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CMS 327: eCalendar Lab Quick Steps

The following instructions are a step-by-step guide to help eCalendar reviewers complete their yearly
eCalendar topic review. Please contact ecalendarsupport.es@mcgill.ca with any issues or questions.

1. To begin reviewing and editing your eCalendar files/topics, connect to the PRD1 eCalendar remote server by
following these steps:

= o

In Windows, open the Remote Desktop Connection app by searching for it in the search bar or by
browsing to it in the Start Menu (button at the lower-left corner of your screen).

In the “Remote Desktop Connection” window that appears, type prd1l.campus.mcgill.ca in the
“Computer” field.

Click Connect.

In the “Windows Security” window that appears, enter your standard McGill username
(firstname.lastname@mcgill.ca) and password. Click OK.

When 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.

You’ll then see the PRD1 server desktop. Double-click the Webtop icon on the right-hand side.
You may see some pop-ups at some point. See below for notes on how to respond:

Pop-up 1: Set up Internet Explorer 11 — CHOOSE “Don’t use recommended settings” and click OK.

- | O x
& hitps://cm=mcgill.ca O ~ & X || O Waiting for cms.megill.ca {07 a7 203

Internet Explorer 11 -

\T_;\‘ Set up Internet Explorer 11

a.' ) Use recommended security and compatibility settings
: SmartScreen Filter helps protect you from malicious websites and software by sending
some web addresses to Microsoft to be checked. Compatibility lists are downloaded to
make Internet Explorer 11 features work better with changing websites and older PC
hardware. Read the Internet Explorer privacy staternent enline.

| > @' ) Den't use recommended settings

Pop-up # 2 : Your Java version is out of date CHOOSE : LATER and click the box at the bottom that says
“Do not ask again...”.
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Java Update Needed

'... | _,.' Your Java version is out of date.

NS
Update (recommended)
Get the latest security update from java.com.
Block
Block Java content from running in this browser session,
=) Later

Continue and you will be reminded to update again later.

|:’> [] Do net ask again until the next update is available.

Pop-up #3: Do you want to run this application? Select the box that says “I accept...”, Click “Hide
Options” arrow to reveal “Do not show this again...” box, and choose RUN

Security Warning _.

Do you want to run this application?

Publisher: EMC Corporation

Location: https://cms.mcgill.ca

Running this application may be a security risk
Risk: This application will run with unrestricted access which may put your computer and personal

information at risk. The information provided is unreliable or unknown so itis recommended not to
run this application unless you are familiar with its source

The certificate used to identify this application has expired.
More Information

Select the box below, then click Run to start the application

:> I accept the risk and want to run this application. I > | Run | | Cancel
&) Hide Options

:> Do not show this again for apps from the publisher and location above

Pop-up #4: Is Trusted Site CHOOSE YES

Is Trusted Site

lel This is the first time you have visited the [cms.mcgill.ca] site. Do you want to trust content from this site?
k- -

2. Loginto Webtop (https://cms.mcgill.ca/webtop) with your standard McGill username
(firstname.lastname@mcgill.ca) and password.
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Webtop 16.4

Login Name: |

Password: |

Repository: |CMS_ADMIN WV

[[] Remember my credentials

[+] More Options

* Your use of this service is governed by the Policy on the
Responsible Use of McGill Information Technology
Resources .

* The Monthly Maintenance Schedule lists all upcoming dates
when the system may be slow or unavailable.

For additional information, please visit the IT Support site. For
urgent issues call 514-398-3398.

3. Click on the Inbox to view your topics.
Search (&~

8 CMS_ADMIN : Andrew Dias

—b Work Queue Monitor

_% Inbaox 1am avaiable [l

-, Saved Searches

—Q, Subscriptions

[~ My Files m Subject | Task Hame | Date Received | Due Date | Status

categanes ! Test Topic 2 - Edit  Edit 1/12/10 7:42 PM Acguired
M- Administration :
-§7 My Home Cabinet
[ Cabinets
Add Repository

4. Double-click on an Inbox item to see the task details.

I;‘cg'._l'

CM5_ADMIN @ Andrew Dias
Work Queue Monitor
Inbax
Saved Searches

& subscriptions

-k My Files
Catepories

&, Administration
My Home Cabinet

ok, Cabinets

Add Repository

! | Task Name | pate Received | Due Date | Status SEP
i

Test Topic 2 - Edit  Eait 1412710 7:42 PM Acquired
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5. Inthe 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

| Info | Comments | Progress | Process Variables

Test Topic 2 - Edit 1]

Requirements : Instructions :

Email as Link
I— o —

@ TestTopicZ.xml  Document 1710 10:26 AM Properties

Edit View Tools

Description: Law eCalendar Topic Workflow 2010-01-12
From: dmadmin
Received: 1/12/10 7:42 PM

WorkFlow Instructions: 2
Edit

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

|

Add Relationship

Hame Format Modified
Quickflow

Actions
KWL

Add to Clipboard
Add to Favorites

Delete

Turn On Read Motification
Turn On Change Motification

View »
Lifecycle
Virtual Documents » ﬂ Finish

p i u i | Close|

6. 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!

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

File @ Edit Wiew Insert Tools Table Help

Close @Hilill_‘-“ =] ||tl3pil3 V| |i|_—'!r
Save ? 1

Check I . 2 HatiensPolicies Concerning University Withdi

Documentum Froperties. .. cerning University Withdrawal: Deadlines for University Wit

Find...

Mavigate... &4 r <) <Jcritdates) [E] metadatay (= keywords > < Jkeyy
Iprolog)

8. Inthe 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 ¢ (& 1.1 (minor vErsion)

{:} 2.0 (major version)
Yersion label:

De-s-cr‘iptiun:@'.: Corrections made to faculty lish'ngsl >

Farmat: | XML Document
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9. You may repeat steps 4—8 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 Tools

| 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

Feceived: 10/29/0% 3:34 Pdd

‘o vl Flowr Instructions:
Requirements : Instructions :

~
none i |

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

Hame Format Modified Q

ML

@ 2i_deadlinez_for... Document 029009 3128 PM
| \ »

Preuiuus| He:h'.tl Finish| Cluse|

[
[< |

10. When your Webtop inbox is empty, you’re done! You may log out of Webtop.

11. To end the Remote Desktop Connection, click the Start button on the lower left of your screen,
click the arrow head to the right of the lock symbol, and click Log Off

Complete information available at http://www.mcgill.ca/es/ecalendar-project/training-and-support
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