myLesley Introduction & Tour

OVERVIEW

myLesley provides an online environment to complement your in-class learning experience,
providing ready, online access to your course or can act as your “classroom” for a fully
online course. You can access and edit courses and access the library online databases from
any location through the convenience of a web browser.

Students are automatically enrolled in myLesley courses once they have registered officially
for that course. Students who drop a course are also automatically unenrolled in the
myLesley course. Faculty should direct students who are missing from their myLesley course
to the Registrar’s office or site coordinator. Faculty cannot add or remove students. This is
done through the official roster.

Faculty have access to a course 12 weeks prior to the course start date in order to set up
the course before students have access. Students who are officially enrolled see the course
8 weeks prior to the course start date.
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myLesley Introduction & Tour (continued)

How 1o LoG INTO MYLESLEY

1. Open a web browser by clicking on the icon from the desktop:

@

2. Type in my.lesley.edu in the address bar at the top

| + No http or www
e0e ‘ Blackboard Academic Suite

. + Type in the address
G- @j G} my.lesley.edu v O fully and hit enter

3. On the Welcome page type in your Lesley Username and Password in the myLesley Login
area

myLeasley Login

Login to mylLesley here.

Usemame: Your myLesley username and password
- are the same as your Lesley email and
LOIS login.
Password:
— )
You can always call 1-888-mylesley if you

need password assistance.

Login )
myLesley Support and System Updates

What's my username? |don't know my password! —

If you need assistance with myLesley phone 1-888-mylLesley or get help onling.

24/7 help: Please call for your
technical support needs

1-888-mylesley (1-888-695-3753)

2 888-mylLesley



myLesley Introduction & Tour (continued)

INTRODUCTION

After logging in, myLesley automatically opens to the “my start page” tab. Several tabs
contain information organized into modules. The modules are customizable areas allowing
for personalized viewing of the content information. The content on the tabs and modules
are specific to your role and work at the institution, and are used by the University to com-
municate important information to you. Some modules can be edited and removed, others
cannot. There are many additional modules available by clicking on the contents button.

New modules are added under the “Contents” button periodically.
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myLesley Introduction & Tour (continued)

"MY START PAGE"” TaAB

The “my start page” contains modules and can be customized to include Lesley news, New
York Times headlines and other helpful information.
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myLesley Introduction & Tour (continued)

“MY COURSES"” TAB

By clicking on the “my courses tab, you will be able to view a list of all courses you are
associated with.

Students and faculty are automatically enrolled in a course based on course roster

information.

» Faculty see their course 12 weeks prior to the course start date. Faculty should speak
with the program director if they do not see their course within this time frame.

« Students see their course 8 weeks prior to the course start date. Please refer students
to the site coordinator or Registrar’s office if they do not appear within this time frame.
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“MY commMmuNITY"” TaB

Communities are for non-course related communication and collaboration
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mylLesley Introduction & Tour (continued)

“MY LIBRARY"” TAB
This tab provides students, faculty and staff with access to the Ludcke Library’s online

databases and other resources. Click on the “my library” tab in myLesley. Please see page
46 for additional information about using “my library.”
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"MY SERVICES"” TAB

Click on the “my services” tab to view Staff related news and information.
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The following pages include information about how to customize pages that contain
modules.
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