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Access the forms

All the forms are located on the URL https://intranet.fiu.edu/daa/opir/ocmhelp/default.aspx.

All of the forms must be Opened, Filled Out and Submited before OCM gets any of the information.

Note: You must be given access before you can start using the forms!

L i + Add new item
Forms can be found by clicking on “Add new Item”. Please see bellow:

Site Actions ~ i [T

FLORIDA
FI" INTERNATIONAL  OCM Helpdesk
UNIVERSITY

Office of Planning and Institutional Research OCM Helpdesk

Libraries
Special Room Reguest items created by me

Lists Available Forms
Modify Course

B Created By B Modified By

Delete Course Add Course There are no items to show in this view of the "Spedial Room Request” list, To add a new item, dick Tew”,

QddicoLEs Delete Course i # Add new item
Special Room Request Medify Course
. Special Room Regue: f
Discussions Delete Course items created by me

Status B Assigned To B Created By W Modified By

Each New form is saved immediately.

Create new form

i *+ Add new it ) .
When we clicking on “Add new Item” , we will see the form popup. Start filling out the

form:

Delete Course - New Item

Students

1 1
Subject | Catalog |Class Number of

Have
Students Students

Prefix | number | Sect. | papther
=3 Enrolied Enrolled

5 = Submit s = Grode v = o Access
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Select the appropriate college

This is a very important step. When you choose your college, you are sending the form to a
specific department to be reviewed by the approver. Note: College of Business and College of Arts and
Sciences will receive ALL forms for those colleges, regardless of the Campus; all other Colleges will be
initially processed by offices that handle their respective campuses.

The College is selected from the following menu on the form:

Delele Course

Florida International University Cofleg : Tern IR Compus

Office of Class Management IATSESeIETES

Architecutre and the Artg
. Nursing and Health Scier Students . .
| e[ Wamberor | hotbentn
-| Panther b1 Business Administration|.m 3 Students Students AR
i Education Enrolled Enrolled
Engineering and Comput
. . : n A Honors i . .
Delete " Hospitality and Tourism |E/HJ " "
FIU Online
Scheduler Journalism and Mass Col .
Additional [ Dpeor o | bean/Chair/ | | &,
Scheduler
Comments | |
acm
Comments
DMLY
|Rofe Pi = Primgry Instructor 51 = Secondgry Instructor CA = Cowrse Assistont Admin = Administrative Groding Access 5 = Submit G = Grode N = No Access
[Room Type € = Computer Lok R = Any Generol Ogssroom W = Medie (Room Chorpctenstic #25)

The same selection criteria applies to choice of Campus.

i % | | | || | Delete Course
Florida International University College Term

Office of Class Management

Instructor Stude
Class |Subject| Catalog |Class = wotificltion
Number | Prefix | number | Sect. ave mr?
P Role LR Fl's E-mail Students Students
1D Access
Enrolled Enrolled
Delete + T | -y IEY ] * *
Scheduler .
el Ch i
Additional Dept Ext Ea | |&/H-j
Scheduler
Comments
aCM
Comments
ONLY
Role Pi = Primary [nstructor 51 = Secondgry Instructor CA = Cowrse Assistant Admin = Administrotive Groding Access 5 = Submit & = Grade = o Access
[Room Type € = Computer Leb R = Any Genergl Oossroom W = Medio {Room Charecteristic #25)

There are Four types of fields in each form:

e Fill in fields — where you enter a value

e Select fields — where you select a value from a list

e Validation field — where you enter a value, and it is validated for accuracy immediately
e Check Fields —you use these fields to select the days for a class.
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Fill-in fields

Fill-in fields are fields that you manually complete. An example of the Fill-in Fields are bellow:

Edit

H B8 O,
1 | % Cut
Save Close Paste

Commit Clipboard

Delete Course
Cannot be blank

conez- [NNNERT - HEEEE c.ooo L

Instructor Students
Class |Subject| Catalog [Class Notification
Mumber | Prefix | number | Sect. | panther Grade s Number of | gogif cent?
Role Pl's E-mail Students Students
o] Access
Enrolled Enrolled
fscheduler .
2 Ch
Additional Dept Ext Sy e | &
Scheduler
Comments
oCcM
Comments
OMLY
Rale Pi = Primary instructor 51 = Secondgry INstructor £A = Course Assistant Admin = Administrotive Groding Access 5 = Submit & = Grode N = No Access
|Room Type €= Computer Loh R = Any General Classroom M = Medio (Room Chorocteristic #25)

Select fields

Select Fields are all menu’s that allow you to chose a value. You are ONLY allowed to select values from
these fields, not enter your own values. An example of the Selected Fields are the fields from bellow:

i ?__"| | | Delete Course

Office of Class Management

Instructor Students
Class |Subject| Catalog |Class Notification
Number | Prefix | number | Sect. | panther Grade EE Number of | pogil sent?
Role Pl's E-mail Students Students
[n] Access
Enrolled Enrolled
f5cheduler .
Dean/Chair
Additional Dept. Ext 4 | 8,1
Scheduler
Comments
oCM
Comments
oMLY
|Role PI = Primary instructor 51 = Secondary Instructor CA = Course Assistant Admin = Administrative Groding Access 5 = Submit & = Grade = No Access
(Room Type €= Computer Loh { = Any Genergl Clgssroam i = Medio (Room Chorocteristic #25)
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Validation fields
An example of the Validation Fields are the fields from bellow. You can enter your own values

into these fields, but they will be validated by the system, before you can submit your form. In these

fields, the names of Dean’s are validated for accuracy.

&
The validation will be done by clicking on the symbol, next to the text box.

2 133 Copy
H&8 &,

Save Close Faste

Commit Clipboard

Delete Course
) Cannot be blank
coteze [ NNGEET - B - v

Florida International University Campus
Office of Class Management
Instructor Students
Class |Subject| Catalog |Class Notification
Number | Prefix | number | Sect. | panther Grade Have Number of | gonif sent?
Role PI's E-mail Students Students
s} Access
Enrolled Enrolled
Scheduler .
Dean/Chair i
Additional Dept. Ext /! | [E3]
Scheduler
Comments
OCM
Comments
ONLY
Role A1 = Primary Instructar 51 = Secondary (NStUCtor CA = Course Assistant Admin = Administrative Grading Access 5 = Submit 6 = Grods = Mo Access
[Room Type €= Computer Lab R = Any General Clgssroom M = Medio (Reom Charoctenstic #25)

Check fields

These fields are used to checkmark values.

i % | H | Add Course

a International University College Term
Office of Class Management
. Instructor Meeting Patiern Gen. Purpose Classroom
Subject| Catalog | Class
Prefix | number SEeCcr. Grade TIME Need Request
FPEmir=r i i Access Days Start Time End Time Room Keompves Cap
M T W TH 1 -00 AM 01 -00 AM
I Start Date End Dat
ADD o 0 0 o ca 5 s Yes | C-Complb |2
F 5 35U
8/1/2011 8/1/2011
rrr
Scheduler
additional Dept Ext Dean/Chair /s5cheduler
Comments
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Mandatory fields

Fields with the red star mark a mandatory fields, you Cannot submit the form without filling out all

the mandatory fields.

Submit Form

Congratulations, you have completed all your fields and now you are ready to submit your form. Use the
Save button to Submit the form. Remember: You cannot submit the form without filling out all the

mandatory fields.

Delete Course - New Item

— = $ cut
Save Close Paste

it Clipboard

Term Campus

cottes- [N
Instructor Students
Class |Subject| Catalog [Class Notification
Number | Prefix | number | Sect. | panther Grade . ) EE Number of | rgif sent?
D Role e Pl's E-mail Students Students
Enrolled Enrolled
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Check the Status of Your Form

Once your form is created it is automatically assigned to an approver. There are three types of statuses
the form can be in:

In-Progress
This means the form is pending review by an approver

Pending
Means that the form is either incomplete or requires more information. You will
get an email when your form is in this status, notifying you of the steps needed to
process your request correctly.

Complete
Once your form has been completed, it is set to complete status. You will
receive an email with the form ID that will notify you the form has been completed.

You can check the status of your forms in this area of the page:

Special Room Request items created by me

B Assigned To B Created By B Modified By
OCM-7RO Complete Annette Baham B Matt Xhemajli B Matt Xhemajli
QCM-8RQ In-Progress # Natalie Calzadilla #| Matt Xhemajli ®| Matt Xhemajli
QOCM-5RQ Complete # Natalie Calzadilla #| Matt Xhemajli ®| Matt Xhemajli
QCM-10RQ In-Progress Shelly Rodes B Matt Xhemajli B Matt xXhemajli

+ Add new item

Delete Course items created by me

B Assigned To B Created By B Modified By
QCM-46DEL N-Frogress #| Dacia Simpson ®| Matt Xhemajli ®| Matt Xhemajli
OCM-47DEL In-Progress ®| Natalie Calzadilla B Matt Xhemajli B Matt Xhemajli
OCM-48DEL In-Progress #| ratalie Calzadilla | Matt Xhemajli B Matt Xhemajli
QCM-45DEL In-Progress | Matt Xhemajli ®| Matt Xhemajli ®| Matt Xhemajli
CQCM-50DEL In-Progress Annette Baham B Matt Xhemajli B Matt Xhemajli
QCM-52DEL Pending #| Dacia Simpson | Matt Xhemajli B Matt Xhemajli
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Questions and Answers

How to login from outside of FIU
First type in the web address https://intranet.fiu.edu

The following login box will appear

Connect to intranet.fiu.edu

fﬁé

Connecting ko intranet, fiu,edu,

Iser name: | | w |

Passwiord; | |

[ Iremember my passwaord

o | Coomel ]

Fill out the User name: using the AD\ domain before your Alias
Also provide your email address bellow

Connect to intranet.fiu.edu

%

Connecting bo intranet. fiu.edu.
User name: |ﬁ A0 Janeodeo Vl
Passwl:lrd: | SRR RRRRRRRRRRR |
[ ]remember my password
[ (0] 4 ] [ Cancel ]

Once you get access to the intranet, copy and paste the following address on the same login bar
https://intranet.fiu.edu/daa/opir/ocmhelp/default.aspx
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Question: Do | have to use Internet Explorer only, to view my forms?

Answer: No, you do not have to use Internet Explorer, other browsers can also be used, but it is

recommended to use Internet Explorer as it is compatible with SharePoint, which is also a Microsoft
product.

Question: If my form has been placed in Pending status, what are my options?
Answer: Once your form is set to Pending status an automatic email is sent out to you. You can either

1) chose to reply to the email address from the body of the email (please see highlighted in red
bellow) and respond with the correct information:

Dear Matt Xhemaili,

Request OCM-94 could not be approved due to the following reason(s):

Flease provide more information about the room type requested

Please reply to the approver for this request 3t mxhemajl@fiu.edu pvith the required information.

OR OPTION 2 (CONTINUED ON NEXT PAGE)
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2) Edit your form with the correct information and submit it again.
Note: If you edit your form, it will put your request at the back of the queue.
To edit your form, follow these steps:

a) Open the form
b) Edit the form

Add Course - OCM-185ADD

c)

Alert Me
Delete ltem

Close

Manage Close

Term Campus

Instructor Meeting Pattern Gen. Purpose Classroom
Subject| Catalog | Class
Prefix | number | Sect Grade. TIME Need Request
Fah=D ‘ Role | s b5 Start Time: End Time Room | Fo°oM Tee Cap
I I I I I I MT W TH la n [T P en ) I I

Enter the new information

a International University
Office of Class Management

College Term IR Compus KIS

Instructor Meeting Pattern Gen. Purg
subject| Catalog | Class
Prefix | number | Sect. Grade TIME Need
PantherID| Role | 4 oos Days Start Time End Time Room | *

M T W TH |01 w|.00 v pv v | 010950 % PM [

2 N Start Date End Date
ADD sis  |1s01  |uioo [1319028 [P v |s —— Yes v | W
8/22/2011 [ 12/3/2011 [HE
WV I 3 -

Scheduler  fpc35.4 NEW INFORMATION
Additional Dept B¢t | 1005
Comments

Dean/Chair fscheduler

PC 324 is not a room
OCM Comments ONLY

Roie B = Primary instructor 51 = SecongGry =Course i = = = = = Mo Access

[Room Type C=Compurer Lob A= Any Genergl Ciassroom 11 = Wredia (Room Characteristic #25)

d) Save the form

Editing Tools

FormatText  Insert
CHEE

R ] % cut

Save | Close  Paste Delete

Ttem

Actians

Commit Clipboard

Save

Save the form

Instructor Meeting Pattern Gen. Purpose Classroom
Subject| Catalog | Class
Prefix | number | Sect Grade TIME Need Request
PantherID|  Role | 4 ress es Start Time: End Time Room | ReemTwpe | eap
MT WTH ouw] 00 %] pmiw [010%. 50 (v pPm s
VT VT Start Date End Date
ADD sis [1s01  fuoo [2319028 P wfs v ——y Yes (v | M-Medi v |50
8/22/2011 [l 12/3/2011 [
~ T i i
scheduler  |pC374 NEW INFORMATION %
[additional Dept Ext | 1005 Dean/Chair /Scheduler || Barbara Pita ; (3]
c -
PC 324 is not a room
OCM Comments ONLY Complete ~
o i i 5 =submit &= Grods 1= o Access
[oom 7ype = computer o
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