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http://mxcc.edu/distance

Faculty Technology Resources

Networked computers and Wi-Fi on MxCC
campuses.

MxCC e-mail: check e-mail any time, anywhere
myCommNet: anytime, anywhere

« Student/Faculty Self-Service System:

— Course schedule, class rosters, students’
Information, grades, etc.

« College E-mail

« Learning Management System: Blackboard

— Communicate with students, put class files online,
collect assignments, gradebook, etc.

 Library database



NetiD:

*Log on to computers and use Wi-Fi at MxCC and other
Connecticut community colleges.

N et I D *Log on to myCommNet: Faculty-Self Service, Blackboard
,College Email, and Library Databases

*Use MxCC e-mail: check

e-mail any time, anywhere.

NetlD
myCommNet
Log on to .
a campus computer Faculty Self-Service College email
Access Wi-Fi on via Office
campuses Blackboard

Library Database



NetID - Log on to a Campus Computer

« Enter NetID (Username)
— BannerID@mxcc.commnet.edu

— Example, John Brown’s Banner ID is @00687968, then his NetID is
00687968@mxcc.commnet.edu

— Look up your NetID at https://www.commnet.edu/netid/lookupnetid.asp

« Enter Password

— Initial Password (if you never log on to MyCommNet, a campus computer, or
college email.)
« 1stthree letters of birth month with first letter capitalized
« Ampersand character: &
» Last 4 digits of SS#
+ Example:
— John Brown was born April of 1968 and SS# is 045-84-9583.
— His initial password is Apr&9583
— Change password:

* When you log on the first time, you will be prompted to change to a hew password.
— At least 8 characters in length

— At least 3 of the 4 following criteria: 1.Upper case letters, 2. lower case letters, 3. numbers, or 4.
special characters.

Having trouble logging on?
Contact IT service in Wheaton Hall or call (860) 343-5711.


mailto:00687968@mxcc.commnet.edu
https://www.commnet.edu/netid/lookupnetid.asp

MyCommNet

myCommnet is a single entry point to access Blackboard
courses, Faculty Self-Service, Library Databases, and
college e-mail.

myCommNet

My.commnet.edu

Faculty Self-service : Library
Blackboard (final grades, class rosters, schedule, Cellegs =l Databases
Courses advisees, textbook, course evaluation)



About MyCommNet

° mv.commnet.edu CONNECTICUT COMMUNITY COLLEGES

 Public Resources
Course schedule
Registered seats
Time & Location
Textbook Information B EeleRiaRioRaaloieianlaalN1
Others

« Secured Resource
Blackboard courses
— Faculty Self-Service

myCommNet

Other Resources

to access Banner, Blackboard & Email
myCommMet portal videos

NetlD See faculty/staff NetlD format

Password

Forgot your password?

Search for Course Offerings

ograms/Majors
Rosters

Student information
Send e-mail to all
Enter final grades

On-ground course
evaluation

Others

Apply for Admission

Apply for Financial Aid

Sign Up for myCommMNet Alert

— Library Databases
— College Email


http://my.commnet.edu/

Public Resources in myCommNet

my.commnet.edu

Click Search for Course Offerings under
Other Public Resources (Middle-Right).

Select Term: Fall Term 2016.
Select a college: Middlesex CC.
Check Course Level: Credit.
Select Instruction Type All.
Keep the rest as default.

Click Get Courses button.

Course infor
displayed.
Search Result

will be

Course schedule, location, textbook,
registered seats, remaining seats,
etc.

Cours
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Course Search Result

Accounting
5ts CRN
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=002
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2004
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Subj Crse Sec Textbook
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Logon to MyCommNet

« Goto my.commnet.edu and enter your NetlD and password.

— NetID: BannerID@mxcc.commnet.edu
« Example of NetID: 09109109@mxcc.commnet.edu

— Password: 8-digit NetID password

« Use the same password to access campus computers and remote e-malil
(www.mail.commnet.edu).

 If you have never logged on to a campus computer or accessed your
college email at www.mail.commnet.edu, then use your initial password.

— Initial Password:
» First three letters of birth month with first letter capitalized
« Ampersand character: &
» Last 4 digits of SS#

+ Example:
— John Brown was born April of 1968 and SS# is 045-84-9583.
— His initial password is Apr&9583
— Change password:
*  When you log on the first time, you will be prompted to change to a hew password.
— At least 8 characters in length

— At least 3 of the 4 following criteria:1. Upper case letters, 2. lower case letters, 3. numbers, or 4.
special characters.

Having trouble logging on?
Contact IT service in Wheaton Hall or call (860) 343-5711.


mailto:BannerID@mxcc.commnet.edu
mailto:09109109@mxcc.commnet.edu
http://www.mail.commnet.edu/
http://www.mail.commnet.edu/

Navigating myCommNet

Click different tabs and icons to access the subsequent pages.

{ome My Student Info My Faculty Info My Employee Info My Library Info Special Programs Support and Training College Resources
ome Community Home
(CommMNet Announcements Access College Email =z Access Banner Self-Service

e Outook Web pccems ) Banner Student & Faculty Self-Sefvice
Launch Outlook Web Access

CESS

Announcements Al = “ou can also access your college email direc thy with yvour NetlD and password . Course registration, add/drop classes
via this link, . Degres requirements

- Trangrrints



Faculty Self-Service in myCommNet

Log into my.commnet.edu

Click on Banner Student & Faculty Self-Service icon or link at upper right.
Click Middlesex Community College.
Click FACULTY/ADVISOR SERVICES.

myCommNet

My Library Info Special Programs Support and Training College Resources

Access College Email E: Access Banner Self-Service

Access Your Faculty/ Staff Email: Outlook Web Access (OWA) Banner Student & Faculty Self-Service:
Launch Outlook Web Access

You can also access your college email directly with vour NetlD and password « Course registration, add/drop classes

via this link. « Degree requirements

« Transcripts
« Accounts/billing
== myCommMNet Emergency Alert System . Financial zid
« Course evaluation, and morel
« FACULTY: Enter grades, check course rosters, etc.

myCommMNet Alert
- Emergency notifications to students, staff, and faculty ALERT

- _Cnontartran he via text cellfhnmea nhone _and amail

Banner Student & Faculty Self-Service FAQS




FACULTY/ADVISOR SERVICES

You see a list of online services provided to faculty:

» Faculty Detail Schedule: schedule, textbook , and course evaluation
» Class List and Roster

» Grading Students: Active in the end of a semester.

» Student and Advising

* Advisee List

For Faculty Detail Schedule or Class Lists and Roster, you may select a Term and CRN first.

Term Selection CRN Selection Faculty Detail Schedule Class Lists and Roster

* Access your Course « iew Detail Class List
Evaluation results
» Print or download (Excel)

roster
Student and Advising » Grading Students * Registration Overrides Advisee List
= Wiew Student Information = Enter Midterm Grades « Owverride prerequisites, « Faculty and Advisors may

including: personal info, course limits and other view lists of their advisees
schedules and transcripts, = Enter Final Grades course restrictions here, if they have been
placement tests assigned in Banner

Note: Mot all colleges post Mote: Mot all colleges allow

midterm grades faculty to process registration

overrides.

Note: Midterm and final grades
from Blackboard must be
re-entered here



Selecta Term and CRN

STUDENT RECORDS FACULTY/ADVISOR SERVICES

Select Term « Select a term/semester
- Home > FACULTY/ADVISOR SERVICES > Term Selection — Click on Term Selection.
— Select a term (Fall 2016).

Qjﬂ, Select the Term for processing then press the Submit Term button.

Select a Ter v

—_— « Select a class/CRN
— Click Select CRN.
— Select a course.

— Click Submit.

— Click Submit.

Select CRN

- Home = FACULTY/ADVISOR SERVICES = CRN Selection

o - . .
\_]!..:5 Please enter the CRN you wish to access, or select a different term from the menu.

CRN: @Flll 30: General Psychology I, 339?@




Class List and Roster

Click on Class List and Roster tab. You will see two options, Access Detail Class
List or View/Print Class Roster.

FACULTY/ADVISOR SERVICES REGISTRATION/SCHEDULE TUITIONPAYMENT PERSONAL INFORMATICOM
Term Selection CRN Selection ¢ s
» Access your Course * iew Detail Class List

Evaluation results
= Print or download (Excel)
roster

F Access Detail Class List m  View/Print Class Roster




View/Print Class Roster

Click on View/Print Class Roster. You will see a summary list of
students with their IDs, names, phone#, and email.

Class Roster

Fall 2016 - 3377 PSY* F111 30 - General Psychology |

Number of students in section: 27
August 12, 2018

Banner ID  Student Name Grade  Telephone  E-Mail
@O1.777"7 _iven oo "l potebleteluialebly
@DJ-\JU-\.‘-\. :T ::._.._.._..:‘-;I.dlifl I:'---. _____""—_": @ @
E-mail the: entire class. At the bottom of the page, when you click on Spreadsheet

button, a “classlist.csv” file will be downloaded. You may open
the file using MS Excel application. It contains student names,
Date: IDs, mailing addresses, phone numbers, and email addresses.

Faculty Member's Signature:

Spreadsheet



Class List and Roster - Class Roster, Email, Grade

You may click on the email icon @) to email to a student.

At the bottom of the page, click on Entire Class on E-mail the Entire Class.
— If you use a campus computer with MS Outlook, a new message window opens in MS Outlook with all email

addresses entered in BCC: box. Then type the subject and the message and send it to your students.

— If you log on to your college email via Web Outlook, right-click on Entire Class link and select Copy Email

Addresses. Then paste the email addresses to BCC: box in New Message window.

From the Faculty Services page, click Enter link under Midterm or Final exam, a worksheet may be
available for you to enter grades.

Summary Class List

Record Stude me I Reg Status Level Credits Grade Detail
Number
1 T . =*Web Registered®™ MxCC Credit 3.000
2 k =*Web Registered®* MxCC Credit 3.000
3 L - =*Web Registered®* MxCC Credit 3.000
4 ] I =*Registered™™ MxCC Credit 3.000

~ - ?

E-mail the entire class




Access Detall Class List

In Detail Class List page, when you click a student’s name, you will see
the student’s mailing address and phone #.

FACULTY/ADVISOR SERVICES REGISTRATION/SCHEDULE PERSONAL INFORMATION

At the top of the page, you may choose FACULTY/ADVISOR
SERVICES to return to the previous page.

At the bottom of the page, you may email to Entire Class or go to Term
or CRN Selection, Final Grades, Faculty Detail Schedule, and
Summary Class List..

E-mail the entire class.
Return to Previous

Term Selection m CRM Selection m Mid Term Grades m Final Grades m Faculty Detail Schedule » Summary Class List



Faculty Detail Schedule — Course Evaluation

About a month before the final grade is due, the link to course evaluation for all credit courses
are active to students in MyCommNet. The link will be inactive on the day before the first day of
final exam.

When the Course Evaluation link is available, in Faculty Detail Schedule, you will see a
Course Evaluation Report link in your course. The report page will show the number of
students who have taken the course evaluation.

Faculty Detail Schedule

4= Home = FACULTY/ADWVISOR SERVICES = Faculty Detail Schedule

\:’;; Listed below is your Faculty Detail Schedule for the selected term.

General Psychology |- 3397 - PSY* F111 - 30

Course Evaluations: Course Evaluation Report

Status: Active

Available for Registration: Apr 13, 2015 - Aug 30, 2015
College: Middlesex CC (7706)
Department: Social Sciences

Part of Term: 1

Course Credits: 3.000

Course Levels: MxCC Credit

Campus: on-Line



Course Evaluation Result

« A few weeks after the end of a semester, faculty is able to view In
Course Evaluation Reporting page, click on the number in
Evaluations Taken. You will see ratings and comments.

Course Evaluation Reporting

Course Term Department  Division Professor D
[ |Middlesex - spring zolz v | | [701027
SartBy1 SortbBy 2 Qutput Recards I Excel

| =l =l | course Summary || 500 ~| Search |

Click on the Professor name to see all Courses for that particular Professor.
Click on the number under "Evaluations Taken" to see detail infarmation far that paricular Course.

_ L o . Evaluations Total %o Reporting

Term Division Department Course ID Course Description Professor Taker Enrollment Complete Disabled
112106 0& 0170 PEY*F111 07 1297 General Peychology | ¥i Guan-Raczkowski . 34 735
Total: 25 34 T4%

Records: 1 Time: 0.57 Seconds



Personal Information

 In Banner Student & Faculty Self-Service page, click on Personal

Information tab.

FACULTY/ADVISOR SERVICES

Address and Phone
Information

= Update Multiple Addresses
and Phenes

Student College Contact
Information

= lpdate address, phone and

e-mail information each term.

in order that you receive
Important College
information.

REGISTRATION/SCHEDULE

E-mail Address Information

= Update multiple e-mail
addresses

= Update your Emergency

contact information every

term

TUITION/PAYMENT PERSONAL INFORMATION

Name Change Information Social Security Number
Change Information

= Process a name change
= Process a social security
number change



Personal Information- Update Email

You may enter your college email account as

“‘preferred” email so students will be able to e e ey e e p——
email you directly in Student & Faculty Self- Submit

Service. A preferred email will be shown in

Blackboard Profile. Email feature in

Blackboard allows you to use your preferred + Home > Update E-mail Address(es) - Update/Insert

email to communicate with students. —
il When updating or inserting an e-mail/URL, fields with * are required.

: . : delete an existing e-mail/ . check the "Delete this address™ box
At Personal Informatlon page’ C|ICk on Emall To delete an existing e-mail/lURL, check the "Delete this address ™ box

Address Information link. Work E_mail
. E-mail *: T
In Type of E-Mail to Insert, select Work E- N ibrown@mixee.commnet. edu
Reenter E-mail *: jbrown@mxcc.commnet.edu
Mail., and click on Submit. Delete this address?
T I i t . Make this your preferred address? |4
r maill twice.
ype your coliege ema ce m ——

Check Make This Your Preferred Address.

Click on Submit.



Enter Final Grades

In Faculty Self-Service page, click on Grading Students. Click on Enter Final Grades.

About one week before the grades are due, a grade sheet with student names and
IDs will display. Next to a student’s name, choose a grade. Only 25 students are
displayed in the first page. If you have more than 25 students, click on Submit button
at the bottom and click on “26-30” page. You will need to click on Submit button every

20 minutes.

Term Selection

Student and Advising

« View Student Information
including: personal info,
schedules and transcripts,
placement tests

m  Enter Midterm Grades

CRN Selection

Cipgswin>

« Enter Midterm Grades
« Enter Final Grades

Mote: Mot all colleges post
midterm grades

MNote: Midterm and final grades
from Blackboard must be
re-entered here

Faculty Detail Schedule

* Access your Course
Evaluation results

Registration Overrides

* Override prerequisites,
course limits and other
course restrictions

Note: Not all colleges allow
faculty to process registration
overrides.

Class Lists and Roster -
« “Yiew Detail Class List

+ Print or download (Excel)
roster

» Faculty and Advisors may
view lists of their advisees
here, if they have been
assigned in Banner




Home Tab and Banner Self-Service Link

« From any page in Banner Student & Faculty Self-Service, you
may click on Home tab to go back to MyCommNet Home

page.

* You may click on Banner Self-Service link to go back to the
Banner Student & Faculty Self-Service page.

myCommNet

My Student Info My Faculty Info My Employee Info My Library Info Special Programs Support and Training

Home Community ganner Self-Service




Access E-malil in MyCommNet

Once you are logged on to myCommNet, click on the Email icon at upper right corner,
it will lead you to your email page with Outlook Web Access. Two additional links will
get you to the email as well.

The direct access to your college email via Internet is http://portal.microsoftonline.com.

Home My Student Info My Faculty Info My Employee Info My Library Info Special Progra

College Resources

Home Community Home
myCommMNet Announcements Access College Email
chedule Manage Access Your Faculty/Staff Email: Outlook Web
Access (OWA) \ 4
Launch Outlook Web Access
Announcements Al -

You can also access your college email directly with
your NetlD and password via this link.

Subject Preview Hide



Another Way to Access E-mall

You may also access your college email directly at
nttp://portal.microsoftonline.com without going through
MyCommNet.

Your e-mail address is your “first initial and last
name’@mxcc.commnet.edu.
— Example: John Brown, [brown@mxcc.commnet.edu

To log on, you need to use your NetID and its password, the
same NetID and password to logon to myCommNet and a
campus computer.

Open a web browser such as Internet Explorer.
Type: “portal.microsoftonline.com” into the address box.
— Type your NetID in NetID box.

— Type the password in Password box.
— Click the Log On button.



http://portal.microsoftonline.com/
mailto:jbrown@mxcc.commnet.edu

E-Malil Direct Access on Internet

« “portal.microsoftonline.com”.
« Enter your NetlID and click on the password box. You will
be directed to another log on page.

] Office 365

Work or school account

—
= = 06949000@mxcc.commnet.edu
Connect Jiolyd —

Password

| Keep me signed in




Logon to Emaill

« Enter NetID and password. Click on Sign in.




Microsoft Online

* When you first time log on, click on Mail icon at the bottom of the
page.

’ Office 365  Home ..

@ Make Bing your search er

Install ©ffice 2016 onyour PC g e it

Applies to Internet Explorer, Firefc

Let your ideas = 2 @2 O« 0

g O free = Word Excel PowerPoint Outlook OneNote

Got a Mac? Sign in to Office 365 on your Mac to install. Other installs

Troubleshoot installation
How do | get Office 20137

Smartphone or tablet? Get Office on your devices
Learn how to set up email and Office 365 apps on your device

Collaborate with Office Online

o

Planner




Microsoft Outlook Web

o List of e-maill in Inbox.
 Folders: Deleted Items, Drafts, Send Items, etc.

E Office 365  Outlook

Search Mail and People ,O #) New | v

A~ Folders Inbox All w
Inbax 108 Assigned - Blackboard Question - Goals [S5UE=29240 PROJ=12 TIT2016

When replying, type your text abowve this line ] his 15 ...
Sent lkems
felaa 1 vy A
Drafts 117 Riordan, Kimberly A

b BlackBoard Access B/2016
h

i

Hi ¥i, | can see the course. Thank you for checking with me. Take care, Kim

A Groups New . o
3OR-Service Desk
Fﬁl Request - Blackboard Question - Goals [SSUE=20240 PROJ=12 7/6/2016
When replying, type your text above this line ) This is ...
Groups give teams a shared
space for email, documents, Guan-Raczkowski Yi
SR SR L EEE Blackboard Question - Goals B/ 2016

Hi, We have a newly hired faculty asking about how to set up goals and align an assig...

=> Discover S
+ Lreate T}quan
b Tyquan 62016

hank you | hope to see you soon and hear about your wonderful child = On Jul &, 20..,



Email Operations

* When clicking on an email, the preview pane on the right will display the
email message.

* Four icons are also displayed next to the subject of the message.
— Delete the message
— Mark Unread
— Flag the message
— Keep the message at the top of the folder.

| e _._'.I LU TREDIRS, Il g w2l ivng Lt TURT :::I: |:' _.'_'..-_‘
A (an -
el e e v v v Guan-Raczkowski,
Here are some groups The QVCC Foundation M & > -
_',':LI might want t.:. iG.ﬂ: EEt F‘.Ead}f t:l EC'H: _ 3 .‘5|I'1'1
Game On EDUCATION CHANGES Ll... Unsubscribe

©
o - - League for Innovation

CCC C -

I League Connections, August 2016: Rect £:43 AM
Diccover League Connections August 2016 Publication...
Create

Middlesex Community Co...
Important Fall 2016 Hybrid/Online Cou 29 AM

COM* F120 - Social Media - LEARN MetlD: 007..,




Read, Reply, Forward, and Attachments

Double-click on the Subject of a

message. The message window
opens.

To reply to a message, click the
down arrow next to Reply to All
and select Reply. Type the
message and click Send.

To forward the message, click
Forward, type the e-mail address
to which the message is forwarded.
Type the message and click Send.

If there is an attachment, double-

click on the attached file.

The attached file will open for you
to review.

To save the attached file, click on
Download icon. You will need to go
to Download folder to open up the
file you just downloaded.

4—_."-’ Feply all ﬁ Delete Junk | v
- Checking or
’
Forward

BOR-Service Desk

I‘v‘1>;-::3is.tan:e ]

S Replyall v M De

Reply

Eeply a

'

: = Print ,'D Find ai Translate
&



Mail Settings — Reply as Default, Fonts

Set “Reply” as a default option.
— Click on “Reply Settings”, choose “Reply” and click on “Save”.
Change fonts

— In the Mail setting option menu, under Layout, select “Message
Format”. Choose a size and font and click on Save/

Keply settings O

Retention policies

e  fecouns Message format
Inbox and sweep rules Block or allow

Iun i ranarting . Connected accounts +| Always show Bec
Junk email reporting P |\. o
I = aED }.-' EEHW]UE Eanaarline . _
Mark as read crwarding | Always show From
- : POP and IMAP
— - e olaf . UIE and LvIA
Message options ¥ou can change the default rep

Read " message you've received in the + Attachment options
Read receipts

response will be sent to everyon o, ) Compase messages in this format: | HTM
X _ltSIBgE accounts
response will only go to the sen
4 Layout
Retention policies M i ] ~ . i
Vake my default response: Conversations Message font

4 Accounts

o Emnail signature
Block or allow eply Helvetica - v | B
Block or allov I Message format I

Connected accounts Reohy zll

Message list

Reading pane Samp|E text




Compose and Send a Message

Click the “New” icon.
Type the e-mail address, subject, and message. Click Send

button. Use “,” between addresses.

From ™ YGuan-Raczkowski@ mxcc.commnet.edu

To mxccdistance @mxce.commnet.edul

Cc Distance Mxcc
MxccDistance@mxcc.commnet.edu

Bec se this address: myccdistance@mycc.commnetedu

Search Directory



Search for an Address

You may search for an e-mail address if the person has an account at one of 12 CT
Community Colleges.

In the message window, click on the To... button. Click on << to display the groups.
Choose the group the person belongs such as “Mx Faculty”. Type the person’s last
name in the search box and click on Search icon.

You may see a list of people with the same last name displayed.
Double-click on the person you would like to send an email to.

Click OK (bottom - right). You will see the person’s contact information. Click on the
person’s email. The address will be entered to “To” box.

, Guan-Raczkowski, Yi

-

Lhstance Lear

v Save X Cancel

To:

Notes Organization Groups

. .m O | Calendar
MX Faculty
1A Stu
{anch @ Abou-Saad, Ibrahim M + Email
fiddle
Business
tudents A ;
» @ Albert, Janis H + 860.343.5783



Send a File as Attachment

Add-ins  Discard

To send a file attached to

your message, before From ¥ VGuan-Raczkowski@mxce.commnet.edu
clicking the Send button,

click on Attach icon. To o Jjbrown@mxcc.commnetedu X
Locate the directory where

you saved the file. Double- Ce

click on the file you would lik

to send. Bec

The file is then attached to

the email message. You Mail Training Handouts

may click on the X next to th
file name to remove it.

Click Send button to send.

ﬂ ; FTechresourcesFl6.pptx @
2 MB

W



Delete Malls

In the Inbox Window, select the message you would like to delete.
Hit on Delete key on the keyboard.
The deleted messages are then stored in Deleted Items folder.

To permanently delete the messages, Click on Deleted Items folder.
— Click on Empty folder icon.

Search Mail and People MNew | v

Folders DE|€tE‘d [tems

~ Favorites

ol i Lmmpn

Sent ltems a5sin It
Sent ltems BlessingWhite

Deleted Items
Don't forget to register for our upcoming webinarl,..

~ Guan-Raczkowski, Yi

v |nbox



Mail Settings

To change the display theme, fonts, and other features in Email, you
will need to go to the Email Setting.

— Click on the setting icon, scroll all the way to the bottom. Click on

Mail.

Shortcuts
» General
4 Mail
4 Automatic processing
Automatic replies

Clutter

OX and sweep rules

Junk email reporting
Mark as read
Message options
Read receipts
Reply settings
Retention policies

4 Accounts
Block or allow

“onnected arcounts

Mail options

In this

organ

section, you can change your email account settings. Email optios
zed into the following categeries

Automatic processing — Control how incoming and outgoing e

handled.

Accounts — Choose how email will flow in and out of your accor

Layout — Customize the look of your inbox and email messages

Use this computer when you're not connected

to a network.

Turn add-ins on or off, install new ones, or
uninstall others,

Theme

Simple Facets

MNotifications

On

My app settings

O



Disable Conversation View

By default, the mails are
displayed in Conversation
View - replied mails are
grouped together in a
thread.

You may change the
display view to Messages
View - mails are displayed
by dates, senders, etc.

Click on Inbox, click on the
down arrow next to All. A
menu pops up. Choose
“Messages” under “View
As”.

Search Mail and People

Folders
~ Favorites
Sent ltems
Deleted ltems
~ Guan-Raczkowski, Yi
v Inbox
Drafts 86
v Sent ltems
Deleted ltems

Conversation History

Junk Email 2
Notes 48
quarantine

+ All
New | v Unread
To me
In box Flagged
Mentions
Krutt, Tobi
RE: EMS Support Contact Info + Date
think the bottom of the list is fine, U
From

partnerhelpdesk@cengage

To
Enrollment Completed at mxcc - Rite
This student has enrolled and remitte ~ Subject
Attachments

Couture, Sandra Y
RE: READI emails: Checking Sul6 an¢  Importance
Sounds good. Thank you. From: Guar

Size

Couture, Sandra Y

RE: I FOUND THE SOLUTION!
From: Guan-Raczkowski, ¥i Sent: Tues

Conversations

— . —



Mail Setting — Theme and Profile Photo

: P oo 2

R m e RPN T

Choose how your Inbox should be organized.

 To get a new theme of the mail window, click on the Mail
Setting icon and click on the down arrow for the Theme - _
option. Choose a theme icon and click on Save at the Urﬂ'f Httl't e ot ot commecied
bottom of the them icons. to a network, '

 You may add a photo to your Mail profile.

—  Click on the photo icon at the upper right corner. el s Bl

. Turn add-ins on or off, install new ones, or
- Click on Change' uninstall others.
—  Click on “Upload Photo”. Locate the photo and double-click on it to
open.
. Theme
— Click on Save. )
cC Dl Default theme O

il Delete X Cancel

MuccDistance !! !! a El ’: !,! ; ! ! !1

MxccDistance@mxcc.commnet.edu

\Y
Crane= 2

4
Open another mailbox...




Accessing Blackboard

*You must first log on to my.commnet.edu using your NetlD and password.

Click the Blackboard icon at upper right corner.

myCommNet

Home My Student Info My Faculty Info My Employee Info My Library Info Special Programs Su

College Resources

Home Community Home

=s Access Blackboard

Or click on Blackboard link . Course syllabi, lectures, O

. . h wark;, etc.
or icon at the right panel. . b opensin anew tab or
window

« Close myCommMet window to avoid
time-out messages

« ClickSupport & Training tab for Bb
resources.

Blackboard FACS


http://my.commnet.edu/

My Institution

List of courses: Courses you teach and courses enrolled as student.
— A Blackboard orientation course for training handouts and instructional manuals.
— Courses you teach or enrolled as a student at any of 12 CT community colleges.
Help and Tutorials
— Help desk and tutorials for faculty and students.
Blackboard Learn maintenance alerts

Connecticur
Community

My Courses Support and Training My Media from Kaltura

Add Module Personalize Page

FACULTY: Your winter 2013 and spring 2014 course shells will start showing in Blackbeard Learn on October 29th
(it will take a day to post them all).
Before copying any course contents into these shells PLEASE WATCH THE UPDATED VIDEO ON COURSE COPYING.
There are_important changes you need to know before copying anything into future terms.
This video and job aid can be found on the Support and Training tab under the Faculty Learning Center.
In particular, pay attention in the Job Aid to Step (V.
If there are questions, please see your colleges’ Director of Educational Technology. Thank you.

Blackboard Maintenance Window My Courses My Messages
IMPORTANT - Please Courses where you are: Instructor Courses with Messages:
Read! 3298.113306: PSY-F111-3298-Fall2013-General Psychology | PSY-F111-3298-Fall2013-General Psychology | 1 unread

Instructor: ¥i Guan-Raczkowski;
Announcements
* Week 10 Assignments and Exam 2

The Blackboard Maintenance Last Updated: Monday, October 28, 2013 2:48:43 PM EDT

Window is

Sunday mornings from 6:00 AM to

10:00 AM. 1133.113106: ECE-F101-1133-Spring2013-Intro to ECE My Organizations
Instructor: ¥i Guan-Raczkowski;
During this time, You are not currently parficipating in any organizations.
Blackboard Learn may not 3299.112306: PSY-F111-3299-Fall2012-General Psychology | {unavailable - was last
be available. available Tuesday, April 2, 2013)

Instructor: ¥i Guan-Raczkowski;

Dlanca talra this mlammad



CRN and Term Code

« Example of a course: ACC-F115-3008.116306-Financial Accounting
is the A course is assigned to a uniqgue CRN in a
semester.
— 116306 is the Term Code for Fall 2016 courses.

Change over semester

Century | Last 2-digit of a year Semester College
21st century | Year of 2016 = 16 Spring =1 MXCC=“06"
=1 Year of 2017 = 17 Summer = 2
Year of 2018 = 18 Fall =3
Winter = 4

Examples of Semester Codes

Winter 2016 116406
Spring 2017 117106
Summer 2017 117206

Fall 2017 117306



Hide/Show Course Titles in “My Institution”

You may hide courses listed in "My Institution” page.

My Courses

Courses where yvou are: Instructorn

L) 1069, 112 106-Principles of Retailing

Hide Courses
— Uncheck the courses you would like to hide. Click on Submit.

Show Courses
— Check the courses you would like to Show. Click on Submit.



Mobile Learn

Search for Blackboard Learn app and download it to
your mobile device.

Search for “Connecticut Community Colleges”.
Logon with your 8-digit ID and password.
Limitations:

— Mobile devices can be used to browse information,
post an announcement, reply to messages, and post
a discussion message.

— Advise students not to submit any assignment, post
discussions, and take a test on a mobile device.



Learning - Faculty Technology Resources

Online Instruction

— Go to hitp://mxcc.edu. Click on Faculty & Staff link.
Click on Resources for Faculty and Staff link. Click
on Faculty Technology Resources link.

— http://mxcc.edu/distance/faculty-online-teaching/faculty-
technoloqy-resources

Group training
— Training schedules are posted at http:/mxcc.edu/ett

Contact Distance Learning at 860-343-5756 for one-on-one
assistance.



http://mxcc.edu/
http://mxcc.edu/distance/faculty-online-teaching/faculty-technology-resources
http://mxcc.edu/ett

Faculty - Technical Problems

* |IT Help Desk

« Wheaton Hall, 2" floor, Middletown Campus
— (860) 343-5711

— mx-it@mxcc.commnet.edu
« Unable to log on to a campus computer.
« Unable to log on to e-mail at http://portal.microsoftonline.com
« Unable to log on to myCommNet at hitp://my.commnet.edu
» Unable to access Faculty Self-service in MyCommNet.



http://my.commnet.edu/

