From the My Courses tab
click on the link: Click here

£ WebCT Vista

2. Select the Term (eg. UOIT
Click here to access ﬁur courses \éVlnter 2004) from the drop
WwebCT vista Student rial own menu.

3. Click on the Edit button to

the left of your course link.

Course Schedule for: |all Terms "

All Terms

\ . UoIT Fall 2003
Courses I'm Attending: o Fall 2003

UOIT Winter 2004

200409

CC Winter 2004

Fall 2004

Courses I'm Teaching: Cours
200409 Sec Deapt, Instructors)
3 SEIITID'E Course SAMP-29330-001 ROBIN PEREIRA
robin.pereiral@mycampus. durhamecollege.ca
MALIREEM Wi IDEMAN

rmaureen.widermnanl@rmycarnpus, uoik ca

JAME BLARER-LACKEY
isne.klarerlackey@mycampus.uoit.ca

Set Course Homepage
The homepage will be defaulted to My

Select the site that you want to be the default hormepage for the following

Course: Campusl
Academic Period: 200409
Gourse Title: Sample Course 4. Select WebCT and Save Changes.

Secion: SAMP-9999U-001
CRM: 40324.200409
Academic Period: 200409

O My Campus [use My Carmpus's default class hormepage)

@ WebCT (use WebCT clazs harmepage)

[ save Changes | | Refresh || Cancel |

Copyright @ 1992 - 2002 Carmpus Pipeline, Inc Top

Campus Plpaling

) LUMINIS™
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My Campus—Faculty—My Courses—Email

MyCampus allows faculty to email one student or your entire class. The message will be sent to the student
MyCampus email account. Your course link will need to be set at MyCampus (see Page 10)

When you click on the E-Mail link the email window will open.

C Tool i
ourse Toaks You can select any number of students from the Student List or

Homepage . . .
you can click on the Select All button. Click on Send Email.
Announcerments
Mews
Photos
Links
r
e
Message Board o
Member Harme Member Type Last Visit
Calendar
[¥ Sarmple 1 Student Student March 07, 2006
E-rai
ch [V Sarmple 2 Student Student MMarch 07, 2006
Mermbers ¥ Sample # student Student fMarch 07, 2006
[¥ Sample 5 Student Student March 07, 2006

NOTE: you will not see your list of

Enter Recipients:  separate racipient names with commas.

To: | Address students

te: | Bec: |

Enter Subject: [assignment Enter in the message
Enter Message:

Attached is a word docurnent with a series of questions, Select ;I Select your options:

one of the questions and prepare an essay.

Save a copy to the Sent folder

Add Signature

Request Read Receipt

(to create your signature, go to your

=l MyCampus email>Options>Signature)
¥ Save a copy to the 'Sent folder ¥ Add Signature ¥ Request Read Receipt
=2 I~ W
Attachments: If an attachment is required, click on
[(Attach | [save a braft] [Spenl check| the Attach button
Attach File(s)
1. Click the Browse button to select the file that you [T E——r T
want to attach, or type the path to the file in the ! FOI IOW the StepS I|Sted and CliCk
box below,
I Browse I on OK'
(PC users, select "all Files" for type of files) Current total = 23.5K
Current total message size = 32.6K
Each attachrment cannot exceed 1,229K
2, Click the Attach button. Total size of massaga and all
(The transfer of an attached file may take some time ElREmEEs CEC CrEmad SIS
depending on the file size.)
3. Repeat steps 1 and 2 to attach up to 5 files. Click T ramera on aadhmens sclas dhe
the OK button to return to your message. file from the list and dick the Remove
buttan,
o]

11



My Campus—Faculty—My Courses—Email

A message will let you know that the email has been sent.

Compose E-mail @ Help

Your message was sent to 4 recipient{s).

The student will receive the message in their MyCampus email account.
INBOX folder has (235) messages, (19) unread this page page |1 ==of 12 B
[T select Al Dizsplayed Meszages

From: Subject: Size: DatefTime:

[T P2 IANE KLARER-L... <no subjects B8 35K 03/09/06 0844 AM
[T E4 Personal Mess... Learn how to use Ref... 3K 03708706 03:40 PM
[T E4 Personal Mess... SA Announcement 2K 03707706 05:14 PM
[T B4 Personal Mess... OSAP REPAYMEMNT - Eve... 2K 03707706 05:09 PM

Cate: Thu, 09 Mar 2006 08 44:02 -0500 (EST)
Frorm: "JAMNE KLARER-LACKEY" <jane klarerlackey@mycampus.uoit.ca> Block Address
Subject:

S Reply Ml reply all <5 Forward & Print ﬁ Delete

This is a test message

Marne: Wancouver2010.doc
gVancouuerZDlﬂ.doc Type: application/mswaord
Encading: bazead

The attachment will be a link
that will launch the file

12



My Campus—Administrative Services—Changing Your Password

Under the My Campus tab the Administrative Services channel is a direct seamless connection
to our Banner Student Information System. All information in MyCampus (Campus Portal) and
WebCT (Learning Management System) is driven by the information in Banner.

From the Administrative Services channel links are provided for changing your password and
viewing your personal information.

Administrative Services RF=

Click here to access Administrative Services:
This link will take you to your school's Aﬁinistratiue
Services page where vou will be able to zzs different
sarvices depending on your rale at the school.

L] Changg PIN
L] Change=5ecurity Gueston

| iew Address(es) and Phone(s)

) wiew E-mail Address(es)
) Wiew Emergency Contacts
L] Update Emergency Contacts

] Marme Change Information

\1!, Y¥ou must enter your ald PIN and your new PIN. Re-enter your new PIN for verification,

Personal Information
Wien anchior upck dresses, phone nurmbers, e-mail addresses,
change irformation. Change your PIM.

It is advisable to change your password from
the default birth date or postal code. Select
Change PIN to change your password.

Your PIN must be 6 characters long.

Enter in your current password

Your PIN must be 6 characters long. ¥When finished, click Change PIM, Enter in yOUr new password

Repeat your new password

Your new PIN must be exactly 6 characters in length to be saved!

Enter Old PIN:

I—
Enter New PIN: l—
I—

Re-enter New PIN:

Change FIN | Resetl

Remember your new password......

13
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Administrative Services
for Faculty



My Campus—Administrative Services—Faculty

The Faculty link is available through the Administrative Services channel. From this link you can ac-
cess your schedules, view your class lists, download class rosters, find student information

Administrative Services &=

Click here to access Administrative Services:
Thiz link will take yau ta your schaool's A{ﬁinistratiue
Services page where vou will be able ta esz different
sarvices depending on your rale at the school.

Facul
Wiew o led schedules or schedules by day and tirme.
funchions.

Term Selection and CRN Selection are required in order to access the links: Grades Menu, Faculty
Schedules and Class List Menu. If you do not select the Term and CRN you may be prompted when you
click on the other links.

NOTE: CRN is a 5 digit Course Reference Number that refers to your Course Section.

T Term Selection

5 CRM Selection

\1!/ Select the Term for processing then press the Submit Term button. \1!/ Please enter the CRM you wish to access, or select a different term from the menu.
Select a Term: |pc winter 2008 h
nter =l CRN: |Samp\e Course - 41096j

DC Winter 2008 =
UOLT Winter 2008 Ep— P

mﬁm N [Sample Course - 4 ujn]

D Summer 2007 Sample Course - 41143
m—— O Winter 2007 e Sample Course - 41144
RELEASE: 6.1 | 017 Fall 2007

UOIT Summer 2007

UQIT winter 2007
DC Fall 2006
DC Summer 2006

O Winter 2006 v|

, Grades Menu
Access Mid Terrmn and Final Grades, Electronic Gradebook by Cormmponent, Gradebook Spreadsheet; Setup

b Faculty Schedules and Class List Menu
Access Faculty Detail Schedule, Faculty Schedule by Day and Timne, Detail Class List, Surmmmary Class List

16



My Campus—Administrative Services—Faculty—Faculty Schedule and Class List

The Grades Menu accesses links to upload marks to the Banner Student Information System.
** Different processes are used for marks submission, contact your school department for

direction on marks submission. **

b Grades Menu
Access Mid Te and Final Grades, Electronic Gradebook by Componeant,

Regardless of the system used to import grades, they all end up in Banner (Student Information System).
Once the marks are in Banner, and the Registrar’s office has released them, they will be visible to the

student. Below is an example of what a student will see.

Student Infarmation

Student Name: Sample 2 Student
Current Program

Degree not declared

Level: Undergraduate
Program: Undeclared

Admit Term: LOIT Fall 2003

Admit Type: Current ON High School
Catalog Term: UQIT Fall 2003
College: Undeclared

Campus: LIQIT - Oshawa Campus
Major: Mot Applicable

Undergraduate Course work
CRN Subject Course Section Course Title Campus

70203 5AMP 99390 001 Sample LQIT - Oshawa
Course Campus

Undergraduate summary
Attempted Earned GPA Hours Quality Points GPA

Current Term: 0000 0.000 0.000 0.000.00
Cumulative: 0,000 0.000 0.000 0.000.00
Transfer: 12,000 12.000 0.000 0.000.00
Overall; 12,000 12.000 0.000 0.000.00

Final
Grade

A,

Attempted Earned GPA Quality
Hours Points

0,000 0.000 0.000 0.00

When grades are uploaded into Banner, they sit in a holding field. At this point, grades can be re-
viewed and checked for completion. They are then transferred to a student’s Academic History as a
permanent record. Any INC (incompletes) that have not been corrected by the due date, will be-
come part of the student’s permanent record as well. Once the marks are in the Academic History
tables, GPA'’s are calculated and they become part of the student transcript. Students will also be

able to view their transcript online.

17



My Campus—Administrative Services—Faculty—Faculty Schedule and Class List

The Faculty Schedules and Class List Menu accesses links to your class schedules

b Faculty Schedules and Class List Menu
fccess Faculty Detail Schedule, Faculty Schedule by Dav and Timme, Detail Class List, Surmrmary Class List

] Term Selection
] CRM Selection
— ] Faculty Detail Schedule
| Faculty Schedule by Day and Time
| Other Faculty Schedules You Can Wiew
| Detail Class List
] summary Class List
| Whitby Attendance Sheet
| Apprenticeship Marks Sheet
| Export Class Roster

L] Office Hours

v
Sample Course - 14201 - SAMP 9999D - 002

Status: Active

Available for Registration: Jul 09, 2007 - Sep 12, 2007
College: College not used in calculatio
Department: Mo department designated
Part of Term: 1

Course Credits: 0,000

Course Levels: Post Secondary, Undergraduate
Campus: Oshawa

Override: Yes

Syllabus: Add

Rosters: Classlist

Office Hours: Add

Enroliment Counts

Maximum Actual Remaining
Enrollment: 10 9 1
Cross List: 0O o o]

Scheduled Meeting Times

Type Time Days Where Date Range Schedule Instructors
Type
Class 9:00 am - W TEA Sep 05, 2007 Lec JANE KLARER-LACKEY (F), BRAD CARSON , JORDAMNE CHRISTIE ,
11:00 am - Dec 14, SAMPLEZ I. FACULTY , CHRIS HINTOMN , ALLAM MARTIN , SHERRYL

18



My Campus—Administrative Services—Faculty—Faculty Schedule and Class List

The Faculty Schedule by Day and Time allows you to view your schedule a week at a time.

1 Term Selection

CRMN Selection

Faculty Detail Schedule

7 Faculty Schedule by Day and Time

Other Faculty Schedules You Can wWiew
Detail Class List

7 Summary Class List
Whithy Attendance Sheet
| Apprenticeship Marks Sheet

| Export Class Roster

1 Office Hours

Faculty Schedule by Day and Time Nov 26, 2007 09:56 am

\1!4 Welcome to the Faculty Schedule display, Listed below is your schedule for the selected term,

Goto (MM/DD/YYYY): I Submit |

—p Previous Week Week of Nov 26, 2007 (223 of 244) Mext week g———
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Qam  SAMP SAMP 999390- SAMP 99930-
99990-003 002 005 SAMP
14202 Class 14201 Class 14204 Class  9999-
2:00 am- 2:00 am-11:00  9:00 am- 00z
11:00 am am 11:00 am 41143
10am g4 TBA TBA Class
210 am-
11:10 am
TBA
11lam
SAMP 99990 Q
Qo1
14200 Class
12pm 11:10 am-1:00
prm
TBA

You can view a week at a time and scroll through the weeks using the Previous week or Next week link.
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My Campus—Administrative Services—Faculty—Faculty Schedule and Class List

The Detail Class List has detailed information about all the students in a course.

5 Term Selection

T CRM Selection «— @@ I .
— -~ Select another Term or CRN using these links.
) Faculty Detail Schedule

) Faculty Schedule by Day and Time

] Other Faculty Schedules You Can Wiew
—— | Detail Class List

) surnmary Class List

) Whitby Attendance Sheet

| Apprenticeship Marks Sheet

] Export Class Roster

) Office Hours

v

Sample Course - SAMP 9999D 001
CRN: 14200

Duration: Sep 05, 2007 - Dec 14, 2007
Status:  Active

Enroliment Counts

Maximum Actual Remaining
Enrollment: 10 9 1
Cross List: 0 0] o]

Detall Class List

Record Student Name D Registration Status Registration Number
Number
1 Sample, Student 4 100252346 ##Registered®* =]

Current Program

BA (Hons)

Level: Undergraduate

Program: BA, Criminclogy and Justice
Admit Term: UOIT Summer 2006

Admit Type: Current SN High School
Catalog Term: UDIT Fall 2005

College: Criminology, Justice & Policy
Campus: UOIT - Gshawa Campus
Major: Criminology and Justice
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The Summary Class List has detailed information about all the students in a course.

5 Term Selection

7 CRM Selection «— @@

) Faculty Detail Schedule

) Faculty Schedule by Day and Time

] Other Faculty Schedules You Can Wiew

] Detail Class List

— | ] Summary Class List

] Export Class Roster

) Office Hours

v

Caurse Information

Sample Course - SAMP 9999D 001
CRN: 14200

Duration: Sep 05, 2007 - Dec 14, 2007
Status:  Active

Enroiiment Counts

Maximum Actual Remaining
Enrollment: 10 9 1
Cross List: 0 0 8]

Summary Class List

Record Student Name D
Number

1 Sample, Student 4 100252346
2 STUDENT, SAMPLE 100303169
3 Student, Sample 1 100252331
4 Student, Sample 2 100252343
=) Student, Sample 3 100252344
& Student, Sample & 100252347
7 TESTING, OME T. 100204454
=} TESTING, STUDENT 1002518309
9 TESTIMG, TWO 100204464

) Whitby Attendance Sheet
| Apprenticeship Marks Sheet

Select another Term or CRN using these links.

NOTE: Enrollment status
available here

Reg Status

**Registered® ™*
**Registered™**
**Registered™**
**Hegistered™*
**Registered™**
**Registered® ™*
**Registered™**
**Registered™**
**Hegistered™*

Level Credits Midterm
Post Secondary  0.000 g7

Post Secondary  0.000 g9

Post Secondary  0.000 12

Post Secondary  0.000 65

Post Secondary  0.000 P

Post Secondary  0.000 50

Post Secondary  0.000 70

Post Secondary  0.000 67

Post Secondary  0.000 a5
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Final Grade Detail

=)
INC
25
75
45
3k
99
95
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1. Select Export Class Roster

7 Term Selection

RN Selection

| Faculty Detail Schedule

] Faculty Schedule by Day and Time

| Gther Faculty Schedules You Can Wiew

L Detail Class List

| summary Class List

) whitby Attendance Sheet

| Apprenticeship Marks Sheet

| Export Class Roster

L Office Hours

2. Select a term from the drop down menu and click
on Submit button.

Select a Term: |pC winter 2008 = |

DC Winter 2008 =
UOIT Winter 2008

OC Fall 2007

DC Summer 2007

OC Winter 2007 |
LOIT Fall 2007 _
UOIT Summer 2007
UOIT Winter 2007
OC Fall 2006

DC Summer 2006
OC Winter 2006 -

Submit

RELEASE: 5.3

3. Select your course from the drop down menu and
click on the Submit button.

CRM: Sample Course - 41144 |
Sample Course — 41144
wm | C2mple Course - 41096
Submit |I53mple Course
Sample Course - 41143
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4. Click on the link that was created for your class
roster.

Faculty Export Class Roster : UOIT Fall 2007

¥Your roster was created successfully!

You can choose to open or save the file by clicking the link below. ..

Roster for CRMN @1 096

5. Save the file into a folder on your computer.

File Download 3]

9y Some files can harm your computer. |f the fle information below
\/ laoks suspicious, of you da not fully trust the source, do nat open or
save this file
File riame: roster_CRN70204.c5v
File type:  Microsoft Excel Comma Separated Yaluss Fie

Fromn: ibsasias0l.mycampus.ca

Would you like to open the fie or save it to your computer?

[ open ][ Seve, | [ Cancel | [ Mo lnio

Aluways ask before opening this type of fle




My Campus—Administrative Services—Faculty—Faculty Schedule and Class List

Save s [21%

O 1005371 o sl Tsony I |  OF D@

Y [pe— [S——
£ L Ivprompry Losde Softmare  (Jsoftware seoue Janls
MyPecent  Ciimprometu Reports Cywebit

Sl [ iprnghu vang 6. Search for a location on your computer to save

o wtructionsl randts

| € =t - the file.

N LoSecrbaamMay2t
] CyscrDonmn May 10
T Shatert

Fibs rerre: rister CRNTUZ08 “

My Nebwork  Save 29 bper Micivioht [rcsl Corma Sepaisted Vbt [le v Cordd

Download complete [Z| |E| rg|

7. Once you have finished downloading the file click
[e]> on the Close button
= Download Complete

Saved:
roster_CRN70204.csv from itsosias0l.mycampus.ca

Downloaded: 439 bytes in 1 sec
Download to: Cilroster_CRN70Z04.csv
Transfer rate: 439 bytesiSec

[ Clase this dislog box when download completes

[ Open ] [Dpen Fo\der] [ Cloze

8. Locate the file on your computer. It should be
[T RIS named roster_ CRNXXXXX. Double click to open.

Fd Microsoft Excel - roster CRN70204

Fle Edit Wiew Insert Faormat Tools Data  Window  Help  Acrobat

DeES% &LV 8B o-@=-2 @2 7 -0 - B 7 U SEEZEH
TE.

E1 - P

A B C o - - G H [ J K L

1 |DIARA W CHRIS HIMJAME KLARER-LACHEY
2 |# Term Code CRN Course CofStudent 1D Last MameFirst Mame Middle Email
3 1 200401 70204 SAMP 29 100257283 |Sample  Fred Student  sample.student?@mycampus. uoit.ca
4 20 200401 70204 SAMP 29 100257281 |Student | Sample-6 sample. studentS@mycampus. uoit. ca
5 3 200401 70204 SAMP 29 100257282 5tudent  Sample-7 sample. studentE@rmycampus. uoit. ca
B

The class roster is saved in an Excel format. You can expand any columns that require more
width.
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Faculty can set up their office hours in the Administrative Services area of MyCampus. When a student
views their schedule they have the option of viewing faculty’s office hours through the course link (see
next page).

Select Office Hours

7 Term Selection

] CRM Selection — @00
7 Faculty Detail Schedule

4 Select another Term or CRN using these links.

Faculty Schedule by Day and Time

] Other Faculty Schedules You Can Wiew
] Detail Class List

] summary Class List

] whitby Attendance sheet

] Apprenticeship Marks Sheet

7 Export Class Roster

L] Office Hours

If you have not selected a Term and CRN prior to clicking on Office Hours, you may be prompted. Office
Hours are visible to your students by CRN and therefore, you will need to indicate your hours through each
CRN. Enter in the From and To time, the day of the week, location and From and To Dates. If
you would like student to view the hours, make sure the Display indicator is selected.

You can also Copy the hours to another CRN.

Click on the Submit button

Course Information
Sample Course - 41143 - SAMP 9999U - 002

CRN: 41143

Scheduled Meeting Times
Week Type Time Days Where Date Range Schedule Type Instructors
Class 9:10 am - 11:10am F TBA Sep 06, 2007 - Dec 05, 2007 Lecture JAME KLARER.-LACKEY (F)

Office Hours

From Time To Time Day of the Week Location From Date To Date Display
(0000-2359) (0000-2359) (MM/DD/YYYY) (MM/DD/YYYY)

M T W ThF S U
EEN {1000 W OO pzos  |og/01/2007 [os/25/2008 ~
|1500 |1800 WO Cpzos | [og/01/2007 |os/25/2008 ~
| | [ S I I i A | | r

Copy To: [{#8

Submit ! Reset
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Students will be able to view faculty Office Hours through the Administrative Services area. If they view
their schedule and click on their course link, the assigned instructor's name turns into a live link. The link
opens a page that provides the office hours of the assigned faculty.

Student Schedule

Monday Tuesday Wednesday Thursday Friday Saturc

2am  SAMF SoME a9990- SoME a9990-
Q9990-0032 o2 005 SAME
14202 Class 14201 Class 14204 Class  googl-
200 am- 00 am-11:00 200 am- o0z
11:00 am am 11:00 am 41143
10am tga TBA TBA Class
2:10 am-
11:10 am

TE
11lam _@J

Student Detail Schedule:

UOIT Fall 2007
Mow 26, 2007 11:55 am

This page displays detailed course schedule infarmation based upon the selected Term. To view anather Detailed Schedule that
you may have, simply click here to select another Term.

Total Credit Hours: 0.000

Sample Course - SAMP 99994 - 002
Assodiated Term: UQIT Fall 2007

CRM: 41143
Status: #*R egistered®* on Jul 19, 2007 Faculty Link
Assigned Instructor: JANE KLARER-LACKEY
Credits: 0.000
Scheduled Meeting Times
Weelk Type Time Days Where Date Range Schedule Type Instructors
Class 9:10am- 11:10am F TBA, Sep 06, 2007 - Dec 05, 2007 Lecture JAME KLARER-LACKEY (F)
Office Hours for JANE KLARER-LACKEY UOIT Fall 2007
Moy 26, 2007 120329 pm
Sample Course - SAMP 9999U 002
CRMN: 41143
Scheduled Meeting Times
Week Type Time Days where Date Range Schedule Type Instructors
Class 9:10am- 11:10am F TBA Sep 06, 2007 - Dec 05, 2007 Lecture JAME KLARER-LACKEY (F)
Office Hours
Time Day of the Week Location Date Range
0900 am - 10:00 am il G205 Sep 01, 2007 - May 25, 2008
0z:00 pm - 0400 pm W L2005 Sep 01, 2007 - May 25, 2003
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1. From the MyCampus tab click on the link: Click here to access Administrative Services:

Administrative Services ==

Click here to access Administrative Services:
This link will take you to your school's A{I_?jinistratiue
Services page where you will be able to ess different
sarvices depending on your rale at the school.

2. Select the Faculty link

Fersonal Information
Change your PIN/Password or Security gqueston. Wiew your addresses, phone nurnbers, ernergency cortact inforrmatio

Faculby

Wi deﬂ}gd schedules or schedules by day and Brme. Wew detailed or surnrmary class lists and watt lists. lssue mid-er

3. Select Forward Your MyCampus Email to Outlook

Term Selection

] CRM Selection

, Grades Menu
Access Mid Term and Final Grades, Electronic Gradebook by ¢

b Faculty Schedules and Class List Menu
fiecess Faculty Detail Schedule, Faculty Schedule by Day and

b Student and Advisors Manu

Student Subrmenu, Advizors Submnenu

Forward Your MyCampus Email to Gutlook

4. Select Yes and then click on the Submit button.

Forward Your MyCampus Email to Outlook

(10 Select whether you would like to forward your MyCampus email to your Outlook account. By setting forwarding on, all mail sent to
your MyCampus account will be redirected to your Outlook account and copies of the messages will NOT be delivered to your
MyCampus account.

If the Outlook email address displayed below is incorrect, please e-mail ITSupport@dc-uoit.ca or call 905.721,3333
Outlook Email Address: Jane.Klarer-Lackey@dc-uoit.ca

Current Setting: Forwarding is OFF
Forward MyCampus Email to Qutlook: & Yog Mo

You will receive a confirmation that forwarding has been turned on.
Later, if you wish to change back to MyCampus email, follow the same steps but select No.

Forward Your MyCampus Email to Outlook

\/ Email forwarding to Outlook has been set OMN.

Your MyCampus email will be delivered to your Qutlook email account!
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