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Halton Catholic District School Board

Dear Student,

Welcome to Module 1 at Thomas Merton Oakville located at 255 Morden Rd. Our Module 1 classes begin on
Wednesday, September 7, 2022 through to Friday, October 21, 2022. Morning classes run from 8:20 a.m. — 11:53
am and afternoon classes run from 12:25 pm —3:58 pm.

Classes will be delivered in a blended/hybrid format which combines face-to-face learning and remote/on-line
learning in a synchronous and asynchronous environment. The face-to-face classes will be Monday — Wednesday
and on-line classes Thursday and Friday.

Teachers will use a variety of tools and strategies to support both face-to-face and remote learners. You will be
using the Brightspace (D2L) Learning Management System that will contain information and resources relating to
your classes as well as Microsoft Teams to support synchronous and asynchronous learning components. Please
see the attachments for information regarding logging in and technical support.

If you are new to the Halton Catholic District School Board and to the Thomas Merton Centre, there is a possibility
that your Office 365 account, which you will need to access D2L and Microsoft Teams, may not be available to you
on the first day of Module 1. In this event, your teachers will be providing you with the materials and resources
you will need through your personal e-mail address that you provided at the time of your registration.

The Ministry of Health has created a screening tool to help you if you are feeling ill. You are encouraged to
complete the COVID-19 School Screening Tool before leaving home for school each day.

If you are not attending classes, you must call the main office and let us know! 905-849-7555

Should you encounter any problems or difficulty connecting with your courses, teacher contact information is
available in the table below for any required assistance. All the best for a successful module!

COURSE TEACHER CONTACT INFORMATION
ELS201.1 Ms. A. Babic babica2 @hcdsb.org
HIP401.1 Ms. C. Blundy blundyc@hcdsb.org
NGC40 (Co-op) Ms. E. Bracco braccoe@hcdsb.org
MBF3C1.1 Ms. E. Cimera cimerae@hcdsb.org
NBE3U1.1 Ms. L. Kendry kendryla@hcdsb.org
NBE3C1.1 Ms. A. Mannarino mannarinoa@hcdsb.org
NGC40 (Co-op) Ms. A. McLean mcleana2 @hcdsb.org
HHS4C1.1 Ms. J. Procopio procopioj@hcdsb.org
SCH3U1.1/SCH4C1.1 Ms. L. Provost provostl@hcdsb.org
SNC4M1.1 Mr. J. Shirton shirtonj@hcdsb.org
MFM2P1.1/MEL3E1.1 Ms. B. Staboon staboonb@hcdsb.org
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How to Log into Your Course:

Please note, Google Chrome and Mozilla Firefox web browsers are strongly recommended. Older versions of
Internet Explorer are not supported by D2L.

Step 1: Logging into Brightspace (D2L)

To log into Brightspace (D2L), students need to use their Office 365 e-mail that was issued upon registration with
the Halton Catholic District School Board. The login account format is:

firstname.lastname.3digits@students.hcdsb.org.

This is what students will use to log into Brightspace (D2L) plus their password. This is the same password students
use to log into their school account.

To log onto Brightspace (D2L), you can use one of two methods:
Method 1:

e Go to https://hcdsb.elearningontario.ca/d2l/home
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e Enter your Office 365 e-mail and password, for example:

Username: John.Smith.000@students.hcdsb.org
Password: 123456000 (The last 3 characters of the password are in the email)

If you do not know your Office 365 e-mail and password, you can get this information from your
classroom teacher from the contact information above on the first day of classes.

If your Office 365 e-mail and password are not available for you yet, your teacher will be providing you
with resources and materials that you will need until you receive you Office 365 e-mail and password.

e If you lose or forget your password, you can have your password reset by emailing Sonia Ellison
(ellisons@hcdsb.org).
e To update your password, visit https://adfs.hcdsb.org/adfs/portal/updatepassword/

e Tofind your course, click on the waffle 888 and search “2223 [your course code]” (e.g. 2223 MBF3C).
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Got questions?

Got questions?

e Locate your course by referencing the course code and click on it. This will take you to your Brightspace
(D2L) home page.
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o Note that your course will not be visible until the first day of the module.



Method 2:
e Gotowww.hcdsb.org

e You will see “Students” in the top left-hand corner of the Main Board website. Click on it to enter the

page.
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e You will arrive on the following page where you have the option to sign into D2L.

Students
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When you try to access D2L from a home computer, you will see the following screen appear:
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Sign In with your HCDSB username and password

Username

Password

Sign in

You may enter your username in either the
domain\username format or UPN format

Examples:
-HCDSB\username
~email@staff.hedsb.org
-email@students.hcdsb.org

Forgot your password? Reset it here.

Sign in using the Office 365 email and password provided by the teacher, for example:
Username: John.Smith.000@students.hcdsb.org

Password: 123456000 (The last 3 characters of the password are in the email)

If you do not know your Office 365 e-mail and password, you can get this information from your
classroom teacher from the contact information above on the first day of classes.

If your Office 365 e-mail and password are not available for you yet, your teacher will be providing you
with resources and materials that you will need for the first few days until you receive you Office 365 e-

mail and password.

If you lose or forget your password, you can get your password reset by emailing Sonia

Ellison (ellisons@hcdsb.org)
e To update your password, visit https://adfs.hcdsb.org/adfs/portal/updatepassword/
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To find your course, click on the waffle 883 and search “2223 [your course code]” (e.g. 2223
MPM2D1).
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Locate your course by referencing the course code and click on it. This will take you to your Brightspace
(D2L) home page.
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Note that your course will not be visible until the first day of the module.



Step 2: Logging into Microsoft Teams
To log into Microsoft Teams:

e Once you have signed into D2L, you will see a Navbar with different icons at the top of the page. When
accessing the Teams meeting, you want to click on the Teams meeting link icon like the one below:
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e After you click on the Teams meeting link icon, another web browser tab will open with the following

information:
Open Microsoft Teams?
Download the Windows app
\ 4 Use the desktop app for the best experience
HOW dO yOu wa nt tO jOin Continue on this browser
yoU r Teams meeti ng? No download or installation required

* Open your Teams app

Already have it? Go right to your meeting

e  You can either continue using the web browser to access the Teams meeting or switch over to the
Microsoft Teams App. For the best experience, it is recommended to use the Microsoft Teams App if
possible.

How to Install the Microsoft Teams App

e If you do not have the Microsoft Teams App installed on your device, click on the following link to
download it:

https://products.office.com/en-ca/microsoft-teams/download-app



https://products.office.com/en-ca/microsoft-teams/download-app

Download Microsoft Teams

Connect and collaborate with anyone from anywhere on Teams.

Download for desktop | Download for mobile |

Click “Download for desktop” then download and run the Microsoft Teams installation program. You
should not need to change any of the settings or press any buttons. You can also download the Microsoft
Teams App on your mobile device.

Once installation has finished, the following window will appear. Enter your HCDSB Office 365 email
address in the field (i.e. John.Smith.000@students.hcdsb.org) and click “Sign in”.

Enter your work, school,
or Microsoft account.

Sign-in address

You will notice another window appear prompting for your HCDSB Office 365 password. Enter your
password and click “Sign In”.

CATHOLIC | |¢p

it your HCDSB usemame and passward

The Microsoft Teams App will then load on your device. You can also check the calendar in the Teams App
for any invitations to Teams Meetings.




Office 365 Home Install Instructions

Every student in the board receives 5 downloads of Office 365 for Mac and/or PC!

All you need to do is go and sign into Office 365 using your HCDSB Office 365 email address.
Example: john.smith.000@students.hcdsb.org.

Once you are logged into Office 365, in the top right corner you will see this box:

-t

Install Office v

Office 365 apps
* J Includes Outlook, OneDrive for Business,
- Word, Excel, PowerPoint, and more.

SharePoint Other install options

9 Select a different language or install other
apps available with your subscription.

Click on the drop down and select “Office 365 apps”. You can then download; run the installer
and you are good to go!

PLEASE NOTE:

Please note that your course will not be available until the first day of summer school, but you
will be able to log onto Brightspace (D2L). You can see a variety of supports under “Resources”
on the homepage.

You may wish to view video tutorials on the Brightspace channel on Youtube:

https://www.youtube.com/channel/UCLSxTdOzKAFOCZjXav1laCRQ

Another useful resource from Brightspace is: https://tinyurl.com/yavkpy36
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