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Show All Annguncements

Getting Access

. at is my username?

e What is mv password?

Our Vision

A Broad Community: Uniting people and providing them with new opportunities for
growth and learning are cere to Siena Height's missien and heritage. Using MySiena you
can create and manage your own open or private groups where members of the
community are free to exchange ideas and uncover new ways to participate in the
greater Siena experience.

24 Hour Service: Simple things should be simple. This is why MySiena has many tools
to help yeu get things dene whenever you need to de them. From basic services like
grades, course registration, enline bill payment, and financial aid to sephisticated tools
like document sharing and survey-builders, MySiena makes the business-end of
education easier.

Room to Grow and Adapt: The cornerstone of our vision is making MySiena into
everything that you need it to be. If there is anything that we can do to make MySiena
better, just let us know.

Thank you for being a part of the new MySiena.

® How do I forward my Siena Heights email to another email address?

Online Registration

# What happened to Online Reqistration? (Students)
What happened to Online Reqistration? (Faculty)

How do I register for classes?
Where do I get my schedule?
® How do I check my grades/midterms?

Finding Important Documents

® My site director placed important files on MySiena. Where are they?

e What happened te the HR forms on MvSiena? (Feculty and Staff]

® How do I access mv network folder (H drive) from the Web?

Bill Payment and Financial Aid

® How do I pav my bill anline?
® How can I tell if 1 have a registration hold?

ihere is my financial aid?

Where is mv statement of account?

[ [ [ mtermet

This guide is written from the point -of-view of a Campus Group manager.
However, users who manage other parts of My Siena can still use this
document. Simply be aware that the area of My Siena that you are
maintaining will not be listed under Campus Groups.

o/
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Creating and Joining a Group

Create a New Campus Group

Complete the steps below to request anew My Siena group. Normally your request will be
processedwith in three business days.

Z Logininto My Siena.

Z Once the My Siena page displays, click the Clubs and Organizations tab.

Z Inthe My Groups portlet, click the Create New Campus Group link (see illustration below).

lubs and Organizations

Campus Groups

My Groups

CPS Advisors Join Now
eCollege Faculty Sharing Group Drop Group
Music Department Drop Group
TEAC National Accreditation Work Group Drop Group
Teaching Faculty Assembly Drop Group
Wanda Training Drop Group
Browse Groups Create New Campus Group

Z The New Group Application form will display.
Z Fill in the information for the new group such as theName, the description of the group, and
the reason for creating the group.
Z Choose whether you want this group to be:
E Public 8Select this option to have this group appear in the Campus Group Directory.
E Private 8 When this option is selected, the group will not appear in the Campus Group
Directory.
Z If the group is public, then this information will be visible to the campus community.
Z Input the Maximum Number of Members for the group. This is optional.
Z Selectatype of Membership Enrollment :
E Open, No Application Required 8 When this option is selected, all My Siena users will be
able to join the group.
E Open, By Membership Application & In order to join the group, auser has to submit a
membership application.
E Membership By Invitation Only & The leader of the group must invite members to join the
group when this option is selected.
E Closed to New Members 8 When this option is selected, members are specifed when the
group is created.
Z Once all the options have been specified, dick the Submit Application button.

Join a Group

Z Click the Clubs and Organizations tab under My Siena.

Z Under Campus Groups, click the Browse Groups button (see illustration above).

Z Alist of My Siena groups will appear.

Z Click the Join button next to the group that you want to join. Join




Z The Join Group window will display (see illustration below).

Campus Groups 7

Join Group - Teacher Education

We are glad you want to join Teacher Education . Please click the "Join Group” button to join.
Name: “Wanda Ilene House

Email Address: whouse@sienaheights.edu

Join Group I

Please be patient. It may take up to half an hour for the system to fully recognize new group membership. Even though the group will show up immediately in your "My
Groups" menu, you may not have access to the group pages for a while.

Z Click the Join Group or Submit Application button.
E Which button is available will depend on the options that were chosen when the group was
created.
E Inthis illustration the option is Join Group because no application is required to join the
group.
Z After you have clicked the Join Group button, click the Return to Campus Groups button to
return to the list of Campus Groups.

Leave a Group
Z Click the Clubs and Organizations tab.

Z Inthe Campus Groups area, click the Drop Group button next to the group [ Drop Group

you would like to leave .
Z The group will be removed from the My Groups list.

Accept an Invitation to Join a Group

If you have received an invitation from a group leader to join a campus group, follow these steps
to accept it. To decline the application, follow the same steps for leaving a group.

Z Click the Clubs and Organizations tab.

Z Under My Groups , select the group to accept.

Z Look for the Join Grou p portlet, and click Join Now (see illustration below).

Join Group

You hawve been pre-approved for membership in Web Oversite Committee. Simply click
the button below to join.

NOTE: Groups that are by invitation only must have this portlet or you will not be able to join.
Adding and Editing Pages

Add a Page

By default, a new group contains two pages: Main Page and Group Collaboration . Additional
pages can be added to the group at any time. To create a new page, complete the steps below.
Z Once the group has been created, click theClubs and Organizations tab.

Z Under this tab, in the Campus Group portal, click the link for th e group where the pages will
be added.




Z It may be necessary to click theBrowse Groups link to access the group.

Z On the left side of the window, click the Add a Page link (see A = p
illustration at right). '

Z The Create a New Pagewindow will display (see illustration below).

Create a new page

Create a new page

Mame can coentain letters, digits, spaces, single quotes, brackets and signs -,! and .. Each open bracket should have a corresponding close bracket,

Name I

Create | Cancel I

Z In the Name box, input the name for the page.
Z Click the Create button.
Z The Customize Page window will display (see illustration below),

where you can make additional changes to the page. Training

E Click the check box for Make this page default if this is to be 2 Add a Page

) the first page displayed when the group is visited. €7 Manage This Group
E Click the Save button to save the page. €7 Manage Groups

E Click the Delete this page button to remove the New Page Link e

page from the group.

Customize page Training

Properties | Content Layout Permissions

Page Info

Page Name: [Training
¥ change URL
If the ma then you vill see hkbxlhldmkth = page dFItB(hI—cgth checkbos, the URL [web addre ) ||h pdtdtmthth of the B2
s bo: is

o
This ensures A AR s M ol s . Howevar, any previous bookmzrks to this URL vill no longsr work. If you le e (i Gtk Al e e
urrantly.

™ Make this page default.

save | _cancel | | & pelete the pae

et

E If this page has been made the afault page it cannot be removed.
E Click the Exit button to exit this window.

Z The new page will display on the left side of the window above the Add a Page link (see
illustration above right).

Rename a Page

Click the link for the page that is to be renamed.

Click the Edit Page link on the right side of the page.

The Customize Page window will display (see illustration above).
In the Page Namebox, input a new name for the page.

Z Click the Save button.

NOTE: When a page name is changed, links that have been eated in other portlets or pages to
that page will be broken.

N N N N




Remove a Page
Z Click the Context Manager link (see illustration on previous page).
Z The Context Manager window will display (see illustration below).

Context Manager
Properties Pages Sub-Sections Permissions

All Current Pages in Community

Default Page Page Name

[ Home (currently is default page) -4

e Practice Va4 E
9F Create 3 new page
% Reorder Delete an Item

Exit

Click the Pagestab to display a list of all the pages in the group.
To remove a page, click theDelete an Item button next to the page (see illustration above).
If this is the default page, it cannot be removed.
A confirmation window will display (see illustration belo  w).
Properties Pages Sub-Sections Permissions

Delete Page: Practice 2

N N N N

STOP

Are you sure you want to delete this page from the Wanda Training section?
This operation can not be undone, and will delete the page and all content and portlets associated with that page.

Yes, Delete | Cancel

Exit

Z If you delete a page, all content on the page will be permanently lost!!
Z Click Yes, Delete to remove the page.
Z Click Exit to return to the Group page.

Add Portlets to a Page

Each page under My Siena can display up to ten (10) portlets. These portletsare used to add
content to a page. How the content is entered, depends o which portlet is being used.

Z Once the group has been created, click theClubs and Organizations tab.

Z In the Campus Group portal, click the link for the group where the content is to be added.
Z Click the Edit Page link on the right side of the window (see illustration below).

o
7| Help & Edit page @Printer Friendly

Z The Customize Page window will display (see illustration on next page).
Z To add a new portlet, click the Content tab.
Z Click the Add a portlet link at the bottom o f the Portlets on this page list.




Customize page Main Page

Properties | Content | Layout Permissions

Portlets on this Page

Custom Content (Custom Content) & m
Announcements  (Announcements) P |
Bookmarks (Bookmarks) N |
Documents  (Documents) P |
Browse (Browse) N |
Forums  (Forums) P |
Calendar (Calendar) N |

dhAdd a portlet

Add custom content
Rreorder

Z A list of different available portlets will display (see illustration below). Your list may be
different than the illustration.

Customize page Main Page

Properties | Content | Layout Permissions

Selact the portlet(s) you want to add to the page. When you have selected a portlet you will be able to change its display name if you wish.
Name can contain letters, digits, spaces, single quotes, brackets and signs -, and .. Each open bracksat should have a corresponding close bracket.

Available Portlets

1

Announcements
Bookmarks
Browse

Bulletin Boards
Calendar
Campus Groups
Custom Content
Documents
External Content
Forums

Join Group

My Files
Readings

Rss Reader

Student Survey

[N T [ e e O o e o I O

Task Manager

Add Portlets to page Cancel

Exit

Click the check box next to the portlets that are to be added.

Click the Add Portlets to P age button.

The new portlet will appear in the Portlets on this page list.

Scroll down the page and then click the Exit button to return to the group page.

N N NN




Change Page Layout

Open the page for which the layout is to be changed.

Click the Edit Page link on the right side of the page.

The Customize Page window will display.

Click the Layout tab.

The Column Layout window will display (see illustration below).

Customize page Main Page

N NNNN

Properties Content | Layout | Permissions

Choose a Column Layout

Choose the number of columns you would like, We recommend a twe column layout unless you have a large moniter (1280x1024 or bigger),

] 0 Tl

" one % Twao - Even  Two - Wide Left
" Three - Even " Three - Wide Left " Three - Wide Center

Z Click one of the option buttons for the layout under Choose a Column Layout .
Z Scroll down the page to the Arrange Portlets section (see illustration below).

Arrange Portlets

Click the celumn's image te move any selected portlets to that column, Use the arrows below the box to move portlets up and down within a column, Te add or delete portlets, use Content

tab.
Click Here lil

Announcements Browse

Custem Content Bockmarks
Calendar Documents
Forums
| ¥ | ¥
Savel
Exit

Z To rearrange the order of items in a column:
E Click the portlet name in the boxes under each column layout.
E Use the arrow keys to move the portlets up and down in the list.
Z To move a portlet to a different column:
E Click the portlet that is to be moved.
E Click in the page image for the column as shown in the illustration above .
E The portlet will appear in the list below the image.
Z Atfter all the changes have been made, click theSave button.
Z Click the Exit button to return to the Group page.




Portlets

Types of Portlets
There are several different portlets available when working with My Siena. These portlets are
used to add different types of content to a My Siena page. The table below describes the purpose
of each ofthe most common portlets. This list is not exhaustive and is subject to change.
Announcements Users can view the announcement. Other users have the ability to post
announcements. By clicking the Announcement link, it is possible to
expand the text of the announcement.

Bookmarks To add links to different areas of the Web or to other pages in My Siena,
use this portlet.
Calendar This portlet can be used for severalpurposes such as communicating

internal or public events, communicating course events to students,
communicating group events to other group members, or personal

events management.

Campus Groups This portlet provides a list of the groups that a user belongs to. Itis also
possible to join a group using this portlet.

Custom Content This portlet can be used to create custom content for the page. The

name of the Custom Content portlet can be changed. Images can be
added using this portlet, as well as text and headers.

Documents Use this portlet w hen documents need to be added to a page. Word,
Excel, PowerPoint and PDF are all acceptable file types. Each document
is added as an attachment.

Forums This portlet is used as a discussion are for group participants. Message
topics can be posted for all the members of the group to view and
respond to. A threaded discussion can continue on the topic with each
member providing input. The highest level of the forum is a category.

Join Group This portlet is used to join a campus group.

My Files To access files in your folder on the network, click the My Files link in
this portlet. A login dialog box will display. To log in, the username is
sienanet\ [your username]. The password is the same e that is used to
log into My Siena or Webmail.

Readings Instructors can add a list of journals, textbooks, or other readings to this
portlet. The readings can be added to a set or listed alphabetically.
Task Manager Users can add personal tasks thatthey are to complete or can assign

tasks to others using this portlet.

Announcements Portlet

This portlet is used to add an Announcement to the group page, and to allow visitors to view
announcements.

Z Click the Show all Announcements link in the Announcements portlet (see illustration below).

Annocuncements &Y

You have no incoming announcements.
Show All Announcements









































































