McGill eCalendar: www.mcgill.ca/study
CMS 327: eCalendar Lab Quick Steps

*If you encounter error messages when following the instructions below, please log out of Webtop and
follow the Remote Desktop instructions in the Appendix below.

1. Using Internet Explorer, log into https://cms.mcgill.ca/webtop with your standard McGill username
(firstname.lastname@mcgill.ca) and password.

Webtop ©.7

Login Name:

Password:
Repository: CMS_ADMIN w

D Remember my credentials

NOTICE: IE prempts to update Java - DO NOT
update

If you see an Internet Explorer message prompting
to update Java, click "Run this time" to keep the
older Java version enabled. See the full
announcement for details.

SCHEDULED MAINTEMANCE:

Qccurs on the third Wednesday of each month, from
9pm to 6am. During this period, the system may be
slow or unavailable at times. The monthly

2. Click on the Inbox to view your topics.

Search L —

[ CMS_ADMIN : Andrew Dias File Edit View Tools

—h Work Queue Monitor

_ﬁ Inbox | am available [l

), saved Searches

—Q Subscriptions

—c My Files ! | TaskMame | Date Received | Due Date
[+ ijr::ﬁ:::ﬁnn ! Test Topic 2 - Edit  Edit 112710 742 PM,
@7 My Home Cabinet
[ Cabinets

Add Repository

3. Double-click on an Inbox item to see the task details.
I}cs'._l' |Q‘I'

CMS_ADMIN @ Andrew Dias
Work Queue Monitor
Inbox
Saved Searches

C subscriptions

2 My Files
Catepories

&, Administration
My Home Cabinet

o Cabinets

Add Repository

| Task Hame | Date Received | DueDate | Status 5B

Test Topic 2 - Edit  Edit 1/12/10 7:42 PM Acquired
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4.
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In the task details screen (1) Right-click on the filename and (2) click Edit.
Note: If you double-click on the file, it will be open in read-only mode and will not be editable.

File

none

Edit View Tools

| Info | Comments | Progress | Process Variables |

Test Topic 2 - Edit 1]

Description: Law eCalendar Topic Workflow 2010-01-12

From: dmadmin
Received: 1/12/10 7:42 PM
WorkFlow Instructions:

Requirements : Instructions :

Review, make changes and write comments if 1| Subscribe b are finished making changes, you must
double click on this topic in your INBOX and cli{ Subscribe Others er for further review.

Email as Link
- p=

Hame Format Modified

HML

@ TestTopicZ.xml  Document 1710 10:26 AM Properties

2
W

Open (Read Only)
Check Out

|

Add Relationship Actions

Quickflow

Add to Clipboard
Add to Favorites

Delete

Turn On Read Motification
Turn On Change Motification

View »
Lifecyde »
Virtual Documents » ﬂ Finish

Suspend| Reassign| unsssign| Ciose]

5. Review the file in XMAX, making any necessary updates. Track Changes should be “ON”, meaning your revisions

will be visible to other reviewers before being finalized by Enrolment Services. Remember to Save often!

6. When you're finished making changes, click (1) File > Save and then (2) File > Check In.

7.

Close

File Edit Wiew Insert Tools Table Help

Save # 1

DEEEFCEE s

Check In ? 2

Documentum Properties...
Find...
Mavigate...

HatienrsPolicies Concerning University Withdi

cerning University Withdrawal: Deadlines for University Wit

& O {} O Jcritdates) [ metadata > [2] keywords s < fkav

Iprolog)

In the following “Check in” screen, add a quick note of changes made (if any) in the Description field for our
records, and then click OK at the bottom right.

Save as -

Yersion label:

Farmat:

Descr‘iptiu-n:@'.: Corrections made to faculty listingsl >

@ 1.1 {(miner version)

O o0 {major version)

XML Document
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8. You may repeat steps 3—7 as many times as necessary. Once all revisions have been made for a topic, double-
click on the task item in your Inbox to open the task details, and then click Forward or Finish
Note: Ensure that there is no key icon next to the filename (i.e., the file is not “locked”) before clicking on
Forward or Finish. If you see a key icon there, the file needs to be Checked In (right-click > Check In).
File Edit Wiew Toals
| Info | Comments Progress
Regulations Concerning University Withdrawal: O - Edit L
Dezcription:  Regulations Conce rning Unive rsity Withdrawal: O -
gi_deadlines_for_uniwersity_withdrawal_test.xml - Law eCalendar Topic Wirkflow
From: dmadmin
Received: 10/29,/09 3:34 Ph
‘i rkeFlowr Inst ructions:
Requirements : Instructions : ~
none
Fewiew, make changes: and write comments if necessary, save and CHECK-IM, COr
double click an thiz topic in wour INBOX and click FIMIEH to zend the topic to an
Attachments Add
Hame Format Modified Q
KL
2i_deadlinez_for... Document 029009 3128 PM W
£ >
| Hext| Finish| close |
Appendix

Remote Desktop Instructions — For users experiencing issues with XMAX

moo

—Toem

In Windows, click the Start button on the lower left corner of your screen.

Click Remote Desktop Connection.

If it’s not there, search for Remote in the search bar at the bottom. Remote Desktop Connection should be one
of the results. Click it.

In the “Remote Desktop Connection” window that appears, type rd1l.campus.mcgill.ca in the “Computer” field.
Click Connect.

In the “Windows Security” window that appears, enter your McGill email password (the same one that you use
to login to Webtop) in the “Password” field.

Click OK.

The Remote Desktop Screen appears. Click OK.

If you’re asked to run an application/software, click Run. If you're asked if you trust a site/application, click Yes.
Double-click the Webtop icon, login, and edit/forward your topics following steps 1-8 above. Log out of Webtop
when you're done.

To end the Remote Desktop Connection, click the X button on the bar at the top of your screen, or Log Out.

Complete information available at http://www.mcgill.ca/es/ecalendar-project/ecalendar-procedures
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