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Faculty Technology Resources

Networked computers and Wi-Fi on MxCC campuses.

Office 365 - MxCC E-mail, MS Office, MS Teams, One-Drive -
portal.office.com

myCTState: anytime, anywhere — my.ctstate.edu
« Student/Faculty Self-Service System:

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

« Office 365: College E-Mail
« Learning Management System: Blackboard

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

« Library databases
WebEx Conferencing — ctedu.webex.edu



NetID

Log on to
a campus computer

NetID:

*Log on to computers and use Wi-Fi at MxCC and other

Connecticut community colleges.

*Log on to MyCTState: Faculty-Self Service, Blackboard

,College Email, and Library Databases

*Log on to portal.office.com: Office 365: Email, MS Office,

OneDrive, MS Teams

NetID

myCT State

Faculty Self-Service

Access Wi-Fi on

campuses Blackboard

Library Database

Office 365
College Email
MS Office
OneDrive
MS Teams




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 MyCTState, 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 in April and the last 4-digit of his SS# is 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

MyCTState

MyCTState is a single entry point to access Blackboard
courses, Faculty Self-Service, Library Databases, and

college e-mail (Office 365).

MyCTState

my.ctstate.edu

Blackboard Faculty Self-service Officg 365: Col!ege
Courses (final grades, class rosters, schedule, E-Mail, MS Office,

advisees, textbook, course evaluation) O”eT'E:r:]’z’ MS

Library
Databases



About MyCT State

my.ctstate.edu myCTState
Public Resource

— C O u rs e S C h e d u Ie Students, faculty and staff can access Banner, the student information system; Blackboard, the course management system; CT State
email; antrether support semvices and systems by logging into myCTState. myCTState is for use for Fall 2023 (and later) actions ex-

— Reqgistered seats cus. Toss acB e, b 51 W (g ol cles, Scasi CT S ok, v Now S
— Time & Location '

— Textbook Information

— Others Moo Atentcstr

Secured Resources Schndois itz Loow |

Timeframes

- BIaCkboard Courses Recommended personal

technology to access CSCU

— Faculty Self-Service e Net Lookup »
* Rosters T e
« Student information Password Reset »
* Send e-mail to all —
« Enter final grades

« On-ground course
evaluation

i Oth e rS © 2023 Connecticut State Community College
— Library Databases
— College Email

myCTState Announcements Log In to myCTState Other Resources

to access Banner, Blackboard and Email

View myC TState Videos

Browse Classes

Browse Programs/Majors

Apply for Admission

Apply for Financial Aid

Access Office 365/Email


http://my.commnet.edu/

Public Resources in MyCT State

my.ctstate.edu

Click Brose Classes under Other Resources
(Right).

Select Term: Fall Term 2023.
click on Continue.

In Campus, select a college:
Middlesex.

In Subject, select a subject.
Keep the rest as default.
Click Search button.
Course information will be
displayed.
Search Result

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

Select a Term

(@ |[Term (O Date Range
Select a Term for Class Search  |CAMPUS
Fall 2023

Subject

Continue

Course Number

Instructional Methods

Part Of Term

Attributes and NolLo

Keyword

Open Sections Only

® Middlesex

% Accounting

[




Course Search Result

Search Results — 6 Classes
e, Fall 2023

CRN %  Campus Locat Subjed  CourseNi Sectioh
10132 Middlesex ACCT 1130 025
10133 Middlesex ACCT 1130 026
10134 Iiddlesex ACCT 1130 027
13895 Middlesex ACCT 1170 009
13896 Middlesex ACCT 1170 010
13423 Iiddlesex ACCT 2710 005

Page 1of 1 | Per Page
Course
Reference
Number

Campus: Middlesex

Subject: Accounting

Cred Title v

Principles of Financial Accounting
Lecture

Principle' of Financial Accounting

Lecture

Erincipled of Financial Accounting
Distance earning

Principled of Managerial Accounting
Lecture

Principled of Managerial Accounting
Distancel.earning

Intermedfate Accounting |
Lecture

Title

Meeting Times

Ul Blr F[s] 09:30 AM - 10:45 AM

u

u

u

u

u

mEwr[F

M[{T|W/R|F

wlwE F

M TWR|F

mTwBF

]

s

s

3

]

05:30 PM - 08:00 PM

- Type: Internet Deliv

09:30 AM - 10:45 AM

- Type: Intemnet Deliv

05:30 PM - 08:00 P

Meeting
Times

Part ¢

TA

7B

Status

3 of 30 seats re..

19 of 30 seats rel.

2007 30 seatsre .

17 of 30 seats rel.

9 of 30 seats re..

20 0f 25 seats e

Seats

Instructor

Rotondo, Michael ..

Iyers. Carol-Ann (..

Myers, Carol-Ann (..

Rotondo, Michael (..

Rotondo, Michael (..

Rotondo, Michael (..

Instructional Method

TRAD-Classroom

LRON-Live Remote Online

ONLN-Fully Online

TRAD-Classroom

OMNLMN-Fully Online

LRON-Live Remote Onling

a

Instructional
Method

Instructor




Logon to MyCT State

« (o to my.ctstate.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
(portal.office.com).

 If you have never logged on to a campus computer or accessed your
college email at portal.office.com, 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://portal.microsoftonline.com/
http://portal.microsoftonline.com/

Navigating MyCT State

Click different links to access the subsequent services and pages.

Welcome to myCTState! &

The launch of myCTState coincides with the
consolidation of Connecticut’s 12 community colleges
into one CT State Community College. The initial
rollout focused on student onboarding, financial aid
and registration for Fall 2023. Additional
functionality is being incrementally rolled to facilitate
student, faculty and staff experience.

Check for Updates

College Email [s

All official information from CT State is sent to
college-issued email address.

+ Office 365/Email
- Email Help

Student Self-Service

Access Your Student Profile
Review Required Action Items
Access Registration Dashboard
Browse Classes

Browse Course Catalog

View Account Summary,
Degree Works

*Browse Classes Documentation (Mobile)
*Browse Classes Instructional Video
*Registration Instructional Video

Finance-Employees

Banner Finance Self-Service

+ View Financials

-« Approve Documents

+ Create Reguisition
Finance Shared Services
Requisition Backup Submission

Direct Pay

Faculty Self-Service ]

Browse Classes

Enter Grades

WDCE - Track Attendance
View Class Roster

Enter Office Hours
Manage Active Assignment§
Access Faculty Resources

Technology Help Desk ]

Students: Get Help
Faculty: Get Help
Staff: Get Help

IT Support Center
+ FAQs, documentation, tutorials and knowledge
base
- Important notices
« Status of IT Resources

Blackboard

Blackboard

Help Desk

homewark, etc.

- Support for students and faculty

Training_Videos

= Videos may depict older software versions

Student Accounts and Billing

My Account
« View Statements/Bill
- Make Payment
= Manage Payment Plans

« Setup ACH/Direct Deposit for eRefunds

- View Account Activity
View Account Summary

Access IRS 1088T Statements
- View Unofficial 1098T

- Download Official 1098T



Subject ¢ Course Title >

Faculty Self-Service in MyCT State

Log into my.ctstate.edu Faculty Self-Service

To view Class roster, click

on View Class Roster Browse Classes

under Faculty Self- Enter Grades

Service card. ‘e'-i'DCE - Track Attendance

For a class, click on the el

number of enrollment, you Manage Active Assignment
; . Jdanage Active Assignments

will see the list of stugents. Access Faculty Resources

Click on a student name,
you will see the detaile
Information about the
student.

Enrollment ~ .
~ Status Duration
Count

I ] 09/12/2023 -
PSY 1011, 059 General Psychology | 10380 9 Active 12/18/2023

Term

Fall 2023 (202410)



Emall to Students

* Inthe Summary View.

« Select the students to whom you would like
to emaill.

* Click on the email icon at the upper right.

Class List
Summary Class List ~ | Search (Alt+Y) Q

Registration . . .

Student Name ~ 1D $ Stagtus C Level C  CreditHours & Midterm  Final Class
@ **Registered** Undergraduate 3 No Access No Access Freshman
@ **Web Registered** Undergraduate 3 No Access No Access Freshman

No Access No Access Freshman

@ **Web Registered** Undergraduate 3




Export or Print Class Roster

In either Summary View or Detail View of a class roster, click on the Export button at
the upper right corner. Select Excel Spreadsheet .xIs and then Export. The roster will
be downloaded to your computer — Download folder (default)

To print a roster, click on Print icon at the upper right corner and then select Pring.

Faculty & Advisors « CRN Listing » Class List
Class List

Fall 2023 - 202410  PSY 1011 | 10380 v

+ Course Information

General Psychology | - PSY 1011 059
CRN: 10380

Duration: 09/12/2023 - 12/18/2023
Status: Active

JPPNTAY  Export Template

Summary C
Export files as

© Excel Spreadsheet - .xIs

Excel Spreadsheet - .xlsx

[3 Export () Print

Enroliment Counts

Maximum  Actual Remaining

Enrollment 30 30 0
Wait List 0 0 0
Cross List 0 0 0

Cancel

v | Search (Alt+Y) Q
Hours C  Midterm s Final s Class o
No Access No Access Freshman
No Access No Access Freshman

No Access No Access Freshman
Export



Enter Final Grades

In Faculty Self-Service card,
click on Enter Grades link.

When it is available, you can
enter grade for each of
students in your class.

After all grades are entered,
click on Save.

Faculty Self-Service

Browse Classes

Enter Grades

WDCE - Track Attendance
View Class Roster

Enter Office Hours

Manage Active Assignments
Access Faculty Resources




Accessing Blackboard

Blackboard -
*You must first log on to
my.ctstate.edu using your
NetID and password. Blackboard
-Click the Blackboard link. You » Course syllabi, lectures, homework, etc.
will land on the Blackboard Help Desk
Institution Page. « Support for students and faculty

Training_Videos
» Videos may depict older software
versions



http://my.commnet.edu/

Blackboard Institution Page

Courses

— Courses you teach and courses you are
enrolled as student.
- Course Design and Delivery Competencies (self-paced

course)

Messages
— New messages received in all
courses
Activity Stream

— Up-to-date information on all the
actions taken in your courses. It
allows you to see what’s new and
directly jumps into the course
activities.

Organizations
— Alist of organizations you are enrolled to.

Tools

— Kaltura Media, Course Evaluations
&Surveys (see survey result)

Your Name
—  Profile of the user

Institution Page
— Faculty Resources, Student Resources

ﬁ Institution Page

R Yi Guan-Raczkowski

@ Activity Stream

E Courses

Calendar

@M essages

E} Grades
L .
;@ Assist

Si
Dy Tools

(—D Sign Out


https://ctccs.blackboard.com/webapps/blackboard/execute/courseMain?course_id=_123209_1
https://ctccs.blackboard.com/webapps/blackboard/execute/courseMain?course_id=_123209_1

Mobile Learn

The mobile learning -Blackboard Learn Mobil (for students only) app and
download it to your mobile device.

LEARN

Search for “CT State Community College”.
Logon with your Net 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.



Access Office 365 (College Email) in MyCTState

Once you are logged on to College Email

MyCT State, in College Email

. . . All official information from CT State is sent to
card, click on Office 365/Email . . |
] college-issued email address.
link. . Dffice 365/Email
- Email Help

Direct way to access college email is to use portal.office.com.
Log on with your NetID and password.



E-Malil Direct Access on Internet

« “portal.office.com”. At the sign in page
« Enter your NetID and click on Next. Type the password
and click on Sign In icon. You will be directed to another

log on page. At the next prompt- check Don’t show this
again and click on Yes.

B Microsoft

Sign in Login Portal
00149483@mxcc.commnet.edu Enter password
Mo account? Create one! sevessane

' ! =t sl sV} - e~ 7
Can't access -IDL“ account? Fcrgot my passnl.-l.'ord

Sign-in options

MNext



Microsoft Office 365

Microsoft 365 —

ou may click onthe Apptauncher g = & oone
B con to see more apps in Office 365.
e — Outlook, college email T veer W e
EE — OneDrive, store files — 1 Terabytes @ roverroint I oneNote
| (1000G) space. B sharepoint K Teams
— Word, Excel, PowerPoint - use the online
Office apps. KM svey | Forms
- — Teams — use MS Teams online app. B ciencr BY] ookings
e — Microsoft 365- free download MS Office
71 and install to up to 5 computers. W sueam



Microsoft Outlook Web

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

v Favorites ) Inbox

Conferences_PD 17 Re: On-ground classes now online p

T
o
=]
m

Re: REMINDER: Next CFT Steering Committee meeting

B Sl @ Re: Spring 2020 WR 5

' Folders ':::' Course Evaluations for Fall 2019 il = f

nbox 3064 Today
7 Drafts 380 o Epson America
Reminder > Attend "Designing and Printi... M
Sent Items Registration is free with code EPSON2BAS Whether you'r...
il Deleted ltems 14 o Alice Cifuentes
©  Junk Email 12 The transition to remote education brought significant ch...
B  Archive —~ Skalicky. Francine
- " Re: VERY IMPORTANT YOU ALL DO THIS. 12:3
&l Notes = Tim and everyone, Just remember, the extracts have to b...
Clutter ° CSCU-Announcement

L SR



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.

— Reply
Repl
— Reply Al o
Reply all
— Forward |
. Forward
— More Options
Other reply actions >
CSCU In the News 7-29-20 '
g Delete

Mark as read
° Wed 7/29/2020 12:33 PM Flag

To: CSCU-Announcement

Il Add to Safe senders
CSCU In the News i Security options >
July 29, 2020 |

it Pri
CSCU News 3

d =
Enfield Patch: Asnuntuck's PTK has Research 5 View ’
Published in Journal 'é @l OneNote
Fairfield’s Hamlet Hub: HCC Prepares To Reopen 3
CHIT'IM n Insights
CT News lunkie: OP-ED: Throwback Teaching; - reort M .
Dutside Classes Amid a Pandemic by v Jonathan p ¢ reportiiessage
Wharton, SC5SU associate professor of political € [ Get Add-ins

science and urban affairs
MR 2N Eall Srarte Snichnandad far FOSID WS Advanced actions b




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 the Setting icon at the upper
right corner of the page. At the bottom, select View all Outlook settings.

Select Compose and reply. Scroll down a bit.

— Under Reply or Reply All, choose Reply. Set up the default font and size for the message you
send. Click Save at the bottom right corner of the page.

Settings Layout Compose and reply
‘ Search settings ‘
TR Compose messages in | HTML format
Genera
= Times New Roman 12pt B I U A
Swee . ) . .
= Cal Sweep Messages you write will look like this by default.
Junk email You can also change the format of your messages in the new message window.

Customize actions

Sync email Reply or Reply all

Message handling Choose your default response when you reply from the reading pane.
Automatic replies Reply

Retention policies O Reply all

S/MIME

Groups Link preview



Compose and Send a Message

« Click the “New Messages” icon — upper left corner of the page.

* Inthe To box, type the e-mail address, you may select the pop up
name if the person you email to is in the system.

“"n

« Type subject and message. Click Send button. Use “,” between
addresses.

From ™ YGuan-Raczkowski@mxcc.commnet.edu

To  mxcedistance@®mycc.commnet |

Ce Distance Mxcc
MxccDistance@mxcc.commnet.edu

Bec Use this address: mxccdistance@mxcc.commnetedu

Search Directory



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.
Select all messages, click on Empty folder icon.

search Mail and People New | v

Folders Deleted Items

~ Favorites

ol L=

Sent ltems BlessingWhite

Deleted Items

~ Guan-Raczkowski, Yi

v |nbox



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...




Learning - Faculty Technology Resources

MxCC Home Page - https://mxcc.edu.

Click on Faculty & Staff link. Click on Resources for Faculty
and Staff link.

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

Educational Technology Training.
https://mxcc.edu/ett
Faculty Online Teaching

https://mxcc.edu/distance - click on Faculty Online Teaching link
at the left panel.

https://mxcc.edu/distance/faculty-online-teaching/



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

Faculty - Technical Problems

» |IT Help Desk —logging on issues
« Wheaton Hall, 2" floor, Middletown Campus

— (860) 343-5711

— Create a ticket at https://cscu.service-now.com

« Unable to log on to a campus computer.
Unable to log on to e-mail at http://portal.office.com
Unable to log on to MyCTState at hittps://my.cistate.edu
Unable to access Faculty Self-service in MyCT State.
MS Teams
WebEX



https://my.ctstate.edu/

Distance Learning/Educational Technology

Blackboard, online courses, MyCT State, Banner Self-Service

email, call or stop by distance learning
860-343-5756
mxccdistance@mxcc.commnet.edu
Monday — Friday, 8:30 am to 5:00 pm
Chapman 701B/C, Middletown Campus

24x7 Technical Support Center

— https://cscu.edusupportcenter.com
— (860) — 723-0221



mailto:mxccdistance@mxcc.commnet.edu
https://cscu.edusupportcenter.com/
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