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Logging into WebAdvisor

1. Go to the SCC web page at

Santiago Canyon College ===
http://www.sccollege.edu g y g o

M5 E gran Ay + APPLY « ONLINE RECORDS
QUICK LINKS

= About SCC
+ Admissions & Records
+ Athletics

» Blackboard Access

« Business & Community
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« Facuty 6 St
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+ Maps & Directions
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CLICK WERL 10 8REly 10 Mhe college.

2. Click on the Online

Records link in the upper Fg | Santiago Canyon College ezz=mmmem
right. — Pathways to Success

E. Chaprman Ave. = ( ge, CA 9 900 » AL ~LY « ONLINE RECDRDSI

3. Click the Summer & Fall ‘Santiago T —
09 button to open :

WebAdvisor. Online Records
Students:

« apphcaton
SUMMER e R, TO APPLY ONLINE T0 SANTIAGO CANYON COLLEGE, CLICK HERE.
* Cashuar'y Ofice

® Class Schedule £ it

& FALL 09 S

. Fees

Online Records L S

. Ferm

SPRING 09

Online Records

* Graduaton
 Honers Ragistrasan
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o Intergaseon Indermation
ET———

« Penaty oty

o Reconds
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* Sesich Closs Schecue
« Transengs

® Veterans Frogrem

* Vireless internet AlCess

4. Click the Log In button.

Santa Ana College & Santiago Canyon College

Welcome Guest!

Online Records System

Guests are allowed to view current class schedules
and to apply online.

Students and Faculty must log in first to access
their WebAdvisor menus.

What's My User ID? What's My Password?.

WebAdvisor;.:



http://www.sccollege.edu/�

5. Tologin: Log In
A. Enter your WebAdvisor ID
(as emalled tO you on \ I= this your first time logging onto WebAdvisor?

_ If =0, your temporary password is your birth month, birth day, and two digit birth year (mmddyy).
5/1/2009) N the User ID ‘fou will be prompted to change your password after you first log on.
field. Ny

Example: sr55837

B. Enter your birth date as
MMDDYY in PaSSWOfd Fassword  |eswess|
field. Hint -

Example: 010174
C. Click the SUBMIT button™ l | sumiT | l

8. You will be prompted to change
your password:

A. Enter your WebAdvisor ID Your password has ezpired. Please choose a new passvor
in the User 1D field.

User 1D Sre5837

Change Password

B. Enter your birth date in the
Old Password field. ~

C. Create a new password in
the New Password field.

Mew Pazsword [TITTIT] I

Confirm FPassword |IIIIII

D. Re-enter you new password
in the Confirm Password
field.

Hint pet dog's name

SuUBMIT

E. Enter a password hint in
the Hint field.

F. Click the SUBMIT buttorl” |

9. Once you have logged in you Santa Ana College & Santiago Canyon College
will be taken to back to the CHANGE PASSWORD | LOG OUT | NAW MENU | CONTACTUS

WebAdvisor home page. P
Click on the Faculty button to welcome sergo
access the faculty menu. Online Records System

.
Faculty
_ TELREE #S P S0 1e i LTI liak bidlns
and to apply orlice.

Students and Faculty must fog o first to access
thesr Wabadviser merus.




10. Facu|ty menu links can now Santa Ana College & Santiago Canyon College

be accessed CHANGE PASSWORD | LOGOUT | MAINMENU |  FACULTYMENU | CONTACTUs

FACULTY - WEBADVISOR FOR FACULTY MENU Welcome Sergiol

Faculty Information

Class Roster
Grading

Search for Secticns
My Class Schedule
Student profile
Faculty Student Drop

User Account

Faculty Information

Class Roster
Grading
Search for Sections
My Class Schedule
Student profile
Faculty Student Drop

What's my User ID?
What's my passwerd
Change Password

Address Change

CHANGE PASSWORD LoG out MAIN MENU FACULTY MENU ‘ CONTACT Us

Advisor




View Class Roster

1. From the Faculty
Information menu, click the
Class Roster link.

| Faculty Information

Class Roster
Grading

Search for Sections
My Class Schedule
Student profile
Faculty Student Drop

2. To select a roster:
A. Select the term in the
drop-down menu S

B. Click the SUBMIT
button.

Class Roster

Select a Ter W
or Enter a Date Ra N —— k

[| SUBMIT |]

3. To select a class section:
A. Click the radio button
next to your class

Class Roster

SeCtion. \ Choose One Course Name and Title Term Bldg Room Meeting Times Days of Week
IS BA 016 207389 Computer Office Modules  20095P 1A A-203  09:00AM - 12:10PM  TTH

B. Click the SUBMIT
button.

s

>




4. The roster for the class
section selected will be
displayed.

NOTE:

e A status of Add or New
means the student is
registered for the class.

e Waitlisted students will be
displayed at the bottom of

Class Roster

Course Name and Title Section Meeting Information

BA-D16-20789 Computer Office Modules  02/24/2009-06/07/2009 Laboratory/Studio/Activity Tuesday, Thursday 09:00AM - 12:10PM, A - Cesar Chavez Bldg, Room A-203

Instructors

Robert Manson

E-mail a copy of this roster to me. [~

the same roster page with
a status of Wait. The
order they appear is the
order they were added to
the waitlist. In the
example to the right, there
are two waitlisted
students.

Status

Wait

e [f no students are
waitlisted then no students
will appear on your roster
with a status of Wait.

Student I E-mail Address Telephone Course Name Status Units Student Profile
Ball, Chuck 1641037 test@gmail.com DAY 714-828-7984 BA-016 Add 1.00 I
Le, Vincent H. 1376140 HOME 547-1706 BA-016 Add 150 'I”
Pack, Brittany 1641065 birtp@yahoo.com Wait r
Sall, Chude | 160100 e — Wait -

Security Access Messages

None

SuBMIT

Option 1
Email the roster to yourself
by:
A. Clicking the check box
next to “E-mail a copy
of this roster to me.”

———

Click the SUBMIT
button.

C. Anemail will be sen
to your RSCCD email

account.

NOTE: You can copy and
paste the roster from your
email onto MS Excel 2003 or
2007 by following the steps
on the next page.

E-rma

Student
Ball, Chuck

ID E-mail Address Telephone
1641037 test@gmail.com

Course Name Status Units Student Profile

DAY 714-628-7984 BA-016 Add i00 I

Le, Vincent H. 1376140 HOME 547-1706 BA-016 Add 1.50 r

ecurity Access Messages
Mol

=]




Option 1, continued

For Excel 2007, copy and
paste the roster from your
email by:

1.

w

Opening Excel (this
step must be done
first).

In the email, select the
content and copy it.

In Excel do a paste.

In Excel select the
portion under line
three (e.g. A4-G4)
Now click the Format #
button (Home tab) and
select the AutoFit
Column Width menu
item.

% AutoSum ~ %
@] Fill -

Sort &
CAClearT e~

1 Cell 5ize
: i0 Row Height...
AutoFit Row Height
3| Column Width...
AutoFit Column Width %

/ Default Width...

Option 1, continued

For Excel 2003, copy and
paste the roster from your

email by:

1. Opening Excel (this
step must be done
first).

2. In the email, select the
content and copy it.

3. In Excel do a paste.

4. In Excel select the
portion under line
three (e.g. A4-G4)

5. In Excel click on
Format menu and
select AutoFormat.

6. Now click the OK

button in the
AutoFormat Dialog.

AutoFormat

Jan Feb Mar Total Jan Feb Mar Total

East 7 7 5 18 | | East T
West 6 4 7 17 | | West [ 4 7
South ] T 9 241 | South L]

Total 21 18 2 S0 |Total | 21 18 21

East F F & 49
West 6 4 7 17

South & 7 § 24
dotal 21 18 21 &0

0
[[Mal 21 18 21

Classic 2 / Classic 3

Jan  Feb Mar

Jan Feb Mar Total

East § 75 73

East § 7% 7§ 535

19

West 6 4 17 | | West 6 4 7 17
South & 9 24 |South 8 i 5 24
Total § 21 $ 21 % B0 ||Total 5 215 185 21 § 60

nting 1 Accounting 2

13 ’ Cancel |

Options,.. |




Option2
View student contact
information by:
A. Clicking the Student
Profile check box for a
particular student ===

B. Clicking the SUBMIT
button.

Class Roster

Course Name and Title
BA-016-20789 Computer Office Modules

Instructors

Robert Manscn

Student ID Course Name Units Student Profile

1641037

E-mail address Pass/MNoPass

Ball, Chuck test@gmail.com P BA-016

Le, Vincent H. 1376140 B BA-016

curity Access Messages

Non

SUBMIT

C. View student contact
information.

Student Profile

Student [D 1641037 Freferred Name Chuck Ball
Preferred Address 1234 Mew Address

Garden Grove, CA 92840

E-mail Address Type
test@gmail.cam

Phone Number Extension Type
714-628-7984

Anticipated Completion Academic
Date Standing

Academic

Level Minor CCD

Academic Program Degree Major Specialization

Educ: Elementary

Education: Elementary Education cc AL
(8A) Education

Advisor
ErIigiiE s

Advisor Type Phone Number Extension E-mail Address

Counselor Counselor Type Phone Number Extension E-mail Address

None Specified

[ o ]




View My Class $chedule
. sTePs | = SCREENSHOT |

1. From the Faculty
Information menu, click the | Faculty Information |
“My Class Schedule” link.

Clas= Roster
Grading

=~ o b e e
l My Class Schedule
student protile

Faculty Student Drop

2. To select a roster:
A. Select the term in the Class Schedule
drop-down menu S

B. Click the SUBMIT \
Click the SU \ Select A Term |v|

button.
or Enter a Date Range

|  suBMmIT |
3. Now you can view your Class Schedule
class schedule.
NOTE Class Name and Title Days of Week StartTime End Time Bldg Room Start Date End Date
CI k th OK BA-016-20789 Computer Office Modules  TTH 09:00AM 12:10PM 1A A-203 02/24/09 06/07/09
° icking the

button will take you

back to the faculty

menu.

e You can use your
browser’s print button
to print this page for
your records.




View Student Contact Information
| SsTEPS [ ' SCREENSHOT |

1. From the Faculty
Information menu, click the
“Student profile” link.

l Student profile

| Faculty Information |

Clas= Roster
Grading
Search for Sections

H'i'i G52 '-'-'Ehﬁd =

N R E A

2. Enter the student’s ID or
SSN in the appropriate field

and click the SUBMIT button.

Student profile

Enter the student's ID or Social Security/Social Identification Number.

Student ID

1641037]

Social Security Number |

|  suBMIT |

3. View student contact
information.

NOTE:

e Clicking the OK
button will take you
back to the faculty
menu.

e You can use your
browser’s print button
to print this page for
your records.

Student Profile

Student ID 1641037 Preferred Name Chuck Ball
Preferrad Address 1234 New Address

Garden Grove, CA $2840

E-mail Address Type

test@gmail.com

Phone Number Extension Type
714-628-7984

. Academic Anticipated Completion Academic . . i
Academic Program Level Degree Date standing Major Minor CCD Specialization
Education: Elementary Education EE A4 Educ: Elementary

Education

Advisor Advisor Type Phone Number Extension E-mail Address

None Specified

Counselor Counselor Type Phone Number Extension E-mail Address

None Specified

L x ]

10




Submit Grades

1. From the Faculty
Information menu, click the
“Grading” link.

Faculty Information

M F-EE =
Grading
SEarch for sections
My Class Schedule
Student profile
Faculty Student Drop

2. Toselect aterm:
A. Select the term in the
drop-down menu

B. Click the SUBMIT
button.

FaclULTy

Grading

Please note; GRADES ARE DUE 5 DAYS from vour FINAL CLASS MEETIMNG.

]

Select a term to restrict yvour class list

erm : Summer 2009 V|

|

> l SUBMIT |

3. To select a class section:
A. Click the radio button
next to your class

section. \

B. Click the SUBMIT =]
button.

Grading

Final or Midterm/Intermediate Grading Final

Start Date End Date Bldg Room Meeting Times
08/22/09  07/29/09 1D

Days of Week Loc Term

D-209  08:00AM - 12:15PM MW SAC 200950

Choose One §Class Name and Title
Q\ ECOM-120-20388 Principles/Macro
/ SUEMIT

11




1. Inthe Final Grading screen: Final Gradin
A. Enter a grade for each 9
respective student in the

Grade column fields.
Class Mame ECOMN-120-20388

A - Excellent Title Principles/Macro
B - Good Lo Santa &na College
C - Satisfactory Term rrner 2009
D . Less Than Instructor
Satlschtory Sery Rodriguez
F - Fail
P - Pass
NP —No Pass Student ID Statud Grade Hgpire Date Units

I — Incomplete (see

albert, Lori &. 1090577 N
notes on next page)

3.00

Bowen, Jennifer L, 1380170 N .00

Brooms, Sharon D, 1068760 N 3.00

B. Click the SUBMIT button.

IA

IC

ID
Chew, Wendy 1069277 M IF— 5.00
Dinh, Bay Y. 1000003 M |— 3.00
Ignacio, Moises 1, 1104021 N |— 3.00
Lam, Huang . 1329943 M |— 3.00
Medina, Elizabeth 1196391 M |— 5.00
Mendez, Wanessa 1213500 N |_ 3.00
Marris, Kandace . 1338629 N |_ 3.00
Mguyen, Nhatruc K. 1069295 N I— 5.00
Pharn, Tan O 1226124 M |— 3.00
Stone, Michael C. 1025671 N |— 3.00
Ta, Yan T. 1419559 M |— 3.00

n g
| SUBMIT |

12



2. After submitting the
grades, the Grading
Confirmation screen will
display your final grades.

NOTE:

e Clicking the OK
button will take you
back to the faculty
menu.

e You can use your
browser’s print button
to print this grade
confirmation for your
records.

Grading Confirmation Form

Class Mame ECOM-120-Z0353

Title Principles/Macto
Location Santa Ana College

Term Surrmer 2009
Instructor

Serg Rodriguez

** “our changes have been saved. Modified records are shown below **

Student 1D Status Final Grade Expire Date Credits

albert, Lori A, 1090577 M B 3.00

Bowen, Jennifer L. 1380170 N C 3.00

Brooms, Sharon D, 1068760 N o 3.00

Chew, Wendy 1069277 M F 3.00
Ok

NOTE: For Incomplete
grades, the system will
automatically enter a one year

expiration date upon \

submission.

After the expiration date the
Incomplete will turn to a Fail
grade.

Class Name BA-016-20789

Title Computer Office Modules
Location Santa Ana College
Term Spring 2009

Robert Manson
Linda 1. Dussault

= Your changes haw

Student ID Status
Ball, Chuck 1641037 A

& saved. Modified records are shawn below ™™

Final Grade | Expire Date |Credits
1 05/18/2010

1.00

13




Dropping a Student
| sTEPS |  SCREENSHOT |

1. From the Faculty
Information menu, click the | Faculty Information |
“Faculty Student Drop” link.

Class Roster
Grading

Search for Sections
My Class Schedule
SHydant profils

Faculty Student Drop

2. To select aterm:
A. Select the term in the Faculty Student Drop
drop-down menu.

S~

equired

Select a Term*{ ESurnrmer 2009 v|
B. Click the SUBMIT |
- |

button.

SUBMIT | ]

3. To select a class section:
A. Click the radio button
next to your class

Faculty Student Drop

SeCtion —y, Choose One Course Mame and Title Term Bldg Room Meeting Times Days of Week
’ O ECOM 120 20388 Principles/Macro 200950 1D D-209 0D8:00AM - 12:15PM M
ECOM 121 20393 Principles/Micro 200950 1D [-209 08:008M - 12:15PM  TTH
O ECOM 121 20395 Principles/Micro 200950 1D C-209 06:00PM - 10:15PM M
. > SUBMIT ]
B. Click the SUBMIT [

button.

14



4. Inthe Faculty Student Faculty Student Drop
Drop screen:
A. Click the check
boxes in the Drop Course Name and Title
Column next to ECOM-121-20872 Principles/Micro
each respective
student you want
to drop from the
CIaSS. Last date to drop as no show 027287200
Last date to drop for excessive absence 05/31/2009

Serg Rodriguez

B C||Ck the SUBMIT Student D Access E-mail address Class Status Credi Drop
) button Albert, Lori &, 1090577 lorialbert@ymail.com Add 3.
. \ Bowen, Jennifer L. 1380170 JENNIFER . BOWEM@YAHOO,.ZOM  FR Add B ]
oms, Sharon D, 106&760 AMBITIONGOAL@YAHDC,.COM add 3. il
H
| [ suamr |
- . e —
5. After submitting the Student Drop Confirmation
drops, the Student Drop
Confirmation screen will
dlsplay your dropped Course Name and Title
students. ECON-121-20872 Principles/Micro
NOTE: Instructors
o CIicking the OK Serg Rodriguez
button will take you
baCk to the faCUIty Last date to drop as no show  02/20/09
menu.
e You can use your Student ID Access E-mail address Class Status Credits Action
5 f Albert, Lori A, 1090577 Dropped
browser S prmt bUtton Brooms, Sharon O, 1068760 Dropped

to print this page for
your records.

Security Access Messages

Mone

OK

15



Retrieving Excel Class Rosters from the
Intranet

> The RSCCD Intranet stores the class rosters in Excel format for ease of use.

1. From the Faculty menu, |
click the Intranet Class
Rosters link.

Faculty Information |

The RSSCD Intranet link is

Search for Sections

also available through the My Class Schedule
http://remote.rsccd.edu Web Student profile
site. Faculty Student Drop

Record Positive Attendance Hours
Blackboard Access

2. Log on to the Intranet
using your RSCCD

network log on. For RSCCD INTRANET
example:
r,"',u'[J'Jau'[]Sa'[]uuJia!]u]rad mi
Username: daVIS—Stuart 0 A username and password are being requested by https: ffintrangt. rsccd.edu, The site says:
Default password: Nov111976 “intranet rsccd.org”

User Mame:

You can contact help desk Password: | sssssssssss

(x4999) if you need your ok | [ conce

account information or need

to reset the password. ) -

3_ Once yOU have |ogged in ,-;In I!v Class & Grade Rogters
to the Intranet, click the /
Class and Grade Rosters R eyt
link in the upper right ="
hand corner. Tuesday, August 25, 2005

Upcaming Events
BRECCD Board of Trustees Mesting (3/14/2008)

tew Documents

Search

For Xerox Web Page Submission, click here

16
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4. Click on the link for

semester you are interested in.

N~

Board | District Directories | Policies, Handbooks, Manu

Executive Doash

RSCCD INTRANET

Class and Grade Rosters

= Yiew Fall 2008 Class Rosters
® How to Submit Online Grades Handowt
" Submit Online Grade Rosters for Spring 2009

5. Enter your PIN in the Pin
No. field.

The first time you access the
Intranet rosters, the last 4 of

your social security number is

used as the PIN.

RSCCD INTRANET

Execulive Dashboard  District Directories  Palicy Handbooks, Manuals & Guides  Online Forms, Reports & Requests  News, Events & Activities  Class & Grade Rosters

Rancho Santiage Community College District
Enroliment Stavistics

Tuesday, August 25, 2009

This program lets you view your rofter |

Type in the Iast four digits of your
If you weould ke ange your pin No. Then, scroll down to chick
This data is undm-ﬂ ®ach morning around 7:00 AM. Print out the page(s,

ide your Pin No.

urity numberurlh & new pin number if you have changed it, nd click the Button to ses your list of course ticket Ne.
rresponding buttol

browesr, a D" indicates student has dropped. user id befores

Pin Mo,

6. Select your section in the

drop down menu and click

the Get my roster(s)
button.

RSCCD INTRANET

Exegutive Dashboard  District Directories  Policy Handbooks, Manuals & Guides  Online Forms, Reports & Requests | News, Events & Activities  Class & Grade §

[ Rancho Santiago Community College District
Earellment Statistics

Tuesday, August 25, X004

Select A Ticket option

21616 | Rutan, Craig T, | PHYS- L0 Survey of Ganeral Priyscs | 0831 2009 12/20/2009 Lecture Maonday, Wednesday 05 30°M - 06:55PM, SCC 8 Bulding, Foom B-204 (more) ]

7. You will be prompted to

save your Excel roster file

for the section you
selected. Click the Save
button and save the file to
a directory on your

x]]

Do pou want lo open of save this lile?

E Hame: dynamic2. s
‘j Type Microsoft Office Excel 97-2000 Workshaat
Froe  intranetrsccd.edu

J;-ﬂ!k_l-wi

computer.
) Dty hom s cone et o o s, s
mumh iitviata. m’f‘mm
8. On your computer, click | [l i o x|

on the file you just saved
and click the Yes button
when Excel prompts you

1 The fibt you ane trying o open, "dynamecti2. o', bin a different Fomat than specified by the file axtension. Vesify that the file i ot comupted ard s
From a trusted source: before opering the file. Do you want ko open the File now?

—> [l =0

to open the file. =

17




9. Your section roster is now
open in Excel.

Course Name and Title:

lpHvs-109-21615 Survey of General Physics

Wloo = | & w M

e R A - A R R T =
[ DR e v s B R =] E SR R S = IR = R s T R = ] W RO

Sectio'i-'\.;‘ﬂeeting Information: 08/31/2009-12/20/2009 Lecture Monday, Wednesday 05:30PM - 06:55PM, SCC B By

Instructor{s):

Seq Student
1 Anderson, Mallory C.
2 Anguiano, Angel
3 Armi, Aline J.
4 Borchardt, Eric
5 Caron, Jennifer C.
6 Clark, Chad N.
7 Cuevas, EleniR.
3 Duket, Dustin T.
9 Ellis, Dalen

10 Goffredo, Christopher A.

11 Keylor, Mark A.

12 Lopez, Mauricio

13 MacKey, James D.
14 Martinez, Carly D.
15 Merida, Gerardo H.
16 Mey, Jeffrey J.

17 Mosley, Troy

18 Naberman, Christie A.
19 Reed, Marcus

20 Smith, Nicholas R.
21 Tafoya, Erik S.

22 Ventura, Cheyla
23 Ward, Alison N.

24 Wright, Paul A,

{more)...

Rutan, Craig T.

D E-mail Address

1162476 MALLORYC.ANDERSOMN@GMAIL.COM
1173080

1198984  ALINEARMI@GMAIL.COM
1396386

1542465  JCARONSB7e@HOTMAIL.COM
1175143 CHADCLARK@SBCGLOBAL.NET
1666243  LIL_BOSSY@HOTMAIL.COM
1452263  DUSTIN_DUKET@YAHOO.COM
1490970  djecali@yahoo.com

1270209  goffredo.christopher@gmail.com
1263796  MARKK@INNDEV.NET

1455595  CRYPTICMOS@GMAIL.COM
1547598 OPFIREBIRDVZ@GMAIL.COM
1124833 CARLY.MARTINEZ@YAHOO.COM
1260356 GERARDOMERIDAOB@HOTMAIL.COM
1267157 IMEY43@YAHOO.COM

1374473  TROYMOSLEY@GMAIL.COM
1405217  radiantangel2s@yahoo.com
1410507 MARCUSREEDLI@MAC.COM
1264909  creamyfilms@yahoo.com
1383052 ETAFOYALI@HOTMAIL.COM
1674476  cheyla07_7@yahoo.com

1185098 CALIALIBA®@yahoo.COM

1301842 pwright747@gmail.com

Telephone

HOME 714-335-3344
HOME 714-750-9174
HOME 203-854-8054
HOME 714-544-4096
HOME 343-262-1381
HOME 714-306-3506
EVE 714-532-4575

EVE 714-433-3073

HOME 760-617-0383
HOME 714-675-3080
HOME 714-510-6352
HOME 714-454-3871

HOME 714-771-0261

HOME 760-403-8418
HOME 714-4639-2584

HOME 714-614-6096

HOME 714-381-1130
HOME 714-338-8790

18



Using Internet Explorer 8 with WebAdvisor

> Internet Explorer 8 can be used with WebAdvisor only in Compatibility mode.

If you are USing Internet '@ sanyarmanyomtol iesssWind owssnterneixnioner,
Explorer 8, yOU have to SW'tCh @H - |E] scoollege, edu
to Compatibility View inthe | e ear vew ravories Help
TOOIS menu in Ol’del’ tO b Favorites 15 Delete Browsing History. ., Chrl+5hift+Del
H H Lo/ L InPrivate Browsing Chrl+Shift+P
?ctlvate all WebAdvisor | @ sertagn Conyon Colkege. | Reopen Last Browsing Sesion
eatu res. i InPrivate Filkering Chrl+shift+F
InPrivate Filkering Settings
Once this step has been Pop-up Blocker »
Smartcreen Filker 3

performed, WebAdvisor will
work fine with Internet
Explorer 8.

wWindows Update
Developer Tools Fiz

Windows Messenger

Diagnose Connection Problems, ..
Send to Bluetooth Device. .,
Send to Onelote

Internet Sptions

19



