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Purpose Of This Document

The purpose of this document is to provide teacwdtsstep by step guidelines for
reporting absences using Omnivox.

% Note

The first thing you will do iseport your absence.
You will then decide whether or not¢ancel your class.

Reporting an abseneéthout cancelling your class implies that a substitute
teacher will be present.
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Logon To Omnivox

You can reach th&€eachers absences page by opening your web browser and going to
the Vanier College home page. Once there, sel@acT eachers Only and then click on
Cancelling Classes.

Click onOmnivox and you will go to the Omnivox logon page. If yish, you can
bookmark this page for faster access in the future.

Type in yourEmployee number andAccess code in the area reserved femployees.

Click on the arrow immediately to the right of thecess code box.

= Omnivox - Vanier College - Windows Internet Explarer

@@ x. |. hitps:f/test36 . omnivax.cafernpl/Default, aspxiRef=1641 1 45509428C=Y ANBL=ANG Y‘ %J #2 [ K] |Gongs | 2|
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Student number: |
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Cégep Vanier College PIN: | &
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No published news at this time Employees

Firsttime access?
Forgot your PIN?

Employee number : ||

1
e

Access code; |

First-tims acoess?

m Events Fargot your scosss code?

October, 2008 =3

[s{mjrjwir]e]s]

i3

The calendar has not yet besn
aafinad

Other services ¥
Acoess certain services not requinng jdentification or
requiring & perticular type of identification.

o Cancelled classes
Most up-to-date class canoellation list

About Omnivox...

Userfiiendly and cantinucusly evalving, Gmnivox was cested
in close collsboration with =ducstional circles. Da net hesitate
to It us Enow your comments of suggestions when using the
different services,

Bl Tmnivex, isit forme?
B How o scoess Omnivox?
O Hours of pparmtion

B  Any quesstions?
o

1 Sacurity snd configentiality

[%

€ Internet H100% o+
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Select “Teachers absences” From The Services Menu

Click onTeachers absences at the bottom right hand side of your screen.

/= Omnivox - Vanier College - Windows Internet Explorer

m - |. hitps:{/test36. omnivax.cafernpl{Gestion, ovxPRef=1402 1 667 33498 =Y ANAL =ANGEk= |}3 T
- !
File Edit  View Favorites  Tools  Help
— 1 3 »
e e |'Omva>’<—\l'an\e‘r College | | ﬁ ~ B = < |k Page v
: ELa = I
’
What's new ?
m Participate in the Car Pool service...
. I = few dlitis, you will be sbis to Identify other
Cégep Vanier College eticipant: living nearyou
Services
o LEA, the Omnivox Classroom
Crlins grad=book, Massages o students snd teachars.
Caurse documents, Absences follow-up, Assignments and
much more.
o Carpooling
Participate in the Car Progl servioe
= m Events Find caroolen
<= October, 2008 3= The calendar has not yet bean o Grades Review
OODEODEEE defined Follow-up.on your students’ grades review requssts
= MIO - Messaging In Omnivox
ol e Read end send MID
5 0.1 = Personal file
12 \T 18 Review and updets your persons| dats
- -y, e o Results - Assessments and Final grades
" el b Acosss your Assessments and Final grades
£ : o Schedule and office hours
Visuslize your schadule
= Students list
Wisw your stiidents lists
m Surveys and Polls
Sorry, this servics is cumantly unavailsbie
m Teachers ahsences
Signal an aos=R")to the Colleg=. If 2 course is canoeli=d
your students will = informsd in advanos
-
Done € Internet +o100% -
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Define Your Absence

Select The Date Of The Absence

Click on the pull-down menu entitlddate of the absence: to select the date for which
you will be absent.

(= Teachers absences - Windows Internet Explorer

m = | @ hetps:/testas omrivox.cafempljabp 7Ref=1 735363030406 C =V ANBL=ANGRE=T %[ & [#2][x] [cocqe [2]]
=3 SR LS
© Fle Edt View Favorites Tods Help
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Omnivox TEST

Serving the College Community

3 Back to the main menu

Step 1 - Definition of the absence

Date of the absence: Thu October 2 2008 v
Thu September 25 2008
Type of ahsence: Fri September 26 2008

Maon September 23 2008 3 -
Tue September 30 2003 ZI to |j|
Wed October 1 2008

Thu Ociober 22008 [%

Reason:

Fri October 3 2008
Man October 6 2008

Tue October 72008 - ]
Wed October 8 2008 Next step >>

Thu October § 2008

€ Internet Hioowm v
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Select The Type Of Absence

You have the option of reporting an absence fogrative day or for part of a day.

Cancellation For An Entire Day

As Type of absence, select Wiole day as shown below.

(= Teachers absences - Windows Internet Explorer

@:ﬁ * |. https:HtestSG.nmniunx.call'emplfahp'fll’?Ref.:170806728112&C=VANS¢=ANG&E=T Y‘ &i_‘f}i X_; |,-__-.r-;|; |.|-D I'_‘
e e ==

© Fle Edit View Favortes Tods Help

»

e ‘.B_E|-:|.Qﬁaﬁi\?ﬂb’c;ff_anlel‘_tﬂl[egb'

Omnivox TEST

Serving the Callege Community

- |5 Page +

I.Te_.achers.a_bsﬁ_ncg_s. @ - B =

x ‘ 8 Warier Colisge Prionebock

) Back to the main menu

Step 1 - Definition of the absence
Date of the absence: Thu October 2 2008 .

Type of absence: & Whole day

O Partial absence fram Ijl to | v
Reason: Sickness »

Next step >3

Done

| € Tnternet Hioowm v
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Cancellation For Part Of A Day

As Type of absence, selectPartial absence from as shown below.

(= Teachers absences - Windows Internet Explorer

P | @ https:itest3s omrivox.cafemplfabpf f7Ref =1 705067281 128C=VANBL=ANGEE=T bl @.iﬂl 5_ [gocge |_£-E\

File Edit View Favartes Tools  Help

o ‘g_g |-| ® Ornnivie - Valer Collegs

Omnivox TEST

Serving the College Community

#® Teachers sbsences.

) Back to the main menu Comments auit (3

teacher Webster, Harry (7000}, dept. Psychology

Step 1 - Definition of the absence
Date of the absence: Thu October 22008 v

Type of absence: O Whole day

(@ Partial absence from to |12'ﬂ'|1 v
Reason: [Sickness ] %

~ Nextstep>> |

€D Internet Hi00% r

If and only if you have selected a partial absence, you musitsgéating and ending
times for the absence.
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Select Starting Time
Select the starting time as shown below.

Teachers absences - Windows Internet Explorer 0500 Fa
0330

S

> |. hitps:{[test36. omnivax. cafempl{abpf?Ref=1 735369830408 =\ ANRL =ANGEE=T

09.00

0930

Edit  View

: File

Favorites  Tools  Help

10:00

fces

W Ny |.TE.aEhe_

10:30
1100

Omnivox TEST

Serving the Colleae Community

2 Back to the main menu

Step 1 - Definition of
Thu October 2 2008

O Whole day
@ Partial absence from

Sickness My

Date of the absence:

Type of absence:

Reason:

1230

11:30
1200

13:.00
1330
1400
1430

15:00 |

15:30
16:00
16:30
17.00
1730
18:00
18:30
15.00
15930
20:00
20:30
2100
2130
2200
2230 »

Su

o [E0

per User . Steve

~ Next step ==

| 100%

| e Internet
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Select Ending Time
Select the ending time as shown below.

{= Teachers absences - Windows Internet Explorer 08:30 &

09:00
ﬁ@ - |. https:/{test38 omnivax.cafempl/abpfi?Ref=1402 181043452 =Y ANBL=ANGEE=T 09:30
10:00
© File  Edit View Favorites Tools  Help 10:30
0 11:00

= |.Tsadhersabsemces'

11:30

Omnivox TEST

Serving the Colloge Community

per User: Steve
(3 Back to the main menu :E% Comments  Quit &3
15:30
16:00
16:30
17,00
Step 1-Definition oftheabsenchE MM |

18:00

— 18:30
Date of the absence: |Fr'[ October 3 2008 v| 19.00
1930

Type of absence: O Whole day 33%

@ Partial absence from to (21:00
nao |1
22:00

2230 =
2300 »

Reason: | Sickness ¥ I

Next step >>

€D Internet i »
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Select The Reason For Your Absence

Now that you have selected the type of absencetiine to indicate the reason for your
absence. Choose from the options shown below.

(= Teachers absences - Windows Internet Explorer

m - |. hitps:{/test36 . omnivax. cafempl/abpfi7Ref=17 35369530408 =\ ANBL=ANGEE=T 9‘ @‘j‘i ‘ij |".'-\Z-Zi+ |£ [=

© File Edt View Favorites Tools  Help

s e |.T§a:ﬁqtﬁ‘ahi_éms | | ) =

Omnivox TEST

Serving the Colfege Community

) Back to the main menu

Step 1 - Definition of the absence

Date of the absonce: [Th October 22008

Type of absence: & Whole day

O Partial absence from l:l to | ¥
Roason

Sickness

Personal

Death in the family
Cther

| € Internet F100% T .

You have now defined your absence.

Click onNext step to proceed t&€Cancel Your Class.

Page 11 of 19



Confirm Your Absence
The Selection of the class cancellations screen will appear.

Now that you have indicated tidate, time andreason of your absence, you must
confirm your absence(s).

%‘ Note

The classes listed on the screen below are tesadahat coincide with the date
and time of your chosen absence(s).

= Teachers absences - Windows Internet Explorer

— —— =
@'C 4 = | httpsiJftestds.omrivox.cafemplfabpF{PRef=14021BL04HBRC=Y AN —ANGBE=T w8 | [*)[x] [soome |21+
. y L

i File Edit Yiew Favarites  Tools  Help

| W |.TE_arJ1ér5 abserices [_| w8 dnh ~ i:_i‘;Eag@ T ”
Omnivox TEST

Serving the Coliege Community

Super User: Stave
() Back to the main menu

- Comments Quit a

Step 2 - Selection of the class cancellations

The system has detected that your absence coincides with the following classes which you were supposed to give.

I you wish, you can leave a detailed ge to your students by clicking on the icon located to the right of a
cancelled class.

Please check the courses which will not be taking place :

s Message left:
Date and time Course number Gr. Course name g4
to students
[] Octater 32008 from 0830 tc 10h0D 350-102-VA D0BIE  Introduction to Psychology D
[] Octater 32008 from 0830 tc 10h0D 350-H5A03 D0BIE  Introductary Psychalogy D

Nedsip>>

& Internet +100%
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Select The Absence You Wish To Confirm

Report Your Absence And Cancel Your Class

Click in the box beside the class you wish to cgraeshown for thérst class listed on
the screen below. You can select one or more ofldeses listed on your class
cancellation screen.

Report Your Absence With A Substitute Teacher Present

Reporting an absenedthout cancelling your class implies that a substituéeber will
be present.

Leave the box beside the class for which you vélabsenblank, as shown for the
second class listed on the screen below.

Omnivox will not allow you to leave a message fouystudents telling them that you
have arranged for a teacher substitution.

(= Teachers absences - Windows Internet Explorer

@,ﬁ g |. https:/ test36.omnivox. cafempl/ abpfi?Ref=1402 151043458 =" ANAL=ANGEE=T
ok

¢ File Edit  Wiew Favoribes Tools  Help

o iy 1 o
A | @ Teachers absences

Omnivox TEST

S=rving the Coliege Gommunity

() Back to the main menu Comments aquit 3

Step 2 - Selection of the class cancellations

The system has d d that your ab incides with the following ¢l which you were supposed to give.

IF you wish, you can leave-a d
cancelled class.

d by clicking on the icon located to the right of a

iled ge to your

Please check the courses which will not be taking place :

Date and time Course number Gr. Course name Message fefy

to students
% Octobar 3 2008 from 0830 to 10000 350-102-VA 00888  Inweduction to Faychology D
[] Ocober 32008 from 08A20 to 18000 380-H5A.03 00836  Inweductory Psychalogy D
<< Previous step Nextstep »>
& Tnternet & oo -
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Add A Message For Your Students

If you wish, you may add a message for your stuglpattaining to a given class
cancellation.

To do soafter selecting which class you wish to cancel, clicklvenmessage icon for
that class under thé essage |eft to students heading.

% Note

As mentioned in the previous section, You can ¢edye a message for your
students if you are cancelling a class. You caleste a message regarding
teacher substitution because the class has notdaeeelled.

/= Teachers absences - Windows Internet Explorer

@._;—; - |. hitps:{/test36 . omnivax. cafempl/abpfi7Ref=0002 365904478 =\ ANSBL=ANGEE=T v\ &.‘ﬂ = !-_--‘:-s+ | » !'\

File Edit View Favartes Tools  Help

o ‘ggi.|Evamg’;’c‘uhge.phan-gb'mok_ |.Teachers¢_,s_e_nce_s x‘ | B i - |-k page -

Omnivox TEST

Serving the Colfege Community

Super User : Steve

\» Back to the main menu
L
Step 2 - Selection of the class cancellations
The system has detected that your absence coincides with the following classes which yeu were supposed to give.
If you wish, you can leave a detailed ge to your students by clicking on the icon located to the right of a
cancelled class.
Please check the courses which will not be taking place :
’ Message left
Date and time Course number Gr. Course name o students
Odiober 8 2008 from 10h00°ta 11h30 2E0-102-VA 00825 Introdudtion to Psychology %
[T] October 2008 from 10A00°ta 11h30 250-H5A-03 00825 Introductory Psychalogy D
[T] October 2008 from 08720 °ta 10h00 2E0-102-VA 00887  Introdudtion to Psychology D
[T] October 2008 from 08720 °ta 10000 250-H5A-03 00887  Introductory Psychalogy D
Nesisip> |
o
€ Internet F100% T .
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This will open thd. eave a message to the students window below. Type in whatever
message you wish to leave for them and dbék

/= Teachers absences - Windows Internet Explorer

|. https! fitest36, omnivios cajemplfabpf iSaisieComment aire, oy ndx=08Ref=1721 222607248 V| ﬁ] |
Leave a message to the students

Please enter the message below:

Gone fishin'

This message will be addressed:

(¥} only to the current class

() ta all the currently selected classes

[Ok] [ Cancel ]

€ Internst +100% -
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Once you have submitted your message to the ssjdent will see thé/essageto the
studentsicon change to yellow. The message will appeaeutiteDate and time
column of the appropriate course with an arrow pogto it.

(= Teachers absences - Windows Internet Explorer

G‘\’—_q‘ - |. https:HtestSG.nmnivnx.cafemplfahpfﬁRef:170806?28112§C=\MNS¢=ANG&E=T "‘ g |Z‘? x| |- aogle
= 3|

File Edit View Favorites Tools  Help

W ‘BE|- |.Ogﬁnivnx—Vanlet.Cnl|ege | # Teachers absences x ‘ B Yanier Collegs Pionsbiock i ‘ - i - |5hpage -

Omnivox TEST

Serving the College Community

Super User : Steve
> Back to the main menu Comments Quit @

teacher Webster, Harry [7000), dept. Psychalogy

Step 2 - Selection of the class cancellations

The system has d d that your ab: incides with the following cl which you were supposed to give.

If you wish, you can leave a detailed ge to your stud by clicking on the icon located to the right of a
cancelled class.

Please check the courses which will not be taking place :

Date and time Course number Gr. Course name Message laft

to students
Octoter 3 2008 from 08730 to 10h00 250-102VA 00887  Inwodudtion to Peychology %
by Gons= fishin
[ Gcicber 3 2008 from 08h30 tc 10h00 3E0-HSAG3 D0BST  Intreductory Psychology D

N sizp >

Done € Internet H100% v .

%‘ Note

If you have more than one absence to confirm,aete steps outlined on pages
11 to 16. Once you have completed these stepdl fineaabsences you wish to
confirm, proceed t&€onfirmation of the absence.
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Confirmation Of The Absence

Click onNext step to proceed to th€onfirmation of the absence page. You will see an
absence summary. To confirm your absence(s), gaterSuper User password in the
box provided.

/= Teachers absences - Windows Internet Explorer

@T\j > |. hitps:{[test36 . omnivax.cafempl/abpf?Ref=1 708067261 | 8=\ ANRL=ANGRE=T -"‘ @i‘ﬂi A | oogle |_,D !"
=3 e =

© File Edt View Favorites Tools  Help

W ‘gg|— | @8 Omives - varier coese: I.Teachers.a_bs_e_nce_s. % | B Varier Colege Pronehonk

Omnivox TEST

Serving the Collede Community

2 Back to the main menu

Please verify the information below once more, then enter your user name to confirm the absence.

Confirmation of the absence

Date of the absence: Thursday October 9 2008, whole day
Reason: Sickness
The following class will be cancelled:

Date and time Class Course name

Ortober 8 2008 from 08030 to 10R00 350-102-VA gr. 00837 Introdction ta Psjchology
L Gone fisnin

To confirm the absence,
enter your Super User password.

| € Tnternet H100% v .

Now click onConfirm.
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The Absence confirmed page will appear.

(= Teachers absences - Windows Internet Explorer

@":1 - |. hitps:{[test36 . omnivax.cafempl/abpf?Ref=1 708067261 | 8=\ ANRL=ANGRE=T
e

© Flle Edt View Favortes Tods Help

"‘ &-1_7” i_, |w|ﬁ PE‘

% & (5@

@ Omrivs: < Vanier College” I # Teachers absences.

x ‘ B Yarier College Prianebink | ‘ E T o R~ R i

Omnivox TEST

Serving the Caliege Community

Super User : Steve
& Back to the main menu

Thank you! The absence has been confirmed.
The class cancellation list has been udpated.”

The students sffected by the absence will be contacted by phone with the Omnivox.™* system

Absence confirmed
Date of the absence: Thursday October 9 2008. whale day

Reason: Sickness
Cancelled class:

Date and time Class

Course name
October 8 2008 from D30 to 10h00

350-102-VA gr. 00837
Ly Gone fiznin

Introdiiction ta Psychology

* Tnis izt is scosssitle to il students viz the Internat at the following address hitp)(t2st38 omnivox calestd PRaf=17241 267 Z2RC=VANEL=ANG
** In crder to be contacted by Omnivox, the students must have been pravi

1o the class i calling service

€M Internet 0w v

Print this page if you wish to retain a record otiyabsence(s).

Click onQuit in the upper right corner of your browser windaaekit Omnivox.
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What If | Make A Mistake?

& Caution

Onceyou submit your absence(s) via Omnivox, you cannot undo your
choice. If you make a mistake, please contact the peoplelisted in the table
below and inform them of your error.

Contact List
Name I nternal Number E-mail
Danielle Villemaire 7208 villemad@vaniercollege.qgc.ca
Angela Pacitto 7205 pacittoa@vaniercollege.qcica
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