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A How-To GUIDE FOR FACULTY
INTRODUCTION TO THE PEOPLESOFT (EVOLVE) SERVICES

This document is a summary guide to assist faculty, coordinators, academic chairs, and deans in navigating the

PeopleSoft (Evolve) system.
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OVERVIEW

Welcome to Fleming College!

This document outlines the functionality that faculty members are authorized to perform within the Fleming College
PeopleSoft (Evolve) system. There are three systems used at Fleming College: the myCampus portal, PeopleSoft (also

known as Evolve) Enterprise Resource Planning (ERP), and Desire2Learn (D2L).

myCampus:

The myCampus Portal is a one-stop shop for all services that students and faculty members will require. On the

homepage, you will see Fleming News, Upcoming Events, and Important Dates as outlined in the Academic Schedule, as

well as IT Service Notices for planned outages.

You can navigate through the myCampus Portal by using the menu links on the left-hand side or the tabs at the top of
the page. Take a few moments to familiarize yourself with the myCampus Portal by exploring the top ribbon links,
including Staff, Resources, Student Life, Registrar's Office, Service Directory, and Virtual Tour.

\ FLEMING

Dashboard
Email

myCourses (D2L)

My Files >

Evolve Administrative System MAY

STAFF RESOURCES
E Absences
Career Opportunities h.lllg
Health & Safety
Student Services Centre
Timesheets
* More
MAY
STUDENT RESOURCES
, My Student Centre
b
< My Program
MAY
@ Co-Curricular Record 12

D My Course Outlines

Upcoming Events

This Portal is also your pathway into the PeopleSoft ERP (Evolve) and Desire2Learn (D2L) systems.

Dashboard

Avoiding Plagiarism Workshop
11:00 AM —12:00 PM

All Campuses

Library

JOB FAIR- Practical Nurse and Personal
Support Worker Students
12:00 PM — 3:00 PM

All Campuses — Sutherland Campus in the ( Lower Level A-

Wing Corridor) — Free

Career Services

Career Services Drop-in
2:00 PM — 4:00 PM

Sutherland — C2-102.3 (inside LRC near IT desk) — FREE

Career Services

Starting Strong with D2L and Term
Planning

Copyright © 2025 Sir Sandford Fleming College.

All Campuses ¥ -+

Community Staff Resources StudentLife Registrar's Office Services Directory

Announcements

Unread Read

Add/Drop/Swap for Spring 2025
Friday, May 2, 2025

Are you looking to make changes to your full-time timetable for Sprir
2025? Add/Drop/Swap will open Friday, May 2nd at 10:00am.

Video tutorials for assist you are available below:

e Add A Course to your Timetable
® Drop a Course from your Timetable
e Swap Classes in your Timetable
e Adding a GNED or Program Elective

If you are looking to change the time of a course in your timetable,
please use the Swap function. Dropping a course using the Drop
function may prevent you from being able to add a new section of th
same course.

We are here to help! The Registrar's Office will be hosting drop-in
sessions daily until May 16th in the LRC at Sutherland Campus from
11am-12pm and 2-3pm. For support at the Frost campus, please visi

tha Damictrarle Nffira

Appropriate Us
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PeopleSoft (Evolve)

The PeopleSoft (Evolve) system is Fleming College’s Enterprise Resource Planning (ERP) system, which controls student
records and information, as well as courses, registration, grades, and other related functions. In addition to the student
side, it also includes billing, payroll, human resources, and various other administrative functions.

A =0

Personalize Content | Layout % Help

Welcome to Evolve! sy Tasks < v

No Task(s) entries found.
Quick Launch S lev

Add a Task Show All a

Absence Balances - View your absence balances detail ale Show AlEnhanced
Absence Request - Request an absence.
Absence Request History - View history details of your absence requests My Reports & lex
Absence Totals - View current and past absence totals

Report Folder
Careers - Careers site to view jobs and manage your applications. FACULTY

Course Outlines WORKLC Workload
REPORT-201%  |Reporting
Faculty Centre - View your class and exam schedules. Spring
My Student Center - Use the student center to manage school related activities. 201807-2002.00.8
myCampus Portal - Return to the myCampus portal FACULT
VORKLC Workload
Query Report Scheduler - Schedule CSMS Query-based Bl reporis. REPORT- 2018  |Reporting

Quick Enroll a Student - Add or update enroliment request transactions for a student Winter

Request Training Enrollment - Submit a request for enrollment in training

Student Program Inquiry - Student Program Inquiry WORKLC Workload

Student Services Centre - View an at-a-glance overview of a student's information. Find quick links to more Reporting

detailed information and to common administrative tasks.

ew Customer Accounts - View activity on a student account by account type
FACULTY

View Paycheck - Review current and prior paychecks. WORKLC
REPORT - 2

Workload
Reporting

Accessing the myCampus Portal

From the Fleming College homepage (http://flemingcollege.ca/), click on the "myCampus" link. Alternatively, you may
go directly to the myCampus Portal using the following URL: https://mycampus.flemingcollege.ca/

Giving myCampus +) Apply

[ /
\ FLEMING Study Admissions and Aid  Student Life About Info for:

Current Students

v Land Acknowledgement

DISCOVER HOW
WE REDEFINE

LEARNING

< APPLY YOURSELF HERE

WATCH o
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CHANGE PASSWORD

Step 1: Go to Fleming College’s website
(http://flemingcollege.ca/).

Step 2: Log in to the myCampus Portal.
Step 3: Click the ‘Change Password’ button.
Step 4: Follow the instructions provided to change your

\/ FLEMING

password.
(3 Absences

= Career Opportunities

Health & Safety
Student Services Centre
Timesheets

s More

TUDENT RESOURCES
My Student Centre
My Program
Co-Curricular Record

[E) My Course Outlines
Grades

s More

Fleming College Website
Suggestions/Feedback
i) Help

Change Password

FIND MY FACULTY CENTRE

Step 1: Go to Fleming College’s website
(http://flemingcollege.ca/).

Step 2: Log in to the myCampus Portal.

Step 3: Click the ‘Faculty Centre’ button. =
\. FLEMING

#® Dashboard

o Email

a myCourses (D2L)
B MyFiles

t¥os Evolve Administrative System

FACULTY RESOURCES
ot Faculty Centre

G Cancel or Delay Class

[:_| Course Outlines

STAFF RESOURCES

G Absences

= Career Opportunities

© Health & Safety
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Dashboard

Community.

MAY

13

Weekly Schedule

Staff Resources

May 13, Tuesday
il w

o -

. .

@ Academic Block Off

SSFC 73 SECTION 001

Upcoming Even' alic:

Open Field Dr
Sutherland

' 10:00 AM —12:00 PV


http://flemingcollege.ca/
http://flemingcollege.ca/

ACCESSING MY TIMETABLE

Step 1: Go to Fleming College’s
website (http://flemingcollege.ca/).

Step 2: Log in to the myCampus
Portal.

Step 3: Click the ‘Faculty Centre’
button.

Step 4: Click the "My Schedule"
button located under the Faculty
Center tab.

Creating a grid view & printing
Step 1: Click the "View Weekly
Teaching Schedule" button located at
the bottom of the "My Schedule"
screen.

Image of your Schedule.

Faculty Center Search Program Distribution

My Schedule | Class Roster

Faculty Center

My Schedule
20 Fall | Fleming College
Select display option Select display option:
* Show All Classes Show Enrolled Classes Only
Icon Legend % Class Roster 57 Grade Roster [ Learning Management

My Teaching Schedule = 20  Fall > Fleming College

Personalize | View All | | E First ‘&' 10f1 '‘*' Last

Class Class Title Enrclled Days & Times Room Class Dates
= COMP 345-L  |Introductory Computin BR-B2309.3 Sep 8 20 -
B EE auclory BomPUENg zy |7y 12:009m - 1:00PM .
( ) (Lab) Computer lab Dec 18, 20

View Weekly Teaching Schedule

My Teaching Schedule = 20 Fall > Fleming College

Personalize | View All | 2| E First ‘&' 10f1 ‘&' Last

Class Class Title Enrolled Days & Times Room Class Dates
& BB COMP 345-L Intro.duclor)-' Computing - Tu12.00P 1 - 1-00PM ER-B2300.3 Sep 8,20 -

( } (Lab) Computer lab Dec 18, 20
View My Weekly Schedule

Week of 9/7/20 - 9/13/20 Next Week >>
Show Week of 0908720 |[&y start Time 7:00AM End Time #:00PM Refresh Calendar

Time Monday Tuesday Wednesday Thursday Friday
Sep7 Seps Sep9 Sep 10 Sep 11
7:00AM
8:00AM
9:00AM
10:004M
11:00AM
12:00PM
1:00PM
2:00PM
3:00PM
4:00PM
5:00PM
£:00PM
7:00PM
8:00PM
9:00PM
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ACCESSING MY TIMETABLE

Step 2: Click the "Printer Friendly Tl e
" | Show AM/IPM *| Monday ¥ Thursday
Page |Ink located at the bOttom Of ¥ Show Class Title ¥l Tuesday ¥ Friday Sunday
the Schedule screen. Show Instructor Role # Wednesday Saturday
Return to Faculty Center
E‘Gc'ntnp
Step 3: To print the schedule without = == o ——
— Moy =y My Ty 10 oy
the PeopleSoft (Evolve) header,
2:00AM
click, hold, and drag (in other words, 9:00aM

highlight) from the name to the
bottom of the timetable grid.
This example is for Edge

a. After the text is highlighted,
right-click the Print menu option.

a. Click the More Settings menu ' -
option.

b. Make sure the Selection Only box
is checked.

I Additional Information. If you have been scheduled to teach a class and it does not appear on your list, contact your
Chair.

User Guide - PeopleSoft - How-to Guide for Faculty
PAGE 3



GENERATE A CLASS LIST

Step 1: Go to Fleming College’s website
(http://flemingcollege.ca/).

Step 2: Log in to the myCampus Portal.

Step 3: Click the ‘Faculty Centre’ button.

Step 4: Click the ‘My Schedule’ button under the
Faculty Center tab.

Step 5: Click the ‘Class Roster’ icon next to the class

Example of a Class List.

Creating a grid view & printing
Step 1: Click the ‘Printer Friendly Version’ link
located at the bottom of the class roster.

Step 2: To print the schedule without the
PeopleSoft (Evolve) header, click, hold and drag (in
other words, highlight) from the Enrolled Students
header to the last enrolled student’s level.

My Teaching Schedule > 20  Fall = Fleming Cellege
Personalize | View All | @\ E

View Weekly Teaching Schedule

201 Fall | (1) Regular Academic Session | Fleming College | Credit

4
Change Class
COMP345-1

Introductory Computing (Lab)

Days and Times Room Instructor Dates
09/08/20
Tu 12:00PM-1:00PM BR-B2309.3 Cisco Lab
12/18/20
“Enroliment Status | Enrolled T
Enrollment Capacity 0 Enrolled 74

Select display option

® Link to Photos Include photos in list

First 4/ 1of1 '} Last

Class Class Title Enrolled Days & Times Room Class Dates
= COMP 345-L /introductory Computin BR-B2309.3 Sep8.20 -
Fﬁﬁ = @ ° putng 74 Tu 12:00PM - 1:00PM i "
(2407) (Lab) Computerlab  Dec 18, 20

Enrolled Students Find | 20| B
" Grade ;
Motify |Photo | 1D Name Basis Units | Program and Plan Level
A All
1 B |10 N " 45.00 Semester 1
R Grades
All Paralegal -
2 B |1 A " lasoo ¢ Semester 1
Grades Paralegal
All
3 B [0 B 45.00 Semester 1
Grades
B All
4 EQ 1 - 0.00|Paralegal - Semester 1 |Withdrawn
L Grades
__|B All
5 EQ 10140059 45.00 Semester 1
M Grades
B Al
6 EQ 101 0.00|Developmental Services Worker - Semester 1 |Withdrawn
J Grades

Select All Clear All

Notify Selected Students Notify All Students

Enrolled Students <:=
Grade B
D Name . Units Program and Plan Level

Basis
All Business Admin-Marketing -

1 45.00 Semester 1
Grades Business Admin - Marketing
All Business Administration -

2 45.00 Semester 1
Grades Business Administration
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GENERATE A CLASS LIST

Step 3: This example is for Edge.

Fewer settings ~

Paper size

a. After the text is highlighted, right-click to Letier v
select the Print menu option. sedle %)
100
b. Click the More Settings menu option. o
ages per sheet
c. Make sure the Selection Only box is : v
checked. Wargins
Default v
Options
Headers and footers
Background graphics
Selection only

I Additional Information
In week three, student photo IDs will be available in the class roster.

The class roster information contains sensitive student information. Please take all necessary precautions to
safeguard this information, including preventing unauthorized access and ensuring it is not copied or distributed. If
you print this listing to a paper hard copy, it is your responsibility to dispose of it securely (by shredding) as soon as it
is no longer required for its original purpose.

Refer to:
College Policy 6-604 Electronic Information Security Policy

Operating Procedure OP #6-604A Information Security Classification Procedure

User Guide - PeopleSoft - How-to Guide for Faculty
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FIND OUT WHO IS TEACHING A COURSE

Step 1: Go to Fleming College’s website
(http://flemingcollege.ca/)

Step 2: Log in to the myCampus Portal
Step 3: Click the ‘Faculty Centre’ button
Step 4: Click the ‘Search’ button.

Step 5: Define basic search criteria:

e Term (predefined dropdown menu)
e Course Subject (predefined dropdown
menu)
e Course Number (if known)
o Search conditions
o Course number

Course Career

Tip: If you don’t know, less is more for any
PeopleSoft (Evolve) search.

Step 6: Click the ‘Search’ button.

Faculty Center W Program Distribution

Search for Classes

Enter Search Criteria

Search for Classes

Institution

Term

Fleming College v

2018 Spring v

Select at least 2 search criteria. Select Search to view your search rasults

¥ Class Search

Subject

Course Number| i exactly v

Course Career

I Additional Search Criteria

Enter Search Criteria

# Show Open Classes Only
Open Entry/Exit Classes Only

| need help

Choices / Electives I need help
Search for Classes
Institution [ Fleming College v]
Term 2020 Winter V]

Select at least 2 search criteria. Select Search to view your search results.

¥ Class Search

Subject|Business - BUSN v

Course Number!is exactly v] |18

Course Career (

D Additional Search Criteria

Enter Search Criteria

Show Open Classes Only
@] Open Entry/Exit Classes Only

Clear

Choices / Electives | need help
Search for Classes
Institution | Fleming College ~
Term | 2020 Winter ~

Select at least 2 search criteria. Select Search to view your search results.

“Class Search

Subject
Course Number

Course Career

I Additional Search Criteria

Business - BUSN ~

is exactly ~| 18

Show Open Classes Only

) open Entry/Exit Classes Only
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FIND OUT WHO IS TEACHING A COURSE

Step 7: Review search results

1 class section(s) found

BUSN 18 - Microeconomics

Class Section

Cco1-C
1236
Front7

Days & Times Room Instructor

BR-B3100 Whetung
Mo 8:00AM -

11:0

lec. theatre Dale Northey
BR-C2125 Lecture | Dale Northey

AM - 2:00PM
theatre

User Guide - PeopleSoft - How-to Guide for Faculty
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Modify Search

Status



CANCEL A CLASS

Step 1: Go to Fleming College’s website

(http://flemingcollege.ca/).

Step 2: Log in to the myCampus Portal.

Step 3: Click the ‘Cancel or Delay Class’ button.

k FLEMING Dashboard

Dashboard

Email Community:. S

» MmyCourses (D2L)

Weekly S¢

My Files

Evolve Administrative System May 13, Tue:
i 3
FACULTY RESOURCES e
ot Faculty Centre °
[%) Cancel or Delay Class 23 Academic E
D Course Outlines SSPC TS SELTION O
STAFF RESOURCES
E‘ Absences Upcomlng
= Career Opportunities MAY [o]}
© Health & Safety 13 o f‘:
Step 5: Follow instructions as noted within the
Complete Instructions link. Cancel or delay a class
Related Document: User Guide - PeopleSoft - cancelordelay a class Fasll Geisl

Cancellations or delays including all comments are reflected immediately on all

HOW'tO G u |de for FaCU Itv _ C|aSS Ca nce”at|0n student timetables and class cancellation pages. Faculty imetables in myCampus

alsa reflect this.

Class Cancellation/Faculty Absenteeism Policy

Select from and to date, and click submit to see your classes.

Date |07/25/2018 |[ly, pate 0772512018 |5

User Guide - PeopleSoft - How-to Guide for Faculty
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DISPLAY A FACULTY TIMETABLE

® Dashboard

Step 1: Go to Fleming College’s T FLEMING
website & Emai

Dashboard &, myCourses (D2L)

(http://flemingcollege.ca/).

Email

W MyfFiles

Step 2: Log in to the myCampus . myCourses 020
Portal. RS

. " $#6 Evolve Administrative System
Step 3: Click the "More (5 nbsences

s SOURCES o
STAFF RESOURCES = Career Opportunities

e Evolve Administrative System

STAFF RESOURCES

Applications" button on the side

E3 Absences © Health &Safety

menu, then click the "Faculty Y Bt

®  Student Services Centre

Timetables" button. © Heslth asafery ' @ Tenssheets

®  Student Services Centre e More

( Timesheets

*  Accessible Education Online

*s  More * Booklt @ Fleming

+  Co-Curricular Record
STUDENT RESOURCES

+ Course Outlines
® MysStudent Centre

= + Faculty Timetables
< MyProgram

+  Fleming Learn (D2L)
@ Co-Curricular Record E

= + Paycheque
[E My course Outlines

* Room Schedules
|2 Grades

+ TaxSslips
-+ More P

Step 4: Define search criteria Faculty Timetable Search

Enter any infermation you have and click Search. Leave fields blank for a list of all values

e Faculty Member’s last
Find an Existing Val
name; and/or

e Faculty Member’s first Search Criteria

name.

Last Name| begins with v |turner
First Name| begins with v |russel|

Case Sensitive

3
m Basic Search & Save Search Criteria

Step 5: Click the ‘Search’ button Faculty Timetabie Search

Fined an Existing Vislua

Search Criteria

Cads Sanditiie

User Guide - PeopleSoft - How-to Guide for Faculty
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DISPLAY A FACULTY TIMETABLE

Step 6: Review search results

Printing Timetable

Step 1: Highlight (click, hold, and
drag) from the top corner to the
bottom corner of the grid

Step 2: Press CTRL+P or go to the
browser menu and select Print.

Show Week of  |07/252018 |5  Start Time 7.00AM

Week of 7/23/2018 - 7/29/2018

End Time 9:.00PM

Refresh Calendar

Time Monday Tuesday Wednesday Thursday Friday
7.00AM
MKTG 14- C01
Marketing
8:00AM Class/Lecture
8:00AM - 11:00AM
Brealey B3181
MKTG 14-C01
9:00AM
2:00AM - 11:00AM
MKTG 14- C01
10:00AM
8:00AM - 11-00AM
11:00AM
12:00PM
1:00FPM
MKTG 14- 501
Marketing
2:00PM Seminar
2:00PM - 5:00PM
Brealey B3171
MKTG 14- 501
3:00PM
2:00PM - 5:.00PM
MKTG 14- 501
4:00PM
2:00PM - 5:00PM
5:00PM
5:00PM
7:00PM
8:00PM
9:00PM
eek of 712312018 - 172912018
[ime] | m=m Wednesitay| [Thussday| Froday|
[7:00AM] 1 [ | 1 [ |
[B:00AM| 1 [ | 1 [ |
Brealey B3181
MKTG 14 - CO1
9:00AM
2:00AM - 11:00AM I I I I
MKTG 14 - CO1
10:00AM
2:00AM - 11:00AM ‘I 1 I 1
[z [ n I I
[zooru T n n n
R 1 1 [ | [ |
[2:00PM| 1 1 [ | [ |
3-00PM ] ] 1 1
[4:00PM| 1 1 [ | ‘I
5-00FM || || ‘| ‘|
Eoorv T n n n
[oorv T n n n
Eorv T n I I
omm C [ [
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DISPLAY A FACULTY TIMETABLE

Step 3: Select ‘Selection only’ Print 1 sheetof paper
and, if necessary, change the Desination & st DCo-5 00« -
page layout from portrait to . N :
landscape. »
Copies 1
Layout Landscape -
More settings ~
Pages per sheet 1 -
Margins et .
Scle st
Two-sided Print on both sides
C[ Flip on long edge -
Options [ Headers and footers

Background graphics

Selection only

Print using system dialog... (Ctrl+Shift+P) @z

! The screenshot above is from Google Chrome. Note that each web browser displays these options slightly differently.

User Guide - PeopleSoft - How-to Guide for Faculty
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DiSPLAY A ROOM TIMETABLE

. H ’ S
Step 1: Go to Fleming College’s T FLEMING A
website Email
(http://flemingcollege.ca/). e myCourses (021)

Email

Step 2: Log in to the myCampus My Files

2|
» myCourses (D2L) 4 Evolve Administrative System

Portal. e

Step 3: C||Ck the ’MOI"E Evolve Administrative System Sl RESCREES

Applications’ button on the side (5 Absences

. , STAFF RESOURCES % Career Opportunities
menu and then click the ‘Room = Absences
© Health & Safety

SChEdu |eS’ b utton &5 Coreer Opportunities Student Services Centre

© Health &Safety Timesheets

i Student Services Centre «s More

C_L’ Timesheets

* Accessible Education Online

- More + Bookit @ Fleming

* Co-Curricular Record
STUDENT RESOURCES

« Course Outlines
$®  MyStudent Centre

*  Faculty Timetables
<~ My Program 27

«  Fleming Learn (D2L)
@ co-Curricular Record =

= * Paycheque
D My Course Outlines

* Room Schedules
\ﬁ Grades

* TaxSlips
= More

Step 4: Define search criteria. Find an Existing Value

The user does not need to

Search Criteria

complete all of the search fields.

Building| begins with v || Q
e Building (if unknown, Facilty Tye =% -
click on magnifying Room Number| begins vith v Q
glass); and/or Case Sensitive

e Facility Type (predefined
dropdown menu); and/or maasic Search B Save Search Criteria
e Room Number (if
unknown, click on
magnifying glass).
Step 5: Click the ‘Search’ button. Fird an Existing Valus

Search Criteria

Case Sentitive

User Guide - PeopleSoft - How-to Guide for Faculty
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DiSPLAY A ROOM TIMETABLE

Room Schedule for BR-A1111 Multimedia classroom

Step 6: Review results

Show Week of  07/25/2018 |5 Start Time 7:00AM End Time |9:00PM Refresh Calendar
Short
. Monday Tuesday Wednesday Thursday Friday
Description
7:00AM
MKTG 14-C02
MKTG 14-503 MGMT 180 - S04
Marketing
Marketing Principles of Project Mgmt .
Classilecture Terri
8:00AM Seminar Terri Eagleson Seminar Deepak Arogya
Eagleson
8:00AM - 11:00AM 8:00AM - 10:00AM
8:00AM - 11:00AM
Brealey A1111 Brealey A1111
Brealey A1111
LANG 93-801
Core Skills” Level 5
MKTG 14-503 MGMT 180 - S04 MKTG 14-C03 .
9:00AM Seminar Nancy Prentice
8:00AM - 11:00AM 8:00AM - 10:00AM 2:00AM - 11:00AM

9:00AM - 12:00PM
Brealey A1111

Additional Information

Common building:
BR = Sutherland campus
CO = Cobourg campus
FR = Frost campus
HA = Haliburton campus
KT = Sutherland campus — KTTC

Common facility types:
BSEM = Biology seminar
CLAS = Classroom
LAB = Lab
LECT = Lecture theatre
MLAB = Massage therapy lab
PORT = Portable
SEM = Seminar
SMRT = Smart room

User Guide - PeopleSoft - How-to Guide for Faculty
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DiSPLAY A ROOM TIMETABLE

Printing Timetable
Step 1: Highlight (click, hold, and

drag) from the top corner to the b ‘ ‘
. B i [ [ 1
bottom corner of the grid. | |
MGMT 180 - S04
Principles of Project Momi
j2:00AM] ] Seminar Deepak Arogya 1
Brealey A1111
[Core Skills: Level 5
MKTG 14 - S03 MGMT 180 - S04 MKTG 14 - CD3 .
.00\ I ; N —
8.00AM - 11:00AM 8.00AM - 10:00AM 2:00AM - 11:00AM
9-00AM - 12-00PM
(Class/Lecture Paul Clifford
10-00AM - 12-00PM
Brealey A1111
T MKTG 14 - 503 I IMKTG 14 - C03 LANG 93 -501
. 8:00AM - 11:00AM lms e 3-00AM - 11:00AM 9:00AM - 12:00PM
Class/Lecture Brent Miller
10:00AM - 12:00PM
Brealey A1111
10:00AM - 12:00PM T GR
WD ' '
HLTH 201 - C01
10:00AM - 12:00PM
Step 2: Press ‘CTRL-P’ or go to
the browser menu and select
‘Print’.
Step 3: Check ‘Selection Only’ print shetofpper
and |f required' change the page Destination & Brother DCP-L2540DW s~
layout from portrait to pages -
landscape. !
Layout Landscape -
More settings ~
Paper size Letter -
Pages per sheet 1
Margins Default -
Scale Default -
Two-sided Print on both sides
[l Flip on long edge -
Options [0 Headers and footers

Background graphics

Selection only

Print using system dialog... (Ctrl+Shift+P)

]

I The screenshot above is from Google Chrome. Note that each web browser displays these options slightly differently.

User Guide - PeopleSoft - How-to Guide for Faculty
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FIND MY PAY CHEQUE

Step 1: Go to Fleming College’s
website
(http://flemingcollege.ca/).

Step 2: Log in to the myCampus
Portal.

Step 3: Click the "More
Applications" button on the side
menu, then click the "View
Paycheque" button.

Step 4: Click on a ‘View
Paycheque’ link to open the pay
stub

\_ FLEMING

& Dashboard
& Email

& myCourses(
M MyFiles

#6 Evolve Administrative System

STAFF RESOURCES
E3 Absences

= Career Opportunities
© Health & Safety

®  Student Services Centre

Timesheets

More

STUDENT RESOURCES
® My Student Centre
< My Program
Co-Curricular Record
My Course Outlines

[ ]
®
|/ Grades

« More

Paycheque Selection

Cheque Date View Paycheque Company

07/20/2018 Payzhe_gug_‘ Fleming College
07/0612018 View Paycheque |Fleming College
06/22/2018 View Paycheque Fleming College
06/08/2018 View Paychegue Fleming College
05/25/2018 View Paycheque Fleming College
05/1172018 View Paycheque Fleming College
04272018 View Paychegue Fleming College
04/13/2018 View Paychegue Fleming College

User Guide - PeopleSoft - How-to Guide for Faculty

@  Dashboard

& Email

. MyCourses (D2L)
m MyFiles

o Evolve Administrative System

STAFF RESOURCES
£3 Absences
§% Career Opportunities
© Health & Safety
®  Student Services Centre
(U Timesheets
-= More
+  Accessible Education Online
+  Bookit @ Fleming
Co-Curricular Record
+  Course Outlines
+ Faculty Timetables
Fleming Learn (D2L)
+ Paycheque
Room Schedules

Tax Slips

Pay Begin Date

07/08/2018

06/24/2018

06/10/2018

04292018

041520128

04/01/2018

PAGE 15

Personalize | Find | View 100 | 20| [ First ¢

Pay End Date

07/21/2018

07/07/2018

06/232018

06/09/2018

05/26/2018

[T

2018

04/282018

04/142018

NetPay Paycheque Number

1-80f 136 *

POF File

Last
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ABSENCE REQUEST — FULL TIME STAFF

Step 1: Go to Fleming College’s
website
(http://flemingcollege.ca/).

Step 2: Log in to the myCampus
Portal.

Step 3: Click the "More
Applications" button on the side
menu, then click the "My
Absences" button.

Step 4: It is recommended that
new users of ‘My Absences’
review the ‘Quick Tips’
document.

|00 Dashboard

FLEMING

Dashboard

Email
myCourses (D2L)
My Files

Evolve Administrative System

STAFF RESOURCES

E Absences

= Career Opportunities

Instructions

Enter Start Date and Absence Name. Then complete the rest of the required fields before submitiing or save for later your request.

Absence Detail (7

~Start Date 07/25/2018 |5
Filter by Type | All

*Absence Name | Select Absence Name v
Partial Days  None
Duration
Comments

Requestor Comments

User Guide - PeopleSoft - How-to Guide for Faculty
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ACCESSING COURSE OUTLINES

Step 1: Go to Fleming College’s
website
(http://flemingcollege.ca/).
Step 2: Log in to the myCampus

Portal.
Step 3: Click the ‘Course
Outlines’ button.

Step 4: It is recommended that
new users of the ‘Course Outline
Application’ review the
documentation.

Related Documents: How-to
Guides and Resources for Course

Outlines

& FLEMING Dashboard

@ Dashboard

& Email Community;__Staf]

- myCourses (D2L)

M My Fies Weekly Sch

2%e Evolve Administrative System May 13, Tuesd
T

FACULTY RESOURCES @

% Faculty Centre °

E Cancel or Delay Class %3 pcademic Blo

SSFC 73 SECTION 001

D Course Outlines

STAFF RESOURCES

Upcoming |
G Absences
= Career Opportunities MAY Ope
13 Sutl
Health & Saf .
6 ried 2 -~ 10:00
Course Outlines
Viewing and Maintenance
Maintenance Training

- Create, edit or approve course outiines

# Roll Over Course Qutline

- Useful course outline training materials

& Training Material

[ Maintain Annual Crse Outline
E Maintain Semester Crse Qutline

2 More.

Reports

- Reports that increase your course outline productivity

B My annual that req. approval
My course outlines
My semester that req. approval

6 More.

User Guide - PeopleSoft - How-to Guide for Faculty
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- View and/or print approved course outlines
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https://department.flemingcollege.ca/ao/course-outlines/knowledge-base/
https://department.flemingcollege.ca/ao/course-outlines/knowledge-base/
https://department.flemingcollege.ca/ao/course-outlines/knowledge-base/

MY SELF-SERVICE

e Personal Information

e Benefits

e Learning and Development
Step 1: Go to Fleming College’s website

" FLEMING

(http://flemingcollege.ca/).

Step 2: Log in to the myCampus Portal. @ Dashboard
Step 3: Click the ‘Evolve Administrative so

- G (D2L)
SYStem' button. myCourses

I MyFiles

tyo Evolve Administrative System

STAFF RESOURCES

E Absences

ﬁ Career Opportunities
© Health & Safety

i Student Services Centre

Q Timesheets

==+ More

Step 4: Click the ‘Navigator’ button
found in the top right-hand corner of the .

Personalize Content | Layou 7 Hep

page Welcome to Evolve! By Tasks S ov

NoTasks) enties found

Quick Launch < o~

Absence Balances - View your absence balances detail Add a Task Show AIEnhanced.

Absence Request - Request an absence,

Absence Request History - View history details of your absence requests. My Reports < o>
ADsence Totals - View current and past absence totals.
Report Folder
Gareers - Careers site (o view obs and manage your applications FACULTY.
Course Outines WORKLOAD SCH | Workload
REPORT- 2013 |Reporiing
Faculty Centre - View your Class and exam schedules Spring

‘Student Center - Use the student center to manage school refated activities.

myCampus Portal - Retum to the myCampus portal FACULTY
WORKLOAD SCH | Warkload
REPORT-2018 | Reporiing
Quick Enroll a Student - Add or update enrollment request transactions for a student Winter

Query Report Scheduler - Schedule CSMS Query-based B reports.

Request Training Enrollment - Submit a request for enroliment in training.
FACULTY

Student Program Inquiy - Student Program Inquiry WORKLOAD SCH |Workdoad
Student Services Centre - View an at-a-glance overview of a student's information. Find quick links to more REPORT- 2017  |Reporting
detailed information and to common administative tasks. Fal
View Customer Accounts - View activity on a student account by account type.

FACULTY
View Paycheck - Review curent and prior paychecks WORKLOAD SCH | Workload
REPORT- 2017  |Ranarting
. . ‘ . 70
Step 5: Click the ‘My Self-Service’ link
@ Curriculum Management >
Recently Visited E Enterprise Components >
f— E Financial Aid >
Menu .
E Find Resources >
o E Fleming Extracts >
My Links.
E Fluid Forms >
! E General Ledger 5
Tasks
E HR Reports >
E MAPS - Academic Planning b3
E My Self Service >

User Guide - PeopleSoft - How-to Guide for Faculty
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Personal Information.

Click the ‘Campus Personal Information’

link to review and update your personal

information, including home and mailing

addresses, phone numbers, email
addresses, and emergency contacts.

Benefits.

Click the ‘Benefits’ link to review and
update your benefit information,
including your Sun Life Member ID,
Benefits Summary, and
Dependent/Beneficiary Details.

Learning and Development

Click the ‘Learning and Development’
link to complete or review specific
training modules, such as Accessibility
Training.

NavBar: Menu

Menu > My Self Service

O

- Campus Personal Information
Recently Visited

Addresses

Menu Names

Q@

My Links

Phone Numbers

Email Addresses

Emergency Contacts

Tasks

Demographic Information

NavBar: Menu

Menu > My Self Service

C,

Recently Visited

Benefits

. E Benefits Information

;u E Sun Life Member ID

o E Benefits Summary

My Links E Dependent/Beneficiary Info
1

Tasks

NavBar: Menu

Menu > My Self Service

O

» Learning and Development
Recently Visited

E Incomplete Learning
= Talent Profile

Menu

O E My Historical Profile

My Links

E Profile Approval History
' E Completed Learning

Tasks

[END OF DOCUMENT]
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