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When you are logged into My Siena, you cannot use the Browser & Back and
Forward buttons to navigate from one areato another. You need to use the

tabs at the top of the My Siena page or the links directly under the tabs.
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This document has been developed for Siena Heights University faculty to explain how to use
the My Siena feature of the Siena Heights University Web site.

Log In To MySiena
x Access the Siena Heights University Web site (vww.sienaheights.edu).
x When the page opens, click theMy Siena link (see illustration below) .

——

aCollege Weabmail My Siena

x  The My Siena page will display.
U The left side of the page will display Announcements .
U Under the Announcements area, you will find the Campus News Links portlet and the
Quick Links portlet.
U On the right side of the window, you will see a list of Frequently Asked Questions
(FAQs).

x  Click the User Name box at the top of the window (see illustration below).

User Name: Password:

x Input your User Name.
U This usually consists of the first letter of your first name and the first seven characters of
your last name.
a1 f there is a o0clasho6 with another personds
of the User Name.
x  Click the Password box and input your password.
U The default password is your CARS ID number.
U If you have changed your password for the Windows Network and your Email, you
must use that password.
U When you log in, y ou may be prompted to change your password. If you are:
A Input your old password into the Old Password box.
A Input your new password into the New Password box.
A Confirm the password in the Confirm Password box.
U If you are not sure what your username and password are, please call theHelp Desk at
517-264-7655 or theTechnology Trainer at 517-2647651.
x  Click the Login button.
x  The Faculty and Staff My Siena page will display (see illustration on cover page).

Quick Links
This area provides links to other areas of the Siena Web page, such as the Business Office and
the Bookstore. Quick links are different if you are not logged into My Siena.

My Tools

This is the area on My Siena where you can access your files that are stored on the network, the
Citrix Virtual Desktop, and your Webmail. You also have access to advising tools, faculty tools,
and The Faculty Assembly. This area provides access to the registration and academic
information that students have access to.



http://www.sienaheights.edu/

General

This area of My Siena is used toconnect you to Webmail and Citrix without having to login to
them. Itis also used to access your network fles, department/office files, and email
forwarding.

General

Webmail

Citrix Virtual Desktop
My Files
Department/Office Files

Use SIENANET\username when accessing MyFiles and Department
files. IE 8 and Firefox are limited to download only.

Email Forwarding

Library Databases
Other Library Links

Webmail

This will take you to the Outlook Web Access page. This is the Email package that allows Siena

faculty and staff to access their Sienaemail accountsthrough the Internet .

x  Click the Webmail link in the General category under My Tools .

x You will be logged into Outlook Web Mail

x You will be able to access your email, calendar, and contacts through thispage.

x It will display the same information that you have in your Outlook client account on your
computer in the office or on your laptop .

Citrix Virtual Desktop
This is a desktop that is accessed through the Web. It gives you access to Microsoft Office 2007,
as well as access to other programs. It allows you to save documents in your Siena Network
Folder from home so that you can access them when you come back to campus.
x Click the Citrix Virtual Desktop link in the General category under My Tools .
x You will be logged into the Citrix Desktop.
x Folders for the Microsoft Office and other computer programs will be available.
x  The program to run the desktop will have to be installed. To do this:
U Click the link Download the Citrix Presentation Server Client f or 32-bit Windows .
U If you are installing Citrix on a non -Windows computer, click the Citrix client download
site.
U After the program has been installed, click any of the folders to access the program.
Click the Citrix Desktop link to go directly to the desktop.
U Click the Start button and then Programs to access the programs that you have access to
on Citrix once you are in the Citrix Desktop.
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My Files
This link will allow you to access files that are stored on t he Siena Heights Network.

X

X X X X

Click the My Files link in the General area under My Tools .

The My Files window will display.

Click the My Files link (see illustration below).

The Connection dialog box will display.

In the User Name box, input sienanet\ [your Us er Name]. This is the same User Name that
you used to log into My Siena.

Input your Password into the password box. This is the same password that you used to log
into My Siena.

It may be necessary for you to log in more than once. Each time, you must use sienanet\
before the username.

Department/Office Files

X
X
X

X

Click the Department/Office Files link in the General area under My Tools .

The Connection dialog box will display.

In the User Name box, input sienanet\ [your User Name ]. This is the same User Namethat
you used to log into My Siena.

Input your Password into the password box. This is the same password that you used to log
into My Siena.

It may be necessary for you to log in more than once. Each time, you must usesienanet\
before the username.

The Department/Office Files window will open.

Email Forwarding
This link is used to change your default email address.

X
X

Click the Email Forwarding link in the General category under My Tools .
The Communication Preferenceswindow will display (see illustration below).
Communication Preferences 7 Help & Edit pace & printer Friendly

Email Preferences

Email Address
* whouse@sienaheights.edu

If you s=t =n =mail addrass othar than your Sisna Heights smail address as the default, then all messages s=nt to your Sisna Heights email sddrass vill bs forvarded to the default sddress. Pleass =llow 24 hours
for forwarding changes to take affect.

NOTICE: Sizna Heights University cannot assure delivery to other email providers. By creating a forward, you hereby assume zll responsibly for lost messages and for confidential data forwarded to this account.

= denotes default email address.

Add Email Address to List:
Email Address: |
™ Make Default

Add | Reset

Input the new Email Address into the appropriate box.

Click the Make Default button to make this address the default email; the address that your
email will be forwarded to.

Click the Add button.

The address will be added under Email Address at the top of the window.

To make the Siena Email Address the default, click the Set Default button beside the Siena
address.




Library Databases
This area can be used to access the Library Databases such as First Search that are available
through the Siena Heights Library.

Other Library Links
This link will take you to the Siena Heights University Library page. On this page faculty will
have access to the Library Catalog, Library Databases, and the Interlibrary Loan Request form.

Instructor eCollege Courses

Instructor eCollege Courses

eCollege Homepage
Edu Technology & Assistive (SED421-A4, Fall 20097
Edu Technology & Assistive (SEDS521-A4, Fall 2009)
Microcomputer App:Software Pres (BAM150-AA, Fall 2009)
Microcomputer App:Software Pres. (CIS150-A4A, Fall 2009)

Software for Educators (EDU421-AB, Fall 2009)
Browser Compatibility Test
x  When you click on any course link in this area, you will be taken directly to the eCollege
course.
x  When you are finished working in the course, click the browser close button, the x in the
upper right corner of the window.
x  This will return you to the My Siena page.
U If the course is not available in this list, click the eCollege Homepage link.
U Look for the course under the current term or a previous term.
U If the course is not displayed in either of these areas, it meansthe course is not available
in eCollege.
U If two courses have been combined in eCollege, both courses will appear in this list.
U To display the eCollege course, click either one of the links.
x  Click the Browser Compatibility Test link to check your Browser if you are having difficulty
displaying the eCollege page.
x  This area will provide a link to fix the problem, if it is possible to do so.

Faculty Tools

This area is used to gain access to documents and information pertaining to the classes you are
teaching. For more detailed information on the optio ns under this area, see theAdvisor Tools
document. This document can be found under the My Sienalink on the Siena Training Web
Site (www.sienaheights.edu/personal/csstrain ).

My Courses

x Click My Courses in the Faculty Tools category under My Tools (see illustration below).

x The Faculty Schedule window will display (see illustration on next page). This window lists
all the courses you are teaching for the semester.

Faculty Tools

My Courses
Attended Last
Grade Entry
Course QOverrides

Advanced Class List Search



http://www.sienaheights.edu/personal/csstrain

x To change the semester for whid the courses are listed, click theTerm list arrow.
x Select the program from the Program list.
Click the Search button

Term: Im Program: Im
Search | View My Faculty Schedule
‘WI 2010
Course Title Catalog Program Go Directly To
CIS150-AA Microcomputer App:Software Pres. UGoo Undergraduate Im
EDU485C-AA Special Topics UGoo Undergraduate Im
EDU485C-AB Special Topics uGoe Undergraduate Im
EDU485C-AC Special Topics uGoe Undergraduate Im
SED421-AA Edu Technology & Assistive UGoe Undergraduate Im
SED521-AA Edu Technology & Assistive GRO9 Graduate Im

x  The courses for the specified semester will display.

Class Lists

This option will display a list of the students in the course.

x  Click the list arrow under Go Directly To for the course for which the information is to be
displayed.

x SelectClass Lists from the list.

x  The Class Lists window will display (see illustration below).

Faculty Course Control - Class List
Set Options

Faculty Course Control = class List

Course: no I CIS150-A4 ':l

photos

Course Details Winter - 2010 | Undergraduate | CIS150-AA | Microcomputer App:Software Pres.
Catalog Faculty Meets Datas Roo)
uGog House, Wanda Ilene Mw 01:00-01:50PM (01/11/2010 - 03/10/2010) 01/11/2010 -03/10/2010 AD

@ Expaort to Excel
Email Selected Students

Class List Winter - 2010 | Undergraduate | CIS150-AA | Microcomputer App:Software Pres. (4 students)

FERP'.‘ Student Student ID Status r Advisors Cross-listed
Restrict il Course

Credits Major Class Program

x  To send a list of the students to Microsoft Excel, click the Export to Excel button.

x To email students in the course:
U Click the check box under Email for the student(s) to whom the message is to be sent.
U Click the Email Selected Students link.
U The Email window will display. For an explanation of this window, see the s ection on

Emailing Selected Students earlier in this document.

x  Click the Faculty Course Control link (see illustration below). DO NOT use the Back

button on the Browser toolbar.

Faculty Course Control = Course Details




Set Options for Class Lists

x Click the Set Options button in the upper left corner of the window.
x  The Set Options window will display (see illustration below).

Faculty Course Control - Class List Options

Faculty Course Control = Class List » Class List Opticns

Portal User Options

Changing these user options will affect this portlet on all pages in the portal.

Search Options Display Options

¥ Include Registered [T Show If Graduating

™ Include withdrawn [T Show Grading Type

™ Include Waitlisted [T Show Grade (If Permission)
¥ show Credit Hours
[ Sshow Only Graduating Students
I show Photos

Save | Cancel |

x  Click the check boxes for any of the desired options.
x  Click the Save button.

NOTE: Setting these options will affect the Class Lists portlet on all pages of the portal.

Grade Entry

This area is used to enter the Midterm and Final grades for the selected course.

x  Click the list arrow under Go Directly To for the course for which the information is to be
displayed.

x SelectGrade Entry from the list.

x  The Update Student Grade window will display (see illustration below).

x In the Student List select the class for which the grades are to be entered.
x Click the Default Grade list arrow to view a list of grades that will appear in all the grade
boxes for the students.



















