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Always have the S.T..C. website as a reference:

0 @ https://www.stic.comillas.edu/es

@ Atencion telefonica ext.
“af QPWMA! 'I;'I‘.“ﬁs STIC _-4444

Q{ 8 [tear T icaoe | cms ] www.stic.comillas.edu @9 0

EI STIC Cartera de Proyectos Catalogo de Servicios Recursos, Guias y Manuales Incidencias y Solicitudes
g

Servicio STIC

| Infraestructuras, sistemas, tecnologias, buenas practicas, recursos y personas al servicio de la Excelencia de Comillas.

= S — e e .

Informacion del servicio Atencion teléfonica Conoce y aprende
nuestros servicios TIC

Com(t’micar Yammer S
incidencias Grupo xtension |
y solicitudes Comillas_STIC 4444 Guias y Manuales

”
Siguenos en Yammer pinchando aqui y‘

Yammer
[ logn |
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S.T.I.C. Service Conditions and Term of Uses

You must read carefully

i the S.T.I.C. conditions
and terms of use by
login the Comillas In-
tranet
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&
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S.T.I.C. Services online Access

91 542 28 00 Contactar >

[ o paveaseconaiz [JET
000306 O

La Universidad Admisiones Centros Estudios Investigacién Alumnos Iinternacional Empresas e Instituciones

COMILLAS PONTIFICAL UNIVERSITY INTRANET

2017-2018 2018-2019

COMILLAS Office 365 - m

2018-2019 rogms

Intranet Office 365 Moodle

User to login: If you forgot your password, go to:

https://web.upcomillas.es/CCA/Alumno/Solicitud.aspx

Example: 201599999@alu.comillas.edu ‘)\@
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CLOUD PRODUCTS, SERVICES
AND TOOLS

AN COMILLAS
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What does your Microsoft 365 account include?

M
g e (2

Y 4
>

Moiync||

&

OneDrve

Online Office Outlook Email

Email 50GB
Calendars
Groups

Instalation of 10
Microsoft licences
and 10 different

dispositives

Word, Excel,
Access, OneNote,
Sway

Lync Skype

Conference Calls,
Video-teaching,
Group Works,
Video-meetings

OneDrive1TB

Save, share,
secure

Yammer

Social, Share,
Debate,

226 COMILLAS
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Moodlerooms

Online Platform for the Teaching-Learning
Management

ACCESS
N

w"*w if %%

G Office 365 https://sifo.comillas.edu/login/index.php

s ¢ COMILLAS
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@ Moodlerooms
ADMINISTRATIVE REQUIREMENTS

*  Formalize enrollment on any subject or training course taught in the University and have an email account.
This produces an academic username and password.

TECHNICAL REQUIREMENTS

e A computer with an internet connection and updated antivirus.
e Browser (Google Chrome, Mozilla Firefox, Microsoft Internet Explorer, Safari...)
e Adobe Acrobat Reader to be able to display the documents in PDF format.

It is also possible to access Moodle on mobile devices (mobile phones with Android, iPhone, iPad,
tablets...).

ACCESS MY SUBJECTS ON MOODLE

There are three ways to access the Moodlerooms platform in Comillas:

; comiLas §
1) Using the Intranet (A) on the © e

Comillas website

LaUniversidad  Admisiones  Centros  Estudios  Investigacion  Alumnos Internacional  Empresas e Instituciones

http://www.comillas.edu/, you

INTRANET DE LA UNIVERSIDAD PONTIFICIA COMILLAS

will access a new page (B) [EStees el principio de
un‘gran futuro. El tuyo. | /(L& comuns 1 offce365
where you will be asked to type . o

anet.comillas.edu

in your academic

username@alu.comillas.edu POSTGRADOS
. Yammer*
and password to enter (Figure
1)' Once Vahdated' you can Figure 1: Access from the intranet
access the Intranet (Figure 2,

next page).

2) Direct link: At http://campusvirtual.comillas.edu,  you can identify yourself by clicking on the Moodle icon.

Once you are in, you will see a list of all your subjects® . This option is recommended for Ipad, Iphone or
Android.
3) Using my Office365 profile: At http://www.comillas.edu/0365 you can identify yourself using your Office365

academic username (for e.g.: 000000000@alu.comillas.edu) and your password. If you click on the icon B
that appears on the upper left-hand side, the applications will open and you will see the Moodle logo.

Office’365 fi0>

OneNote
Online

If it does not appear for you in the initial list, you can go to My applications and add the icen by right clicking
onit.

1 If there are any subjects missing on Moodle that you are enrolled on, your teacher may not have created the groups yet or
there may be a problem on the class list. Speak with your teacher.
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If a student accesses the Comillas Intranet, he/shewill see a series of resources classified into 4 different areas:

% In{A) you can select the subject you wish to access using the drop-down menu.

*#+ Once selected, you can check (B} both the details of this subject, your study guide, your basic bibliography
and you can also access the subject content on Moodle.

“* You can also access other resources {C} such as checking your grades, accessing an informative extract of
your grades, timetables, exam timetable, the faculty's regulations, as well as news from the centre.

*
e

Onthe left-hand side of the page (U}, you can change your username and password, update your personal
details, access your email outside the university {my email), access the main university services or the
calendar {where you can see faculty dates and appointments highlighted by the student themselves, as well
as theComillas Newsletter, the Internships and Careers website, as well as the Grants and Financial Aid

webhsite.

Analisis Estrategico

Tipos Oblgatoria (Grado) Periodo Académico: Semestre 1

Cursa: Tercera Créditos:

@ Asignaturas - Moodlerooms

i

Cadiga:

& Descargar ba guid docente

O Secretaria 3

=D de interes €

I Universidad <

lad Pontificia Comillas. C. Alberts Aouilera 23 Madnd-28015 - Telof+341 91 542 28 00 ca@comillas.ed

Figure 2: Student intranet

When a student selects the option on the intranet "Access the subject on Moodle" {B, Figure 2} the system will
show him/her a page with the different subjects they are enrolled on. Once in Moodle {regardless of either method
of access used) you will have to click on the subject name in order to see it. You can access the subject program
and general subject information (A} and you will see the different modules {B) by scrolling to the bottom of the

page.
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ACCESSING CONTENT AND EXERCISES

Pagina Principsl

Area persona

Mis asignaturas

Figure 4: Accessing content

Once you have gained access to each
module and each topic, you can access
and display the content {Word docs, PDF,
PowerPoint presentations, links to
websites...] by simply clicking on the
name of the resource.

You «can also find activities ord
assignments that you have to submit §
through the platform: Questionnaires,
Queries, Assignments, Surveys, Lessons.
To access them, simply click on the name
of the activity and follow the instructions.

Remember that there is a submission
deadline and the authenticity of the work
can be checked {anti-plagiarism).

: Moédulo 1 COMUNICACION

M DOCENCIA

Cutns atsemare 31T RE0R

Cutnn prismmase 3917 3858

ENCLESTAS

OFFRE 348

wres srmvem—y FET-HE

P———

M L PRIMC P,

AUDIOVISUAL Y MULTIMEDIA

Profesores: Maria Martinez Felipe
Temas:
TEMA 1: Introduccion
8 Competencias TIC en profesores y
alumnos
futoevaluacion

]

En este enlace podréis encontrar la plantilla que
tendrias que rellenar para reflexionar sobre tu
desarrollo en competencias en TIC. Tengis hasta
el miércoles 18 de abril

http-/fwww upcomillas es/personal/marfelmar/Autoey
20TIC doc

<

O

’i Planificacion Sesiones

ueetic:n;ariu Punto de partida

’. Competencias TIC en profesores y alumnos (PPT)

,- Competencias TIC en profesores y alumnos (Documento
de ampliacion)

= Autoevaluacidn

=1
'9 SUPPORT MATERIAL:

http://www.stic.comillas.edu/es/guias-y-manuales

http :/fwww.upcomillas.es/FormacionOnlinefform_onli_pres.aspx




CHECK YOUR GRADES

Once you have access to the subject on Moodle, go to Grades if you wish to see the grades given for your
eXercises.

L] o i , l:‘_
-z sy
L L TR ENEERE U TEEE s i)
: Usushe - Mirfa Martinez Fitpe
- ==s
= e e Suna e cme ¥ gy v i Ay pr——e B e
= = B detasmamey sartea ) e we Carmmn temeewn DRI
B P,
e
T
PR
b sa raeve -
r ——— e S— N I SIS SIS I S S —
| Resumen de sus inlenlos prevos
= (S Favo s § 5 L]

Calificacion mas alta. 6 .00 / 10,00

Figure 5: Access Grades

Once you are in Grades, you will be able to see all of the activities you have to submit for that particular subject.
You will see all those that you have already submitted along with their grade and those which still have to be
submitted.

item de calificacion Calificacion Rango Porcentaje Retroalimentacion

(C] Educacion para la Solidaridad y Desarrolio Global (2012)

—

E Autoevaluacién ‘-falarei Sobresaliente | 0-10 | 100,00 %
’ B - ¥ Autoevaluacion Interculturalidad
Autoevaluacion Prosocialidad - 0-10 -
b . Intentos permitidos: 3

Autoevaluacion Proyecto ES de 2 0-10 -
CE Este cuestionano esta cerrado el viemnes. 27 de julio de 2012, 23:50

—— 2 Método de calificacion: Calificacion mas alta

Autoevaluacion Interculturalida

No se permiten mas intentos

E Total del curso Suspenso -

If you exceed the
i number of attempts
or the deadline, you

l Figure 6: Grades

Autoevaluacion Valores

You can access further information et I cannot submit a new
. Este cuestionario esta cerrado el miércoles. 9 de mayo de 2012, 14:00
on this (number of attempts exercise.
" d t f grad"’]g 3 nd Método de calificacion: Calificacion mas alta
allowed, type o
deadline) b\/ clicking on the name Resumen de sus intentos previos
of the activity, as well as a Intento Completado Puntos /10,08 Calificacién /10,00 Revision
summary of your grades and access 1 jueves. 23 de febrera de 2012, 1520 672 6.67 Revisidn
to Review the exercise (see Figure 2 jueves. 23 de febrera de 2012, 15:23 504 5,00 Revisitn
7 ) . 3 jueves, 23 de febrero de 2012, 15:39 10,08 10,00 R

No se permiten mas intentos

There is a link to Return to the
course in order to leave this Su calificacion final en este cuestionario es 10,00/10,00
window.

Mo se permiten mas intentos
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By clicking on Review (Figure 7), you will see the correct and incorrect answers as well as your grade.

Comenzado el jueves. 23 de febrero de 2012, 15:11
Completado el  jueves, 23 de febrero de 2012, 15:20
S Tiempo 8 minutos 39 segundos
mm'_i': 56| empleado

[7108 1o |01 Puntos  6.72/10.08

——— Calificacién 6,67 de un maximo de 10,00 (67%)

&l e

Maostrar todas las preguntas en
una pagina

pregunta 1 ¢Que relacidn educativa establecemos entre los adolescentes y la civilizacidn audiovisual en
Finalizar revisidn Incorrecta la que estan inmersos?
< i | |  Puntia 0,00 sobre
. ok 084 Seleccione una:
¥ Marcar a Son protagonis ivos de la misma, ya que apaces de utiizarla como un
trepeis medin de expresidn creativ y atractvo. o aleance da todos X

b. Son consumidores compulsivos, pero analfabetizados. que necesitan ser educados
en su comprensién critica y en el uso de su lenguaje

c. Los medios audiovisuales son maquinas de uniformizacidn y despersonalizacidn,
de las que hay que alejar a los jévenes

La respuesta correcta es:
Son consumidores compulsivos. pero analfabetizados, que necesitan ser educados en su
comprensidn critica y en el uso de su lenguaje

Figure 7: Review

USING THE COMMUNICATION TOOLS

The platform enables active communication between teachers and students by means of forums FE a chat

service Dand messaging sarvice . You will usually see the access links within the subject itself or in the side
panels (Figure 8).

Pagina Principal » Mis cursos » Comunicacion audiovisual y multimedia

Diagrama de temas Su progreso ?

=] LA PIZARRA
Comunicacién audiovisual y multimedia _ LA CAFETERIA
' EL COLEGIO "PLANETA"
¥ Administracion del curso Curso académico: 2011-2012 =
: ; Creditos: 3.0 Tipo :OB Curso: N Planes: [MPESB 10 SLOLRRO [,)EL e
B Calificaciones RD2007] Autoevaluacion Valores

Autoevaluacién

¥ Cambiar rol a... @) Informacién general de |a asignatura ¥ Prosocialidad
g@volver a mi rol normal @] Guia docente (Z3 C03: El Prayecto ES de CE
Autoevaluacién Proyecto
) v
¥ Ajustes de mi peril Comunicacion: ES de CE .
= Editar informacidn [ C04: Educacion en la
8 Cambiar contrasefia G Chat Interculturalidad
= Mensajeria = Mensajes SOk
b B =) Novedades Interculturalidad
0gs (3 La Carpeta Global
GJ) chatESDG
4 Médulo 1: COMUNICACION =

AUDIOVISUAL Y MULTIMEDIA
Figure 8: Access communication tools within the content structure
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Messaging service 8

Fedro Persz Gelis

alm

'

New fiessage o

The messaging service means

you can send text messages

(not attach files) to your fellow

students and teachers. You can

access it by means of the option

"participants” appearing in the 9

Navigation menu, which shows ! -

you a list of the teachers and (V& 0 dedponunon comiles
ﬂ .

n

students enrolled. You can
select any user from the list to :
see their profile and send them Py
a message.

DCENCIA

&
| [ﬂ o

880105 D I TERCAUEIO (AYW51 & 1

Parcpan T I WS WL -

Participants
-]
] Cu - i L]
E— All participants: 59 1
o hate AN :

- simome AN
- 7]
. RECENT ACTIITY

S Uer picture

Figure 9: Participants

Grago ( Espanol para alumnos de ercambio -SAP-12

'"—-III““_-

Dannielle McKinnon] *™ '@53@9

Figure 10: Send a Message
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Messages

Search messages

Forum

Dannielie McKinnon

Rafael Ramiro Moreno

Bu rd do

Maria Martinez Felipe

Hal e rie
MOia 4 1001 LIESOE

Manuel Giménez
Rasero

Dear Students, | hav

0

In the drop-down menu you can choose
between reading unread messages, recent
conversations or messages relating to a

specific subject.

Once the list of messages appears, you can
read a message on the right of the list by
clicking on the name of the sender. At the
end of the message, a box appears which
allows you to answer the email and send.

Figure 11: See Messages

Pég;na Principa# » Mis cursos » Educacisn para la Solidaridad y Desarrollo Global

{ultimos 5 minutos)
Beatriz Madruga Sanz
Beatriz Madruga Sanz = ©

s

= %
Pagina Principal

n Area personal

» Paginas del sitio

b i perfil

¥ Mis cursos

w Educacion para la
Solidaridad y Desarrollo
Global

» Participantes

¥ Administracion del curso
B Calificaciones

iBienvenidos/as al BLOQUE 2 del curso

ESDG2012!

iLa Pizarra se traslada a la calle!

En este blogue la actividad se desarrollara en el
BARRIO DEL SOL, donde esta ubicado el COLEGIC
PLANETA. Nuestro rol continua siendo de docentes
pero con la mirada abierta a nuestro barrio.
Proximamente comenzaremos a trabajar en el nuevc

foro EL BARRIO DEL SOL...

|

h CAFETERIA
W COLEGIO "PLAMETA"
BARRIO DEL SOL

A utoevaluacion Valores
Autoevaluacian
Prasocialidad

(1 CO03: El Proyecto ES de CE
Autoevaluacidn Proyecto
ESde CE

[C1 C04: Educacion en la
Interculturalidad
Autoevaluacion
Interculturalidad

1 La Carpeta Global

) ChatESDG

Py ViIESDG

ala de Profes Equipo 1
dla de Profes Equipo 2
la de Profes Equipo 3
Fala de Profes Equipo 4
ideoconferencia

W Sntrevista Digital

Figure 12: Forum access
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By clicking on the name of the forum or the forum

=

icon you can access the list of topics proposed
in the forum and when you click on the name of any
of them, you will see the contributions made and,
if you click on one of them you will see there is an
option to Reply, which will take you to Figure 13
where you can write your own contribution.

Si miréis en la caja de la derecha "Actividades Sociales", hay otros dos iconos de foro: La Cafeferiay el
Colegio "Planeta™ Para saber en que consisten, haz click sobre ellos.

Colocar un nuevo tema de discusion aqui

Tema Comenzado por Réplicas Ultimo mensaje
) - Mariana del Socorro Clavijo Ramirez

. ,
COMIENZA LA 4* SEMANA: {NO ENTIENDO 878 Niguel Ardanaz Ibdfiez 4 i e
Victor Manuel Gonzélez Requena

mié, 22 de feb de 2012, 00:09

PARA EL SABADO 18 Miguel Ardanaz |béfiez 9

SU YD tema

Aguite®

Mensae® | renie sl Yemeto iRl |- M %@
Blpax x| FEB | JLBEA-Z
EERP EAWQH -

Ruts

Suscripcidn [ Todos estén suscritos a esto foro
Auchieo acureo QTR Tamaho miximo pars archivos numwos” 0Mb
1o s¢ han aduntado archivas

Emanr shota

o o |

Figure 13: Send a message in the forum

Each user can decide how they wish to see the
comments: by field, threaded or ordered from
the most recent or the oldest. The following
image shows an example of forum use.

MY PROFILE Access™> Once on Moodle, click on your username in the top right-hand corner.

A ¥ pepeerces ) -

SUBKFECIOr parA 35008 08 GEssin del CoNOCEmIanio & INYASTICIIras Senicio o8 Sistemas y Tecncingias de Infomaciin y ComUNEacines

User details Miscelianeous

b §
Email address .
=
Cityitown :
Magna "
Wb page
Reports
Skype 10 ‘

. MICROSOFT
o Padro y
PPASZENSIC UpCOMINas &5
Course details
Courss profies

Login activity aﬁ ‘
Firstaccess 1o sie

Frigay, 16 December 2017 530 PM (§ yaars 259 aays) ﬁi ;
Last access to site 0‘
Tirsdwy, 31 AUGUSE 2017, 5 31 AM (45 sacs) u ‘
Last 1P sdaress l-

As well as changing your profile, you can also personalize your "Dashboard" page by adding any
blocks you want and placing them 1n a position that best suits you. The image below shows how you

can arrange your personal space.
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In this example, you can see how blocks for "Online Users", "Messages" and "My private files" have been added
to the profile, and on the right-hand side a drop-down for adding blocks appears, with which you can add any
other blocks you deem appropriate.

| Mevegackon L Pedro Pérez Celis

&+am Responiatie Tecnologias WEB
Pagna Prineigy
Aroa parional 2 Espad
Pais npuiia Bloques personales
¥ Paginas dal sitio Chidad Madid
= Wi parhl
m— dberto Aguilers, 2
- Oweccin  Alberto Aguilers, 23

Thensajes wn foron Telétons

* Biogs Dweccion
P 8¢ comen

provadas Pagna
Naotas web

¥ informes de actmdad Perfles do

* Raposgonos i

P M cursas Pnmar

wernes, 16 de dcsembre de 2011, 1730 (77 dins 3 horms)
seeso Alta de nusvos

Ajustes =i 1) Umima bloquec

wernes. 2 de marzo de 2012 2045 (shora)
! sccesn
Ll
i+ Ajustes de m parfil Blogue para archivos privados
£da 4

Figure 18: Adding blocks to a user profile

There is another interesting option that comes with your profile: once you have accessed "My private files" in the
left-hand menu, the space can also be used as a cloud to store files. One advantage that this space has is that you
can upload files that are already uploaded to your OneDrive for Business cloud. All you have to do is click on Files
E, and, in the window that appears, click Onedrive for Business on the side. Once you click on the Access from
your account option and verify your username you can choose any file that is in your OneDrive cloud and copy it
into your Moodle one {My private files). You may find this useful when you have te work in a group with your

fellow students and share documents.

Selector de archivos

®, Subirun srchive

s mm
HAVEGACION = — o

Pagina Principal

" dres

Paginas del sitio

Mi perfil

® Ver perfil

» Menssjes en faros

== ]

¥ Blogs
* Menssjes

* Mis archivos privados

* Repositorios

Mis asignaturas

%5 ADMINSTRACION ©

" Mensajeria

# Blogs
Figure 19: Coping a file from the OneDrive for Business cloud on Moodle

Please note: Make sure that the link you are sharing from OneDrive is visible (either publicly or to users of
your choice) because otherwise the link will not work. See more information on:
http./fwww stic.comillas. edufes/guias-y-manuales/one-drive.
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How do | synchronize my Office 365 calendar and my Moodle
calendar so that all my calendar appointments for all my subjects
are together?

Also on your Moodle profile (remember that you can access it by clicking on your name which appears in the
top right-hand corner once on Moodle) you can synchronize the Moodle calendar which is found in every one
of the enrolled subjects with your Office 365 calendar. This can be very useful because you will have all your
information synced up in one calendar. To do this, you have to follow these steps:

1) Click on "See profile" and access the "User is connected to Office 365. Manage" aption.
2) You will see that the option "Outlook Calendar Sync" appears (Figure 21)

Outlook Calendar Sync

Office365 Connection Management

Here you can manage your connection to Office 365.
Connection Status
Office365 loginis: Emabled Stop using Office365 to log in to Moodle

(Office365 connection is: Active

Office365 Features Figure 20: Access to Outlook Calendar Sync {1) i 'f“:' o

Figure 21: Access to Qutlook Calendar Sync {2) Figure 22: Subject selection

This option allows you to configure the calendars in whatever way you want; you can synchronize your Moodle
calendar with your Office 365 calendar for every ane of your subjects. All you have to do is select the subjects for
which you want to synchronize your calendars and save changes (Figure 22).

| .
L Yammers
How do | usel Y ?

Yammer is a corporate social network in which you can find your fellow students, teachers as well as the
rest of the university's staff. Through this network you can keep up to date with the activities organized by
the university (lectures, talks, workshops, etc.) as well as find out about activities and courses organized by
the range of services offered by the university (Library, Sports, Pastoral...).

weacon =2 Pedro Pérez Celis

Pagina Principal Pais Espaia
® Area personal .
Ciudad Madrid

b Paginas del sitio
* Mi perfil
= Ver perfil

¥ Mensajes en foros

Office365 Conne... User is connected to Office 565
Office 365 User is using Office 365 to log in. Mamage

Perfiles de curso 11 JORNADAS USD TIC EN LA ENSERANZA (1014-2015), Prueba|

Prueba de nivel de Aleman , Admisiones - Master Universitario
b Blogs Turnitin, Cursc avanzado Moodle 15, Curse avanzado Moodle 12, Curso avanzado
Moodle 8, Curso avanzado Moodle 7, Curso avanzade Moodle €, Curso avanzado M
Moodle 4, Curso avanzado Moodle 2, Concurso de ideas Comillss Emprende, Mood
® Mis archivos privados Moodle | (2014-2015), ...

= Mensajes

® Repositerios Primer atcesa al... jueves, 28 de abrilde 2011, 15:44 (4 afios 118 dias)

b Mis asignaturas Uitimo acceso al... domingo, 23 de agosto de 2015, 21:40 (ahora
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If you want to know more about this social network, how to connect to it, how it works, how to install it on
your tablet or mobile, among other things, you can find out more on this link:
hitp:/Avww stic .comillas.edu/es/quias-yv-manualesfivammer

 use |fd OneDrive| 5

If you want to access the OneDrive for Business cloud to store your files, share documents when working
in a group or make a safety copy of your most important files, it's very simple. Click on this link to find a basic

guide on how to get the most out of the cloud: http:/Avww. stic.comillas. edu/es/guias-y-manuales/one-drive.
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FAQs

E What IS myusemame? What s it used for?

The academic username is shared in the auto- generated email you recieve from intercambio@comillas.edu . It will allow you
to access the classrocom computers, email, intranet, Mcoodle, Jeb bank, book leans from the library, etc. As such, ance
you have changed the password for one application, it will change for the rest of these services.

E What is my usemame to access Office365 (OneDrive, Yammer...)?

It is your academic username as it appears on your registration form, followed by: @alu.comillas.edu.
Example: 1234567892 @alu.comillas.edu

————

= ‘EProbiems with my access usemame?

If once enrolled, you have problems with your password and are sure you have written your username and password
out correctly when verifying your account on the intranet {differentiating between upper and lower cases or if typing
out numbers, making sure there aren't any periods between them), you can change your password on this link:
http://web.upcomillas.es/CCA/Alumno/Solicitud.aspx

EWha’t do | doif, once on Moodle, not all of the subjects I'm enrolled for appear?

Get in touch with the teacher for each subject that is missing, since probably itis not synchronized with the Platform,
which would mean that you cannot access it.

——a——

‘EHQW to | access Office 36572

You can access it via the intranet or directly using this link: hitp:/ fwww.upcomillas.es/0365 type in your academic
username for Office365(000000000@alu.comillas.edu }, and your password at start session.

Descubra algo 0O @ B m

nuevo hoy

‘EWhere can | find manuals and guides if | want to learn to use OFFICE 365 (OneDrive, Yammer, Lync...) and
MOODLE?

i

On this link you will find short manuals, video tuterials and open enline courses for learning how to use these tools. If
you want more information about these tools and how to use them you can alsa sign up to training sessions which will
take place onyour campus. Link: http://www stic.comillas.edu/es/guias-y-manuales

——

-'EHow can | connect to the Wi-Fi of the university campus?

To find cut more about connecting to the campus Wi-Fi click on the following link:
http://www.stic.comillas.edu/es/guias-y-manuales/servicio-de-red-inalambrica-de-comillas 2 0
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UNIVERSIDAD PONTIFICIA

These are three methods to get ACCESS tO Comillas eMail.

Method 1. Redirection of Comillas eMail to another personal email account.

With this method you can receive messages in your personal account, but you will always
replay using your personal email address.

*Go to https://outlook.office365.com/ then to Options/Accounts/Forwarding and provide
your personal email address.

Method 2. Configure you phone to access your email account.

Y ou will manage your Comillas messages separated from your personal messages.

Y ou will be able to send messages as xxxx(@alu.comillas.edu

*If  your phone requires manual configuration, wuse the server name:
outlook.office365.com

*Usually you will want to synchronize just your email. Your contacts, calendar, notes,
etc. should be already in sync with Google or iCloud.

Method 3. Configure GMAIL (or similarly Yahoo, Hotmail...) to manage your comillas
account.

Y ou will be able to see comillas messages along with your personal email or in a separate
folder.

Y ou will be able to send messages as xxxx(@alu.comillas.edu

*Log in Gmail, then go to settings

*Select "Accounts and import".

*Select "Add a POP3 mail account you own".

*Use the email in the format 201 Sxxxxxx(@alu.comillas.edu and your Comillas password
*The POP server is outlook.office365.com, port 995, protocol SSL.

*The SMTP server is outlook.office365.com, port 587, protocol TLS. Same username
and password as before.
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PONTIFICIA COMILLAS

INSTRUCTIONS ON THE UPCOMILLAS
WEBSITE

First and foremost, you will need your username and password that should've been
provided to you in order to access the university's intranet and Moodleroom.

Clue: Your username will start with the year of entry at our university and has 9 digits-

So, this is your typical upcomillas.es website, where you can find everything that's going
on in our university.

Just from looking at the home page, you can see that there’s a menu at the top (with a
language option to English, given by the British flag), an agenda at the bottom left and a
news feed at the bottom right, all of these circling the most important news, given by the
large photographs at the middle. Let's break this down, shall we?

https/fwww.comillas.edu

UNIVERSIDAD PONTIFICIA
20 de junio - Enfermeria y Fisioterapia
21 de junio - Ciencias Humanas y Sociales
(Comillas CIHS)
18 de junio - Master Terapia Cognitivo-

Conductual con Nifios y Adolescentes

19 de junio - Méster Profesor Secundaria y
Bachillerato

7 SEPT

7 de septiembre - ICADE Business School

POSTGRADOS INVESTIGACION Y TRANSFERENCIA
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INTRANET: HOW TO GET THERE

See the little lock at the far left? That's your access point to the university’s intranet

] hnpmmmilnm

“\

m

tomuLAs*

UNIVERSIDAD PONTIFICIA

Biujm

E'F.‘T@

i

i
/4
18 20/21 JUN
SESIONES INFORMATIVAS GRADO
20 de junio - Enfermerfa y Fisioterapia
21 de junio - Ciencias Humanas y Sociales
[Comillas CIHS)
b

The rest of these links allows you to follow the university on the different social

networks.

After you've clicked on the “lock”, you'll be redirected to a website where you'll have to
input your details in this manner:

Usuario!

caducara en 15 mindkos

Iniciar sesion

Equipo pablice: You're using a public computer
Equipo privade: You're using your personal computer

The main difference between the two is that you'll
automatically log off after 15 min of inactivity
{Equipo puhlica)
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Once you've entered everything you'll be directed to this site:

" Intranet Gorfillas

b Intranet 3640 Upiversidad Péfificia C

Curse: 018-2019 Asignatura:
18 Mis Aplicaciones Becas Becas para Intercambios 8 -3 Billions PBC - Concurso Comillas Emprende.
Fase 2, a para el dxito.
@ Asignaturas - Moodlerooms Boles e Pricticas y Empleo Pricticas Internacionales

Servicio de Rels

Reserva Salas Colaborativas
Terjetas de Visits

off Secretaria <

& Documentos de interes ¢

I0 universidad <

© Universidad Pontificia Comillas. C. Alberto Aguilera 23 Madrid-28015 - Tel:(34) 91 342

Let's say in our case we want to check the Marketing course we're taking that year:

Planificacidn y Gestion de Marketing v

Consolidacién de Estados financieros
Control Presupuestario
Derivados
Estrateqgia Empresarial
Etica ¥ R.S.E.
Fusiones y Adquisiciones
| Gestion de Carteras
 La creacidn de una empresa
ITrabaju Fin de Grado
Tutoria 4° E-2 Grupos A/B/C (E900000071)

If it takes a while to load (server getting crammed up most probably) go ahead and click
“Continuar”

<« X ] sifo.upcomillas.es/course/view . php?id=6063

Saltar a contenido principal

Intentando Single Sign On via INTLM. .

{Continuar)
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Once you see this page, you are officially on Moodlerooms.

- EDOOOUITOT

As you can see, the course name is at the top of the website with the course guide right
under it. The documents are all there, each under the appropriate Topic/Unit number. You
can tell the properties of each document by the little icon before its name (pdf, PowerPoint,
doc...}

The box on the left shows the number of Topics/Units within the course. You can
expand each of these to see the documents in each of them.

At the top, circled, is another drop down menu (again) with all the courses you are
currently enrolled in. By dragging your mouse to it should display all the courses’ names.

At the bottom right, circled, a little grey box will be displayed whenever you receive an
email from the university.

At the left hand side you can see additional information: messages received, upcoming
events, your recent activity and who else is currently checking the course.
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From there, youll be redirected to this site. As you can see, the same course name
appears in the long dropbox menu Again, like in the one above, if you click it, it will scroll
down into a bigger menu, containing all of the courses you have taken for the semester.

Next to this box you'll see a smaller one showing the current school year.

The blue circle indicates where you can find general information on the course: Type,
Number of Credits, Semester it can be taken and inwhat year it's normally taken.

Lastly, the red circle on the far left is your point of access to the Moodlerooms for that course.
Here you will find all the documents uploaded by the professor

Andlisis Estrategico

L Ctdgascria idvade) Perkoda Acaddmico Gamastre 1
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TIMETABLES, EXAMS AND OTHER RELEVANT DOCS

Again, on the main website, drag your mouse to “Centros” and click on “ICADE Derecho y
Empresariales”. Bear in mind that your faculty during your time at Comillas will be
Business Management and Economics.

€ 5> C O & hups//wnecomillas.edu 7

Universidad Quiénes somos c

etz

Comunicaciény Prensa

Admisiones

PONTIFICIA COMILLAS

Trabaja con nosotros

Vida en el Campus

Después de Comillas

Investigacisn

You'll be directed to the website shown bhelow. Here, click on

"

acultad de Empresariales”, yeah, you got it, that's the Business faculty!
CAREFUL: Don’t click “ICADE Business School” as that is the Masters’ website

€« C @ nhips//wwwcomilasedu niversidad 7

m%?;o COMILLAS i

UNIVERSIDAD PONTIFICIA

BITY e

LaUniversidad  Admisiones  Centros  Estudios  Investigacién  Alumnos e

CENTROS

Facultades y Escuelas

w Facultad de Teologia

w Instituto Universitario de Espiritualidad
w Caledra de Bioética

ta Derecho Candnico
w Facultad de Ciencias Humanas y Sociales
m Instituto Universitario de Ciencias de la Educacion (ICE)
m Unidad de Intervencion Psicosocial (UNINPSI)
w Catedra José Maria Martin Patino de la Cultura del Encuentro

w Escuela Técnica Superior de Ingenieria (ICAl)

min e Investigacion Tecnoldgica (11T
ia y Sostenibilidad

2la de Ciencia, Tecnologia y Religion

echos del Nifio
i6n del Derecho de Sociedades
w Catedra Deloitte Legal de Tributacién Empresarial

w Cétedra Uria Menéndez-ICADE de Regulacién de los Mercados

w Escuela Universitaria de Enfermeria y Fisioterapia “San Juan de Dios™
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Faculty of Law!
You are officially on the website for the one and only Business and Economics faculty at

our university. Here you'll find everything you need to get you through the semester (in
terms of official documents) that you'll need during your semester without having to log on
to the system. Here, we'll click “Documentos”. This will allow us to access all the
documentation mentioned above.

NP COM' LLAS icaoe
A SS

UNIVERSIDAD PONTIFICIA icade.comillas.edu

& ) 0000090

The Faculty Admissions Studies Research International

'i.;.e_ . T

International Internships | Documents | Grants

E The Faculty of Economics and Business Administration (ICADE) DETOTIES TC s L
| ocation
Pontifical University; a century-old academic institution run by the $o<<ery of Jesus, with
D Fnngn el |ong-established education and major international standing.
e ‘“mm"’m“ Comillas ICADE, one of Europe's leading institutions for professional business education,
has a long academic tradition and is internationally renowned in the business werld.

News Diary Shortcuts

854 COMILLAS (caoe

%\ t{:lv_msmt?:oﬂmz?: icade.comillas.edu :
xITe Ch z 3006@0 On

The Faculty Admissions Studies Research International

e > G % X &

3
G w MESS ANALYTICS FORDHAM UNIVERSITY

LACION RNACIONALES
=i L FORMULAI LES i
4 anovuvs wmp UNIVERSITY’S RULES & REGULATIONS
o Ll OPTATIVIDAD GRADO EN ADE (E2, E4 y E28il)
3i L DIPLOMAS GRADOQ EN ADE
o [l ELECCIONES DE ALUMNOS
roncs =% COURSE’S TIMETABLE BY YEAR AND CLASS
i ™
-l PROFESORES
a5 COMPETENCIAS ¥ ATRIBUCIONES PROFESIONALES
o Ll TRABAIO FIN DE GRADO (ADE E2-E4)
A Diploma de Habilidades Profesionales.pdf

Details
[ Published: 03 March 2014
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For the purpose of this example we've decided to take a look at the exam timetable for
4th year. As you can see, they are divided in E-2 (Business Administration and
Management) and E-4 (same as E-2 but as an international degree). Check whether you
course belongs to E-2 or E-4 as well as the year you are taking that course.

-

e % L X

FaTi »

=¥ & Dooments |

=8 B Documsnios
= | EXAMENES
MENTOS UTILES
QE (E2 - E4 - E6}

- .l 2° Grado
;J 4 49 Grado
4 4 17 Grado
W |l 3°Grado

PRACTICAS

RELACIONES INTERNACIONALES
FORMULARIOS UTILES
MNORMATIVA

OPTATIVIDAD GRADO EN ADE (E2, E4 y E2Bil)
DOCTORADO

ERASMUS

REVALIDAS

ELECCIONES DE ALUMNOS 2014-15
HORARIOS

POSTGRADO

TWITTER

PROFESORES

EFEEEFFECFEFEERE E

BINALES AD.E. fer. Semesire 14-15.pdf

= il EXAMENES
+/ .4 DOCUMENTOS UTILES
=i~ Ll GRADO EN ADE (E2 - E4 - EB)

o @l 1% Grado
o il ¥ Grado

PRACTICAS

RELACIONES INTERNACIONALES
FORMULARIOS UTILES
NORMATIVA

DOCTORADO

ERASMUS

REVALIDAS

ELECCIONES DE ALUMNOS 2014-15

IR E RN

Enjoy your time at Universidad Pontificia Comillas!

{1° Sem.) 14

em ) 14-15 pdf

m EX. TRIBUNALES AD.E. fer. Semestre 14-15.pdi

OPTATIVIDAD GRADO EN ADE (E2, E4 y E2BIl)
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