
Find Uploaded Weekly Schedules in COMMS 3 
Access: All Roles 

Finding Weekly Schedules at Course Level 
1. From the COMMS 3 main page, enter your course code, e.g. COMM2000. 
2. From the ‘Type’ dropdown menu, choose Course. 

 

3. On the Course Details page, select the Attachments button. 

 

4. Select the three stacked dots next to the weekly schedule to download the 
document. 



 

Finding Weekly Schedules at School Level  
1. From the COMMS 3 main page, type “Reports” in the Search bar at the top right of 

the screen and select Enter. 

 

2. The Search Results screen will open. From the dropdown menu, choose the Year. 
From the “Type” dropdown menu, select School. Then select the Clear button. 

 

3. Select the School.   

 



4. Under Departments, select the Id (initials) of the School. 

 

5. Under Reports, choose Course Outlines.   

 

6. Select the three stacked dots next to the course and then choose Attachments. 

 

7. All the Weekly Schedule (CSI) documents associated with the course will appear. 



 

8. Select the three stacked dots to download and view a Weekly Schedule. 
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