Lisgar Collegiate Institute
Online Option Sheets:
Selecting your courses for 2011-2012

The Trillium Web Course Request is an application that allows you to enter
course requests on-line.

This “Student Guide” outlines the necessary steps you need to follow to
successfully use this application to enter course requests on-line. This guide
contains information on:

o WHAT ARE THE MINIMUM HARDWARE, AND SOFTWARE REQUIREMENTS TO
ENTER COURSE REQUESTS ON-LINE?

¢ HOW DO I START ENTERING COURSE REQUESTS ON-LINE?

e HOW DO | CREATE MY LOGIN ACCOUNT?

e HOW DO I ENTER COURSE REQUESTS ON-LINE?

e HOW DO I CHANGE MY PASSWORD?

e WHAT DO I DO IF | FORGOT MY ACCOUNT INFORMATION?

WHAT ARE THE MINIMUM HARDWARE, AND SOFTWARE REQUIREMENTS
Please refer to the table below to review what the minimum hardware, and
software requirements to enter course request on-line.

Minimum Configuration
Processor: Pentium 11l 350 MHz
Operating System: Windows 98, 2000, NT, XP, ME
RAM Memory: 128MB
Hard Drive: Standard
Monitor: 17" Colour — 800x600
Keyboard: Standard
Browser: MS Internet Explorer 6.0 or
higher and access to internet
(high speed)

Online course selection available

February 17 to 24, 2011

Course requests received during this time are given equal consideration.
After February 24, requests are considered on a first-come. first-served basis.




How DO | START ENTERING COURSE REQUESTS ON-LINE?

Before you begin: Turn off your pop-up blocker!

Go to https://webapps.ocdsb.ca/twebcr
“Login” page.

Trillium Web Course Requests
INTERNATIONAL

Login

User Mame:

User Passwaord:

Mew Users Sign-In

Forgot Your Account Information?

Copyright @ 2001-2005 SRE International

How DO I CREATE MY LOGIN ACCOUNT?

1. Click on the “New Users Sign-In” link to create a new account.

2. In the “Student Information” area, enter your own information. (You
may find your “Student No.” and “OEN” on your report card. If you
cannot find it, please visit Student Services).

SR Trillium Web Course Requests
INTERNATIONAL

Student Information:

Freferred Surnarme:* Student No:## Flease provide us with your Student

Inforrnation for identification purposes and
Prafarrad First

GEN;® to create your account in the Trilliurn web
Marne:# Course Requests application, Student Mo

and OEM rmust be 2 nurneric characters, no
Birth Date:* J DOy MRS Y Gender:* e dashes,

Choosing Your User Name and Password:
User Narne:* Get a User Name and Password to access the Trillium web
Course Requests application. You will use this information to
Password:* access this application each time. User name must be & - 20
and password must be & - 16 case-sensitive characters,
Confirrn Password: * including letters, numbers and underscore {_J.

Recalling Your Password:

Security Question:® M This inforrnation is our only way to verify vour identity, If you
forget vour password, you'll need to confirm this information.
Yaour Answeri® To protect your account, rmake sure your answer is mermarable
to you but hard for others to guess! Account notices will be
Ernail Address:* sent to this email address,
Clear

* - This field is mandataory,
#*% - Only one of these fields is rnandatory,




3. In the “Choosing Your User Name and Password” area, create your
own “User Name”, and “Password”.

Please note that once your “User Name” is created, you cannot

modify it.

e “User Name” must be from 6 to 20 characters long and must
follow this format: firstname_lastname (ex. john_young).
Usernames that do not follow this format may not be processed.
Your username must match the preferred name we have for you
on file. For example, if your legal name is “Jonathan Young”,
but your report card uses “John Young”, then your username
will be john_young

e “Password” must be from 6 to 16 case sensitive characters,
including upper case and lower case letters, numbers, and an
underscore (*_7).

4. In the “Recalling Your Password” area, enter a security question with
an answer that is easy for you to remember. Choose one that is
unknown by your friends — This information is important, and should
be kept confidential — same as a debit card PIN#.

Note: This security question is critical, since it will be required
for the student to be able to retrieve for him/herself the
account information in case it is forgotten.

5. Enter your email or your parent/guardian email address. This field is
important, since the course requests you enter on-line, or that is
changed by an authorized school person will be confirmed by the
application via this email address. For safety reasons, we strongly
suggest that this e-mail account is not the one you share with your
friends. Create another e-mail account only for this purpose if
necessary. Use an email address that is appropriate for school use.

6. Once all the required information is entered, click on the “Submit”
button to have your account created.

7. If you encounter the following error message, please correct the data
before submitting again. You might have entered an incorrect “Student
No”, “OEN”, “Birth Date”, or even your “Preferred First” or “Last
Name”. (If you do not know what your “Student No:”, or your “OEN”
is, please check your report card or visit Student Services.)

22 Errors - Microsoft Internet Explorer,

® Student informnation doesn't match database,




How DO | ENTER COURSE REQUESTS ON-LINE?

1. With your web account created, login to the application by entering
your “User Name” and “Password”, and click on the “Submit” button.

2. If the login is successful, the application will bring you to the “Course

Request” tab.

INTERNATIONAL

Change Password
selected School: | 5 F. Benton Secondarny School
Make your selection:
AMUTOT & | Reference v

Your selection is:
Course

Course Code Details

Total Mumber of Courses: 0O

Lagout

Trillium Web Course Requests
About

School Year: 20052006

Credit Semester Altermate

Course Title ¥Yalue Preference Course Code

Total Mumber of Credits: 0

Subrnit | Clear

Femember to click the '"Submit' button only after all course requests have been added.

3. In the “Selected School” field, make sure it displays Lisgar Collegiate
as your school. If it does not, please exit the website and contact the

Student Services office.

4. From the “Make your selection” area, select your course request

preference.

e By Reference — A list of all courses in alphabetical order

¢ By Requirement Areas — A list of courses based on the
selected diploma requirement area (Math, Science, French etc)

e By Custom — A list of courses that matches with what you enter
in the blank field. For example, if you type “ENG”, the
application will display only the courses starting with “ENG”




10.

After a selection preference is selected, you can start entering courses
by selecting a course and clicking on the “Add” button. With every
course added, the lower portion of the “Course Request” tab displays
all your selection.

When a course is highlighted/selected, the right hand side displays the
course title and credit value for this course.

. To remove a course request from the selected list, click on the radio

button besides the course on the left hand side of the list and click on
the “Remove” button.

The “Clear” button can be used to remove all course requests in the
“Make your selection” area.

When you are satisfied with your course request, click on the “Submit”
button to submit your request. An e-mail (using the e-mail account
provided by you in the registration) will be sent to you by the
application confirming your course request.

Once the course request is submitted, the “Report” button becomes
enabled. Click on this button to view your course requests and
print it. Once printed, you and your parent/guardian must sign
this confirmation and return it to your Period 1 teacher or to
Student Services.

How DO | CHANGE MY PASSWORD?

To change your password, click on the “Change Password” tab.

Enter your old password and the new password in the appropriate
fields.

Note: The “New Password” MUST be different from the “Old Password”,
otherwise the application WILL NOT accept it. Passwords must be 6 to
16 characters, including letters, numbers, and underscore (‘).
Passwords are case sensitive.

To clear data entered in any of the password fields, the “Clear” button
can be used.

Click on the “Submit” button to change the password.

Note: Please note that the “Submit” button will not be enabled if
your old password is the same as your new password.




WHAT DO I DO IF | FORGOT MY ACCOUNT INFORMATION?

4.

If you have misplaced your account information, you can make use of
the “Forgot Your Account Information” link located in the “Login” page
of the application to obtain a new password.

Click on the provided link to access the login page.

Click on the “Forgot Your Account Information” link.

Enter the required information, and then click on the “Submit” button.
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B Trillium Web Course Requests

Preferred Surname:*® Student Mao:**

Preferred First

Marme:*

Birth D ate:* DD AP Gender®
Security Question:
Please Answer your Security Question: Who was your childhood hero? Plesse confirrn pour identity by answering

[ —— Robin Hood information wil be sent to the email address

* - This field is rmandatory.
#% - Only ane of thess fislds is mandatory.

5.

Forgot Your Account Information?:

If you've forgotten your User Name andfor
GRS Password, plaase provide your student
information. Student Mo and GEN must be @
nurneric characters, no dashes.

your security question, Your account

you provided at registration.

Subrnit I Claar

If the required information is entered correctly, you will be prompted
to answer the security question you provided during registration.

Note: If you have forgotten the answer to the security question, it is

your responsibility to contact the Vice-Principal to obtain a new one.

Answer the question and click on the “Submit” button.

If the answer is correct, the application will assign a new password,
which will be sent to you using the e-mail account you provided.

Once you receive your new password, you can login to the application.

Note: For security reasons, it is recommended that when the
application assigns you with a new password, you login to the
application and change your password immediately.




