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Logging In 
 
Go to the College website at http://www.cumberlandcollege.sk.ca then navigate the menu 
as in figure 1 and click on Online Applications 
 

 
Figure 1 – Navigation Menu 

You will then be presented with the login screen as in Figure 2 
 

 
Figure 2 – Login Screen 

You can type in your username and password and click submit.  A successful login will 
present you with a screen similar to Figure 3.  Click on Click Here To Continue 
 

 
Figure 3 - Logged In 

 

http://www.cumberlandcollege.sk.ca/
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Starting The Learning Center Worksheet Application 
 
To start the worksheet application click on the Enter/View Worksheets link as in Figure 
4 
 

 
Figure 4 - Main Menu 

 
The Worksheet Application 
 
The worksheet screen (Figure 5) will provide you with all the worksheets currently 
entered into the system. 
 
 

 
Figure 5 - Worksheet Application 

 
Screen Breakdown: 
 
New Worksheet:  Click this to start a new worksheet 
 
2XXX/2XXX Record Links:  These links allow you to view historical worksheets by 
program year. 
 
Program Links:  Click on the links to view or edit the worksheet such as “This Ones On 
Us” at he bottom of the list. 
 
Delete:  This will delete the worksheet, all deletions are final, make sure you do not want 
to keep a historical record of this worksheet. 
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New Worksheet 
 
Clicking on the New Worksheet link will present the Worksheet Form (Figure 6), also if 
you have clicked on one of the existing sessions you will get the same form but it will be 
populated with information already from that session at.  At that point you will be able to 
make changes and save them. 
 

 
Figure 6 - New Worksheet 

Screen Breakdown: 
 
The worksheet is broken into 3 major sections: Course Information, Instructor 
Information and Tuition/Financial Information.  Lets explore these further: 
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Course Information 
 This is the section where you enter all the information regarding the physical 
setup of the class such as enrollment capacity, location and date/times information.  
Filling out this section should be straight forward.  After you have completed the section 
you MUST click on the Update Session button to save your work before you can move 
onto the next section. You should be presented with a dialogue as in Figure 7.  Click to 
continue. 
 
Instructor Information 
 This is the section where you will select the instructor you wish to use for the 
session.  After you have completed the section you MUST click on the Update 
Instructor button to save your work before you can move onto the next section.  You 
should be presented with a dialogue as in Figure 7.  Click to continue. 
 
 
Tuition/Financial Information 
 This is the section where you enter all the information regarding the monetary 
aspects of the session.  The financial section uses the information from the tuition section 
to calculate the Other Income box.  The items in both sections should be straight forward.  
Miscellaneous items can be entered in to the 3 Other fields as required.  TO update your 
totals at any time just click on the Calculate button.  After you have completed the 
section you MUST click on the Update Financial button to save your work before you 
can move onto the next section. You should be presented with a dialogue as in Figure 7.  
Click to continue. 
 

 
Figure 7 - Successful Update 

 
There is also a Notes area in case you need to add details that are not available in any of 
the fields, such as advertising dates, etc. 
 
Once you have finished all three sections you can click Submit Worksheet to the 
Database button.  You should be presented with a dialogue as in Figure 7.  Click to 
continue. 
 
If you require a worksheet hardcopy click on the Print Worksheet button and you will 
be presented with a nicely formatted pdf version of your worksheet ready for printing. 
 
Closing 

 
As you can see the system is easy to use and extremely efficient.  Undoubtedly the 
system is far from perfect but more features will be added as time goes on.  If you have 
any ideas please feel free to contact me at cteale@cumberlandcollege.sk.ca  
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