Welcome to your online class experience. The Ministry Formation Office is
trying something new, an online class web page. The web page will give you
access to all the documents you need for your class and allow the class to
meet ‘virtually’ to discuss your work. The following document will take you
through the steps you need to understand this web page. Please feel free to
contact Heather Wycoff at the Griffin Center if any questions arise that are
not covered in this tutorial. (503-652-7476) or hwycoff@archdpdx.org

Step One: Gaining entry to the web page

You must have an email account set up with the Archdiocese of Portland. If you
work in the Parishes, you most likely already are set up and will just use that login

for this web page. If you do not have this email, your name and information has been
sent to the Archdiocese. The computer administrator will get in contact with you once
you have been given a login. You will have to do an initial setup with this new login
(passwords, rules, etc) but it will be the same login for future classes.

11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476  hwycoff@archdpdx.org



Archdiocese of Portland: Ministry Formation

Online Class Tutorial

Step Two: Web Page & Login

Go to:
https://minfrm.archdpdx.org

FI3 Chanoiog abers. iavet, thie s wasies wih i S’
O n Ce th e re y a p a SSWO rd ?. ge-:urity certificate.
prompt will come up or a
Se C u ri ty p ro m pt a The securty certificate date iz walid.

The name on the zecurty certificate iz invalid or does nat
match the narne of the site

a The secunty certificate iz from a brusted certifying autharity,

Do you want to proceed?

C h OOS e ‘yes, > ez | o | Wiew Certificate

X

11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476  hwycoff@archdpdx.org




Archdiocese of Portland: Ministry Formation

Online Class Tutorial

Step Two: Web Page & Login

Your User Name
& Password will always
be the same, different

If a security screen does not versions of windows may
. use the domain & your
come Up, proceed Wlth user name together:
your normal IOgln archdpdx\hwycoff
p ro Ced u re Enter Network Password 7| x|
A password prompt will come wo
u p . UserName | weoft

xxxxxx

Fasswaord |

. . - Do |'5"“3h':||:":|"c
(yo u WI I I be u S I n g th e I Og I n [ Save thiz password in }IDNTSSWDH:I lizt

that the Archdiocese has «
assigned to you) \

If you are the only person using the
computer, it is nice to have your password

: . If you forget the
Saved. ltis also a good idea to “bookmark” D in N ‘h
this web site for quick access. omain Name: here

itis
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‘Home’ button
will always get
you back to

this main page

e

This quick launch
get you back to th
class document ‘li
this will contain all
class documents.
would be used if tl
document you we
for was taken out
‘shared document
that module week

Step Three: Main Page & Location of Material

Online Class Tutorial

Once you have login in, this is what the main page will look

like.

a Home - Microzoft Internet Explorer provided by Archdiocese of Portland

File
= Back -

Edit  Wiew

Favorites

1 } | @iSearch [GaFavortes GFMeda (4 By & o] ~ 3

Tools  Help

Address |£:| http:# #rinfr.archdpds.orgd

Home | Documents | Discussion Boards | Lists | Create | Site Settings | Help

A

Ministry Formation COnline Classes
Home

=| @Go | Links

Quick Launch

2 General Discussion
A Zontacts

2 Tasks

MCP 107 Online
atican II

Search Documnents

will
e
brary’;

the

This

he

re looking
of the

s’ because
had passed

Events

There are currently no upcoming events, To add a new event, click "Add
. new event" above,

E‘J‘}Go E

. General Discussion
Subject
i @ MCP 107: Module 1\ Fope John <<I11 calls council ! Hew

Tasks

| Title

There are no items to show
¢ itern, click "Add new iterm" abyve,

Online class infarmation for Lay Ministers

- Announcements
! Upcoming Classes
: by Abbott, Maureen

April 1-May 27, 2005 MCP 107: VYatican 11
¢ May 30-August 1, 2005 - MCP 106: Scripture II, Mew Testarment

Add new announcement

3222005 9:39 AM

Add new event

Add new discussion

Modified By
Wiy coff, Heather

add new iterm

this view of the "Tasks" list. To create a new

This will be where you

do your weekly class
discussion. At the end

of each week, one discussion
question will be added and
one taken away.

Links

Add new link

Ministry Formation: Archdiocese of Portland

Official Watican Site: Documents of Yatican 11
Book Online: Catechism of the Cathalic Church

Shared Decuments

Add new docurnent

File Mame

B MCP 107 Assignment Tha
Spring 2005 ! rew

MCP 107 =yllabus Spring
7005 ! new

MCP 107 Assignment 3 Spring
2005 ! new

W MCP 107 Madule 3 Spring
2005 ! new

B MCP 107 Madule 2 Spring
7005 ! new

B MCP 107 Madule 1 Spring
2005 ! hew

MCP 107 Assignment 2 Spring
7005 ! new

MCP 107 Assignment 1 Spring
2005 ! new

Contacts

Modified By
iy coff,
Heather
Wy cofTy
Heather
Wycoff,
Heather
wycoff,
Heather
Wycoff,
Heather
iy coff,
Heather
iy coff,
Heather
Wycoff,
Heather

add new itemn

Last  First

Marme Mame  FPhone

Business E-mail Address

# Intemnet

This will be
where you can
find various
helpful web site
links. Depending
on the class,
your instructor
may require
visitation of sites
or just some
informational
ones.

red Documents’
contain 1-3 modules,
ne weeks progress
uments will be

ded & others

en away.
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Online Class Tutorial
Step Four: Shared Documents

3 Home - Microsoft Internet Explorer provided by Archdiocese of Portland

File Edit View Favorites Toolz Help -

= Back ~ [ | ¢at | Q) Search [ Favortes iMeda % | B S O ~ &

Address |@ hitp: #¢minfrm. archdpds. org/ j @Go Links

Home | Documents | D on Boards | List

Ministry Formation Online Classes
Home
Quick Launch online class information for Lay Ministers Microsoft
A General Discussion Announcements Add new announcement , !
Upcoming Classes :
7 Contacts by Abbott, Maureen 3/22/2005 9:39 AM
ATasks April 1-May 27, 2005 MCP 107: Watican II
) May 30-August 1, 2005 - MCP 106: Scripture II, Mew Testament
AMCP 107 Online ¥ a P Sh P A
Watican II arePoint

Events Add new event Team Services

. .
Search Documents There are currently no upcoming events, To add a new event, click "add Links Add new link CI ICk d I reCtIy On

new event” above,

Ministry Formation: Archdiocese of Portland

@c: General Discussion aIne s cus s e cialstcantS it e e oy aticanfl] the mOd u Ie yOU wa nt

Book Online: Catechism of the Catholic Church

Subject Madified By

« MCP 107: Module 1 - Pope John ®XI00 calls council Inew — Wycoff, Heather  Shared Documents  Add new docurnent Please note . you m ust
. File Mame Modified By -

Tasks Add new itermn MCP 107 assignment Chart Wy coff,

have Microsoft Word

MCP 107 Syllabus Spring Wy coff,

There are no itemns to show in this view of the "Tasks" list, To create a new 2005 § Hew Heather
itern, click "Add new item" above. = . . t th d t
W MCP 107 Assignrment 3 Sprin Wy coff
L A S il O acCcess these aocuments.
MCP 107 Module 3 Spring Wy coff,
2005 1 Hew Heather
WMCP 107 Madule 2 Spring Wy coff, | ——
2005 ! rew Heathe
MR 107 Module 1 Sgpee Wy coff,
2005 L HEw Heather
MCP 107 assignment 2 Spring Wy coff,
2005 ! rew Heather
MCP 107 Assignment 1 Spring Wy coff,
2005 ! Hew Heather
Contacts add new item
Last  First Business E-mail Address
Marme Mame  Phone -
€] & Intemet
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Online Class Tutorial
Step Four: Shared Documents

x
@ Some files can harm pour computer. [F the file infarmation belaw
lockz sgspicinus, aor you do not fully bzt the source, do not open or ] . o
ssve s e This will be your next decision:
E: e e 'ft“:;‘ Sdp;”g 2““5f'°° 1. Save this word document to
ile type: icrozaft Word Documen
From: minfrm. archdpde.arg your personal CompUterv
then work there and print it
later.

Wwhould pou like to open the file or zave it to your computer?

Open | Save | Caricel kare Info

[ &lways azk before opening this tpe of file

_Or'_
2. Open & view/print this
document online.
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Online Class Tutorial

Step Four: Shared Documents

:3 http: //minfrm. archdpdx.org/Shared% 20D ocuments/MCP 220107 % 20As signment% 20Chart=205 pring= 202005._do - Microzoft Internet Explorer p - |2 ﬁ
File Edit “iew Inseit Fomat Tools Table GoTo Favorites Help -
= Back ~ [ | 3t | Q) Search [ Favortes iMeda % | [H 3 S &
Address ﬁj hittp"™glrrn. archdpds. org/Shared 200 ocurments M CP2 201 07 2% 204 ssignment % 20Chart % 205 pring® 202005, dac j @Go Links
Lg-- 1 N N N RN R N N O R R | Wh |. k
Open, the
MCP 107: VATICANNGS IMPACT AND DIRECTION d ocume nt
Online Course Mo o Assignments
R Topic pp
. ule Documents of Vatican 1l ges of the Council To Instructar Tao a ea rS "
- Title FiTes FagEs! Pages | by Digcussion . .
N K What is an ecumenical Council? Paope John XXl il | April 10 Maodule 1 You Can prl nt It
1
2 What was the context of Watican Constitution on the 130 117-162 Pierre-Marie Gy, 151- 7 hodule 2 H
- I? Sacred Liturgy 0.P. 57 |#2 or JUSt read
-3 The major work of the Council— Dogmatic Constitution B9 1-95 Archbishop Denis | 53-61 | April 24
L self-reflection on Church on the Church E. Hurley, O.M.1. #3 't f th
. Decree an Pastoral 33 283-316 Edmond Bliven 251- Ny I r0| I I e
Office of Bishops bt
Decree on the Catholic | 30 525-30
R Eastern Churches Screen .
] Howe to be Christ's Church in an Decree an Ecumenism | 24 499-524 Gregary Baum 129- Mlay 1 MWodule 4
. expanding warld culture 43 #4
. [ad extra) Declaration an Man- 5 ah9-74
Christian Religions —
Decree an the Church's | 9 443-57 T t b k
N Missionary Activity o g e aC
- Declaration an 15 55168 .
- Religious Liberty t th m
T IE Renewing the contributions ofthe | Decree an the Ministry | 22 317-64 Archbishop Raymond [ 43-57 | May 7 Module & O e al n
various roles within the Church and Life of Priests Hunthausen #5 .
{ad intra) Decree an the Training | 22 355-84 Bishop Frank 17-24 t
n of Priests Marcus Fernando page’ JUS
. Decree on the Up-to- 25 385-401
- Date Renewal of th
- Raligious Lifa I~ preSS e
Decree on the 33 403-42 @ ‘ y
Apostolate of La * b k
n y | 5 ac
# Unknown Zone b tt
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3 Home - Microsoft Internet Explorer provided by Archdiocese of Portland

Shared Documents

Eile
<= Back -
Address |@ hitp: //minfrm. archdpds. arg/

Edit  View Favorites Toolz Help

[ | ¢at | Q) Search [ Favortes iMeda % | B S O ~ &

| @G0 | Links

Home | Documents | D

&)

GQuick Launch

2 General Discussion

on Boards | List

Ministry Formation Online Classes
Home

online class information for Lay Ministers

Announcements Add new announcerment

efel

Upcoming Classes

7 ontacts by Abbatt, Maureen 3/22/2005 9:39 AM
# Tasks April 1-May 27, 2005 MCP 107: Watican 11
MCP 107 Online May 30-August 1, 2005 - MCP 106: Scripture II, New Testament .
Watican II sharepolnt
Events Add new event Team Services

Search Docurments Links add new link

Ministry Formation: Archdiocese of Portland
Official Vatican Site: Documents of Yatican 11
Book Online: Catechism of the Catholic Church

There are currently no upcoming events, To add a new event, click "Add
new event” above,

@Go

General Discussion
Subject
« MCP 107: Module 1 - Pope John X111 calls coundil ! vew

Add new discussion

Madified By
niycoff, Heather

Shared Documents  add new document

. File Mame Modified By
Tasks Add new itermn MCP 107 assignment Chars Wy coff,
Title assigned Ta Sprlng 2005 = HEW ) zather
. - " W MCP 107 Syllabus Spring Rt
There are no items to show in this view of the "Tasks" list. To create a new 2005 § Hew Heather
item, click *Add new item" above. MCP 107 Assignment 3 Spring  Wycoff,
2005 ! HEw Heather
MCP 107 Module 3 Spring Wy coff,
2005 ! Hew Heather
WMCP 107 Madule 2 Spring Wy coff,
2005 ! vew Heather
MCP 107 Module 1 Spring Wy coff,
2005 L HEw Heather
MCP 107 assignment 2 Spring Wy coff,
2005 ! vew Heather
MCP 107 Assignment 1 Spring Wy coff,
2005 ! rew Heather
Contacts add new item
Last  First Business E-mail Address

Marme Mame  Phone

& Intemet

11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476

Click directly on

the module you want.
_Or_

Click on the ‘Shared
Documents’ link & all the
“shared documents will
come up

hwycoff@archdpdx.org
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Online Class Tutorial
Step Four: Shared Documents

a Document Library Yiew - Microzoft Internet Explorer provided by Archdiocese of Portland
File Edit “iew Favortes Toolz Help -
<= Back - [ ] vt | Qi Seach (G Favoites GfMedia 4 Eh- S 0] - el

Address |@ http:#/minfrm. archdpds. org/Shared %200 ocuments/FormsAlltems. him j @ Go | Links

Home | Documents | Discussion Boards | Lists | Create | Site Settings | Help

Ministry Formation Onling Classes
Shared Documents
Select a View: Share a docurnent with the tearn by adding it to this document library,
= All Docurnents ;ij Mew Document | |} Upload Dacurnent | [ Filter | Subscribe @ Modify settings and columns
Folder View
File Marne Edit Last Modified Modified By
Search Docurnents @ MCP 107 Assignment 1 Spring 2005 ! vew 3/30/2005 3:09 PM wycoff, Heather
@ MCP 107 Assignment 2 Spring 2005 ! rew 3430/2005 3:09 PM Wiy coff, Heather
@Go @ MCP 107 Assignment 3 Spring 2005 ! rew 3430/2005 3:31 PM Wiy coff, Heather
Gojickeatchnans @ MCP 107 Assignment Chart Spring 2005 ! Hew 343172005 5:29 AM Wiy coff, Heather
@ MCP 107 Module 1 Spring 2005 1 Hew = 3430/2005 3:10 PM Wiy coff, Heather
@ MCP 107 Module 2 Spring 2005 1 Hew 330/2005 3L R wiycoff, Heather
@ MCP 107 Module 3 Spring 2005 1 Hew = 3/30/2005 3:29 PM Wiy coff, Heather
@ MCP 107 Syllabus Spring 2005 1 Hew = 343172005 51258 AM Wiy coff, Heather
Click on “Shared
Documents” takes you
y
to the list in a different
format. Here you can
also click directly on
the module you want.
Pl te:y t
- I ease note: you mus

have Microsoft Word
to access these

documents
11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476  hwycoff@archdpdx.org
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Online Class Tutorial
Step Four: Shared Documents

File Download |

Some files can harm pour computer. [F the file infarmation belaw
looks suzpicious, or you do not fully trugt the zource, do not open or

s s e Whenever you click on a
e e document, you will need to
From  minfrm.archdpds.org decide:

1. Save this Word document to
your personal computer and
work there.

_Or'_

2. Open & view/print this
document online.

Wwhould pou like to open the file or zave it to your computer?

Open | Save | Caricel kare Info

[ &lways azk before opening this tpe of file
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Online Class Tutorial

Step Five: Assignments

» After completing the content portion of the module, return to “Shared
Documents” and click on the corresponding Assignment.

« As always, you may either work online, or copy the Assignment as a
Word.doc to your computer and work offline.

 When you have completed the Assignment, follow the directions
there to send it to your instructor as an e-mail attachment.

11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476  hwycoff@archdpdx.org
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Online Class Tutorial
Step Six: Discussion Board

Home - Microsoft Internet Explorer provided by Archdiocese of Portland

File Edit View Favorites Toolz Help -

= Back ~ [ | ¢at | Q) Search [ Favortes iMeda % | B S O ~ &

Address |@ hitp: #¢minfrm. archdpds. org/ j @Go Links

Home | Documents | Dis on Boards | Lis Create | Si ttings | Help

o Ministry Formation Online Classes NeXt’ on the I IOI I le page’
Home . ‘
— — click on the ‘General
Quick Launch online class information for Lay Ministers Microsoft
. . y q*
# General Discussion  ANNouncements #dd new announcement [ ] D I k
o iscussion’ link.
by abbott, Maureen 3/22/2005 9:39 AM
ATasks April 1-May 27, 2005 MCP 107: Watican II
MCP 107 Online May 30-August 1, 2005 - MCP 106: Scripture II, Mew Testament .
? ustican 11 SharePoint
Events Add new event Team Services
Search Documents There are currently no upcoming events, To @™ new event, click "add Links Add new link
new event” above, Ministry Formation: Archdiocese of Partland
@Go General Discussion add new discussion Official Utatlcan Site: .Dncuments aof Ua.tlcan 11
- — Book Online: Catechism of the Catholic Church
Subject Madified By
= MCP 107: Module 1 - Pape John ¥®III calls council ] Hew wycoff, Heather  Shared Documents Add new docurnent
. File Mame Modified By
Tasks Add new itermn MCP 107 assignment Chart Wy coff,
Title assigned Ta Spring 2005 = HEW Heather
. - " W MCP 107 Syllabus Spring Wy coff,
There are no items to show in this view of the "Tasks" list. To create a new 2005 § Hew Heather
item, click *Add new item" above. MCP 107 Assignment 3 Spring  Wycoff,
2005 ! HEw Heather
MCP 107 Module 3 Spring Wy coff,
2005 1 Hew Heather
MCP 107 Madule 2 Spring Wy eoff,
2005 ! rew Heather
MCP 107 Module 1 Spring Wy coff,
2005 L HEw Heather
MCP 107 Assignment 2 Spring Wy coff,
2005 ! rew Heather
MCP 107 Assignment 1 Spring Wy coff,
2005 ! Hew Heather
Contacts add new item
Last  First Business E-mail Address
Marme Mame  Phone -
€] & Intemet

11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476  hwycoff@archdpdx.org
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a Discussion Board Yiew - Microzoft Internet Explorer provided by Archdiocese of Portland
File Edit “iew Favortes Toolz Help -

GBack ~ =+ () vt | Qi Seach (G Favoites GfMedia 4 Eh- S 0] - el

Address |@ http: #/minfrm. archdpds. org/Lists/General 2 200iscussion/Allltems. htm j @ Go | Links

Home | Documents | Discussion Boards | Lists | Create | Site Settings | Help

@ Ministry Formation Onling Classes
General Discussion Choose the
Select a View: Use the General Discussion to hold newsgroup-style discussions on topics relevant to your team. . .
O TGETy ¥ ;i:EINew Discussion | ﬂFiIter| Zubscribe & Modify settings and columns FI rSt Tltled
Expanded .
Subject e L k f th
3/30/2005 3:146 PM In Or e

= MCP 107: Module 1 - Pope John =XIII calls council | Hew

module you
are working
on.

(There may be
multiple
links from
other
students
but read the
first one

I © iens stated with

the lesson)
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a Dizplay Discussion Article - Microsoft Internet Explorer provided by Archdiocese of Portland
File Edit “iew Favortes Toolz Help -

<= Back - [ ] vt | Qi Seach (G Favoites GfMedia 4 Eh- S 0] - el

Address |@ hittp: / fminfrm. archdpds. org/Lists /General % 20Dizcussion/DispForm. him? D=1 &S0urCe=http°/°3a°/°2f°/°2fminfrm°/°2earChdpdx°/°280rg°/°2fLists°/g2fGenera|°/°252UDiscussion°/°Ij @GD Links

Home | Documents | Discussion Boards | Lists | Create | Site Settings | Help

Ministry Formation Onling Classes

General Discussion: MCP 107: Module 1 - Pope John XXII| calls...

Here you will
see the
discussion
question,
press
‘reply’, to
give your
response

f;RepIy | Edit Ttermn | W Delete Item | Go back to discussion board

MCP 107: Module 1 - Pope John XX
Posted by Wy coff, Heather

3/30/2005 3:46 PM

Posted by abbott, Maureen 3/29/2005 12:19 PM
1. Pope John is quite eloquent, If you were to select a quote to put on your desktop, what would it be?
2. In general, what struck yvou in this address?

Click on "Reply" above and post your answer to either 1, or 2, As the week goes on, you can also comment on what others post,
Hopefully as we get good at this, it will becorne a real discussion,

Subject Modified By Modified
= MCP 107: Module 1 - Pope John XXIII calls council ! vew Wiy coff, Heather 3/30/2005 3:46 PM

(You may read
&iome © i & respond to
other students
by clicking on
their links)
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a Edit Discussion - Microzoft Internet Explorer provided by Archdiocese of Portland
File Edit “iew Favortes Toolz Help -

<= Back - [ ] vt | Qi Seach (G Favoites GfMedia 4 Eh- S 0] - el

Address |@ http:#¢minfrm. archdpds. orgdLists/General 2200 iscussion/E ditF ormn.hitrn 71D =285 ource=http® 3% 20 2fminfrm % 2earchdpds % 2eorg .2 j @Go Links

Home | Documents | Discussion Boards | Lists | Create | Site Settings | Help

Ministry Formation Onling Classes

General Discussion: MCP 107: Module 1 - Pope John XXII| calls...

. . O
= SaveAand Close | ¥ Delets Itern | Go back to discussion board Plea

ote the format of
ject’:
dule # -- your last name

. 1
Subject | [MCP 107: Madule 1 - Wycoff Response - @@ the

Text

This is a test 'thread'. This is what will be posted in the =l

discussion box, You can read everyone's responses and CIaSS tltle

send in your own,

*indicates 3 required field

Created at J/31/2005 §:53 AM by Wycoff, Heather

T to'the discussion here

When finished, click ‘Save & Close’. At any pc
to this response & choose ‘edit’ to change info

to can go back
tion

&)  Internet

11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476  hwycoff@archdpdx.org
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Online Class Tutorial

Other Information

« There is more than one way to get to all the class files, | showed you
the most straightforward approach to all of this. Feel free to explore
the site.

» Everyone who has access to this web site, can edit it. Please refrain
from deleting files or adding files, if you have technical difficulty —
contact Heather at the Griffin Center.

« More than one class may be going online at the same time, please
respect the other classes by sticking to your class & materials only.

« Homework will be sent directly to the teacher as an email
attachment, since posting your work to the web page will give
everyone access to read it. The discussion board will be your area
for class discussion at this time.

« Be mindful that the content of the modules is copyrighted. Observe
normal rules for quoting and citing content.

11957 SE Fuller Road, Milwaukie, Oregon 97222 (503)652-7476  hwycoff@archdpdx.org
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