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Abstract
The MyDay portal will provide just about everything you need to access in an easy to use format,
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2 WHAT Is MYDAY

The MyDay product is a cloud based system which will provide UWTSD staff and students with a new, simple
way of accessing key online services and information in one convenient location. The MyDay portal will allow
access to services such as Email, Moodle and Library while at the same time providing the latest information,
forms, procedures, news and developments of the University.

The portal will provide just about everything you need to access in an easy to use format, you can access it on
your computer, laptop, tablet or smartphone. MyDay is available on and off campus; all you need is your new
Office365 login details as provided by IT (your new email address format @uwtsd.ac.uk).

MyDay has two core components, tiles and lists. Lists are generally placed at the bottom with tiles located at the
top. Tiles can be of two types, live and linker. Clicking on a tile reveals a “modal” which shows additional
information beyond the initial tile.

The MyDay web portal will replace both the Staff Portal in Swansea and the Intranet in Carmarthen, Lampeter,
Cardiff and London as of 12th February 2015.

MYDAY.UWTSD.AC.UK
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3 How TO ACCESS MYDAY

MyDay is currently a web based portal, however we are working on an App version which will be available to all
staff and students with iOS, Android or Windows.

There are many ways to access MyDay:
On-Campus

1. Select the Internet Explorer web browser on your PC,
the MyDay portal will appear as your default homepage

2. Oncampus PC’s, the MyDay icon will be located on your desktop .

Select this icon and MyDay will open up in your default browser &
MyDay

3. If you are using Firefox — Type in the address bar myday.uwtsd.ac.uk. This will take you to a sign-in
page.

[ SignIn x

& - C' | [} htipsy//stsuwtsd.acuk/adfs/ls/?wa=wsignin1.0&wtirealm=urn:federation:MicrosoftOnlinewctx=wa%3Dwsignin1.0%26rpsnv%3D3%261ver%3D6.1.6206.0%26wp%3DME 17| =
W PumsGoLOMRU
Y Drindod Dewi Sant
UNIVERSITY OF WaLES
RN Trinity Saint David

Sign in with your organizational account

Sign-in to your UWTSD Office 365 account using your
new University email address @student.uwtsd.ac.uk
Click here for more information about your Office 365.

©2013 Microsoft  Acceptable Use Policy  Contact UWTSD IT Service Desk

- 8 @

Enter your Username (@uwtsd.ac.uk for staff or @student.uwtsd.ac.uk for students) and Password,
then click Sign In

MYDAY.UWTSD.AC.UK
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Off-Campus

1. Using your preferred web browser — Type in the address bar myday.uwtsd.ac.uk. This will take you to a
sign-in page.

[ Signin
&« C | [3 httpsy/sts.uwtsd.ac.uk/adfs/Is/?

PivsGoLoRY
Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David

Sign in with your organizational account

Sign in

Sign-in to your UWTSD Office 365 account using your
new University email address @student.uwtsd.ac.uk
Click here for more information about your Office 365.

© 2013 Microsoft  Acceptable Use Poiicy  Contact UWTSD IT Service Desk

PO |

1
18/02/2015

Enter your Username (name.surname@uwtsd.ac.uk) and Password, then Sign In

4 HAVING PROBLEMS ACCESSING MYDAY

If you have any problems signing in or using MyDay please contact:
ITS Service Desk

Swansea Campus
01792 481134 (ext. 4134) | helpdesk@sm.uwtsd.ac.uk

Carmarthen, Cardiff, Lampeter and London Campus's
0300 500 5055 (ext. 5055) | ITServiceDesk@tsd.ac.uk

Log a ticket in WebHelp - https://webhelp.tsd.ac.uk

E-mail - myday@uwtsd.ac.uk

MYDAY.UWTSD.AC.UK

TEL: 01792 481089 | EMAIL:
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5 MyDAY HOMEPAGE

5.1 STAFFVIEW
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= cEnglish Cymraeg Academic Office - Swyddfa Academaidd  Finance - Cyilid HR-AD  Registry - Gofrestrfa  Quick Links - Cysylitiadau Cyflym

News Room
University Announcements

Welcome to myd o \VAl

.J Offlce 365 OneDrive
7

Your New Staff Portal

ITS - Servic...
7

Enhanceme...

&

University of Wales Trinity Saint David ranked 1st
in Wales and 8th in the UK for Environmental
Performance

Over ' week 3go

Today {January 20th), it's been announced that UWTSD has wen = _ 5
R G N ¢ S S recent wesks Tumnitin have baen experiencina oroblems with

Menu, Tiles and Lists include:

1. English 2. Welsh 3. Academic Office
4. Finance 5. HR 6. Registry

7. Corporate Services 8. Health & Safety 9. Quick Links

10. Newsroom 11. OneDrive 12. Moodle

13. Mail 14. Calendar 15. People

16. TEL 17. ITS —Service Desk 18. RIES

19. Library 20. VocalEyes 21. Social Media
22. Student Services 23. Life Design 24. Health & Safety
25. Enhancement Unit 26. PGRO 27. News (list)

28. Announcements (list) 29. Twitter (list)

MYDAY.UWTSD.AC.UK
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Search this site

IYimyday

Mail
Moodle Update

Information Technology & Systems
Thursday 8th January 2015 15:59

Library Regulations

University of Wales Trinity Saint David ranked 1st
in Wales and 8th in the UK for Environmental
Performance

Over a week 3go

Today (January 20th), it's been announced that UWTSD has won
Saes Clace Muuced and hoc by Lod Qsh ous of 451

] Office 365

Balance
Nearly Ready

4 Announcements

Turnitin service

Over 3 week ago

The Turnitin servics is externally hostzd and is cccasionally
subject to disruption for reasons beyond the Universi
control. It has come to the attention of the University thatin
recent weeks Tumitin have baen experiencing problems with

Menu, Tiles and Lists include:

1. MyDay Cymraeg

3. IT Service Desk
5. OneDrive

7. Mail

9. People

11. Moodle

13. Regulations
15. MyTSD / QLE
17. Life Design
19. News (list)
21. Twitter (list)

MYDAY.UWTSD.AC.UK

TEL: 01792 481089 | EMAIL:

2. MyDay English
4. Accommodation
6. Tasks

8. Calendar

10. Balance

12. Library

14. Social Media

16. Student Services

18. SU

20. Announcements (list)
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6 SWITCHING LANGUAGE

MyDay is available in English and Welsh.

To change the language, choose from the option on the main menu bar.

=  English Cymraeg

7 MyYDAY PORTAL — RESPONSIVE DESIGN

The MyDay interface is designed primarily for easy user experience, you can access the full feature set of the
platform on all devices from mobile to desktop using the responsive design of the MyDay page.

The page layout will automatically change depending on what device you are using.

% Prifysgol Cymru
Y Drindod Dewi Sant
8 ¥ University of Wales

() Prifysgol Cymru Trinity Saint David
¥ Drindod Dewi Sant
%9 University of Wales

Trinity Saint David

——

Welcome to m Mm

gistry - Gofrestrfa

yday B2 —

LAMPETER News Room
walesonline - News
RSS feed from Wales Onine

BOOK HERE,

OneDrive
aa

David Starkey
Monday 9th March 2015 1156

UWTSD BA Art and Design Students
ned to Create Trophies for a National

UWTSD Proudly Spansar the One-Man-Shaw
Celebrating the Life of Ray Gravell

MYDAY.UWTSD.AC.UK
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The staff document repository stores all staff related information and documents.

8 STAFF DOCUMENT REPOSITORY

The departments which provides staff specific information, documents and forms are located within the main
menu bar at the top of the MyDay page.

= English Cymraeg Academic Office - Swyddfa Academaidd  Finance- Cylid HR - AD  Registry - Gofrestrfa  Quick Links - Cysylitiadau Cyflym

WAy AR e

To find out more, or retrieve a document/form, select the appropriate department from the menu and the
specific page will open.

e.g. This is the Finance page, where forms and documents can be viewed and downloaded

b g Prifysgol Cymru
£ Y Drindod Dewi Sant

2@ University of Wales  FiNance
Trinity Saint David

= Academic Office - Swyddfa Academaidd = Finance - Cylid = HR-AD  Registry - Gofrestrfa  Quick Links - Cysylltiadau Cyflym
Welcome to Finance | Croeso i Adran Cyllid

The Finance Department aims to support the University in planning, managing and maximising value by providing a cost effective, efficient and professional financial
service which includes advice, direction, guidance and support to all members of the University in order to achieve its objectives in a sustainable, controlled and
accountable way.

MNed yr Adran Gyllid yw cefnogi'r Brifysgol wrth iddi gynllunio, rhecli a manteisio i'r eithaf ar werth trwy ddarparu gwasanaeth ariannol cost effeithiol, effeithlon a
phroffesiynol sy'n gymnwys rhoi cyngor, arweiniad, canllawiau a chymorth i holl aclodau'r Brifysgol er mwyn cyflawni ei hamcanion mewn ffordd gynaliadwy, recledig
ac atebol.

Quick Links | Cysylitiadau Cyfiym

» BluQube

* Datganiad Ariannol

+ Financial Statements + Cynlluniau Fficedd

+ Fee Plan

Documents
@ new 2 upload

v [0 Name

Using BluQube - Defnyddio BluQube
Financial Regulations - Rheoliadau Ariannol
Payment Run Calendar 2014

Payroll Calendar 2014
Cash Voucher
Corporate Hospitality and Gifts

New Supplier Account Request Form
Requisition Form
Travelling and Expenses Claim Form

Advice Note

L - T T T

Carmarthen-Lampeter Monthly Timesheet

MYDAY.UWTSD.AC.UK
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The Quick Links page provides all the links to functional systems used by the universty including a shortcut to

individual Faculty and Department webpages on the main UWTSD website.

e.g.

b % Prifysgol Cymru
" | ¥ Drindod Dewi Sant

W& Universityof wales  Quick Links - Cysylitiadau Cyflym L

Trinity Saint David

= Academic Office  Environment  Finance

Quick links | Cysylitiadau Cyflym

Systems
Agresso QLE
BluQube
Celcat
Dipace
Estates & Facilities HelpDesk (Swansea)
Faculty Query System
Image Archive

MIR

Moodle (Carmarthen/Lampeter/London)

MyTsD

Personnel Director

RegWeb

T4 CM5S

UWTSD Telephone Directory
V4 - Paperless Admissions
Wehicle Hire Request

.
.
.
.
.
.
.
.
.
* Moodle (5w
.
L]
.
.
.
.
.
+  Website | Wefan

Academic Office

Canolfan Peniarth

Corporate Services

Finance

Human Resources

Information Technology 8 Systems
Marketing and Recruitment

+ Registry

Technology Enahnaced Learning

Faculties (website)

Faculty of Architecture, Computing and Engineering
Faculty of Art and Design

Faculty of Busines and Management

Faculty of Education and Communities

Faculty of Humanities and Performing Arts

STUDENTS DON'T HAVE PERMISSIONS TO VIEW THESE PAGES, THEY ARE STAFF ONLY UNLESS OTHERWISE

SPECIFIED.

MYDAY.UWTSD.AC.UK
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9 BANNER AND ANNOUNCEMENTS

MyDay offers a great way of disseminating news throughout the university. There are different ways MyDay can
help with announcements and publicising information that could benefit staff and students.

9.1 BANNER SLIDER
The banner which is located at the top of the MyDay page can be used to advertise events, new resources,
announcements etc. to staff and/or students.

=  English Cymraeg Academic Office - Swyddfa Academaidd  Finance- Cyllid HR-AD  Registry - Gofrestrfa  Quick Links - Cysylitiadau Cyflym

News Room

Get your FREE copy of News - University of Wales Trin..
Office 365 ProPlus

University News

Find out how...
OneDrive

The graphic located here can have a URL attached, which will allow the user to click for more information. The
URL can be internal or external i.e. can be linked to a university webpage, Eventbrite or even a social media site.

Prifysgol Cymru

22N ¥ Drindod Dewi Sant
Y University of Wales COURSES ~ THEUNIVERSITY ~ STUDENTLIFE  INTERNATIONAL  RESEARCH  BUSINESS  ALUMNI
Trinity Saint David

UWTSD Home / The Uni / Py Serv na e / Microsoft Student Advantage

» Office 365

» Microsoft Student Advantage

Give me
my Office.

» Getting Connected

* IT Services

Great news! With Microsoft's new Advantage scheme, we're now able to
> Using the IT Facilties provide Microsoft Office 365 Pro Plus to all Students and Staff for no

* Help and Support Charge‘

* Training

What's included with Office 365 ProPlus subscription license?

» Student Essentials

D EREDPEPDE DRI

Word Excel PowerPoint OneNote Access Publisher  Outlook Lync InfoPath

To advertise within the banner, you would need to send the graphic (English AND Welsh versions) that is
740x244px with all the necessary details and also a URL (the website address in full) to more detailed
information to myday@uwtsd.ac.uk

MYDAY.UWTSD.AC.UK
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9.2 ANNOUNCEMENTS LIST

. . . 4 Announcements
The Announcements list allows more detail than a graphic.

Robert Owen Challenge Cup 2015

. . . . . minutes ago c
Within an announcement you can include all the information . . _ 34
The Robert Owen Challenge Cup is an annual entrepreneurial
Includlng any URL’S, contact detalls, addresses etc. competition run by the Swansea Business School and supported -
by the Chartered Institute of Management Accountants (CIMA) _:
Each announcement will appear in date order of creation, so and Chartered Management Institute (CMil.The Challenge is h
e . . . A
that the most recent additions will appear at the top. Turnitin service 2
Over a week ago
A summary Of the announcement W|” appear W|th|n the ||St on The Turnitin service is externally hosted and is occasionally R
subject to disruption for reasons beyond the University's ]
the MyDay homepage, to read more, the user would select the control. It has came to the attention of the University that in a
. . . recent weeks Turnitin have been experiencing problems with si
announcement they are interested in and a pop up will appear a6
that contains all the information. UWTSD Careers Service
Over a3 week 3go !
Welcome everyone! Don't forget the UWTSD Careers Service is J

<4 Announcements

The Robert Owen Challenge Cup is an annual entrepreneurial competition run by the Swansea Business School and supported
by the Chartered Institute of Management Accountants (CIMA) and Chartered Management Institute (CMI).

The Challenge is designed for students aspiring to set up in business. Successful winners have included a women's gym, a
mobile photography studio and a children's fitness camp. It is open to individuals and teams of up to 6 people who must be
current students of the University of Wales Trinity Saint David.

The student, or group of students, is asked to prepare a short summary of their business (no more than 500 words) via
surveymonkey (https://www.surveymonkey.com/s/828BBKQ).

The successful finalists will then be invited to pitch their idea to a panel of experts and answer questions that seek to clarify the
concept as well as receive advice from the experts.

Closing date: 271" March
Finals: 710 May

To advertise within the announcements section, you would need to send the information (English AND Welsh
versions) to myday@uwtsd.ac.uk.

MYDAY.UWTSD.AC.UK

TEL: 01792 481089 | EMAIL:
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The News List and NewsRoom are sections which displays news items supplied by the University and other
related sources such as BBC News.

10 NEws AND NEWSROOM

10.1 NewsLisT

The News list is an RSS feed of all the Press Releases created and published by the PR and Corporate
Communications department.

UWTSD BA Art and Design Students F The RSS feed pulls the news items that appear on the University
Commissioned to Create Trophies for a National M| .
c hy website.
ompetition

About 23 hours age . . . . .
Students at the University of Wales Trinity Saint David (UWTSD) The t|t|e and summary Of the news item appears W|th|n the News ||St,
studying BA Art and Design have been commissioned to create . .
and design trophies for ‘Guobrau™ Selar’, an awards night for ; to find out more, the user selects the news story and a new tab will
contemparary Welsh music bands 2nd artists . open within the browser that links directly to the full news item on
UWTSD Proudly Sponsor the One-Man-Show the website.
Celebrating the Life of Ray Gravell
About 24 hours age . . . .
The University of Wales Trinity Saint Davidl (UWTSD) hos taken The news list will appear in date order, most recent news will appear
c|.1 the '<.3|e of 'Head Coach' as the. Torch T."Eatre take the fiefd L at the top
with their one-man show celebrating the life of one of Wales's
most loved rugby players, Ray Gravell. <

kets- 15454896010 S

UWTSD Home / News and Events / Press Releases / Press Releases 2014

Press Releases 2014

» Press Releases View all news.

» Events UWTSD Proudly Sponsor the One-Man-Show Celebrating the Life of Ray
Gravell

GER ) wreets]  [80]  @Lswe) o0

The University of Wales Trinity Saint David (UWTSD) has taken on the role of ‘Head Coach’ as the Torch Theatre take the field
with their one-man show celebrating the life of one of Wales's most loved rugby players, Ray Gravell.

To add a press release / news story to the website and RSS feed, please contact PR and Corporate
Communications, Newyddion-News@uwtsd.ac.uk.

MYDAY.UWTSD.AC.UK

TEL: 01792 481089 | EMAIL:
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10.2 NEwsRoom

The News Room is a MyDay feature which manages news feeds. News can be managed within MyDay and
external feeds can be added/edited. The news feeds can be mandatory, opt-in or opt-out.

The NewsRoom feature is currently only available to Staff.

& News Room
E } Three UK girls "heading to Syria’
£ BBC News - UK / 8 minutes ago
~
J -
gl Care worker admits bleach murder bids
B BBC News - UK / 18 minutes ago
5 Injury probe at trampoline park
| BBC News - UK/ 21 minutes ago

SUILER LINIRS ~ YD YILaUad Yy

News Room
BBC News - UK

The latest stories from the UK
section of the BBC News web site.

o il

T LTS
ol i UK finances show £8.8bn surplus
% ]
5 BBC News - UK/ 22 minutes ago
\ . . e
] Mourinho 'ashamed’ of racist fans
BBC News - UK / 23 minutes ago

Married tax break registration opens
BBC News - UK/ 27 minutes ago

IEC)
PN TTT—

The NewsRoom tile is Live, so all new news stories will populate the tile in a slideshow fashion. To view more,
the user would need to click on the tile, which will open up a pop-up window (see above).

The icon on the left of the pop-up window E reveals the ability to filter the news feed view:

&= News Room

E SUBSCRIPTIONS &

© LATEST

News - University of Wales Trinity
Saint Dawid

BBC News - UK
Staff Bulletin
University Announcements

walesonline - News

MYDAY.UWTSD.AC.UK
TEL: 01792 481089 | EMAIL:
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Finally, the user can manage their subscriptions within NewsRoom, selecting the appropriate news feeds for
them.

e The padlock icon states the feed is mandatory e.g. Staff Bulletin is mandatory
e The tick v states you would like to opt-in
e The cross x states you would like to opt-out

News Room
All available feeds

Customise your subscriptions by selecting { «* / 3 ) the feeds you are interested in.

News - University of Wales Trinity Saint David

BEE BB
NEWS

B News Room

Ry
) £ " University Announcements
h

walesonline - News

To add a newsfeed / RSS to the NewsRoom tile, please send your request and the RSS Feed address to
myday@uwtsd.ac.uk.

MYDAY.UWTSD.AC.UK

TEL: 01792 481089 | EMAIL:
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11 ONEDRIVE

OneDrive (previously SkyDrive, Windows Live SkyDrive and Windows Live Folders) is a file hosting service that
allows users to upload and sync files to cloud storage and then access them from a web browser or their local
device.

You can access OneDrive from anywhere using any device. You can gain access through two ways:

OneDrive When you are in MyDay, select the OneDrive tile, this will take you directly into your OneDrive

G account.
OR

Select the App icon in the top left hand corner, your apps will appear. Select OneDrive from the options
provided.

finance - Cyllid  HR
g LATI
. b 4 6th
OneNote 20tk
Weord Online Excel Online i Online My apps 3

=TT =S fgg
DFSIGN

Once you are logged in, your screen should look like this:

Office 365 OneDrive

BROWSE | FIES  LBRARY

yel OneDrive @ University of Wales Trinity Saint David
Documents
Recent

@new 2 upload & sync

Shared with me

Fallowied v D neme Aocified S
Site folders Desktop e January 18 8 Onlyyou M Jones, Bethan
K Documents «. January 18 8 Onlyyou M Jones, Bethan
Downloads we January 18 @ Onlyyou M Jones, Bethan

¥ Groups MyDay « February 19 @ Onlyyou M Jones, ethan
Pictures e January 18 @ Onlyyou M Jones, Bethan

Projects. . February 26 & onlyyou Jones, Bethan

Shared with Everyone - September17,2014 & Shared Jones, Bethan

wEBsITE «. Sdaysago 8 Onlyyou M Jones, Bethan

2 TEL Document template ... February 26 8 Onlyyou M Jones, Bethan

B UWTSD-Logo «.. February 26 8 Onlyyou M Jones, Bethan

B UWTSD-Logo_White «.. February 26 8 Onlyyou M Jones, Bethan

MYDAY.UWTSD.AC.UK
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11.1 CREATE A NEW FOLDER
To create a new folder, click “New” and select ‘New Folder’ from the list:

= Office 365 OneDrive

| ELJONES, GEUIEN

P OneDrive @ Un  reate 3 new file X B | *
, |
Documents D(')Cu rT m S ord document | |Hame
| |
N @ new G o 1 &, INVITE PEOPLE
v D0 Shatin odified B 1
pesdd @° E esel 8 Onlyyou M Jones, Be | E Cance
Docu @ Onlyyou M Jones, Be
Down @ S 8 Onlyyou M Jones, Be
v Groups MyD4 n‘ S 8 Onlyyou M Jones, Be
Pt @ onlyyou. m Jones e Give your folder a name and click ‘ok’
Projed . 8 onlyyou Jones, Be
Share| S 2% shared Jones, Be
WEBSITT w—uayyagY 8 onlyyou Jones, Be
11.2 CREATE A NEW FILE
To create a new file, Click ‘new’ and select the type of file you would like to create.
Office 365 OneDrive
This uses Microsoft Office Online.
P OneDrive @ UniY  reate 3 new file x
Docun B vord cocument You can also select ‘Open in Word’ at the top of the
- document if you have full Microsoft Office on the
new
e n = . .
v O e computer you are worklng n.
v Deskd u PowerPaint presentation & Onlyyou Jone
Docuf 8 Onlyyou Jone
Down @ s RN i | \Word Online  Jones. Bethan
v Groups
MyDq x| ol surve B Onlyyou M Jone FLE  HOME  INSERT  PAGELAYOUT  REVIEW  VIEW OPEN IN WORD
Pictun 8 onlyyou Jone s, ~
) | Callor Bocty) AaBbCc | A
Projed R 8 Onlyyou Jone Paste Norma
Share| o 2% Shared Jone
WEBSTE s uaysago 8 onlyyou M Jone
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11.3 SHARE A FOLDER OR FILE |

11.3.1 Share a file/document
To Share a new file, highlight the file (do this by clicking the first column next to the document, this will place a
tick in the box) and click the ‘Share’ icon at the top.

Click on ‘Invite People’ option on the left and type in Last Name, First Name to search the person you would like
to share the document with.

OneDrive @ University of Wales Trinity Saint David

Documents

B Only shared with you

@new 2t upload &sync #edit & manage G share

v DO Name Sharing Invite people —— T
Deskiop -« January 18 8 only you Jones, Bethan | Getalink
Documents «e« January 18 8 only you Jones, Bethan | Peace, Tanya

g 1 result
Downloads e January 18 8 onlyyou Jones, Bethan
MyDay e« February 19 8 onlyyou Jones, Bethan
Pictures =es January 18 8 only you Jones, Bethan “
Projects -« February 26 8 only you Jones, Bethan |
Shared with Everyone . September 17,2014 8% Shared Jones, Bethan | @ Send an email invitation
WEBSITE -+ 5 days ago 8 onlyyou Jones, Bethan “ -
B5 Document % ==« 4 minutes ago 8 onlyyou Jones, Bethan —
G5 Documentl 3 <« Aboutaminute ago @ Only you Jones, Bethan

On this page, there are several things you can do.

e You can choose whether the person sharing your document can ‘Edit’ or ‘View Only’ from the upper
right drop-down.

e You caninclude a personal message with the invitation (not required)

e You can also turn on or off ‘Require sign-in’. We do not recommend turning this off as it helps to keep
your document secure.

e You can click on ‘Show Options’. This allows you to turn on or off ‘Send an email invitation’ (the default
is to send an Email Message to the person you are sharing with).
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11.3.2 Share a file/document to external contacts
‘Get a Link’ allows the link to be shared with anyone outside of the University.

nnnnnn

To share a document with anyone outside of the

x
University, select the ‘Get a Link’ option and
choose from ‘View Only’ or ‘Edit’.
Invite people View Only
—— e Under the option you choose, select ‘Create
e Link’ and a link will be generated for you to copy.

Edit To remove access to the document, you can
‘Disable’ the link at any time.

https://uowtsd-my. oint.com/personal/bethan_jones_uwt... | % DISABLE

This link can be forwarded on, so please be
cautious about sharing documents this way.

11.3.3 Share a Folder
Sharing a Folder is exactly like sharing a File except that you cannot share an entire Folder without using a valid
Microsoft Account.

- x
6  Ony shared with you With sharing a folder you will only see ‘Invite
— — — People’ and ‘Shared with’. You will not see ‘Get
Shared with a Link’.

m e

11.3.4 Sharing a Document from Word, Excel, etc.
Sharing a Document from Word, Excel, etc. (only with Office 2013) is very simple and easy. The document must
be opened up from within OneDrive and any editing must be complete.

Click on ‘Share’ in the banner/ribbon and the
OneDrive sharing box will open. Proceed to
FILE EDITDOCUMENT ~  PRINT  |SHARE  FIND  COMMENTS share your document the same way listed
above.

Word Online  Jones. Bethan
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11.3.5 Collaborating on a document

Collaborating on a Document from Word, Excel, etc. will allow multiple people to work on a document at the
same time.

Word Onling  Jones, Bethan

GIE EDMDOCUMENT - PRNT  seare fnn comvents 10O do this, begin by opening the document you would like

@ Edit in Word to work on collaboratively.
Use the full functionality of Microsoft
Word. Select ‘Edit Document’ and chose ‘Edit in Word Online’
ﬁ Edit in Word Online
) Make quick changes right here in
your browser.

Word Online  Jones. Bethan

Share the document as you would sharing a file,
see above. FILE EDITDOCUMENT - PRINT  SHARE  FIND  COMMENTS

Once you have shared the document, you work on the document as
normal. :q. Y- Jones, Bethan

If another person is editing the document at the same time, it will

Peace, Tanya is also editing -
show up in the top right hand corner. B - -
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12 EMAILS

Within MyDay, there are three ways in which you can check your emails.
Option 1:

Your emails will appear within the Mail tile on the homepage. This is a live feed from your email account with up
to date emails.

To view your emails, click on the tile which will open a pop-up window with a list of your emails.

Mail 7
FAO: All Academic Staff - Postg...

Thursday 18th September

ones, Bethan
test

Leigh, Emma
Monday 9th March 2015 10:48

4

Each email within the popup window can be
selected and read.

Option 2:
If you have any unread emails, an icon will appear in the top right hand corner

Lol —

Select the envelope icon and a dropdown list of emails will appear.

Select the email you would like to read and it will open up the email
using Web Mail.

"~ (If you don’t see these icons at the top, refresh the page)

AT

Option 3:

Select the App icon in the top left corner, and a dropdown of apps available to you will appear.

-
inance - Cyllid MR
0= |02 |02 | @ | @6 L
Powerpoint OneNote — ggl’

Video Word Online Excel Online Online Online My apps i

sw
T zatt

DFSIGN

Select the ‘Outlook’ option and this will open up
the Outlook Web App.
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13 CALENDAR

Within MyDay, there are two ways in which you can check your calendar.
Option 1:

Your calendar will appear within the Calendar tile on the homepage. This is a live feed with up to date
appointments.

To view your calendar, click on the tile which will open a pop-up window with a list.

Tomorrow

swansea 1 08:00 - 08:30
Tuesday 7th October

myday emai § 08:00 - 08:30

Thursday 9th October

test event ¥ 08:00 - 08:30

Option 2:

Select the App icon in the top left corner, and a dropdown of apps available to you will appear.

lendar . . . -
wwwwwwwwwwww
l:I l§ XE Lot
—
pmvoint OneNule — gtollr
Word Online Excel Online Oniine: Oniine My apps ‘

sw
=11 E/Q@U zatt

DFSIGN

Select the ‘Calendar’ option and this will open
up the Outlook Web App.
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14 MOBILE APPLICATION

IYimyday

MyDay is also available as a mobile application, for iOS, Android and Windows Mobile. The mobile application is
designed to provide the key information to the end user along with the news room content.

The MyDay application will only show the following information:

Balances — Print balance, fees, accommodation etc. (student only)

Calendar - from Office 365 calendar
Library — (only when the new library system is in place)
News — from Newsroom (staff only)

People

Tasks — from Outlook tasks and Moodle

Whilst MyDay is responsive and will change to the smaller screen size for tablets and mobile phones, the key
reason for the app is for push notification support.

This enables MyDay to be configured to notify a user on events. An example of this is if an appointment changes
room or time or for closure due to snow, a native notification can be pushed to the end user’s device.

BEE
NEWS

BBC News - UK

University
Announcements

Staff Bulletin

walesonline - News

CALENDAR TASKS

Today

No events for today.

Tomorrow
No events for tomorrow.

This Week

No events this week.

Next Week

No events next week.

Later

No events for later.

iOS

Android

myday

Calendar

Balances

People

Windows
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14.1 HOw TO DOWNLOAD THE APP
If you have already downloaded the AirWatch app provided by the University, the MyDay app will already exist
on your device within the ‘TSD Apps’ icon. Open the ‘TSD Apps’ folder to download MyDay.

However if you have not downloaded AirWatch please follow the instructions below:

14.1.1 iOS—App Store

From a browser, enter the web address https://itunes.apple.com/gb/app/myday-
mobile/id844114040?mt=8 and select the option to download MyDay.

Or...

erascEE 7 “n o T4% .

wsses vodafons UK = 14:01 @ 465 M) < hitps://sts.uwtsd.ac.uk/adfs/ls/...

- From your Apple device, select the ‘App Store’ and search for
myday mobile [ PRIFYSGOLCMRY
Colate: MyDay. Once it appears in the list, select ‘Get’. % o o sant

UNIVERSITY OF WALES
Trinity Saint David

[eer]

Once it has downloaded, the MyDay app will appear on your home

screen. Sign in with your organizational account

E . . .

g Open the app, and it will ask you to Login, enter your uwtsd.ac.uk

m email address and password (same credentials as you would use to

: access webmail)
Sign-in to your UWTSD Office 365 account
using your new University email address

Select ‘Sign-in’ and you’re done. iamio shotyu Ofes 335,
14.1.2 Android — Google Play
k From a browser, enter the web address
/ https://play.google.com/store/apps/details?id=skyline.core and select the option to install the
MyDay app.
Googleplay ..
|
™ From your Android device select the ‘Google Play’ app and search for
MyDay. Once it appears in the list, select ‘Install’ T
M myday yeRy PP ' iy S owis
Once it has downloaded, the MyDay app will appear on your home
. myday mobile 2.0 (Beta) Signin with your crganizational account
screen. T
T L
c0 Open the app, and it will ask you to Login, enter your uwtsd.ac.uk
~~~~~~~~ email address and password (same credentials as you would use to ==
H e M e
access webmail) T
information about Office 365.
HEAD MORE

“ Select ‘Sign-in’ and you’re done.
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14.1.3 Windows - Windows Store

From a browser, enter the web address http://www.windowsphone.com/en-
gh/store/app/myday/574f6ff9-c3c0-42a8-9a07-1e479c6a8e63 and select the option to install
the MyDay app

Or...

MYDAY

overview

ERSITY OF WALES

From your Windows device select the ‘Windows Store” and Trinity Saint David

myday search for MyDay. Once it appears in the list, select ‘Install’

Sign in with your organizational account

Once it has downloaded, the MyDay app will appear on your
home screen.

@studentuwtsd.ac.uk

Open the app, and it will ask you to Login, enter your uwtsd.ac.uk

email address and password (same credentials as you would use ) ,
‘Welcome o UWTSD Stafl &SLU}]EIWL Office
to access webmail) S ot Guiad st on et fommat

@studentuwtsd.acuk. Click here for more
information about Office 365.

Select ‘Sign-in” and you’re done.
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i myday (] Office 365

Contact Details

Technology Enhanced Learning
Swansea Campus
Mount Pleasant
SA1 6ED

Phone: 01792 481089
E-mail: myday@uwtsd.ac.uk

Log a ticket in WebHelp - https://webhelp.tsd.ac.uk
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