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Elements of myCuesta

Portals

A portal is a Web site "gateway" that provides access to multiple services.
Portals serve as starting points to other Web destinations or activities.

MyCuesta is a portal that provides convenient access to Cuesta College-related
information, applications, or other resources.

Some of the applications and tools that may be accessed via myCuesta include:

Campus Announcements — Important information pertinent to all Cuesta
College.
Personal Announcements — Important information pertinent to the

specific user, including announcements pertaining to classes, groups,
and/or the user’s role(s).
Quick Picks — Links to important web pages.
Forms — Find the Cuesta form you need in one location.
Group Studio — A collection of various communication tools that allow a
group of like-minded folks to share files, photos, news, announcements,
and more.
Courses Studio — A collection of various tools that allow faculty and their
students to share files, photos, news, grades, announcements, and more.
E-mail

o Faculty and staff can easily access their Outlook mail using the web

client.
0 Cuesta College students will all be given a myCuesta e-mail
account.

Calendar — Powerful feature-filled tool that allows combining various
calendars into single views.
Customizable layout — Add, remove and relocate the channels as
desired.
Library — Special links and tools for accessing library resources.
Bookmarks — Add your favorite links and access them regardless of your
location or hardware used.
Administrative applications  — Programs relating to payroll, HR, financial
aid, class enroliment, and more will all be accessible via myCuesta.

Channels

Channels are topic-specific areas on the myCuesta portal that provide
convenient access to information, applications, or other Web resources.
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Each myCuesta channel is enclosed in a rectangle with a blue border at the top.
Most channels in myCuesta can be added, removed, relocated, expanded full-
screen and minimized.

Examples of information available via Cuesta Google Search =
channels: Search Tips

The number of appointments that you
have on your calendar

Information about the first few Pomered by Gosls
messages in your e-mail and icons Cuesta Employaes | Faculty Web: Pages
that provide access to the E-mail

Center or its tools

Fragments of personal

announcements that you have been sent
Bookmarks that you create

Links to other online resources at your institution
Access to course schedules or administrative services

Search

Example of a myCuesta channel

Tabs

Tabs allow easy navigation between different pages in myCuesta. You can
customize the content on each tab. Available tabs will vary between users based
on their role(s).

Roles

When a user logs into the myCuesta portal content, tabs, and personal
messages are dependant upon that user’s role. A role is an identity based on
activity at Cuesta College. Three primary roles at Cuesta are Faculty, Employee
and Student. A single user at Cuesta may have multiple roles.

Accessing myCuesta

Logging in to myCuesta

1. Launch your favorite browser (e.g. Internet Explorer, Netscape
Navigator)

2. Go to http://my.cuesta.edu.
The myCuesta logon screen will appear.
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myGuesta

Secure Access Login

User Name: Il

[ Login ][ cancel |

Welcome to myCuesta.

This secure site provides students, faculty and administrative staff with

o i I— world-class Intranet and Internet services. This is where you can check
bttt e-mail, register for courses, and explore the Internet,

Having problerms logging in?
Click here.

How do I get a user name and

password?

Make this my homepage.

Click. hare forinstructions on
how to make your browser load

this page on startup,

what's Inside?

B E-mail: Send and receive e-mail, and create your own personal addrezz
book,

Calendar: Access and manage your persanal, course and school

calendars,

é%g Groups: Create, manage and join group homepages for clubs, affiliations
and intarasts,

and much more...

Copyright @ SunGard 1998 - 2006,

3. Enter your network
Login box.

™" SUNGARD'
HIGHER EDUCATION

username and password in the Secure Access

4. Click the Logon button.
The myCuesta portal will display.

Content/Layout | Welcome Sean P Landers =] &, @
Channel Admin | vou are cumently logged in. e-mail calendar groups logout  help
Tutorial My Tab Work Life My Job Sample December 19, 2008
Campus Announcements BEEE | | Cuesta Google Search OEE | Quick Picks oEx
There are no Campus Announcements
Search Tips Clidkan the +£ fo expand or collapse headings
= *+c. Links
Personal Announcements i=1E3 [ I Sl s
You currently have no personal announcements +SLO Links
Powered by Google
Cuesta Employees | Faculty Web Pages
Campus Events oE= playees| 4 g
A Christmas Story
Comes to Cuesta
The Performing Arts 4] I _,'J
Department at Cussta
College preforms "A
Christmas Story."
Eratt R a i Bt My Calendar BEEE | | Bookmarks EEE
Movember 30 to You have 1 event in vour calendar today (=] Project OZ
December 9 = iz
‘2 Training
Cuesta Jazz Will CaTravel
I;;efnrm on December ¥ Homestar Runner
"Through the Years," a B Ja-s16 Homepage
performance featuring Br et Homepage
the Cuesta Jazz
Ensemble and Yoce on B BB B3 B3
Friday, December 15,
7:30 p.m. Cuesta
College room 5401, For =;
mure%nfurmatium Bookmarks Plus CEE
please call 546-3195, Br 18516 Homepage
kmavis@cuesta.edu =F SCT Homepage
B B B B
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Logging out of myCuesta

&

1. Click the logout icon. legeut
The Logout screen will briefly appear.

Logout

Signing out...one moment please.
Thank you for visiting Campus Pipeline, session timed out,

Click here to Log In again!

If this page does not disappear after a few seconds,
dlick here to complete the sign out process.

Copyright @ SunGard 1998 - 2006, Top

SUNGARD
HIGHER EDUCATION

After about 10 seconds the myCuesta logon screen will appear.

Navigating myCuesta

Welcome Sean P Landers =] %

Content/Layout @ @
channel admin | vou are currently logged in, / Tabs S R A P Togout Tl
m Tutorial My Tab Work Life My Job Sample Decernber 19, 2006
Campus Announcements BEE | | Cuesta Google Search BEEE |  Quick Picks DEEE
There are no Campus Announcements
Search Tips Clidk on the +/- to expand or collapse headings.
= : +c, Links
Personal Announcements DEE=E I AR e
You currently have no personal announcements “+SLO Links

Powered by Google
Cuesta Employees | Faculty Web Pages

Campus Events

A Christmas Story
Comes to Cuesta

The Performing Arts
Department at Cuesta
College prefarms "A

o 4 s A
\\ /

Christmas Stary."
o e M\Cal§\ndar oE Bookmarks oE
Movember 30 to You Nave § event in your caendar today (1 Project 0Z
December 9 = e
{3 Training
Cuesta Jazz will

CiTravel

' Homestar Runner
= 1A-51G Homepage
@ SCT Homepage

Bl B Boy B0y

Channels =) Bookmarks Plus DE

@‘JA—SIG Homepage
@ SCT Homepage

B B Boy B0y

Preform on December
15

“Through the Years," a
perfarmance featuring
the Cuesta Jazz
Ensemble and Vioce an
Friday, December 15,
7:30 p.m. Cuesta
College room S401. For
more infarmation
please call 546-3195.

kmavis@cuesta.edu
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Moving between tabs

Click the desired tab.
The contents of selected tab will display.

Viewing announcements

Click the announcement link (or click the “more announcements” link) to
display announcements.
The detailed list of announcements will display.

Closing announcements

To leave the announcement screen and return to the previous myCuesta
tab, click the “back to xxx Tab” link in the upper left of the screen.

w1 back to

Home Tab

(Example:
The myCuesta screen will display the last active tab.

Viewing calendar

Click the calendar link in the upper-right of the screen. calendar
The calendar will display in its own window.

2} Luminis Platform Calendar - Microsoft Internet Explorer [-[Olx]
myCuesta
m Calendars Calendar Sets Options ® Exit (@ Help
®m o e B8 8 Surten e
- cott Rigas
New Event  Mew Task  Jump To  Printable  Search Calendar: 98
i America/Los_Angeles
<] d December overview | day | week | Month e e
p 19 | Tuesday | 25
Y year | comparison < Dec >
No events or tasks ...'--H
01 Dz
02 04 05 05 07 08 09
10 11 12 13 14 15 18
The week Ahead 17 18 19 20 21 22 28

24 25 26 27 28 29 30

wednesday 20 Thursday 21 | Friday 22 Saturday 23 Sunday 24

31
Taday is: 12/19/2006

T _®

@ ® @ @ @ @ Action Items

Copyright @ SunGard 1998 - 2008,

Cuesta College

&t . [ e

Closing calendar

Click the Exit link in the upper-right of the screen. ¥ Exit
NOTE: You can also simply click the window’s close button.[*I
The calendar window will close.
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MyCuesta Help

Accessing help

@

MyCuesta contains context sensitive help. Clicking the Help icon hele (located
upper-right) at any myCuesta screen (i.e. Groups, Calendar, E-mail, etc.) will
give help about that screen. (Clicking Help from the myCuesta main screen will
display general help.)

¢

1. Click the help icon. help
The Help Center screen will display in another window.

3 Help Center - Microsoft Internet Explorer =10

Hel p Center @ Help Topics Index ) Exit
General Help Menu General Help
i3 ﬁ General Infarmation " . . R .
e strive to make your online experience as enjoyable as

p G HewporL.. possible, To get general help information about the system or

its basic functionality, click any of the topics on the left. For
Help Topics Index expanded help topics on applications like E-mail, Chat, Calendar
Calendar and the like, click the appropriate option from Help Topics
Chat Index, or the help icon contained within the application when

E-rnail you are using it,
General
Group And Course Studio

Message Boards

My Headlines

Portal Copyright @ SunGard 1998 - T
Security 2006, " SUNGARD'
Support HIGHER EDUCATION
T i
|®;‘] Done l_ ’_l_’_ ’_|‘J Local intranet v

2. Click the right-pointing triangle F to expand the topic list or click the
down-pointing triangle = to collapse the topic list.

- Eﬁ General Information
Sustarm features
I Ej General Infarmation Channel content

Collapsed Topic List Expanded Topic List

3. Click the link under Help Topics Index to access another topic.
4. Click Exit ™ Exit tg close the help window.
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Security

A wonderful feature of myCuesta is “single sign-on”, which permits access to
numerous password-protected systems with just one username/password, the
myCuesta password.

However this ease-of-use feature increases system vulnerability. Should
someone gain access to another's myCuesta account, confidential data may be
readily available.

Therefore it is vital that one keep their username and password protected at all
times.

Locking the workstation

If you need to briefly leave your computer while logged on, you should “lock the
workstation” to prevent unauthorized access.

Windows computer

1. Press [Ctrl]-[Alt]-[Delete]

The Windows Security dialog box will display.
2. Press the Enter key.

The computer will be locked.

Unlocking the workstation

1. Press [Ctrl]-[Alt]-[Delete]

(While holding down the Ctrl and Alt keys, tap the Delete key once.)
The Windows logon dialog box will display.

Type your network password in the Password field.

Press the Enter key.

The Windows Desktop will display just as you left it.

wn

Auto Timeout

To help prevent unauthorized access to myCuesta on unattended computers, the
portal will “time out” after several hours of inactivity, exiting myCuesta and
displaying the logon screen. Any activity (clicking on a link, changing tabs, etc.)
on myCuesta will reset the timer.

MyCuesta will prompt you before timing out. To remain logged on, click the OK
button.
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| e

Change Password
If you suspect that your password has been compromised, you can change it.

1.

Click the My Account link in the upper
left of the screen.

The My Account screen will appear in a
new window.

Enter your current password in the
Password field.

Enter your new password in the New
Password field.

Enter your new password again in the
Reenter New Password field.

Click the Save Changes button.

A password change confirmation will
appear.

Password Your password has been successfully changed.

(GO | e
[ [ e ] D IECE
| Google[G~ oo | & B~ | 1% sovkmarier Shesblocked | % check v N autalnk v [ Sendtow ) Settings=
- i
A
N f
Q| B
A
nnnnnn #Laout | Welcome Sean P Landers =] e ¥]
TrannlAdin urrently logged mail calendar groups | logout  hel
Tutorial My Tab  Work Life My Job Sample December 15, 2008
Campus Announcements @EE | | cuesta Google Search OEE | | Quick Picks oE=
Theater Arts Groundbreaking
Search Tips Clideon the +# to expand of sollapse headings
— + .
Personal Announcements BEX I Sewrch | Sapuslite
You currently have no personal announcements +SLO Links
Your Luminis Platform session will expire
— shortly,
Campus Events = click OK to remain logged in
A Christmas Story
Comes to Cuesta
Depar Cuesta Logout
College preforms "A =
Christmas Stary.”
e e ly Calendar Bookmarks oE=
November 30 to You have 1 event in your calendar today C1Project 07
December 9 P gt
= ‘A Training
Cuesta Jazz will CITravel
Preform on December Ui ——
15 b
“Through the vears,” a gJA—SIG Homepage
performance featuring i SCT Homepage
uesta Jazz n s Vo i
Ensemble and Voce on B B B 5D
Friday, December 15,
7:30 p.m, Cuesta
College room S401. For
more information Bookmarks Plus EEE]
please cal | 546-3195 B vni Mg
kmavis@cuesta.edu B 5cT Homepage
B BR B ES ==
Copyrigl ht @ SunGard 1998 - 2006, L S =
& EEEEE N e
distart] |} 4 2 @ & £ > | B roben | T colerda,. | 5 Picues. . | ) tindow. ., | ] Losson v | 5] Lesson . {[&7 Lumis... [ YEUMI & 1tesson . | S mvcvest.| | G| )| % [« 3 A saaem

Passwords must:
Be between 7 and 20
characters long
Contain at least one (1)
numeric character
Contain at least one (1)
alphabetic character
Only use alpha/numeric
characters
(No special characters
like punctuation marks,
brackets, etc.)

6. Log out of myCuesta (and any other applications) and then restart your

myCuesta, General Info

computer.

The password will be changed and must be used at the next logon.

Page 10 of 18

Revised: Noge&) 2009




If you suspect that your account has been accessed unauthorized by another,
contact Computer Services (x3248) immediately.

Using Announcements

There are two types of announcements: Campus and Personal.
Campus Announcements are important announcements for general Cuesta
population. (Example: parking lot closure)
Personal Announcements are announcements specific to user, based on
role, group membership, course enrollment, etc.

How to view announcements

Click the announcement link (or click the “more announcements” link) to
display announcements.
The detailed list of announcements will display.

How to delete announcements
When finished reading announcements, you can delete them by clicking

the Delete icon. &

How to exit announcements

To leave the announcement screen and return to the previous myCuesta
tab, click the “back to xxx Tab” link in the upper left of the screen.

back to

"
Home Tab

(Example:
The myCuesta screen will display the last active tab.

Using Channels

Subscribing, how to add channels

1. Click the Content/Layout link, at the upper left of the screen.
The Manage Content/Layout screen will appear.
2. Click on the tab where you wish to add a channel.

m [#] Tutorial [#] [#] My Tab [#] [#] Work Life [#] [#] My Job [#]

3. Click on the "Add Channel " button where you want the
channel to be placed.
On the Manage Content/Layout screen, step 1 (Select a category) of
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“Steps for adding a new channel” will appear.

Steps for adding a new channel:

1. Select a category:

I | Select Category - ;I il

4. Click the drop-down arrow to the right of “Select Category”.
A list of categories will appear.

5. Click “Select All” (or another subcategory), then click the Go button.
On the Manage Content/Layout screen, steps 2 and 3 of “Steps for
adding a new channel” will appear.

6. Click on the desired channel from the list under “Select a channel”.

2. Select a channel:
Cataegory: All

[Test] Photo -
Acadernic Profile

Acadernic Services

Advancernent Campaign Progress
Advancernent Prospects
Advancernent Rezearch
Advancernent Schedule

Advisor Dashboard

Approval Alerts

Banner Channel Adminiztration ;I

3. Add the selected channel:  Add chanrnel |

7. Click the Add Channel button.

The Manage Content/Layout screen will re-appear.

Repeat steps 2-6 as desired.

When finished adding channels, click the “back to ---- tab ” link, at the
upper left of the screen.

©

w1 back to

For example: Home Tab

You'll be returned to the last displayed myCuesta tab.

Deleting, how to remove channels

1. Click the remove button B in the upper right corner of the channel to
be removed.
A confirmation dialog box will appear.
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http://pprdmy.cuesta.edu il

3 Are you sure you want bo remove this channel?

2. Click OK.
NOTE: Channels can be removed at myCuesta tabs or at the Manage
Content/Layout screen.
NOTE: Some channels cannot be removed.

How to move channels

1. Click the Content/Layout link, at the upper left of the screen.
The Manage Content/Layout screen will appear.
2. Click on the tab containing the channel you wish to move.

m [¢] Tutorial [#] [#] My Tab [#] [#] Work Life [#] [#] My Job [#]

3. Click the appropriate arrow button on the channel to move it up or

(2
[« [3

down within the column, or left or right onto a different column. (+
4. When finished adding channels, click the “back to ---- tab ” link, at the

upper left of the screen.
back tao

44
For example: Home Tab

You'll be returned to the last displayed myCuesta tab.

For more specific information on how to customize the layout from the
User Preferences page, click the Help icon located in the system toolbar
and then select the topics within the Portal folder displayed in the Help
Index Menu.

Requesting a channel

If you want to request a channel not currently available, do the following:
1. Locate (or add) the “myCuesta Suggestions ” channel.
2. Click the “Suggest a new channel ” link.
3. Complete and submit the request form.
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Using Calendar

Calendar allows you to access and manage your schedule from any Web-
enabled device.

Calendars can be automatically created for you when you enroll in a class or
join a group. These calendars typically contain information pertaining to the
class or group. You can also create your own calendars and share them with
friends or colleagues. You can even make your calendars send e-mail
reminders to yourself or others before a scheduled event.

Open calendar

1. To open the calendar, click the Calendar icon calendar '|gcated at the
upper-right of the screen.

View calendar

Different date views

A calendar can be viewed in six different formats, called views. To change views,
click one of the view names next to the View label, located at the top right side of
the calendar.

The available views are:

overview . Displays a day's calendar and the week ahead.

day. Displays a day's calendar broken into time periods, such as hours.
week. Displays seven days broken into time periods, such as hours.
month . Displays a month's worth of week views.

year. Displays a year's worth of miniature month calendars. (No events or
tasks)

comparison . Displays a day's calendar, like the day view, but with the
time in columns, rather than rows. Each calendar gets its own row, which
is good for comparing the schedules of calendars in a set.

Different calendars
To view a different calendar or set, complete the following procedure:

1. Click the Current Calendar pull-down menu near the top on the far right.
The menu lists the individual calendars you have created or are currently
subscribed to, and lists of calendar sets you have created. The individual
calendars are listed first. The sets are listed last.
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2. Select the calendar or set you want to view by clicking it.
The selected calendar or calendar set replaces the one you were viewing. It
displays in the same view you were just using.

Using Bookmarks

Adding “favorites” to your web browser

is an easy way to maintain a list of

important web addresses, allowing

quick access when you wish to return to those sites. Unfortunately, a browser’s
Favorites is “machine-dependant”, meaning those addresses are stored on the
specific computer. Use a different computer and those Favorites will be nowhere
to be found.

However, store important web addresses in myCuesta’s Bookmarks and you can
access from any internet-enabled computer!

In addition, you can create a custom folder system for organizing your
bookmarks. Folders can be expanded (displaying the contents) or collapsed
(hiding the contents) by simply clicking on the folder.

Adding a bookmark

1. Click the Add Bookmark icon.
The Bookmarks channel will appear in
“Add New Bookmark” mode.

2. Select the location of the bookmark
(top level or in a folder)
See “Add New Folder” below.

3. Type the necessary information.
Bookmark Title : Enter the title
as you want it to appear in the
Bookmarks channel
URL: Enter the web address
Description : Enter an option
description of the link

4. Click the Add button.

The link will be added to Bookmarks.
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Deleting a bookmark
1. Click the Delete Bookmark icon.

The Bookmarks channel will appear
in “Delete Bookmarks” mode.

2. Click the check box (inserting a
check) by each bookmark you wish
to remove.

If necessary, expand folders to
reveal bookmarks contained within.

3. Click the Delete button.

The selected bookmarks will be
removed.

Adding a new folder

1. Click the Add Folder icon.
The Bookmarks channel will appear
in “Add New Folder” mode.

2. Select the location of the new folder
(top level or in an existing folder)

3. Type a name in the Folder Name
field.

4. Click the Add button.
The folder will be added to
Bookmarks.

Deleting a folder

1. Click the Delete Folder icon.

The Bookmarks channel will appear
in “Delete Folder” mode.

2. Click the check box (inserting a
check) by each folder you wish to
remove.

If necessary, expand folders to
reveal subfolders contained within.

3. Click the Delete button.

The selected folders will be removed.
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Using Single Sign-On

For many external systems (various work order systems, etc.), myCuesta can
remember your password for each application (synchronizing it to the myCuesta
password). Once myCuesta “learns” the password, you need never type it again.
Logging into myCuesta will give you direct access to those other applications,
without having to sign in to those other applications (e.g. “single sign-on”).

IMPORTANT: Once myCuesta “learns” the passwords to your other applications,
it is imperative that you protect your myCuesta password ! If someone gains
access to your myCuesta account, they also gain access to your other
applications!!

If you think your password has been compromised, immediately change your
password (see “Change Password” page 10) and/or contact Computer Services
(x3248)!

How to “teach” other passwords to myCuesta

1. Locate the portal for the system
you wish to access (i.e. Computer
Services’ work order system).

The first time you log into a
legacy system through
myCuesta you will be
prompted to enter the
password information for that
application.

2. In the User Name field enter
the first portion of your login
(i.e. “Login”, “ID", “Username”,
etc.)

3. Inthe Password field enter
the second portion of your
login
(i.e. “Password”, “PIN”, etc.)
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4. Click the Save Account
Info button.

The requested
application will appear.

5. When finished with the
application, click the
“back to ---- tab " link, at
the upper left of the
screen.

For example:

Example of requested application

NOTE: If the application opens in a separate window, simply close the
window to exit the application.

You'll be returned to the last displayed myCuesta tab.
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