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myDouglas Terms of Use Policy
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Important! Please Read

Douglas College complies with the Freedom of Information and Protection of Privacy Act of BC to fulfill
its mandate in the educational process; including the collection and use of personal information for the
purposes of admission, registration, instruction, and research and alumni development.

Personal information is any information that enables identification of an individual such as name, address,
telephone number or other identifying symbol.

The use of the myDouglas portal enables course communication with and between instructors, students
and other authorized personnel. As a myDouglas user your first and last name will appear in a course class
list.

E-mail addresses will be disclosed to others only if you choose to reply to a message sent to your e-mail
address. By reading and accepting this Terms of Usage notice, you consent to the use and disclosure of your
information as intended within the mandate for Douglas College.

If you have any concerns, please review College Policy A02.05.01 Compliance with the Freedom of
Information and Protection of Privacy Act or phone the Registrar’s office at 604.527.5478 or Library at
604.527.5182.
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Logging into myDouglas
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What is myDouglas?
myDouglas is a Web-based portal that allows you to communicate with the College, instructors, and
students. A variety of communication and scheduling features keep you abreast of what's going on in
your classes, at school, and around the world. Some of your instructors will also use this environment for
communications.
Website
www.mydouglas.ca
User ID
Your user identification number is your 9 -digit student number. E.g. 999 888 777
PIN
Your personal identification number (PIN) is the password you used for registration. The default is your birth date
|_(DDMMYY). /
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How to Log into myDouglas
Tolog in to myDouglas: myDouglas Secure Login
1. Go to the myDouglas Web page.
http://mydouglas.ca.
) . . User ID: | |
2. Type your nine-digit student number into the
User ID field.
I : PIN: | |
3. Type your Personal Identification number in the
PIN field. | Login | | cancel |
4. Click Login.
- /
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Logging out of myDouglas
+ Click the Logout icon on the top right-hand
corner of the myDouglas window.
Always remember to log out of myDouglas to ensure '
that no one can access your account. ‘ B % @ @
E-mail Calendar Groups Logout Help
You will be denied access if you try to log in to
myDouglas on more than one computer. You can only
have one active login at a time.
- /




Customizing myDouglas

P
Channels

Channels divide your myDouglas page into vertical
sections or columns. Some channels are permanent,
while others can be customized, re-arranged, deleted,
replaced, or added to. You can make myDouglas look
the way you want — within reason of course.

Common channels include Campus Announcements,
Personal Announcements, My Calendar, My Email Inbox,
and Self-Service.

Customizing / Adding Channels

You can customize your channels. Under the main
banner on the myDouglas home page, on the left, you
will find the Content/Layout link. (Note: It's small, and
easy to miss.)

To add, delete, resize, or move channels, click this link.
A page opens showing a diagram of your myDouglas
home page. You will notice that most of the channels
have arrows pointing left, right, up, and down. Click the
appropriate arrow(s) to move a channel to the position
you prefer.

To add a channel

1. Click the button New Channel in the column
you would like the new channel to reside.
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The Manage/Content/Layout window
opens.

2. From the drop-down list, select a category.
3. Click the Add Channel button.
Removing Channels

To remove a channel, click the X icon on the
channel square. See image below.

Note: At present, only a small number of channels
are available. Although the myDouglas channel

is limited, you can access your favorite websites
by adding a Tab. Read the Tab instructions below to
learn how.

P
Tabs

Located just under the myDouglas banner are a series of
Tabs that help organize content. Similar to the channel
feature, some Tabs are permanent. As a user, you can
create tabs to customize your myDouglas space.

To add a Tab, do the following:

1. Click the Content/Layout link. Remember, it is
located on the top left-hand corner of the screen.

2. Click the New Tab button.
3. Enter the name of the Tab in the text box provided.

4, Select the type of tab you would like. If you select
traditional, an empty page is created in which you
can add your own channels.

If you choose framed and enter a web page URL,
your tab will open that Web page in the
myDouglas portal.

5. Select a position for your tab using the radio
buttons provided.

6. Click the Submit button.

 beck to
myDouctas Homa Tab mail calendar growps | loss

Manage Content/Layout

tab:

B [Gnens 3]




myDouglas Home Tab
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° e """ |
Self-Service Channel Self-Service EEE
. o . d If-Service (Credi d )
Use the Self-service channel to access your registration Student Self Servies (Credit students) @
and personal information. As a student at the college eteal/daneal 3/ on oaeeous o hecs yous recors - iranserioe cte. T
you fa” under one Of tWO Categorles’ credlt StUdent or You are considered a "credit course student"_ if your :ourses_hava credit paints
continuing education student. Dearen Eathalons Daares. or Cratien. Cradns aifar Gepanding on e level and
type of course you are taking.
YOU are. ConSIdered a crEdlt StUdent If Credlt pOIntS Student Self-Service (Continuing Education Students) e
are assigned to your courses, and you are enrolled
. . . . dd courses, pay for courses, waitlist for courses, check your record - transcripts
in a program that will give you a credential such as a < - o ’ e
diploma, or Bachelor’s degree. Continuing education Tha Departmant of Continuing Education offars 3 varaty of fexibla non-radt
N R adult learning options, from professional upgrading to exploring a topic o
students, on the other hand, are enrolled in non-credit interest. The Training Grous speialisas injob search and career development
courses for personal or professional upgrading through
. . . o . Empl /F Ity Self-Servi
the Department of Continuing Education or the Training meoyesmacHy e Reee
Group. Access pay stubs, grade book, leave balances, T4s, etc
To access your personal information, click either the
« Student Self Service (Credit Students) @ link or
+ Student Self-Service (Continuing Education
Students) ® link
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An noun Cements Campus Announcements EE
There are no announcements
On the myDouglas Home tab, you have two
announcement channels: Campus Announcements Personal Announcements Q=X
and Personal Announcements. College representatives There are no announcements
will use the Campus Announcement channel to send ——
. . My E- il Inb
messages to the entire college community. You can y =mall Jnhox
. INBOX folder has (0) messages, (0) unread vsimpsoZ@testportal.douglas.bc.ca
send personal announcements to students in your class. |,
ou currently have no messages.
B e-mail
Email

A myDouglas email account is created for all students at
the college. You can even keep your email account after
graduation. Just use it to keep it active. Like most email
programs, a calendar feature and address book are
included. You can find your myDouglas email address
on the top right-hand corner of the email channel.

You most likely have another email account but it

is advised that you check your myDouglas account
occasionally as messages about upcoming events, fee
and registration deadlines are often communicated
through myDouglas email.

To open the email facility, click the Email icon located
in the channel or click the email icon located under

the myDouglas banner. A new window will open that
displays mail, calendar, address book and option tabs.
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myDouglas Courses Tab
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On the Courses tab you will find three channels: My students in that course
Courses, iTunes U and My Blackboard. . Submit assignments

- Read announcements from your instructor

My Courses + Download lecture notes, handouts, etc.
The My Courses channel allows you to view your class - Read news items relating to that course,
schedule and access your courses’ online learning

. « View scheduled field trips and other events
environment.

+ Manage your course calendar

myDouglas Home  Tutorial Academic Support  Student Ll'f] . Read and pOSt messages to the message
My Courses boa I'd
Click here to: B
Vlala‘\:vu y;:fct?urse schedule, access your course home pages, email your profe: ° Chat Wlth yOUV feIIOW StUdentS~
communicate with classmates, and access many more course-related material
iTunes U

Viewing your Course List

o The iTunes U channel gives you access to general
Your course list is a record of all the courses you are

e ' college related podcasts. Some instructors are
taking in a given semester. using iTunes U to enhance the classroom learning
To view your course list: experience. If your instructor is using podcasts

as a teaching tool, you will have access to these
media files in iTunes U as well as in Blackboard.

My Blackboard

The My Blackboard channel takes you to the
Blackboard communications page. Some

1. Go to myDouglas.ca and log in to myDouglas.
2. Click the Courses tab.

3. On the My Courses channel, click the Click here to:
link on the left-hand side of the screen.

4. You will find your course list under the heading programs use Blackboard for communication
Courses I'm Attending. outside the course environment and this channel
will allow you to access the resources that reside
Courses I'm Attending: there.
Winter 2006

=

Prof Readiness IV: Writing

K]

Public Relations Writing II

& Writing for Magaz & Trade Publ

Accessing your Course’s Learning
Environment

+ Once you have accessed your course list, click on
the course link to enter your course environment.

A new page will open. You will either enter a Blackboard
learning environment or a myDouglas learning
environment depending on your instructor’s preference.

You will need to access your courses and enter their
online learning environments if your instructors request
that you do any of the following:

- Read and send email to instructor(s) and other

. /




Academic Support Tab

e N

The college has many supports in place to help students The Lea rning Centre
have a successful academic career. On the Academic

Support tab, you will find the following academic At the Learning Centre, you will get peer support
supports as well as links to other services around the to help you with academic skills such as writing
college. and math. You can also ready some or all of their

self help material.

Online Tutoring

If you are concerned about your academic writing, SR —
trained tutors can give you Suggestions on hOW to Looking for assignment-based help outside of your classroom hours?
Online Tutoring Library

improve it. You can also submit your writing to a peer - Ay
tutor in myDouglas or email general questions about LB

Douglas College Library

. . Need writing help? Online tutors are trained as Need help with your research assignment or term
formed readers and tions ?
grammar, ertlng, computers or StUdy skills to the mprove you witng, o oSN e peper
. Ask a Librarian services: Emai, chat, phone or come in
co | | ege’s on | ine tutors Click here to submit your writing to a peer tutor, person.
Click here to ask a general question about grammar,
writing, computer, or study skills For more information, visit the Library website.

Th e Li b ra ry Psychology Laboratory ‘ﬂ Learnirf Centre -
The Library is a hub where experienced individuals w e @A

Need help with your Psychology courses? The Looking for help with your studies? The peer tutors at
. . Psychology Laboratories at Douglas College are used for  the Leaming Centre can help you with your academic
can hel p you with your researc h assi gnments or term 126 cloescs and offer numerous services for peychology  Skils m wiiting and mathi Sutorng for course cancapts is
students. also available.
papers. To learn more about Libra ry services, go to the For more information, visit the Psychology Laboratory  Click her for self-help materials.
webpage.
. . . Click here to make an appointment with a tutor.
Library website, www.douglascollege.ca/library.
Math Lab EASL Study Hall
ﬂ MATHEMATICS ﬁ
Psychology Laboratory
The Mathematics Department has an open lab for has a qualified assistant to help you with your EASL

stuents. Drop in with questions from any of your math  homework

Enrich your psychology studies by stopping by the 1o cut mors 3ot e Syl pragra, contact
. . Click here for the drop-in schedule. Douglas College International.

psychology lab. There, you can view demonstrations,

\_get help with your experiments, and much more. )

Student Life Tab

The Student Life tab is designed to help you adjust to
college life at Douglas College.

Campus Life

“Rec your life”is the slogan of the Centre for
. . Campus Life. The centre provides the college
StUdent Survwal GUIde community with sport, recreation and wellness
This guide provides you with the essential information programs to help strengthen your body and spirit.
you need to know as a new student at the college.

Parking

Park at the college at a discount if you are

Student Union

The Douglas Student Union (DSU) offers students enrolled in 6 credits or more. Learn more about
services such as health and dental plans, and free tax parking services by clicking on the links in the
filing . The DSU supports events like movie nights, pub  parking channel.
n ig htS, an d fl’ee mea I S. Student Survival Guide OE® | | Students Union
e i St i S R
provide you with valuable information about the essential things you dental plan, discount cards), events on campi
Vshuu[d krmwrr:arvdrdu -asa sgudeﬂt. | lunches, movie n\ght'jl)vfe\;r%istudent lounge|
M y Ca I e n d a r My Calendar DE0EE
< April 2011 > | ompus Uife
This calendar is connected to your myDouglas email R e Core of G s scances e
account. Use it to help keep track of your life on and off s — B s sraveness e )
campus. —
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myDouglas Resources
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Resources Tab

The Resources tab currently contains the My Calendar
channel as well as the My Blackboard channel. The My
Calendar channel can also be found on the Student Life
tab and the My Blackboard channel can be found on the
Courses tab. More channels may be added to Resources
tab in the future.

Tutorials Tab

The Tutorial channel on this page is structured as

a series of questions and answers. Each question,
however, is a link that will take you to the Help Centre
Pages within myDouglas.

On the left-hand side of the Help Centre page, you
will find help topics. Click the links to learn how to use
myDouglas features.

Tip: The calendar instructions are quite detailed and will
be useful in helping you manage course assignments
and events.

N

| Tutorial

@ What features does the system provide?

The system that you are using provides a number of features de
your institution, such as e-mail, calendar, course tools, and other|

@ What are channels?

The campus portal displays content through channels, which are
other Web resources you may want to access. Click the link aboy|

@ Can I customize my layout?
Depending on how your institution has configured your campus p
tabs, add new tabs, remove or add channels to new or existing t
contains. Click the link above to learn more about customizing yo
@ How do I join an online group?
The system provides a Groups application that allows individuals
ded\c_ated to _those groups. These _homepa_ges may b_e _m_embers—

Help Center

General Help Menu E Back

[ @ General Information What does the system
v3 ﬁ How Do I....

The system that you ar

Help Topics Indes institution or with colle

Calendar .
Channels + E-mail. The syst
Chat and maintain an
E-rmail appears in the a
General

+« Calendar. The 5
personal calends
calendars for an

Group And Course Studic
Message Boards

P
Need Help?

Account Issues
On the myDouglas login page, you will find two (2)
links:

« How do | geta userID and PIN?

« How do | enable an expired /suspended account?

These links will help you with the most common
issues experienced when logging into myDouglas.

Portal appears in the a

Security

Partal Administration « Group and Cour

Support reguest the crea
albums, Internet|

CEIT Help Desk

If you still need assistance, contact our Help Desk.

+ Email: helpdesk@douglascollege.ca
+ Phone: 604.527.5330
Have your student number handy.




