General Info for Students

What is myCuesta?
Web-accessible portal containing Cuesta-relatenl inf
applications, or other resources.

Terms

« Portal - Web "gateway" to multiple services.

e Channels— Rectangular areas containing information,
applications or other resources.

» Tabs- Customizable pages on which channels reside.

* Roles— User’s identity based on activity at Cuesta €yl
(i.e. “Faculty”, “Employee”, “Student”).

* Groups — Set of powerful communication tools that allow
people of like minds, interests or goals to shafermation.

Logging into myCuesta

1. Launch your favorite browser.

2. Go tohttp://my.cuesta.edu

3. Enter your network username and password.
4. Click theLogon button.

NOTE: The first time you log onto myCuesta, you
must complete a secret questions / answers scree.

Logging out of myCuesta
»  Click thelogout icon. .@

Accessing Help

e Click thehelpicon h?,, on any myCuesta screen.

Exiting Help
e Click theExit icon. ® exit

Announcements

+  Campus Announcements- important announcements for
general Cuesta population. (Example: parking losaie)

» Personal Announcements- announcements specific to
user, based on role, group membership, coursel e,
etc.

Viewing Announcements
e Click on the announcement (or on “more announcesignt
Delete Announcement

» Click the announcementBeleteicon. i

Exit Announcements

¢ Click the ‘back to...Tab" link in the upper left of the
screen.
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Cuesta Jazz Will
Preform on December

“Through the Years,” 3
performance featuring
the Cuesta Jazz
Ensemble and Voce on
Friday, December 15,
7:30 p.m. Cuesta
College room 5401, For
more information
please call 546-3195.
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Navigating myCuesta

* Move between tabs Click the desired tab.

* View announcements Click the announcement link.

* Close announcements Click the ‘back to...Tab” link in
the upper left of the screen.

* View application - Click the calendar or groups icon in the
upper-right of the screen. The app window will open

+ Close application- Click theExit icon. ® exit

Change Password

Click theMy Account link in the upper left of the screen.
Enter your current password in tRasswordfield.

Enter your new password in thiew Passwordfield.

Enter your new password again in fReenter New
Passwordfield.

Click theSave Changesutton.

A password change confirmation will appear.

pONPE

o

Password Your password has been successfully changed.

Passwords must:
» Be betweery and 20 characterdong
e Contain at least one (humeric character
e Contain at least one (&)phabetic character
e Only alpha/numeric characters
(No special characters like punctuation marks, heres;
etc.)
& NOTE: Passwords are cas-sensitive =

For more detail on using myCuesta, refer to tingCuesta
Student General Infg’ manual.

For information on joining and using Groups, refethe
“myCuesta Groups$ manual or quick reference card.

For additional assistance, e-maihelp@-cuesta.edu



Adding Channels

1. Click theContent/Layout link at the upper left of the
screen.

2. Click the tab where you wish to add a channel.

m [¢] Tutorial (3] [¥] My Tab [3] [¢] Work Life [3] [#] My Job [3]

3. Click theAdd Channel button[Addchannel] \where you want
the channel to be placed.

Steps for adding a new channel:

1. Select a category:

3 I- Select Categaory - ;I go |

4. Click the drop-down arrow to the right of “Select€gory”.

5. Click “Select All” (or another subcategory), thditk the
Go button.

6. Click the desired channel from the list under “Stke
channel”.

2. Select a channel:
Cataegary: All

[Test] Photo -
Academic Prafile

Academic Services

Advancement Campaign Progress
Advancement Prospects
Advancement Research
Advancement Schedule

Advizor Dashboard

Approval Alerts

Banner Channel Administration LI

3. Add the selected channel: _Add channel

7. Click theAdd Channel button.

8. Repeat steps 2-7 as desired.

9. When finished, click thetfack to...Tab" link, at the upper
left of the screen.

Deleting Channels

1. Click the remove butto® in the upper right of the
channel.

2. Click OK.

NOTE: Some channels cannot be removed.

How to Move Channels

1. Click theContent/Layout link, at the upper left of the
screen.

2. Click the tab containing the channel you wish tormo

m [#] Tutorial [3] [#] My Tab (3] [&] work Life [3]  [¢] My Job [3]

3. Click the appropriate arrow button on the chanoehbve

it up or down within the column, or left or righhim a

different column B
4. When finished, click theack to...Tab” link, at the upper
left of the screen.
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Calendars
e Automatically created when enrolled in a classoam p
group

» Create your own calendars and share them with ®ther

* Combine multiple calendars into “sets” (Examplesea
consisting of your personal schedule, a group cklerand
the calendars from each of your classes.)

Open Calendar

.
* To open the calendar, click the Calendar ..d located
at the upper-right of the screen.

View a Different Calendar or Set
1. Click theCurrent Calendar pull-down menu.
2. Select the desired calendar or set.

Creating Sets
1. C|ICk thecalendar Setstab View Calendars Calendar LT O8  Options
E

2. Click theNew Seticon. et
3. Enter a name in th®et Namefield.
4. Add calendars to the set
by highlighting them in
the list on the left and
clicking theAdd button,
use theSearchfeature, or
select from th&uick
Add drop-down menu.
5. Click OK.

Rermove

Cuesta College

OK| Cancel

Adding a Bookmark
1. Click theAdd Bookmark icon. &
2. Select the location of the bookmark (top levelroaifolder)
3. Type the desired info iBookmark Title, URL (web
address), andDescription (optional) fields.
4. Click theAdd button.

Deleting a Bookmark

1. Click theDelete Bookmarkicon. B&¢

2. Click the check box by each bookmark you wish tooee.
3. Click theDeletebutton.

Adding a New Folder

1. Click theAdd Folder icon.®=

2. Select the location of the new folder.
3. Type a name in thEolder Namefield.
4. Click theAdd button.

Deleting a Folder
1. Click theDelete Foldericon. B
2. Click the check box by each folder you wish to remo
3. Click theDeletebutton.
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