STUDENT/PARENT GUIDE
Trillium Web Course Requests

The Trillium Web Course Request is a web-based application that allows you to enter course requests on-line.
This visual “Student Guide/Parent” will outline the necessary steps you need to follow to enter course
requests. This guide contains information on:

Minimum hardware, and software requirements
How to access the web-based application

How to create a login account

How to enter course requests on-line

How to change your password

What to do if you forget your account information?
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1. WHAT ARE THE MINIMUM HARDWARE, AND SOFTWARE REQUIREMENTS?

The minimum hardware, and software requirements are listed in the table below.

Minimum Configuration
Pentium III 350 MHz, Windows 98, NT, XP, ME; 128MB RAM Memory;
Monitor set to 800x600; Internet Access; MS Internet Explorer 6.0 or higher.
**Please note: If you are using a Mac you may experience some problems.
This application is not currently supported by Mac **

2. HOW DO I ACCESS THE WE-B BASED APPLICATION?

Access the Trillium Web Course Requests by typing in the following website address https://cr.hwcdsb.ca or
a link can be found in www.pathtosuccess.ca under
“Secondary Courses”/”School Name”/”Trillium Web Course Requests”

3. HOW DO I CREATE MY LOGIN ACCOUNT?

1. Click on the “New Users Sign-In” link to create a new account if you have not already done so.

SRB Trillium Web Course Requests

Login

User Mame: I

User Password: |

Submit Clear
@ Mew Users Sign-In
Forgot Your Account Information?
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In the “Student Information” area, enter your own information. You will need your Ontario Education
Number (OEN) not your student number. This number can be found on any Provincial Report Card or
on your timetable. The OEN is a 9 digit number that is assigned to every student in the Province of
Ontario. If you cannot find your OEN number please contact the school administration office.
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INTERNATIONAL

—p Student Information:

prafarred Surnamme:® Student No: Please pravide us with your Studert
Infarmation for identification purposes and
Prefarrad First P to create your account in the Trilliumn Web
Marne:* Course Requests application, Student Mo
and ©EM must be 9 nurmeric characters, no
Birth Date:* s | DD MM Gander:® - deshas

> Choosing Your User Name and Password:

User Mame:* Get a User Name and Password to access the Trillium Wweb
Course Requests application. You will use this information to
Password:® access this application each time, User name must be & - 20
and password must be € - 16 case-sensitive characters,
Confirm Password:® including letters, numbers and underscore (_).

—> Recalling Your Password:

Security Question:* hd This information is our only way to verify vour identity. If you
farget your passward, you'll need to canfirm this information.
Your Anzwer:* To protect your sccount, make sure your answer is memorable
ta you but hard for others to guass! Account notices will be
Ermail Addrass* sent to this emall addrass.

Clear

* - This field is rmandatory,
** - only one of these fields is mandatary,

In the “Choosing Your User Name and Password” area, create your own “User Name”, and
“Password”. Please note that once your “User Name” is created, you cannot modify it.
i. The “User Name” must be from 6 to 20 characters long, ie lastnamefirstname (smithjohn)
ii. The “Password” must be from 6 to 16 case sensitive characters, and can include letters,
numbers, and underscore (“_"). Passwords are case sensitive. Record your username
and password.

In the “Recalling Your Password” area, enter a security question with an answer that is easy
for you to remember. Choose a password that is unknown by your friends — This information
is important, and should be kept confidential — same as a debit card PIN#.

Note: This security question is critical, since it will be required to be able to retrieve your
account information if forgotten.

Enter your email address (parent or student). This field is important, since the course requests
you enter on-line, or if changed by an authorized school person will be confirmed by the
application via this email address.

If you make an error entering the information, the “Clear” button will erase all information
entered so you can start over.

Once all the required information is entered, click on the “Submit” button to have your
account created.




8. If you encounter an error message that states “Student information doesn’t match database”,
please correct the data before submitting again. You might have entered an incorrect “OEN",
“Birth Date”, or even your “Preferred First” or “Last Name”. (If you do not know your “OEN”
number contact the school administration office).

=N Errors - Microsoft Internet Explorer

® sStudent information doesn't match database.

9. If you encounter an error message that states “User name not available”, please select a different
user name before submitting again. You might have the same lastname and initials as
another student.

) Errors - Microsoft Internet Explorer 10| x|

Errors
’ & lUszer narme not available,

| Close I

4. How DO I ENTER COURSE REQUEST ON-LINE?

1. With your web account created, login to the website address https://cr.hwedsb.ca. Enter your
“User Name” and “Password”, and click on the “Submit” button.

%mmu Trillium Web Course Requests

Login
Uzer Hame:; ESI'I"IIU"IF
Enter Username and Password
Uzer Password: ﬁ_nunl
| Zubmit I [m"""-a;ur
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2. If the login is successful, the application will bring you to the “Course Request” tab. It is
suggested that you maximize your screen for full viewing.

=1 Logout
SRB Trillium Web Course Requests
Course INTERNATIONAL . About
R t change Password
—
eques $elected School: | 3R |Benton Secondary School v Schoal Year: 20052006
uuuuuu yourselection:
Tab AMUTOT »| | Reference

ArUZO1

AhAUIMT g
BAFIM1

BBNOT

BEIZO1 g
CGCIDT »

Your selection is:
;‘l‘;:; Course Title

Credit Semester  Alternate
Value Preference Course Code

Course Code

Total Number of Courses: 0 Total Number of Credits: 0

Submit Clear

Rernarnber to click the 'Submit’ button anly after all course requasts haue been addad

3. Inthe “Selected School” field, make sure it displays the school name to which you want to
enter course requests.

Logout

Trillium Web Course Requests about
ou

INTERNATIONAL

Change Password
Selected St!nnl: 3.R. Benton Secandary School v School Year: 20052006
Make your selection:

AMUTOT A1 Reference hd

Your selection is:

Course Code  EOUPSE —— Credit Semester  Alternate
Details ¥alue Preference Course Code
Total Number of Courses: 0 Total Number of Credits: 0

submit | clear | |

Rermember ta click the 'Submit’ button only after all course requests have been added,

4. From the “Make your selection” area, you can select your course request using the following
preferences.

e By Reference — A list of all courses in alphabetical order

¢ By Requirement Areas — A list of courses based on the selected
requirement/department area

¢ By Custom — A list of courses that matches with what you enter in the blank field. For

example, if you type “ENG”, the application will display only the courses starting with
IIENG/I




5. After a selection preference is selected, you can start entering courses by selecting a course and
clicking on the “Add” button. With every course added, the lower portion of the “Course
Request” tab displays all your selection. A summary listing all courses taken in high school
can be printed by clicking the “Credit Counselling Summary”

SRB

Email Address:

Change Password
gravinam@hwcdsb.ca
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X

Make your selection:

Course
— I Feference 'l Details

selected School: | Cardinal Newman Catholic Secondary School j

Your selection is:
Course

Course Code Details

 |ENG2D1 Q

© MPM2D1 Q

© |SNCZDl o}

|HRE20D1 Q
Total Number of Courses: 4
5 Select

RetNgmb

Course Title

English

Principles of Mathematics

Science

School Year:

Course Title

add | Q 5 Add Dramatic &rts
Add Altermate I Displays your Selection

Religious Education

Submit I Clear I Riepar

Credit Counselling
Summary
Total Nymber of Credits: 4

I Credit Counselling Surnrnarl,ll

to click the 'Submit' button only after all course requests have been added,

Logout
About

20022009

Credit
Value

Credit Altermate
¥alue Course Code

1

1
1
1

6. When a course is highlighted /selected, the right side displays the course title and credit value.
To review the course outline, click on the magnifying glass under the “Course Details”.

7. To remove a course request from the selected list, click on the radio button beside the course on

the left hand side of the list and click on the “Remove” button.

A Logout
SRB Trillium Web Course Requests about
au
Change Password %
Email Address: gravinam@hwcdsh.ca
selected School: ICardinaI Mewman Catholic Secondary School j school Year: 20052009
Wake your selection:
i Course Credit
[ EerERee I Details 6 Course Title value
v | o Dramatic Arts 1
Add Alternate |
Remoaove |
Your selection is:
Course Credit  Alternate
Course Code Details Course Title Value Course Code
 ENGE2D1 Q English 1
 MPM2D1 Q Principles of Mathematics 1
 SNC2D1 Science 1
e Religious Education 1
& aADAZOL Q Dramatic Arts 1
Total Number of Courses: 5 Total Number of Credits: 5
Subrnit Clear I gt Credit Counzelling Surnrnary

Rermernber to click the 'Submit’ buttan anly after all caurse requests have bean added.

8. The “Clear” button can be used to remove all course requests in the “Make your selection” area.
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9.

9a

Selecting “Alternate Course Code”

Click on the radio button beside the primary course, and select your alternate course
preference from the “Make your selection” area. Click on the “Add Alternate” button. The
selected alternate course will be displayed on the right hand side of the selected course list

under the heading “Alternate course code”.

SRB Trillium Web Course Requests

Change Password
Email Address: gravinam@hwcdsh.ca

[Aviz01 T [T

Your selection is:

Submit I Clear Report Credit Counselling Summarl,ll

Remernber to dick the 'Submit' button only after all course requests have been added.

Course Code ::)‘::;sil‘; Course Title
© ENG2D1 Q English
 MPM2D1 Q Principles of Mathematics
LS =M=l )1 Q Science
 HRE201 Q Religious Education
™ ADAZDI [o3 | Dramatic Arts
Total Number of Courses: 5 Total Number of Credits:

[elected School: ICardinaI Mewman Catholic Secondary Schoolj o] e
Make your selection:
Ahdy201 .[ I—L, C
AhIA1 Feference DZL::I‘; Course Tite
vaol gdd | . Visual Arts
ASk401
ASMHOC
1111

5

Logout
About

20082009

Credit
Value

Credit\ Alternate
¥alue Yourse Code

1
1
1
1
1

ANVI201




10. To remove an alternate course, click on the radio button besides the course on the left hand
side of the list and click on “Remove”. Both the primary course and the alternate will be
removed.

SRB Trillium Web Course Requests Logout

About

Change Password

Email Address:  gravinam@hwcdsb.ca

selected School: |Cardinal Newman Catholic Secondary School j school Year: 20082009
9a Make your selection:

Ahdy201 ‘l ~| Course Credit
IReference l Detoils Course Title iz

AT I
\ AbdV301 i Q Yisual drts 1

ASMA01

S R Both primary and alternate courses are removed

IR - || Remeve |

Your selection is:
Course

Credit  Alternate

Course Code Course Title

Details Value Course Code

 ENGZD1 Q English 1

T MPM2D1 Q Principles of Mathematics il

C  SNC2Dl Q Science 1

f HEESTT g FEtgoTs Educatiomn

o ADaZUL Q Dramatic Arts 1 AVIZO01

Total Number of Courses: 5 Total Number of CGredits: 5
Subrnit Clear Report Credit Counzelling Summarl,ll

Remernber to dick the 'Submit' button only after all course requests have been added.

11. When you are satisfied with your course requests, click on the “Submit” button to submit
your request. An e-mail (using the e-mail account provided by you in the registration) will be
sent to you by the application confirming your course request. Some e-mail service providers such
as Hotmail or Sympatico may place this e-mail in your Junk folder.

Thank=s for subwitting your Cour=e Hecuest=!
Here iz the =selection for Tim Grahsm:

Course Code Alternate Course Code
ANTIG1 ANTTZ o1

EEIlol

CHC1D1

MPHM1D1

ENG1D1

ENGZD1

SNC1D1

12. Once the course requests are submitted, the “Report” button becomes enabled. Click on this
button to view your course request, and print it. This copy must be signed by your
parent/guardian and returned to the school along with your fees and registration form.




Student Course Request Verification

Cardinal Mewman Catholic Secondary School

20082009
Stidant Mama: Rnca Hamiltan
Current rade: 10
Current Homeroorm: MPMID1-11
Submit Date: 12/01/2008%
Missing Credit Altermate
Course Code Course Titde Prerequisite Walue Course Code
ENGZD1 English 1
MPM2D1 Principles of Mathematics 1
SHC2D1 Science 1
HREZ(O1 Feligious Education 1
CHCZ2D7 Canadian History In The 20th Century 1
GLC209 Career Studies g
CHW20C9 Civics =
aDAZO1 Dramatic Arts 1 ANTZ201
TCIZ201 Construction Technolagy 1 TDIZO1
Signature of Parent/Guardian Data
5. HOW DO I CHANGE MY PASSWORD?
1. To change your password, click on the “Change Password” tab.
BRB Trillium Web Course Requests :; D:t
Course Requests %
Change Password: Subrit
Clear
old Password:ll
New Password:l
Mew Password 'Uerify:l
Passwords must be & - 20 case-sensitive characters, including letters, numbers and underscare (),

2. Enter your old password and the new password in the appropriate fields.

Note: The “New Password” MUST be different than the “Old Password”, otherwise the application
WILL NOT accept it. Passwords must be 6 to 16 characters, and can include letters, numbers, and
underscore (‘_’). Passwords are case sensitive.

3. To clear data entered in any of the password fields, the “Clear” button can be used.
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4. Click on the “Submit” button to change the password.

Note: Please note that the “Submit” button will not be enabled if your old password is the same as
your new password.

6. WHAT IF I FORGOT MY ACCOUNT INFORMATION?

1.

If you have misplaced your account information, you can make use of the “Forgot Your
Account Information” link located in the “Login” page of the application to obtain a new
password.

Access the Trillium Web Course Requests by typing in the following website address
https://cr.hwcdsb.ca .

Click on the “Forgot Your Account Information” link.

Enter the required information, and then click on the “Submit” button.

Trillium Web Course Requests
INTERNATIONAL

Forgot Your Account Information?:

Preferred Surmame:* Student Mo#*

If you've forgotten your User Marme andfor
Preferred First SEM Password, please provide your student
Marne:* ' information. Student Mo and OEM must be 9
numeric characters, no dashes.

Birth Date:* [=l=i GG Gandar:*

Security Question:
Please Answar your Security Question: Who was your childhood hero?

Your Answer: ¥ F.obin Hood

Submit I Clear

* - This field is rnandatory.
*# - only one of these fields is mandatary,

If the required information is entered correctly, you will be prompted to answer the security
question you provided during registration.

Note: If you have forgotten the answer to the security question, it is your responsibility to contact the
authorized school person to assign you with a new password.

Answer the question and click on the “Submit” button.

If the answer is correct, the application will assign a new password, which will be sent to you
using the e-mail account you provided. Once you receive your new password, you can login
to the application. Do not reply or send any e-mail to the account twebcr@hwcdsb.ca as it will
be rejected and bounce back to the student who sent the message.

Note: For security reasons, it is recommended that when the application assigns you with a new
password, you login to the application and change your password immediately.




