Fleming College

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 to navigate the
PeopleSoft (Evolve) system.
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OVERVIEW

Welcome to Fleming College!

This document outlines the functionality that a faculty member is authorized to perform within the Fleming College
PeopleSoft (Evolve) system. There are three systems used at Fleming College: myCampus portal, PeopleSoft (aka
Evolve) Enterprise Resource Planning (ERP) and Desire2Learn (D2L).

myCampus:

The myCampus Portal is a one-stop shop for all services that a student and faculty member 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 orientate yourself with the myCampus Portal by checking out the top ribbon
links (Staff, Resources, Student Life, Registrars Office, Service Directory and Virtual Tour etc.).

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

Fleming College _

LEARN | BELONG | BECOME myCa MPUS for Students & Staff at Fleming College

STAFF RESOURCES STUDENT LIFE REGISTRARS OFFICE SERVICES DIRECTORY VIRTUAL TOUR

B EMAIL (OWA)

MYCOURSES (D2L)

MY STUDENT CENTRE

| -,/ "
L N 3 -

CO-CURRICULAR RECORD

® Today's Schedule wFAnnouncements

EVOLVE ADMINISTRATIVE

S You have no classes scheduled for the current week.

MY PROGRAM

i FILEWAY (H)

A Important Dates

Fleming News

July 15, 2018 to August 10, 2018

R 2e + Fleming College Board of Governors Meeting During the final third of the semester, a WF (withdrew-fail) grade will
be entered for a dropped course of more than seven weeks duration
R + Shorlines Casino Peterborough to host job fair at Fleming ...
July 28,2018
+ Fleming College to celebrate Convocation

FLEMING COLLEGE WEBSITE ) )
il Final Date to Withdraw from a course of less than eight weeks

Duration (Delivered in second half of term) and get a "W designation
on Academic Record

+ Saskatchewan Polytechnic partnership expands online offe...
BOOKIT@FLEMING
For more Fleming News stories, visit: News at Fleming

SUGGESTIONS/FEEDBACK July 29, 2018 to August 10, 2018

During the final third of courses less than eight weeks duration
(offered in back seven weeks) a 'WF (withdrew-fail) grade will be

entered for a dropped course
CHANGE PASSWORD

g Upcoming Events August 3, 2018
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PeopleSoft (Evolve)

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

A =
My Page Help
Personalize Content | Layout % Help
Welcome to Evolve! L4 Tasks T 6w
Mo Taskis) entries found.
Quick Launch e e~
Absence Balances - View your absence balances detail Add a Task Show AlEnhanced
Absence Request - Request an absence.
a
Absence Request History - View history details of your absence requests My Reports S lev
Absence Totals - View current and past absence fotals.
Report Folder
Careers - Careers site to view jobs and manage your applications. FACULTY

Course Outlines

Faculty Centre - View your class and exam schedules

My Student Center - Use the student center to manage school related activities.
myCampus Portal - Return to the myCampus portal

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

WORKLOAD SCH |Workload
REFORT- 2018  |Reporting
Spring

FACULTY
WORKLOAD SCH |Workload
REPORT-2018  |Reporting

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

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

Student Program Inquiry - Student Program Inquiry WORKLOAD SCH |Workload

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 administrative tasks. ral

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

View Paycheck - Review current and prior paychecks WORKLOAD SCH |Workload
REPORT- 2017 |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/

ABOUT FLEMING

Visitors Giving Alumni +J) myCampus earch flemingcollege.ca

PROGRAMS & COURSES ADMISSIONS & AID  STUDENT LIFE

Fleming College

Integrated Design Diploma Educational Suppert
Make a Difference in a Child's Life

: ]

Apply Now
Start in September ©

N,

¥ =
Apply Now. Startm;\tember. (>]

Learn more ©

Q SEARCH

211 Find Your Future
AT FLEMING

i Search flemingcollege.ca

@ Fleming Navigator

EXPLORE | APPLY | ARRIVE

Indigenous @ Register Online U TEAM
uof Fleming NOVEMBER 17, 2018 Fleming

International
Education
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FREEDOM OF INFORMATION STATEMENT

Collection, Use and Disclosure of Personal Information
Please take all-necessary precautions in safeguarding student information (unauthorized access and must not be

copied or distributed). If you print any document to hard copy, it is your responsibility to dispose of it securely (shred)

as soon as it is no longer required for the original purpose.

Fleming College’s Freedom of Information Statement, as of July 2013:
The collection, use and disclosure of student information is protected by College policies and government
legislation. Personal information is primarily used by the College for academic, administrative and statistical
purposes. A Student's personal information (even confirming their enrolment at the College) may only be
disclosed when a valid consent to release this information is obtained. In addition, there will be instances where
the College will disclose personal information to government departments, co-sponsoring organizations and
other educational institutions. Occasionally, information may be released, if required or authorized by a court
order or other legal document. A student may request access to their personal information and may request

corrections, deletions or additions of information that is not accurate, complete or up to date.
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CHANGE PASSWORD

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Change Password’ button

A

# MYCOURSES {D21)

il FACULTY CENTRE

® Today

% CO-CURRICULAR RECORD
Your next cla:

{Sutherland E
@ EVOLVE ADMINISTRATIVE

SYSTEMS

A Subscr

I FLEwaY H)

|~ GRADES

= THE FLEMING ZONE

== MORE APPLICATIONS...
You have no «
d‘ FLEMING COLLEGE WEBSITE £

Il BOOKIT@FREMING

) SUGGESTIONS/FEEDBACK

© HELP

+ Fleming Cc

@, CHANGE PASSWORD

+ Shorlines ¢

4. Follow the provided Service Desk Change Password instructions

ADDITIONAL INFORMATION
Current password requirements:

e  Minimum number of characters in password: 8
e Must use characters from at least three of the following categories:

o ABC,..Z
0o ab,.c, ..z
o 01,2,..9
o 1$#%

e For any further assistance please contact the IT Service Desk x4111, Option 1

e Passwords are case sensitive.
Suggestions for a strong password:
e Does not contain your user name, real name, or company name.

e Does not contain a complete word.
e Is significantly different from previous passwords.

Create an acronym from an easy-to-remember piece of information. For example, pick a phrase that is meaningful to
you, such as My son's birthday is 12 December, 2004. Using that phrase as your guide, you might use Msbil2Dec4!
for your password.

(http://windows.microsoft.com/en-ca/windows-vista/tips-for-creating-a-strong-password)
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FIND My ‘FACULTY CENTRE’

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Faculty Centre’ button

Fleming College

LEARN | BELONG 1 BECOME myCa MPUS for Students & Staff at Fleming Colleg

# HoME STAFF  RESOURCES  STUDENTLIFE  REGISTRARS OFFICE  SERVICES DIRECTORY
EMAIL (OWA)
EMAIL
MYCOURSES (D21)

FACULTY CENTRE

® Today's Schedule

CO-CURRICULAR RECORD
Your next class this week, Marketing starts tomorrow at 02:00 PM

(sutherland B3171).
EVOLVE ADMINISTRATIVE

SYSTEMS
Subscribe ~ B View Week = Print

FILEWAY (H:)

THE ALEMING ZOMNE

MORE APPLICATIONS...

FLEMING COLLEGE WEBSITE

BOOKIT@FLEMING

SUGGESTIONS/FEEDBACK

Fleming News

+ Fleming College Board of Governors Meeting

CHANGE PASSWORD
+ Sharlines Casino Peterborough to host job fair at Fleming ...
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ACCESSING MY TIMETABLE

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

3. Click the ‘Faculty Centre’ button

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

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 ﬁﬂ Class Roster qu_ﬁ‘ Grade Roster @‘ Learning Management

My Teaching Schedule > 20  Fall = Fleming College

Personalize | View All | 12 | E First ‘4/ 10f1 '}/ Last

Class Class Title Enrclled Days & Times Room Clags Dates
= COMP 345-L  |Introductory Computin BR-B2300.3 Seps 20 -
i B & duclony Comettng -z, |7u 12.009M - 1:00PM "
( ) (Lab) Computer lab Dec 18, 20

View Weekly Teaching Schedule

Creating a grid view & printing
5. Click the ‘View Weekly Teaching Schedule’ button located at the bottom of the My Schedule screen

My Teaching Schedule = 20  Fall = Fleming College

Personalize | View All | &1 | E First ‘4’ 10f1 '»/ Last

Class Class Title Enrolled Days & Times Room Class Dates
= COMP 345-L  |Introductory Computin BR-B2300.3 Sep 8, 20
ie | BB quEiony EOmPUINg o4 17w 12:00PM - 1:00PM .
( ) (Lab) Computer lab Dec 18, 20
View Weekly Teaching Schedule Go to top
View My Weekly Schedule

ek ersEL e
Show Week of 02/08/20 | Start Time 7-00AM End Time 9:00PM Refresh Calendar

Monday Tuesday Wednesday Thursday Friday
SepT Sepd Sep @ Sep 10 Sep 11

Time

7.00AM
2.00AM
9:00AM
10:00AM
11:00AM

12:00PM

1:00PM
2:00PM
3:00PM
4:00PM
5:00PM
6:00PM
7.00PM
2.00PM
9.00PM

6. Click the ‘Printer Friendly Page’ link located at the bottom of my schedule screen
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7 Display Options

¥ Show AM/PM ¥ Monday ¥/ Thursday

¥ Show Class Title ¥ Tuesday ¥ Friday (") Sunday Refresh Calendar

[CJ Show Instructor Role ¥ Wednesday [ saturday
Retum to Faculty Center Frinter Friendly Page
E‘Go to top

7. To print the schedule without the PeopleSoft (Evolve) header click, hold, and drag (in other words - highlight)
from the name to the bottom of the timetable grid

Keen Gon < —
Ti Monday Tuesday Wednesday Thursday Friday
e 6 May 7 May 8 May 0 May 10 May
S:00AM
9:00AM

8. This example is for Internet Explorer (IE)
a. Inthe top browser menu click file and print preview
b. Optional: Click on button labelled one (1) to turn off headers and footers
c. Optional: Change ‘As laid out on screen’ to ‘As selected on screen’ as labelled two (2)

=i 1 Page View ~ ‘ As selected on screen - ‘ 100% - ‘

'@ Print Preview

! Additional Information

‘ If you have been scheduled to teach a class and it does not appear on your list contact your Chair.
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GENERATE A CLASS LIST

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

3. Click the ‘Faculty Centre’ button

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

5. Click the ‘Class Roster’ icon next to the class

My Teaching Schedule = 20 Fall = Fleming College

Personalize | View All | @l E First '4/ 10f1 '}/ Last
Class Class Title Enrolled Days & Times Room Class Dates

= COMP 345-L  |Introductory Computin BER-B2309.3 Sep 8,20 -
== auetory Compuiing 1z, 1y 12:00PM - 1:00PM P
(2407) (Lab) Computer lab Dec 18, 20

View Weekly Teaching Schedule

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

¥ Change Class
COMP345-1 )

Introductory Computing (Lab)

Days and Times Room Instructor Dates.
09/08/20 -
Tu 12:00PM-1:00PM ER-B2309.3 Cisco Lab
12118120
“Enrollment Status | Enrolled v
Enrollment Capacity 0 Enrolled 74

Select display option

® Link to Photos Include photos in list
Enrolled Students Find | IE'I E
Grade .
Notify | Photo|ID Name Units | Program and Plan Level
Basis
A All
1| O |& |0 N 45.00 Semester 1
R Grades
All Paralegal -
2| O |& |1 A 45.00 < Semester 1
Grades Paralegal
All
3l O & |0 ] 45.00 Semester 1
Grades
B All
4 L EQ 1 0.00|Paralegal - Semester 1 |Withdrawn
L Grades
B All
5 G EQ 10140058 45.00 Semester 1
M Grades
E All N
6l O EQ 101 0.00| Developmental Services Worker - Semester 1 | Withdrawn
J Grades

CREATING A GRID VIEW & PRINTING
6. Click the ‘Printer Friendly Version’ link located at the bottom of class roster

Sem 2

41| ] | g ‘LDD |v R |P)‘F |L75.DD|

Select Al Clear All

Brinter Friendly Version

notify selected students I notify all students I

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

Enrollment Capacity 20 Enrolled 1
Enrolled Students
Grade :
iD Name _ Units |Program and Plan Level
Basis
1100 B FB/F 175.00 Sem 2

8. This example is for Internet Explorer (IE)
a. Inthe top browser menu click file and print preview
a. Optional: Click on button labelled one (1) to turn off headers and footers off
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b. Optional: Change ‘As laid out on screen’ to ‘As selected on screen’ as labelled two (2)

a Print Preview - ‘ ‘
‘ f& El 1Page View = | As selected on screen » | 100% -
! T e

! 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 in
safeguarding this information (unauthorized access and must not be copied or distributed). If you print this listing to
a paper hard copy, it is your responsibility to dispose of it securely (shred) as soon as it is no longer required for the
original purpose.

Fleming College’s Freedom of Information Statement, as of July 2013:
The collection, use and disclosure of student information is protected by College policies and government

legislation. Personal information is primarily used by the College for academic, administrative and statistical
purposes. A Student's personal information (even confirming their enrolment at the College) may only be
disclosed when a valid consent to release this information is obtained. In addition, there will be instances where
the College will disclose personal information to government departments, co-sponsoring organizations and
other educational institutions. Occasionally, information may be released, if required or authorized by a court
order or other legal document. A student may request access to their personal information and may request

corrections, deletions or additions of information that is not accurate, complete or up to date.

PAGE 12 oF 27



FIND OUT WHO IS TEACHING A COURSE

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

3. Click the ‘Faculty Centre’ button

4. Click the ‘Search’ button

Faculty Center Program Distribution

Search for Classes

Enter Search Criteria

Search for Classes
Institution | Fleming College v
Term | 2018 Spring v

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

¥ Class Search

Subject
Course Number| 15 exactly

Course Career
#| Show Open Classes Only

Open Entry/Exit Classes Only

I> Additional Search Criteria

5. Define basic search criteria
a. Term (predefined dropdown menu)
b. Course Subject (predefined dropdown menu)
c. Course Number (if known)
i. Search conditions
ii. Course number
d. Course Career
6. Click the ‘Search’ button

Search for Classes

Institution | Fleming College v
Term | 2018 Spring v

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

¥ Class Search

Subjectl Business - BUSN i |

Course Number| 18 &xactly v IM I

Course Career
#| Show Open Classes Only

Open Entry/Exit Classes Only

[ additional Search Criteria
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7. Review search results

1 class section(s) found

¥BUSN 18 - Microeconomics

Clags Section Days & Times Room Instructor
BR-B3100 Whetung
Mo 3:004M -
cm-c lec. theatre Dale Morthey
1238 TrooAm BR-C2125 Lect Dale Morth
- ecture ale Norihe
Front7 Fr 11:00AM - 2:00PM 4

theatre

Meeting Dates
05/07/2018 -
06/22/2018
05/07/2018 -
06/22/2018
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CANCEL A CLASS

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

3. Click the ‘Faculty Centre’ button

4. Click the ‘Class Cancellation’ button

Faculty Center Search Program Distribution Class Cancellation

My Schedule LClazs Roster Grade Roster

Faculty Center

5. Follow instructions as noted within the Complete Instructions link

Cancel/Delay Class

Cancel or delay a class

Cancel or delay a class

Cancellations or delays including all comments are reflected immediately on all
student timetables and class cancellation pages. Faculty imetables in myCampus

i How-to Guide
also reflect this.

Class Cancellation/Faculty Absenteeism Palicy
Select from and to date, and click submit to see your classes.

Date [07/252018 |ty pate [07/25/2018 |5
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DISPLAY A FACULTY TIMETABLE

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘More Applications’ button on the side menu and then click the ‘Faculty Timetables’ button

Fleming College
myCam| LEARN | BELONG | BECOME myCarnr

Fleming College

LEARN | BELONG | BECOME

MORE APPLICATIONS... STAFF RESOU

STAFF RESOUR(

EMAIL (OWA) < Back

Q, Search ar

Q, Search any

EMAIL ACCESSIBLE EDUCATION ONLINE

MYCOURSES {D21) I ASSIGNMENT CALCULATOR

FACULTY CENTRE CANCEL/DELAY CLASS

CO-CURRICULAR RECORD 'CAREER OPPORTUNITIES

Your next clas Your next cli
(Sutherland B (Sutherland
EVOLVE ADMINISTRATIVE CLASS CANCELLATIONS
SYSTEMS
Subscri Subsc

(COURSE OUTLINES
FILEWAY (H:)

FACULTY TIMETABLES
GRADES

LEARNING AND DEVELOPMENT
THE ALEMING ZONE

MY ABSENCES
MORE APPLICATIONS.

ROOM SCHEDULES
A EMING COLLEGE WEBSITE

STUDENT SERVICES CENTRE
BOOKIT@FLEMING

il I VIEW PAYCHEQUE

4. Define 'searcr;lc.:}iteri'é: ‘
a. Faculty Member’s last name;

b. Faculty Member’s first name.

Faculty Timetable Search

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

Find an Existing Value

Search Criteria

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

Case Sensitive

{=]
Basic Search (27 Save Search Criteria
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5. Click the ‘Search’ button
6. Review search results

Show Week of |07/25/2018 |3 Start Time [7:00AM End Time 2:00PM Refresh Calendar

Week of 7/23/2018 - 7/29/2013

Time Monday Tuesday Wednesday Thursday Friday
7:00AM
MKTG 14 - C01
Marketing
2:00AM Class/Lecture
2:00AM - 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 - 301
3:00PM
2:00PM - 5:00PM
MKTG 14 - 501
4:00PM
2:00PM - 5:00PM
5:00PM
6:00PM
7:00PM
8:00PM
9:00PM

PRINTING TIMETABLE
1. Highlight (click, hold, and drag) from the top corner to the bottom corner of the grid

eek of 7/23/2018 - 7/129/2018

[Fime \ fruesaay| | [wednesaay | | fThursaay | |
[7:00AM] 1 1 [ I
2:00AM | 1 1 I ]
Brealey B3181
MKTG 14 - CO1
9-00AM
3.00AM - 11.00AM I I I I
MKTG 14 - CO1
[10:00AM
3.00AM - 11.00AM I I I I
[z [ I n n
[zoorv I n n n
oorv I 1 1 I
P-oopm S | 1 1 ]
Brealey B3171
MKTG 14 - SD1
3:00PM
I I I 00FM - 5:00PM I
MKTG 14 - SD1
m I I I 00PM - 5:00PM ‘I
500 M \| \| || || ||
oo L [ n i n
[E=m | n n n n
[Em=m I n n n
v IL [ v [ [
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2. Press ‘CTRL-P’ or go the browser menu and select ‘Print’
3. Check ‘Selection only’ and if required change the page layout from portrait to landscape

Total: 1 sheet of paper

o

DeSInation \WAD-BR-PS-1\BRC2117.9
Change...
Pages = Al
Copies 1 +
Layout Partrait -
Paper size Letter (8.5 x 117) v
Margins Default -
Opticns Headers and footers
o Two-sided

| Background graphics

¥ Selection only

= Fewer settings

I Screenshot above is from Google Chrome. Each web browser displays these options slightly
different.
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DISPLAY A ROOM TIMETABLE

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

2. Log into the myCampus Portal

3. Click the ‘More Applications’ button on the side menu and then click ‘Room Schedules’ button

Fleming College
ceann « oeono « secove  [ERARNAGEIAN]
# HOME STAFF  RESOUR(
EMAIL (OWA)
Q, Search any

EMAIL

MYCOURSES (D2L)

A

FACULTY CENTRE

CO-CURRICULAR RECORD

Your next clas
(Sutherland B

EVOLVE ADMINISTRATIVE

SYSTEMS
Subscri

FILEWAY (H)

THE ALEMING ZONE

MORE APPLICATIONS__

ALEMING COLLEGE WEBSITE

BOOKIT@FLEMING

4. Define search cri1t'éPia. 'I.'Ffe‘user does not need to complete all of the search fields.

Fleming College
LEARMN | BELONG | BECOME myca m
MORE APPLICATIONS. STAFF  RESOUR
( Back

Q, search any

ACCESSIBLE EDUCATION ONLINE

ASSIGNMENT CALCULATOR I

CANCEL/DELAY CLASS.

CAREER OPPORTUNITIES
Your next cla

(sutherland E
CLASS CANCELLATIONS

Subscr

COURSE OUTLINES

FACULTY TIMETABLES

LEARNING AND DEVELOPMENT

MY ABSENCES

ROOM SCHEDULES

STUDENT SERVICES CENTRE

VIEW PAYCHEQUE

a. Building (if unknown, click on magnifying glass); and/or
b. Facility Type (predefined dropdown menu); and/or
c. Room Number (if unknown, click on magnifying glass).

Find an Existing Value

Search Criteria

Building| begins with v ||
Facility Type| = v
Room Number| begins with ¥

Case Sensitive

&
Basic Search (@ Save Search Criteria
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5. Click the ‘Search’ button
6. Review search results

Room Schedule for BR-A1111 Multimedia classroom

Show Week of |07/25/2018 |5 Start Time 7:00AM End Time |2:00FM Refresh Calendar
Short )
o Monday Tuesday Wednesday Thursday Friday
Description
7:00AM
MKTG 14-CO03
MKTG 14 - 503 MGMT 180 - S04 .
: o X Marketing
Marketing Principles of Project Mgmt i
. . . Class/Lecture Terri
8:004AM Seminar Terri Eagleson Seminar Deepak Arogya
Eagleson
2:00AM - 11:00AM 5:00AM - 10:00AM
3:00AM - 11:00AM
BErealey A1111 Brealey A1111
Brealey A1111
LANG 93-5M
Core Skills: Level 5
MKTG 14- 503 MGMT 180 - S04 MKTG 14-CO03 ) )
9:004AM Seminar Nancy Prentice
2:00AM - 11:00AM 5:00AM - 10:00AM 3:00AM - 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
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PRINTING TIMETABLE
1. Highlight (click, hold, and drag) from the top corner to the bottom corner of the grid

[ [ [
[Principles of Project Mgmi
1 Seminar Deepak Arogya 1
8:00AM - 10:00AM
Brealey A1111
LANG 93 -501

Core Skills: Level 5
[Seminar Nancy Prentice
[9:00AM - 12:00PM

D

"ODAM MKTG 14 - 503 I MGMT 180 - 504 MKTG 14 - C03
. 8:00AM - 11:00AM 8:00AM - 10:00AM 8:00AM - 11:00AM

[HLTH 201-C1

MKTG 14 - 503 1 MKTG 14 - C03 LANG 93 - 501
i 8:00AM - 11:00AM 8:00AM - 11:00AM 9:00AM - 12:00PM

Class/Lecture Brent Miller
10:00AM - 12-00PM
Brealey A1111

HLTH 201 -C01
[10:00AM - 12:00PM

LANG 93 - 501
9:00AM - 12:00P)

[HLTH 201-C1
[10:00AM - 12:00PM

1. Press ‘CTRL-P’ or go the browser menu and select ‘Print’
2. Check ‘Selection only’ and if required change the page layout from portrait to landscape

Total: 1 sheet of paper

[} \W\AD-BR-PS-1\BRC2117.9
| change...

Pages = Al

Destination

© |eg.15.8 1113

Layout Portrait -
Paper size Letter (8.5 x 117) =
Margins Default -
Options [ Headers and footers

[ Two-sided

¥ Background graphics

v

Selection only

—  Fewer settings

I Screenshot above is from Google Chrome. Each web browser displays these options slightly
different.
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FIND MY PAY CHEQUE

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘More Applications’ button on the side menu and then click ‘View Paycheque’ button

Fleming College

LEARMN | BELONG | BECOME

EMAIL [OWA)

EMAIL

STAFF

MYCOURSES (D2L)

FACULTY CENTRE

CO-CURRICULAR RECORD

EVOLVE ADMINISTRATIVE

SYSTEMS

FILEWAY (H:)

THE ALEMING ZONE

MORE APPLICATIONS.

FLEMING COLLEGE WEBSITE

BOOKIT@FLEMING

Your next clas
(Sutherland B

myCam|

RESQUR(

Subscri

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

Paycheque Selection

Cheque Date

0772042018

07/06/2018

06/22/2018

06/08/2018

05/25/2018

05/11/2018

04/27/2018

04/13/2018

View Paycheque Company

Vien ug | Fleming College

View Paycheque |Fleming College

View Paycheque |Fleming College

View Paycheque |Fleming College

View Paycheque |Fleming College

View Paycheque |Fleming College

View Paycheque |Fleming College

View Paycheque |Fleming College

Pay Begin Date

07/08/2018

06/24/2018

0&10/2018

05/27/2018

05/13/2018

04/29/2018

04/15/2018

04/01/2018

Fleming College

LEARN | BELONG 1 BECOME

myCam

MORE APPLICATIONS

STAFF  RESQUF

( Back

ACCESSIBLE EDUCATION ONLINE

ASSIGNMENT CALCULATOR

CANCEL/DELAY CLASS

©® Toda

CAREER OPPORTUNITIES
Your next cla

(sutherland &
CLASS CANCELLATIONS

COURSE OUTLINES Subscr
FACULTY TIMETABLES
LEARNING AND DEVELOPMENT
MY ABSENCES

ROOM SCHEDULES

STUDENT SERVICES CENTRE

VIEW PAYCHEQUE

Personalize | Find | view 100 | 7| & First ‘4’ 1-80f136 '} Last
Pay End Date Net Pay Paychegque Number PDF File
07/21/2018 | v
07/07/2018 7
06/23/2018 7
06/09/2018 7
05/26/2018 7
05/12/2018 7
04/28/2018 7
04/14/2018 7
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ABSENCE REQUEST
For full-time staff only

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘More Applications’ button on the side menu and then click ‘My Absences’ button.

Fleming College
Fleming College S
rieming “oflege. C Leamn 1 seione « secove  IRARNASEINL
LEARMN 1 BELONG 1 BECOME my a mF
MORE APPLICATIONS. . STAFF  RESOUF
# HOME STAFF RESOUR(
( Back
EMAIL [OWA) Q Search am

Q, Search any

ACCESSIBLE EDUCATION ONLINE
EMAIL

ASSIGNMENT CALCULATOR
MYCOURSES (D2L)

CANCEL/DELAY CLASS
FACULTY CENTRE

CAREER OPPORTUNITIES
CO-CURRICULAR RECORD Your next cla

(Sutherland &

Your next clas

(sutherland B CLASS CANCELLATIONS
EVOLVE ADMINISTRATIVE

SYSTEMS

i Subscr
Subscri COURSE OUTLINES

FILEWAY (H)
FACULTY TIMETABLES

LEARNING AND DEVELOPMENT
THE ALEMING ZONE

MY ABSENCES
MORE APPLICATIONS.

ROOM SCHEDULES

HEMING COLLEGE WEBSITE

STUDENT SERVICES CENTRE
BOOKIT@FLEMING

VIEW PAYCHEQUE

4. ltis recommended that new users of ‘My Absences’ review the ‘Quick Tips’ document

Instructions

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

Absence Detail (2

*Start Date 07/25/2018 |5 View Monthly Schedule FAQ'S
Filter by Type | Al v
*Absence Name | Select Absence Name v
Partial Days | None v
Duration
Comments
Requestor Comments @
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ACCESS COURSE OUTLINES

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘More Applications’ button on the side menu and then click ‘Course Outlines’ button

Fleming College

> Fleming College
o myCam rieming Loflege.
SEARE L EEEERE FEEONE y f LEARMN 1 BELONG 1 BECOME myca m

STAFF RESQUR(

MORE APPLICATIONS STAFF RESOUF

EMAIL [OWA)

( Back

Qs

EMAIL
ACCESSIBLE EDUCATION ONLINE

MYCOUR ASSIGNMENT CALCULATOR

C
EACULTCERIRE CANCEL/DELAY CLASS

CO-CURRICULAR RECORD -
Your next clas CAREER OPPORTUNITIES

Your next cla
(Sutherland B

EVOLVE ADMINISTRATIVE (Sutherland £

SYSTEMS

CLASS CANCELLATIONS

Subscri

Subscr
COURSE QUTLINES

FILEWAY (H:)

FACULTY TIMETABLES

LEARNING AND DEVELOPMENT
THE ALEMING ZONE

MY ABSENCES
MORE APPLICATIONS.

ROOM SCHEDULES
FLEMING COLLEGE WEBSITE

STUDENT SERVICES CENTRE
BOOKIT@FLEMING

VIEW PAYCHEQUE
STION DEA

- : i s
4. ltis recommended that new users of the ‘Course Qutline Application’ review the documentation.

Course Outlines

Viewing and Maintenance

Maintenance Training

- Create, edit or approve course outlines

View Approved Course Outlines

- Useful course cutline training materials - View and/or print appreved course outlines

= Roll Over Course Outline = Training Material

= Maintain Annual Crse Outline

E Maintain Semester Crse Outline

2 More

Reports

- Reports that increase your course outline productivity

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

6 Mare..
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MY SELF SERVICE

PERSONAL INFORMATION
BENEFITS
LEARNING AND DEVELOPMENT

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

2. Log into the myCampus Portal

3. Click the ‘Evolve Administrative System’ button

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

Fleming College

cenmn  secone  sccome  [ERARVAGEINRI!
& HOME STAFF  RESOURC
B EMAIL (OWA)

# MYCOURSES (D2L)

I MY STUDENT CENTRE

% CO-CURRICULAR RECORD

@ EVOLVE ADMINISTRATIVE
SYSTEMS

You have no c
M MY PROGRAM
B FLEWAY (H)
l~* GRADES

THE ALEMING ZONE + Fleming Co

+ i C
= MORE APPLICATIONS.. Sharlines

My Page TR

Welcome to Evolve!

Quick Launch

15 - Virw your absence balances dotai

¥ Gt of your abtence requests

#f - Schedule CSMS Query-based BI repons

Nt - SUBMIE & request for enroliment in training

it miormaton and i

Review curmant and pricr paychecks

rent and past absence iotals

- Careers site 10 view jobis and Manage your applications

jons for & student

i or upaste enmcimant request iran:

0 & SquUgenTs information. Find quick links 1o more

Nt - Viw ACTVEy 6N 3 $15060 BECOUNE By BCCOURT Typd
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5. Click the ‘My Self Service’ link

NavBar: Navigator ‘
i Accounts Payable >
Recent Places Campus Cummunity 3

—] Class Cancellations

Navigator
Course Outlines >
) &*
| o :
My Links Curriculum Management >
Financial Aid >
Find Resources 3
General Ledger >
MAPS - Academic Planning >
My Self Service >

e Click the ‘Campus Personal Information’ link to review and updated personal information such as: home and
mailing address, phone number, email address, emergency contacts

NavBar: Navigator ﬂ

<z | Campus Personal Infor... &

Recent Places Addresses

E Names

Havigator
Phone Numbers

Email Addresses

My Links
Emergency Contacts

Demographic Information

Holds
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e Click the ‘Benefits’ link to review and/or updated benefit information such as: Sun Life Member ID, Benefits
Summary, Dependent/Beneficiary Info

NavBar: Navigator ﬂ
P 42 | Benefits *
L]
1%
Recent Places Benefits Information 3

E Sun Life Member ID

Havigator
Benefits Summary

- Dependent/Beneficiary Info
My Links

e Click the ‘Learning and Development’ link to complete or review specific training modules such as

Accessibility Training

NavBar: Navigator #
Bt ¢a | Learning and Developm... %
1%

Recent Places Accessiblity Training N

E Health & Safety Training 5

Navigator
Training Summary

Request Training Enroliment

My Links

[END OF DOCUMENT]

PAGE 27 OF 27



