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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: the myCampus portal, PeopleSoft 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 (Home, Admin@Fleming, Staff, Resources, Student Life, Help etc.).

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

Home Admin @ Heming Staff Resources My Courses Student Life Registrar Help

# myCampus for Students, Staff and Alumni at Fleming College

MY SELF SERVICE
Faculty Centre
Learning and Development
My Absences

My Courses

My Files (H:)

My Grades

Staff Email

Staff Email Old

View Paycheque
ADMIN SYSTEMS
(EVOLVE)

Class Cancellations
Course Qutlines
Faculty Timetables
Room Schedules
Student Services Centre
More applications..,
FLEMING COLLEGE
Fleming on Facebook
Suggestions/Feedback

Visit official website

You
Tube}

Fleming News

+ Haliburton School of The Arts annual Faculty Art Auction
+ MNew: Fleming to offer Lean Plus Training and Certification =
+ Frost Campus hosting workshops for Stewardship Youth Rangers
+ FireFit Team brings home gold, silver from first competition =

For more Fleming News stories, visit: News at Fleming

Upcoming Events

There are currently no events listed.
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Does Your Student Status Say You Are Part-time or Not
Registered?

If you are a full-time student that is returning in September 2014 and your
student "status” currently indicates that you are part-time or not a
registered student- please rest assured that provided you have paid your
fees and are in good academic standing, this will change to full-time once
timetables have been posted.

September 2014 Semester Timetables

will be posted to your Student Centre during the week of August 11
provided you are up-to-date with your tuition payments and you have no
outstanding academic issues. If you do not see a timetable by August 18
please contact the Office of the Registrar for details. Add/Drop/Swap
opens on Monday, August 18 for those students that need to make
changes to their timetable.

MNote: School of Environmental and Natural Resource Sciences students who
are entering the common first semester are not able to make any changes to
their timetables without written permission from the First Serester
Coordinator.

Part-time registration opens up on Monday, August 25 for upper
semester courses. Registration for first semester courses open up on
Monday, September 8, 2014 (one week after the start of classes).

Bursary Application - September 2014 Semester
Information and deadline dates for the September 2014 Fall Bursary
Application is posted on the link below.

Information on applying for bu
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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, payment,
payroll, and other various administrative functions.

Favorites | Main Menu
- -

Main Menu OE j Welcome to Evolve! oH
Academic Advisement Campus Community Class Cancellations Looking for something in Evolve? You can now use the Search field in the header to find menu items
ﬁ Diploma Audit ﬁ People, Organizations, 3C data I Sety . by providing keywords found in the title and description of each item.
[ Student Advisement [= Student Services Cenire = EdlfProc /Pint Cancellaions

[ Academic Requremens L] Personal Information (Student} Compatibility Mode
= visement Processes [ Communicafions
2More... AMore... Please ensure that compatability mode is disabled when using Evolve (Internet Explorer Only).
1. Within IE select the menu item Tools = Compatibility View Setting
Course Outlines Curriculum Management Financial Aid 2. Uncheck the option Display intranet sites in Compatibility View
Viewang and Maintenance Course Catalog, Schedule of 21 Reports
H Maintenance Classes, Grading 3. Click Close

2&lup =] Block Timetable Search
= Annual Course Outlines Status = Course Calalog 4. Close your browser and reload Evolve
o B 7%;3 e of Classes Symptoms: When compatibility mode is enabled, you will not be able to scroll or view any menu drop

down items_

Diagram 2 - Evolve homepage
Accessing the myCampus Portal

From the Fleming College homepage [http://flemingcollege.ca/], click on the ‘myCampus Login’ or ‘Login to
myCampus’ link (red boxes). Alternatively, you may go directly to the myCampus Portal using the following URL:
https://mycampus.flemingc.on.ca/

Z/' (P WISl  CAMPUS LOCATIONS

Fleming College

LEARN | BELONG | BECOME

f  Admissions Programs & Courses  Financial Aid  StudentLife News & Events Services AboutFleming Contact

WELCOME DAYS

Get a jump start on September

SUTHERLAND CAMPUS FROST CAMPUS
Peterborough Lindsay

July 15, 17 or 19 July 150r 19

REGISTER NOW

JuL  Fall registration for JUN  Studying the movementof  Jun New programs approved d CAWT receives funding
02 Continuing Education now 27 African elephants: GIS 27 through new College and
open Open House Community Innovation
Program

@© STUDENT INFORMATION

WE RECOMMEND

1. A-ZPrograms

s - Mandatory

4. Post Graduate Programs

Diagram 3 - Fleming College (http://flemingcollege.ca/) homepage
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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

To change your password you must be logged into a Fleming College machine.

1. Login to a Fleming College machine
2. Click and hold ‘Ctrl’, ‘Alt’ and ‘Delete’ buttons

e Lock this computer
» Log off

» Change a password...

> Start Task Manager

Diagram 4 - Highlighting the change a password link

Click the Change of password... button
Enter in current password in the Old Password field
Enter in new password in New Password field
Re-enter new password in Retype Password field
Click on the arrow button
Do no change your user name contained in the first field (e.g. adroot/dbaker)

NOo ok w

Additional information
Current password requirements:

e Minimum number of characters in password: 4
e Maximum number of characters in password: 25
e Passwords are case sensitive and may only contain numbers and letters.

Suggestions for a strong password:
e |s at least eight characters long.

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 Msbil2 Dec 4
for your password.

(http://windows.microsoft.com/en-ca/windows-vista/tips-for-creating-a-strong-password)
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3. Click on Staff Email under ‘My Self Service’

Other login options

Staff Email

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into myCampus Portal (see accessing myCampus instructions on p. 2)

# myCampus for Students, Staff and Alumni at Fleming Colleg

MY SELF SERVICE

Faculty Centre

Learning and Development

My Absences
My Courses
My Files (H:)
My Grades

Staff Email

Staff Email Old

View Paycheque

1. Enter webmail.flemingcollege.ca in the address bar

/ (0] Outlook Web App

& - C | [I hitps//webmail flemingcollege.ca/|

1. Click on the Microsoft Outlook 2010 icon

2. For detailed instructions about MS Outlook functionality visit the following website

The Sutherland Campus he
summer, which means all t
the following format:

To assist with the change
new room to find the old

? New Room

Diagram 5 - Highlighting Staff Email link from myCampus

. Google Talk

. GroupWise Messenger

| Infosilem EnCampus

. Internet Applications

. Maintenance

. Microsoft Office
@ Microsoft Access 2010
@ Microsoft Excel 2010
(L] Microsoft InfaPath Designer 2010
m Microsoft InfoPath Filler 2010
m Microsoft OneNote 2010

m

0| Microsoft Outlook 2010

2

Microsoft PowerPoint 2010
|E| Microsoft Project 2010

[B] Microsoft Publisher 2010
Iil Microsoft SharePoint Workspace 201
@ Microsoft Visio 2010
(W] Microsoft Word 2010

. Microsoft Office 2010 Tools

. SharePoint

4

Back

| Search programs and files

Diagram 6 - Chrome address bar

Diagram 7 - Desktop Microsoft Outlook 2010 icon

a. Goto Fleming College’s website (http://flemingcollege.ca/)

Log into myCampus Portal (see accessing myCampus instructions on p. 2)

b.
c. Click on the ‘Help’ button in the top ribbon
d. Click on ‘Microsoft Outlook’ under Document Library
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Access my Files from Home

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into myCampus Portal (see accessing myCampus instructions on p. 2)
3. Click on My Files (H:) under ‘My Self Service’

# myCampus for students, Staff and Alumni at Fleming Colle

MY SELF SERVICE Wayfinding
Faculty Centre
Learning and Development The Sutherland Campus h:
summer, which means all t
My Absences }
the following format:
My Courses

Wy Files (H:) I
To assist with the change 1
o [:3: '

new room to find the old |
Staff Email

Staff Email Old ? New Room

View Paycheque
Diagram 8 - Highlighting My Files (H:) link from myCampus
Files located on desktop

1. Click on user name folder (Joe Smith - example: jsmith)
2. Click on desktop folder

Name Size | Type Modification Date
) .oit 7/9/2013 10:30 AM

T [ L=l X

I7) Desktop 7/9/2013 2:24 PM

Diagram 9 - Highlighting desktop user files folder

Additional Information

e The Service Desk can assist you if you have trouble using this functionality
o Phone:ext. 4111
o Email: itsupport@flemingcollege.ca
o Location: Brealey C2102 (Learning Resource Centre), Frost 101a
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Admin @ Fleming

Core Promise
Finance and Facilities
Fleming Fast Facts
Human Resources
Information Technology Services

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into myCampus Portal (see accessing myCampus instructions on p. 2)
3. Click on the Admin @ Fleming button in the top ribbon

4.

If you are a new employee to Fleming College, it is recommended that you explore the information found on

this webpage.

Home Admin @ Heming Staff Resources My Co

Administrative Websites

Academic Operations
Advancement & Alumni Relations

= Giving to Fleming
Continuing Education / Part Time Studies
The Centre for Learning & Teaching
Finance
Human Resources
Information Technology Services
Marketing
Purchasing
Security & Parking
Strategic Planning

Diagram 10 - myCampus Admin @ Fleming Administrative websites
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1.
2.
3.

4.

Staff

Expense Forms/Statements
Theft and Robbery Reporting
Checking Voicemail
Mileage Chart
PD Calendar

Go to Fleming College’s website (http://flemingcollege.ca/)
Log into myCampus Portal (see accessing myCampus instructions on p. 2)
Click on the Staff button in the top ribbon

Academic Operations School Websites
Accessibility Centre .
I : = School of Community Development ant
Accessibility Services :

Budget Services Additional Resources

Counselling Services : ;
= Academic Probation Contract

= Academic Progression MNotice

= Breach of Academic Integrity

= Copyright Information Resource

= Copyright Permission Request Form

= PeopleSoft (Evolve) Academic Training

Additional Resources
Finance Forms & Guidelines -
= Checking Voicemail

= Fleming Data Research

= Fleming Services Directory

= Integrated Program Planning

= T Strategic Roadmap Projects Sequent

L]

L]

L]

L]

L]

= Finance

= Health & Safety
= Human Resources

» (Office of the Registrar

= Purchasing

= |learning Support Services
= Security & Parking

» Account Structure Definitions
Brant Order Form

Bus Booking Form

Cash Advance Form

Counterfeit Detection - Guidelines
Disposal of Ink Cartridges

Diagram 12 - myCampus staff websites

If you are a new employee to Fleming College, it is recommended that you explore the information found on
this webpage.
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Academic Forms

Go to Fleming College’s website (http://flemingcollege.ca/)
Log into myCampus Portal (see accessing myCampus instructions on p. 2)
Click on the Staff button in the top ribbon
Located under the Academic Resource column
a. Academic Probation Contract form (PDF format)
b. Academic Progression Notice form (MS Word format)
c. Breach of Academic Integrity form (MS Word format)

Academic Resources

School Websites

rPONPE

n School of Community Development and Health

Additional Resources

= Academic Probation Contract
»  Academic Progression Motice
= Breach of Academic Integrity

= Copyrnight Information Resource
»  Copyright Permission Request Form
= PeopleSoft (Evolve) Academic Training Guides

Diagram 13 - myCampus academic resources

5. Click on the required form and a PDF or MS Word document will be downloaded
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Resources

Find a Coordinator

Services

Parking and Lockers
College Policy

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into myCampus Portal (see accessing myCampus instructions on p. 2)

3.

1.

Click on the Resources button in the top ribbon

Home  Admin®Feming  Staff  Resources  MyGourses  Student Life Registrar

Fleming Resources Faculty & Staff Sites. Fleming Services Directory P

Help

= Business & Hospitality

= Community Development & Health

= Environmental & Natural Resource Sciences
= General Arts & Sciences

= Haliburton School of The Arts

= Law and Justice

= Trades & Technology

. . OSAP, Financial Needs and Bursaries information is available on the Registrar page.
Find a Coordinator -

= Academic Contact Information Parking and Lockers

= Academic Upgrading

= Parking Application - Frost

= Parking Application - Sutherland
= Parking Lots - Frost

= Parking Lots - Sutherland

= Parking Regulations

= Locker Application

» Security & Parking

Diagram 14 - myCampus resources

If you are a new employee to Fleming College, it is recommended that you explore the information found on

this webpage.
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Registrar

Forms
Bursary Information
Contact Information

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into myCampus Portal (see accessing myCampus instructions on p. 2)
3. Click on the Registrar button in the top ribbon

Home  Admin@Feming  Staff  Resomces  MyCourses  Student Life Registrar ~ Help

Important Contact Information Scholarships and Bursaries
Fl Coll Adi Hotline: 1-866-353-6464 ext. 1514

eming College Admissions Hotine ® There are many options available to you in financing your education. In addition to
searching for scholarships and bursaries, you may be eligible for a government student
loan, bank loan or line of credit.

Fleming College Records Office: 1-866-353-6464 ext. 1657

Fleming College Cashiers Office: 1-866-353-6464 ext. 1796
9 out of 10 scholarships don't even require grades

New scholarships and bursaries could be posted throughout the school year
Ask at your parents' work, clubs, churches, professional associations.

Ask at your high school guidance department

Fleming College Course Registration/Timetable Info: 1-866-353-6464 ext. 1857

National Student Loan Centre: 1-888-815-4514

Complete the Fleming College online bursary application after you start school

Join the Office of the Registrar Facebook Page at www.facebook.com/Fleming.Registrar
Form Downloads = Last Updated: June 13, 2014 at 1:51 PM

Showing 11 results.

Name Size

Bursaries -

Diagram 15 - myCampus Registrar

1. If you are a new employee to Fleming College, it is recommended that you explore the information found on
this webpage.
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Help

Information Technology Services
ITS ticket system
Document library

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into myCampus Portal (see accessing myCampus instructions on p. 2)
3. Click on the Help button in the top ribbon

Home Admin @ Fleming Staff Resources My Courses Student life Registrar Help

Help Staff & Student Email B Faculty Timetable Search B Room Schedule Search & Fleming Services Directory

Information Technology Services Wait! Before submitting a ticket via email to ITS...

We have several self-service forms that can be used that collect all required information for
routine requests. This is to ensure that we collect all required information upfront to

reduce back and forth between you and the service desk allowing us to fulfil your request as
soon as possible.

ITS "Onestop” is the simplest way to get the support you need while using IT services. If you
have a request, question or issue with any of our services, email us at:

itsupport@flemingc.on.ca

When you email this address you will get an email with a ticket number. Save this email
ticket, we will reference it when responding to your request. ITS staff are assigned specific
tickets and will follow-up with you in less than 1 business day.

The following requests are accessible on the ITS OneStop website:

» Office Move request Form
»_New Employee Phone Setu

’ Diagram 16 - myCampus information technology help

1. If you are a new employee to Fleming College, it is recommended that you explore the information found on

this webpage.
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Additional Training and Resources

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into myCampus Portal (see accessing myCampus instructions on p. 2)
3. Click Staff in the top ribbon

Home Admin @ Fleming Staff Resources My Courses

# myCampus for Students, Staff and Alumni at Fleming College
Diagram 17 - Highlighting staff tab

4. Under Academic Resources click PeopleSoft (Evolve) Academic Training Guides link

Academic Resources -

School Websites
» School of Community Development and Health
Additional Resources

» Academic Probation Contract
» Academic Progression Motice
® Breach of Academic Integrity
»  Copyright Information Resource
m _Copyright Permission Reguest Form
I = PeopleSoft (Evolve) Academic Training Guides I

Diagram 18 - Highlighting Academic PeopleSoft (Evolve) Academic Training Guides link location

5. Explore the various training and resource documents maintained by the Academic Operations department.

[END OF DOCUMENT]
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