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Getting Started

What is OASIS?

Welcome to the New OASIS - Columbia College's Internet Campus Portal. OASIS is the Learning Management Sys-

tem (LMS) module and is part of the new Jenzabar Student Administration Softwar e System. The LMS module pro-
vides the tools and framework that will help you put your courses on-line. Some of the available tools and str ucture 
in OASIS include:

• Course Information

• Online Handouts

• Bookmarks

• Online Syllabus

• Online Gradebook

• Put assignments, tests and quizzes online

• Online Attendance

• Discussion Forums and Chat Rooms

• Create class announcements

• Create groups

• Build an online File Cabinet for all your course materials

• Add your own links, pages and external r esources

As you develop your course using OASIS, you have the option to use all of the web-based tools in the LMS for a 
complete distance education or web-enhanced classroom experience or you can select a subset of tools to use with 
your class. You can customize each of your courses using the specific tools and resources that will benefit your class.

What’s new in this version?

This version of OASIS provides fully integrated data management for staf f, faculty and students. Impr oved role man-
agement provides more stability and faster loading of portlets.  The look and feel of the portal has been customized 

for Columbia College Chicago and includes an impr oved navigation panel and quick links to your personal pages, 
file cabinet and message center. The new message center will allow you to use a single sign in for retrieving not only 
your OASIS email, but also email from your Yahoo, Gmail or Hotmail account. OASIS now allows weighting of 

Coursework in a variety of methods. Faculty can choose to set up their Gradebook using “basic” or “advanced” 
methods. OASIS also provides the option to fully customize attendance r equirements and add extra credit or non-
credit 
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coursework. Also, pages will be viewable in print friendly format and faculty will have the option to view Online 
Coursework fr om the student’s perspective using “Student V iew”. No matter wher e you are within the portal, you 
can navigate and view your location using the built in “br ead crumb trail”. 

Logging in to OASIS

BEFORE YOU BEGIN. Turn off your 

pop-up blocker or enable pop-ups from 
the Oasis web site using your browser 
preferences.

Open the OASIS portal by going to 
http://oasis.colum.edu  from your web  
browser. Log in by entering your OA -
SIS user ID and password at the top of 

the portal page.

If you do not have your OASIS ID,  contact the OASIS Help Desk at 312-344-7001. By default, your password is your  
6 digit birthday with no spaces.

Setting up Personal Info

After you have logged in, you can set 
up your personal pr ofile by clicking on  
the “Personal Info” link at the top of 
the OASIS window.

The “My Info” portlet allows you to 
configur e some basic account informa-

tion including Change Password, Add 
Photo (JPG or GIF format), Custom 
Info, Office Hours and Privacy Set-
tings. 
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Adding a photo

To add a photo to your personal pr o-
file, simply click on the “Photo” T ab in 
the My Info portlet, then select 

“Br owse” to choose a file to upload. 
Click on “Save” to upload the photo.

NOTE: Your photo should be no bigger  

than 133x133 pixels and be in JPG or GIF format.

Adding Custom Info

You can add any additional informa -
tion you want to your personal pr ofile 

by clicking on the “Custom Info” tab 
in the My Info portlet. You can add 
your own Categories and Items. To 

change the name of a Category title, click the edit icon (shaped like a pencil in the example above) and rename it. To 
add an Item to a category, simply click on “Add an Item” and choose a category .

Privacy Settings

Click on the Privacy Settings Tab to 

allow other OASIS users to see specific 
information. By default, only your 
name, any photo you upload, and your  

Columbia email addr ess are available 
for others to view.

You are now ready to start using 

OASIS.
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The OASIS Home Page and Personal Page

The Faculty V iew

When you log in to OASIS, you will 

be taken to the OASIS homepage. If 
you are a faculty member, your tabs 
and menus will be slightly dif ferent 

than those available to staff or stu-
dents. The image at right shows a 
typical view of the Faculty OASIS 
Homepage. Note the bread crumb trail  

identifies your exact location within 
the OASIS Portal. At a minimum, you 
should see Tabs for Orientation, Cam-

pus Life, Faculty and Personal pages. 
You may have additional Tabs available depending on roles you have on campus, for example, Student, Staff and 
Administration.

Personal Page

You have a Personal Page available to 
you in OASIS that you can customize 
to show any portlet available in the 

OASIS portal. To access your Personal 
Page, click on the Personal Tab. 

The Navigation sidebar on the left side 

of the OASIS window shows you the  
current portlets available on your 
personal page. In addition, you will 

see all the other personal pages avail-
able to you. You can add additional 
pages by clicking on the “Add a Page”  
link.

Customizing your Personal Page

To customize your personal page, 

simply click on the “Edit Page” link in 
the upper right hand side of the Per-
sonal Page window.
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Page Properties

After clicking on the “Customize this 
Page” link, you will be taken to “Cus -
tomize Page” portlet. By default, the 

Properties Tab will be selected. The 
Properties tab gives you access to 
change the page name and to add cus-

tom links to your page. Be sure to click 
“Save” after making changes and be-
fore exiting to another screen.

Page Content

Click on the Content Tab to customize 

which portlets you wish to have on 
your page. You can add, edit or delete 
available portlets to your page in this 

window as well as adding new “Cus -
tom Content” portlets. T o the right of 
each portlet there is a pencil and trash 

can icon, allowing you to either edit or 
delete the portlet. Click on the “Add a 
portlet” link to see a list of available 
portlets, or click on the “Add Custom 

Content” to cr eate your own custom 
content portlet.

Page Layout

You can arrange the portlets on your 
page by clicking on the Layout Tab. 

You can choose one, two or three col-
umns and move portlets horizontally 
or vertically within those columns. T o 
move a portlet horizontally to another 

column, select the portlet and click 
inside the white column ar ea you wish 
to move it to. To move portlets verti -

cally, select the portlet and click on the 
arrow keys to move it either up or 
down.
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Faculty Tab

The Faculty Tab View

Click on the Faculty Tab at the top of 
the OASIS window to view the five 
default faculty course portlets. They 

are: CX - Faculty Main Portlet, All My 
Courses, Course Search, CX - Faculty 
Advisor Portlet, and Calendar .

CX - Faculty Main Portlet

This portlet contains links to your Biographical  
Data (can only be changed by Departmental 
Assistants), the Facility Scheduler, Class Lists, 

Faculty Schedule, Course Authorization, T ext-
book entry, Grade entry (only available for 
final grades at end of term) and Course Sched-
ule.

All My Courses

The All My Courses portlet allows you 

to navigate between past, current and 
futur e courses using the pull down 
menu shown here. 

Course Search

The Course Search Portlet allows to search for courses 
using title, code, faculty name or even course descrip-

tion. Be sure you have the correct term selected and 
whether the course is undergraduate (UNDG) or gradu -
ate (GRAD).
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CX - Faculty Advisor Portlet

The Faculty Advisor Portlet gives you access to the main 
Student Advising window , Academic Record, Bio-
graphical Window , Advising Guide, Degr ee Apply , GPA 

Projection, Grades, Registration Clearance, Student 
Schedule, Aid Award, Aid Estimator , Exams, Documents 
Needed, Faculty Comments and Add Faculty Com -

ments window .

Campus Calendar

The Campus Calendar contains events across the cam-
pus including Academic and other special events. This 
calendar does not allow personal postings. Click on the 
Full Size Calendar link to view events as a list, or in 

day, week or month views.
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