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Introduction

This Guide is designed to introduce you to some of the basic functions of the IT Network
at Highlands College.

We would like you to use the computers and achieve the best results in your learning and
development, therefore enhancing the quality of the work you produce throughout the

year.

Computers should be used as specified in this leaflet to ensure that every student has an

equal opportunity in the use of the equipment available.

Thanking you in anticipation for your co-operation in adhering to the IT Code.
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How to log into your Computer

Logging Into the Computers

1. Switch on your Machine

” Cancel

Press CTRL, ALT and
DELETE

Passwords

The first time you log onto the machines, your first password
will be the word
Changemel

If you have attended the IT induction this will have been
changed by you to your own personal password

If not, please press CTRL, ALT and DELETE and Change a
Password

Please note:

Your password must start with a capital letter and contain at
least six characters with a mixture of uppercase, lowercase
and a number.

An example would be Hlghlands1234

Step 2

Using your mouse,
double click on the space
provided and enter your
Password.

N.B. Make sure the caps
lock is not on before you
enter it.




Acceptable Use Policy

Once you have logged on for the first time you will be asked to read and accept the
Acceptable Use Policy, you must do this otherwise your computer will shut down.
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How to Access the Internet

_ Sentehof pourees

4P Highlands

I Course Search I

_ s
Home About Courses University Centre m Parents ‘ Employers _

HC Students Links

Student News UC Students Links

Enroiment day — August 20 = Access H: Drive from

outside college

* Access H: Drive from
outside college

Workshop to discuss higher
education funding

= Change network password = Change network password
outside College outside College

= e-Subs = Library Search

= ICT e-Subs * Moodle

= Library Search = Plymouth Library

= Moodle = Printer PIN / Web Printing
= Printer PIN / Web Printing =  Webmail

=  Webmail

New part-time leisure &
professional courses out now!

UC News

‘Workshop to discuss higher

education funding Google Search

Student Internal Links

New part-time leisure &

professional courses out now! = Anti-Bullying trifold

September 14
= Canteen Menu

= Counselling Services
Brochure 2014

= Email User Guide
= Handbook 2014 — 2015

= Health and Safety
Guidelines

= IT User Guide
= Liberty Bus Poster

= List of Student Discounts
2014 — 2015

Google Search

Highlands College — A Student's
Perspective

College News
Enrolment day — August 20

Workshop to discuss higher

education funding

New part-time leisure &
professional courses out now!

* Log IT Request
= My Student Report

= Setup college email on your
iPhone/iPad

= Student Guide

= Student ID Cards

= Term Dates 2014 — 2015

= WEB Zones

= Your College Values....you!

Please note that you will have to agree to the regulations for
the use of the Internet before you will be allowed to access
the Search page.

Your user activity is logged and tracked to ensure the
correct use of the facilities.

Should your profile show incorrect use of the Internet your
account may be locked and you could be banned from using
the College Network.

Highlands College uses ‘Lightspeed’ to monitor the sites
being used.

Should you require a specific site for your research or
course, and it does not download for you, please advise
your tutor. This site will then be checked and if deemed to
be suitable will be allowed through the monitoring system.

N.B. Full internet address to be given in order for site to be
checked.

Steps to follow

=)

Internet

Click on the Badores

Then use the Google
search box or type
www.google.co.uk in to the
top bar.



http://www.google.co.uk/

How to Access College E-Mail

Email
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= Access H: Drive from = Access H: Drive from

outside college outside college

= Change network password = Change network password
outside College outside College

= eSubs = Library Search

= ICT e-Subs * Moodle

= Library Search * Plymouth Library

= Moodle = Printer PIN / Web Printing
= Printer PIN / Web Printing *  Webmail

= Webmail

Google Search

Student Internal Links

= Anti-Bullying trifold
September 14

= Canteen Menu

= Counselling Services
Brochure 2014

= Email User Guide
= Handbook 2014 — 2015

= Health and Safety
Guidelines

= IT User Guide
= Liberty Bus Poster

Google Search

education funding

= List of Student Discounts
2014 - 2015

* Log IT Request
= My Student Report

New part-time leisure &
professional courses out now!

= Setup college email on your
iPhone/iPad

= Student Guide

= Student ID Cards

= Term Dates 2014 — 2015

= WEB Zones

= Your College Values....you!

Email is available all day in College.

You will not be able to use web based email (e.g. Hotmail,
MSN etc) during 9.00 am to 3.00 pm. i.e. during College
hours.

N.B.

Should you wish to email documents etc from home, please
remember there is a size limit and all emails are screened
for appropriateness.

If an attachment does not get through, try to send it in small
batches, rather than a large document and pictures. i.e.

send the picture separately, and send individual documents.

Steps to follow:

Double click on the

)

Internet
Explorer

Mail access works by using
the ‘Webmail’ link under the
relevant areas HC Student
Links or UC Student
Links.

Your email address will be:

Your user name followed by
@hc.ac.je

For example:
Mary Brown,
student ID HC032457

User name will be
mb032457

Email address will be
mb032457@hc.ac.je

(See separate Email
booklet if you are unsure
how to use this email
facility)



mailto:mb032457@hc.ac.je

How to Access Moodle

Inside the College

o Highlands

About Courses University Centre

Home

HIGHLANDS COLLEGE — A
STUDENT'S PERSPECTIVE

Part-Time Leisure Courses
Adult Education

Fuel

your passion
7 Personal growth
¢ through leisure

learning

:ﬂe

14-16 Courses

i

your career path 's
through vocational g
e

learning

Campus

Part-Time Vocational
Courses

Full Time Courses

search for courses

Current Students  Staff w

Parents Contact

Employers

g

ENROLMENT DAY - AUGU

English for Speakers of
Other Languages

Expand g

Improve
= your job

Career growth —‘ prospects
through vocational | N through English
learning 721 language learning

Degree Courses

Push

your academic
boundaries

Build

your future

through
professional
trade skills

through degree
study

At the top right hand side of the page, click on the ‘Current

Students’ area.

From outside the
College

= If you are accessing
the Portal, Moodle or
College Email off
site, go to the
Highlands College
website (Main Page):

http://www.highlands.ac.uk

At the top of the page, click
on the ‘Current Students’
area.

This will go to the same
area as the student’s
homepage when inside the
college.



http://www.highlands.ac.uk/

How to Save your Work

Saving your Work Steps to follow
Please ensure you use the In any software you are using
File .
Click on the
Save as
Facility in order to save your documents in 1. File Menu
the correct folders. Your work should be 2. Save As _
saved on the H:/ drive which is your own 3. Check the folder you are saving to
personal space. No other student will have 4. Name the file
access to your area. 5. Then Click Save .
6. Your file/document is now saved in
the correct area.

USB Silicon Wristband 4GB

Students can use the Highlands College USB Silicon Wristband you were given at
Induction or one of your own to transfer work from home to College and vice versa. The
LRC staff can assist with this transfer if required.

ALWAYS SAVE YOUR WORK ON YOUR HOME DRIVE (H:DRIVE)

(Only use the USB Wristband for transferring work and as a back-up)




Use the College Network wisely and All students in College will benefit from
trouble free use.

¥v' Log on in any computer room or the X Log on to more than one computer
Learning Resource Centre. Please be at once.

sure to log off when you finish

v" Make a note of your password in case X Allow anyone else to use your
you forget it account.
v" Save work on your own secure part of X Eat or drink in computer rooms

the H:/ drive. Keep saving your work
whilst in the College or you run the risk

of losing it

(Create Folders for Individual

subjects/Modules)

v" Use headphones on college machines.

(Bring your own or ask a librarian)

REMEMBER

You are responsible for your Login ID, always log out of your machine if you are
leaving the room.

Should your ID be used by someone else YOU will be held responsible for any
activity which may be carried out while the machine is in use.



How to access your work from outside the College

In College all your work should be saved in the

e [ ====] | H:/ drive. You are able to access this drive from
:,H.ghgﬂgg - ; | home by doing the following.

Home Courses | University Centre | Campus | Parents | Employers | Contact

Log onto the Portal page
smdenlews ‘ HC Students Links : UC Students Links httD .//WWW. hIQh|andS. aC. u k

Enrolment day — Drive from
e

legy

«  Change network password
outside College

You will need to click on the link and follow the
onscreen instructions.

Anti-Bullying trifoid
r14

College News

Enrolment day — August 20

cuss higher

10



http://www.highlands.ac.uk/

Wireless Connection

The college has a wireless connection in place; this can be accessed from all locations
though some areas of the campus may be stronger than others. Only registered users can
access the wireless service.

Please note that when using the wireless connection, Internet searching is restricted and is
subject to our Surf control filter.

If you have any queries, please ask your Course Tutor who will investigate any issues you
may have.
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