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Chapter	  1	  –	  Introduction	  
Welcome to this guide on how to use Centennial College’s online platform, 
eCentennial. eCentennial is an integral part of your Centennial student experience, 
regardless of your campus or program. Whether you’re accessing class readings, 
uploading completed work, or participating in an online module, you will use this 
software every day. 

What	  is	  eCentennial?	  

eCentennial is an e-learning interface powered by Desire2Learn’s Brightspace 
technology. Its main purpose is to connect Centennial students with their course 
materials through an integrated, online learning environment.  

What	  does	  this	  guide	  cover?	  

eCentennial is a multifaceted platform that connects students with their courses and 
instructors in an efficient and streamlined way. This guide will teach you how to 
use the most important and most frequently used features of eCentennial, including 
accessing course materials, checking grades, completing quizzes, submitting 
assignments and participating in online discussions. 

eCentennial	  Key	  Terms	  

This guide will refer to several terms specific to the eCentennial user interface. Take 
a minute to familiarize yourself with the following diagram and its associated terms. 

 

 

 

The My Home button is used to return 
to the eCentennial home screen. 

 

The Course Dropdown List shows all 
courses in which you are enrolled. 
Click a course to access its content.  



 

 

 

The MiniBar is a navigational tool 
present on all pages within 
eCentennial. It contains the My Home 
button, Course Dropdown List, 
Notification Icons and User Menu.  

 

Notification Icons alert you about 
course updates and messages from 
other users. 

 

The User Menu allows you to edit user-
specific settings and to log out.  

 

The NavBar houses content specific to 
each course, including grades, quizzes 
and Dropbox. 

 

Accessing	  eCentennial	  	  

Once you complete your Centennial College registration, you will receive a unique 
User ID and password. These give you access to both eCentennial and 
myCentennial, your online home for course registration, scholarships and 
bursaries, timetables and more.  

You can access eCentennial through the myCentennial portal or by typing the URL 
into your browser bar.  

Accessing eCentennial through the myCentennial portal 

1.   In your browser bar, type my.centennialcollege.ca and hit Enter.  

2.   Enter your User ID and password, then click Log In.  



 

 

3.   Under My Online Services, click eCentennial. 

 
You will arrive at the eCentennial Homepage. 

Accessing eCentennial using the URL 

1.   In your browser bar, type e.centennialcollege.ca and hit Enter.  

2.   Enter your User ID and password, then click Log In.  

You will arrive at the eCentennial Homepage.  



 

 

Chapter	  2	  –	  Accessing	  Course	  Materials	  
eCentennial allows you quick and easy access to all your course materials. 
Whether you want to check your grades or attendance record, download a lecture 
or complete a quiz, eCentennial makes it all readily available online. This chapter 
shows you how to find the course materials you need on eCentennial. 

Checking	  Your	  News	  Feed	  

Your news feed is where you’ll find updates on student life, as well as messages 
from your instructors regarding course news.  

1.   From anywhere in eCentennial, click My Home on the MiniBar.  

You will arrive at the eCentennial Homepage, which displays the news 
feed. 

Viewing	  Course	  Materials	  

You can view any assignment, reading or lecture that is uploaded by an instructor 
using the Content heading in the NavBar.  

1.   In the Course Dropdown List, select the course for which you want to view 
content. 

2.   In the NavBar, click Content.  

3.   Under Table of Contents, select the module that contains your desired 
content.  

4.   Click on the title to view the desired content.  

5.   Optional: To download the file to your computer, click Download. 

The file downloads to your computer, and appears in your Downloads 
folder. 



 

 

 

Checking	  Your	  Grades	  

You can check your grades using the Grades function in the NavBar.  

1.   In the Course Dropdown List, select the course for which you want to check 
grades. 

2.   In the NavBar, click Grades.  

Your grades for the selected course are shown. 

3.   Optional: To print your grades for the selected course, click Print.  

Completing	  Quizzes	  

eCentennial allows instructors to upload quizzes for students to complete. Each 
course has a Quiz List, which shows all quizzes available for completion. 

1.   In the Course Dropdown List, select the course for which you want to 
complete a quiz.  

2.   In the NavBar, click Quizzes.  

This displays the Quiz List for the selected course. 



 

 

 
3.   Click the name of the quiz you wish to complete.  

This displays a summary of the selected quiz, including instructions, time 
allowed, and number of attempts allowed. 

4.   Click Start Quiz, then click OK.  

5.   Complete the questions that appear. 

6.   Optional: If you want to save your responses as you progress, click Save 
underneath each question.  

7.   When you have completed all questions on a page, click Next Page.  

8.   When you have completed the quiz, click Go To Submit Quiz, then click 
Submit Quiz. Confirm completion by clicking Yes, Submit Quiz.  

9.   Click Close.  

Checking	  Your	  Attendance	  Record	  

Using eCentennial Course Tools, you can check your attendance record for any 
course for which attendance has been tracked. 

1.   In the Course Dropdown List, select the course for which you want to check 
your attendance record.  

2.   In the NavBar, under Course Tools, select Attendance.  

3.   Under Register Name, click the class for which you want to view your 
attendance.  

Your attendance status for the selected class appears.  



 

 

Chapter	  3	  –	  Uploading	  Coursework	  
eCentennial also serves as a virtual submission service, allowing you to seamlessly 
upload assignments and other coursework for your instructors to grade. This 
chapter shows you how to submit assignments and feedback, check your 
submission history, and check your work for plagiarism.  

Submitting	  Assignments	  to	  Dropbox	  

Many of your instructors will have you use Dropbox, a useful tool for submitting 
coursework. Dropbox allows you to upload assignments and other materials to 
eCentennial, where your instructors can access them easily. For each assignment 
due, your instructor will create a folder in Dropbox.  

1.   In the Course Dropdown List, select the course for which you want to 
upload an assignment. 

2.   In the NavBar, click Dropbox.  

This displays a list of assignments for which your instructor has created 
Dropbox folders.  

3.   In the Folder column, click the title of the assignment you want to upload.  

4.   Click Add a File, then click Upload.  

This prompts you to choose a file from your computer.  

5.   Choose the file(s) you want to upload. Click Choose, then click Add.  

Your assignment has been uploaded and is ready for submission.  



 

 

 

6.   Optional: If you want to leave a comment for your instructor, click into the 
Comments box and type your comment.  

7.   Click Submit.  

Checking	  Your	  Submission	  History	  

You can review what you have submitted to any Dropbox submission folder.  This 
is particularly useful if you forget whether or not you have submitted an 
assignment, or if you forget how many submissions you have made. 

1.   In the Course Dropdown List, select the appropriate course. 

2.   In the NavBar, click Dropbox.  

3.   In the Folder column, find the name of the assignment you want to check.  

4.   In the Submissions column, click the number shown. 

If you submitted the assignment, the number will be greater than zero and 
will be clickable. Clicking the number launches the Submission History 
page, which shows all submitted files and their submission dates.  



 

 

 

5.   Optional: To check the contents of a submitted file, click its title.  

The file downloads to your computer and opens immediately.  

Submitting	  a	  File	  to	  Turnitin	  

eCentennial is synced with Turnitin, an online database that checks material for 
instances of plagiarism. To ensure the originality of an assignment, submit it to 
Turnitin through eCentennial.  

1.   Click MyHome on the MiniBar to access the Homepage.  

2.   Under Student Resources, click Self-Check dropbox.  

 

This launches the eCentennial Turnitin portal.  

3.   Click Add a File, then click Upload.  

The Turnitin portal accepts both Microsoft Word documents and PDF files.  

4.   Choose the file(s) you want to upload. Click Choose, then click Add.  

5.   Click Submit.  



 

 

The Turnitin database may take 2-4 hours to process the file. 

Submitting	  Feedback	  on	  Course	  Content	  

You can submit feedback on any course content listed in eCentennial. If you want 
to share your thoughts on an assignment with an instructor, use the eCentennial 
Feedback function.   

1.   In the Course Dropdown List, select the course for which you want to 
submit feedback.  

2.   In the NavBar, click Content.  

3.   Under Table of Contents, select the module that contains your desired 
content.  

4.   Click the arrow next to the content title, then click Submit Feedback.  

5.   In the Comments box, type your feedback.  

 

6.   Optional: To rate the content, click the star icons above the Comments box.  

For example, clicking the third star rates the content 3 out of 5. 

7.   Optional: To submit feedback under your name, click the check mark under the 
Anonymous heading. 

Feedback is anonymous by default. 

8.   Click Submit.  



 

 

Chapter	  4	  –	  Discussions	  
Many of your courses require you to participate in online discussions moderated 
by your instructors. eCentennial Discussions consist of threads, which are 
individual discussions within a given discussion topic. Using eCentennial 
Discussions, you can reply to a thread, subscribe to updates from a thread, or start 
a thread of your own.  

For all tasks in this chapter, first navigate to the Discussions homepage. 

1.   In the Course Dropdown List, select the course for which you want to join 
a Discussion. 

2.   In the NavBar, under Course Tools, select Discussions.  

 

The Discussion List for the chosen course opens. 

Starting	  a	  New	  Thread	  

If you want to begin a conversation with your classmates, you can start a new 
Discussion thread.  

1.   Click the title of the Discussion you want to join, then click Start a New 
Thread. 

 



 

 

A new page loads with two text boxes, one for a thread title and one for 
content. 

2.   Click the Enter a Subject box and enter the title of the new thread.  

3.   Click the content box and enter the content of the new thread.  

4.   Optional: To add attachments to the thread, click Add Attachment, then click 
Upload. Choose the file(s) you want to upload. Click Choose, then click Add.  

5.   Optional: To save a draft of the new thread to access later, click Save as Draft. 
When you want to post the completed draft, click Publish.  

6.   Click Post.  

The new thread displays at the top of the chosen discussion.  

Replying	  to	  a	  Thread	  

To engage in a Discussion, you can reply to any thread posted by a classmate or 
instructor. 

1.   From the Discussion List, click the title of the Discussion you want to join. 

The Discussion loads and shows all created threads.  

2.   Click the title of the thread to which you want to reply, then click Reply to 
Thread.  

 

3.   Click the Enter a Subject box and enter the title of your reply. 

4.   Click the content box and enter the content of your reply. 



 

 

5.   Optional: To display the text of the original post above your reply, click Add 
Original Post Text.  

6.   Click Post. 

Your reply shows underneath the original post.  

Subscribing	  to	  a	  Thread	  

You can subscribe to any Discussion thread to receive notifications about new 
posts in that thread. To start, eCentennial subscribes you to all threads that you 
create.  

1.   From the Discussion List, click the title of the Discussion that contains the 
desired thread. 

2.   Find the thread you want to subscribe to. Beneath the title, click Subscribe.  

The Customize Notifications window appears, where you can choose how 
to receive your notifications.  

 

3.   Choose your method of notification, then click Subscribe.  

Managing	  Your	  Thread	  Subscriptions	  

You may want to change how you are notified about new replies, or unsubscribe 
from a thread entirely. The eCentennial Subscriptions page is comprehensive tool 
where all of this can be accomplished.  

1.   From the Discussion List, click Subscriptions.  



 

 

2.   Choose one of the following ways to manage your subscriptions. 

a.   To change your method of notification for all subscriptions, select 
one of the three options under Default Notification Method.   

 

b.   To change your method of notification for a specific subscription, 
scroll down to the chosen subscription and select one of the three 
options under Notification Frequency.  

c.   To unsubscribe from a thread, scroll down to the chosen subscription 
and click Subscribed, then click Yes. 

You will no longer receive notifications from this thread. 



 

 

Feedback	  
Thank you for choosing Using eCentennial: A Student’s Guide. We hope that all 
your questions have been answered. If you have any further questions, comments 
or concerns, please direct them to 

Simon Marsello 

smarsell@my.centennialcollege.ca 

 


