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About This Guide

Welcome to the Spelman College Faculty Technology
Guide. This guideis published by the Media & Information
Technology Division (MIT)to provide a list of available and
support technology servicesto the Soelman Commurnity,
aswellashelpful technology tools.

Theinformation in this technology guide is current as of
August 2017. Thisresource was createdto support the
technology activities and needsof our faculty
community. Asthisis not a final publication, we invite
and encourage your suggestions. To submit your
feedback, email us at: mitservice@spelman edu.

Media & Information Technology Division Mission

to information on campus and beyond.

To provide astandardized technologica
environment which is consistent yet
accommodatesthe diversity of needs.

To provide exemplary customer service
through aknowledgeable saff.

To provide reliable and comprehensive
information systemsthat makespertinent data
available in atimely and consistent manner.

o provide documentation, training, and

X X Xuikbzation of information resources.
XXXPdn

XXXXXPdc
(oY)
(m¥x§1)p&(§(rbggggrity Levels & Response Time Goals

Priority Definition Response Time
__ Level
K XX Problem affecting a building or the entire 5-10 minutes
campussignificantly
Problem affecting aclass meeting or
X X demonstration in progress
Problem affecting ability to perform any work
adivities
X X
[s9] 2 A Problem affecting a small number of people 1 Business day
significantly
XXM
M 3 A Problem affecting a small number of people, 2 business cy's
XX DDMm but work can still be performed
M
XXdm
M
KX DM
XXXMT

SPELMAN Accounts

To provide areliable and secure data network that enablesconvenient access

n support for faculty, staff and studentsto foster their effective and efficient

);féfg)é\ra E];lore about the Media & Information Technology Division and

»Campus Technologyisitthe MIT Service Catalam the MySpelman portal
g onxto theVly Spelmanwith your network username and password.

Resolution Time

1 business day

3 businessdays

5 business days

1
MIT supports the following systems:

I

|

: Network - SCnetwork and desktop computers
: IBM Notes Gollege email clientdesktopemail & Welmail
I Banner SelfSrvices- Academic Information S/stem
: Spel.eLearn - Course Management System
1 $H.Folio - ePortfolio Initiative
: Techsmith Relay

| Microsoft Office 365
: Lynda.com

|

I

|

My.Spelman Portal- access to Enterprise Apps & Campus Resources


mailto:mitservice@spelman.edu.
http://mit.spelman.edu/itcatalog/
http://my.spelman.edu/

Information Technology Services

Service Desk

Contact the ServiceDeskto report any technology-related issues. The ServiceDesk is staffed with knowledgeable support

technicans and students dedicated to providing

V Telephone support V Walk-in support
V Hadware and software installations
V Lab management support V Technology purchases

V Internet and network connectivity support

Comp uter Equipm ent Loan Procedures

Requestsfor laptops and other computer loaner equipment
should be directed to the ServiceDesk (ext. 5400, option 1,
then press#1 or email to mitservice@ pelman.edu). Laptops
and other loaner equipment must be used for Selman
Qollege activities only and should not be used for personal
use.

To learn more about the Computer Equipment Loan Procedures,
pleasevisit MIT Service Catalag the MySpehan portal

Depart mental Equipm ent Purcha sing Procedures

Contact the ServiceDesk (ext. 5400, option 1, then press#1
or send email to mitservice@spelman.edu) for information
regarding estimates or quotesfor purchasing departmental
equipment. You may also submit apurchase inquiry request.
You may need to provide adetailed description of your
system requirements and software needs.

Student Technology Assistance Center

The Sudent Technology Assistance Center (STAC) isastudent
staffed technology center
that providestechnology
assistance to students. STAC
aretrained student
technologistsmanaged and
trained bysenior MIT staff
members.

STACprovides student training and support for the following
software and services:

V Residential network connectivity

VLaptop Loaners

V Adobe Photoshop

V Microsoft Office 365

VWebmail

V SpH.Folio

V Spel.eLearn

ViMovie

V Training Workshops

Service Desk Quick Contact Information

Service Desk Support Services
Location: Academic Computing Center Building (ACC), Room 201
Hours of Operation:

Calls: Monday-Friday from 8:30 am to 5:30 pm

After-hours Phone Support: Monday thru Friday

5:30 pm to 7:00 pm

24 hour coverage 7 days/week (* after 7: 00 pm please leave

a message)
On-Campus Extension: 5400 (Option 1, then press # 2)
Off-Campus: (404) 270-5400 (Option 1, then press #2)

Emaijl: Mitservice @spelman.edu

Student Techn ology Assistance Center (STAC)
Location: Lower Manley
Phone: 404-270-5324
Hours of Operation:
Monday to Thursday from 10:00 am to 8:00 pm
Friday from 10:00 am to 4:00 pm
Satur day and Sunday from 1:00 pm to 4:00 pm
Hours of operation are subject to change based on demand

Poster Printing Services
Contact: 404-270-5709
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Information Technology Services

Comp uter Lab Services

GComputer Lab Sevicesprovideshardware and software support
for the electronic classooms, computer laboratories and
manages SpelmanQ épen accesslabs.

Faculty Assstance:

V Hardware support for electronic clasgooms and computer
laboratories

V Software installations for electronic classrooms and
computer laboratories

Computer labs providingopen
accessprivilegesto gudentsare
Sdence Genter, Rm. 230 (24 hour
accesy, Tapley, Rm. 226, Gles,
Rm. 316, and the Writing Center,
Coshy Rm. 332. Individua hours
of operation are posted in each
lab.

Foelman College electronic classooms and computer
laboratoriesinclude the following hardware:

VIBM compatibleworkstations
V Mac workstations
V Qn Slarisworkstations

Sandardized software (i.e. Microsoft Office 2016 McAfee anti-
virus, Internet Explorer, and Deep Freeze)isinstalled on all
computersin elearonic classrooms and computer labs campus
wide. Additional software isinstalled at the requestof
departments overseeng departmentallabs and is specific to the
department'sdisdpline. Acomplete list of electronic dassrooms,
computer labs, their locations, and standard applications can be
found by visiting: http:// princess spelman.edu/ ecr.n

Requesting Classroom Software

Request additional softwareinstallations for electronicclassrooms
and computer labs by completing the Ekectronicassooms
Resources Fam located on the IBM Notes Dashboard on the
Ceneral tab. Yau canalso complete your request online by visiting

_MIT Reguestit theMIT Service Catalog.

Comp uter Labs & IBM Notes Quick Contact
Inform ation:

Comp uter Lab Services

Location: Science Center, Room 229

Phone: 404-270-5400 (Option 1, then press # 2)

Email: mitservice @spelman.edu

Hours of Operation: Monday-Friday from 9:00 am i 5:00 pm
On-Campus Extension: 5400 (Option 1, then press # 2)
Off-Campus: (404) 270-5400 (Option 1, then press #2)

Email: mitservice @spelman.edu

IBM Notes & Web Mail Services

Spelman College Service Desk
Phone: 404-270-5400 (Option 1, then press # 1)
Email: mitservice @spelman.edu
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Educational Technology

Instructional Technology &Design Services

The Instructional Technology supportsthe selection, evaluation,
implementation, and delivery of learning materialsy systemsto
make teaching and learning more effident for faculty, staff and
students.

Supports

V Adobe Connect

V GourseDesign

VLynda.com

V Microsoft Office 365

V Respondus @iz Maker, Lockdown Browser and Monitor
V Sel.eLearn(Moodle) support

V SoH.Folio support

V Techsmith Relay

V Departmental Workshops

V Faculty Training

V Multimedia ToolgWeb 2.0) asgstance

Qassroom Technology:

Instructional Technology providestraining on how to use
classoom technology induding

V Qickers

V Lecture Capture Videos

V SMART Board and Sympodium

V Document Camera

V Vision Aassroom Management Sftware

V Videoconferencing

V Web conferencing
Technology Training:

Trainingis offered in threeformats: instructor-led workshops,
Webinars, and Lynda.comnsdf-paced training modules.

. Instructor-led workshops.

: Webinars. Facilitatedonlineworkshopsonly requiring
accessto atelephone and acomputer with accessto the
Internet.

. Lynda.congelf-paced Training modules. Online tutorialsare
available to faculty, staff, and studen®4 hoursaday, 7 daysa
week.

There are over 100 training modules, including:
V Microsoft Office 365

V Design and Digital Media editing (Adobe Acrobat)
V Project Management

For current workshop listings, pleasevisit:

. S Pec I rrnariy |

ThemySpelmanPortal allows faculty, staff and
students the ability to use a single username and
password to access campus sees and applications.
A few of the portal services are single sigmaccess
to:

V Banner, SpelFolio, and Lynda
VLibrary Services

V Discussion Forums

V Campus News

VLost and Found

Classroom/Laloftware:

V Respondus Lock Down Browser and Monitor

When students use LockDown Browser they are
unable toprint, copy, go to another URL, or access
other applications. When an assessment is started,
students are locked into it until they submit it for
grading. Monitor is a companion produictr
LockDown Browser that enables institutions to
protect the integrity of norproctored, online exams.

V Vision Classroom Managenmé Software

Visionlets you make the most of your time when
integrating technology in the classroom. It gives you
the tools you need to control sources of distriaxt,
monitor student computers, get started without lost
transition time and notice as soon as someone neec
your help.

lynda.com @
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Educational Technology (cont.)

Learning Saces.

Selman College has several learning environmentsthat
facilitate the integration of techndogy in teaching.

Active Learning Classrooms
V SCI CTRTapley 133 %1238, €1337
V Coshy 217

E-Labg HectronicLabs
V Sudent computer workstations
V Instructor PC
V Digital Projector
V Projector
Sreen/ Whiteboard/
Sympodium

Techndogy Enhanced dassrooms
V Instructor PC

V Digital Projector

V Projector Sreen/ Whiteboard

Siience Labs (Hybrid)
V Lecture-style seating
V Digital Projector

V Projector Sreen

V Whiteboard

Distance Learning dassroom

V i Qr 232, Cosby LL27, Fine Arts 129
V Instructor PC

V Digital Projector

V Projector Sreen/ Whiteboard

V Videoconferencing equipment

V Document Cameras

V Audio conferencingcapabilities

Keysto the Instructor workstation cabinets can be picked up in the _ &v o/
AV Techndogy Services offices, Cosby LL1. 2

VoiceThread
VoiceThread is a cloud-based

application that allows
professors and students to
VOICETHREAD upload, share and discuss

sound + images =

documents, presentations,

images, audio files and videos.

Page 4



Educational Technology (cont.)
Jelelearn (Moodle) Techsmith Relay

Fel.eLearn (Moodle)isthe coursemanagement systemused at
Felman College to support web enriched courses.

Whether you want to flip your classroom, make a quick review
video, or record your ent& lesson, you can use TechSmith
Camtasia Relay! Camtasia Relay gives anyone the ability to record
and share videos securely from anywhere. It includes an-easy
-use desktop and mobile recorder, builh quizzing and analytics,
plus hosting to manage s and images effectively. Faculty and
staff who already have the Camtasia application now have a place
to store and manage their class videos. Camtasia Relay is a great

Faculty use Soel.eLearn to:
V Organizeand deliver course materials
V Deliver tegsonline
V Administer sdf-tegsand surveys

V Postlecture notes
V Deliver assignments and presentations
V Post classevents, and grades

YH.Folio:

The $elman College Bectronic Portfolio Project (S0H.Folio)
For theinstitution,

V Recordsin $H.Fdio allow the College to record the way
higher education goals have been met by the evaluation

of real student work performed within the College
curriculum.

V Allowsthe College to view its successesand challenges
and to report to acaeditation authorities.

For the faculty, who teach with the eRortfolio,
V Furnishesarecord of achievement of the learning

objectivesof the institution, especially in general education.

V Allowsfor aconsistent assesment of performance
through established standards (expressed in rubrics).

V Helpsfaculty review the Gollege programs and improve
themwhere needed.

V Servesas areference for progessthrough the Spelman
curriculum.

V Helpsto develop avision of changesover time, and how
the many experiencesat Spelman fit together to shgpe
perspectivesand analytical skills.

V Allowsthe integration of images,videos, and other
multimediawith written text.

Web Conferencing

Adobe Connec& Bluejeansprovide excellent platforrafor
enhancingblended pedagogies, collaboration, and online
learning.The applicatiosprovide flexibility in delivering rich
content including streaming audio, video, and slide show
presentations.

Contactscitds @spelman.edu for more information
about the Ed Tech apps and view @DTech Toolkit

addition to the flipped classroom and departmental training

Respondug Quiz Maker:

Respondus is an exam creation software tool that can integrate

exams into Moodle making test creation and online exam delivery

seamless.

r
Instructional Techn ology and Design Services
Quick Contact Information:

Appointments are available for individual consultations
and multimedia project assistan ce for faculty.

Sandra Butler

Associate Vice President, Educational Technology Services
Media & I nform ation Technology

404.270.5447

Blanche Bryant
Manager, Instructional Technology & Design Services
404 -270-5389

Montez Bell
Instructional Technologist
404.270.5391

Constance Dixon
Instructional Technologist
404 -270-5818

Instructional Technology & D
Spelman College Service Desk
Phone: 404-270-5400 (Optio
Email: scitds @spelman.edu
Hours of Operation: Monda

Instructional Technology
ITDS page under the Media
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Educational Technology (cont.)

AV Technology Services
A/V Technologyservicesprovidesaudio/ visual (A/V) support for academic activitiesand all other campus events.

Services

Events: Passport Photos (fee assessd service):

VAV and multimedia equipment support services V Photos provided for faculty, staff and students

V Videotape events

V Qupport and equipment for events Equipment Consultation:

V Qonsultation for purchasing new A/V equipment or specialty
dasgooms: equipment

V Qassroom and lab A/V equipment support

) Video Production Services:
V Faculty, staff and students A/V equipment support

V Video recording of programs

Selman ID Gards: V Video editing (major events and special programs)

V Editing
VD cards for faculty, staff and students V Use of studio
V Replacement ID cads V Small duplication projects (VHS DVD, CD)

Photography:

V Bvents and programs photographing
V Faculty, staff and students headshots
V Soecialty photographic projects

Il services,with the exception of IDcards and passport photos, require aservice and/ or equipment request.

Audio/ Visual Equipment Loan Policy:

Audio/ visual loaner equipment is available for academic or college use by current Selman
Qollege faculty, staff, and students (advisors must submit requests and pick up for students).

All audio/ visual loaner equipment must be returned to the Educational Media Services
location or apreviously designated person or location within one hour of the agreedreturn
time.

Any person who checks out the A/V equipment assumes financia responsibility for any
damagesor missing parts.

Eduwcational Media Srvices does not provide blank media (DVDs, (Ds, VHStapes, etc.) for any
of the audio/ visual equipment.

The failure to adhere to the return policy impacts other usersand mayresult in the revocation of borrowing privilegesfor the academic year.

A/NV Technology Services Quick Contact I nform ation:

1
|
Location: Cosby LL1 !
Spelman College Service Desk !
Phone: 404-270-5400 (Option 1, then press # 3) 1
Emergency Classroom Support: 404-270-5400 (Option #8) :
Email: mitservice @spelman.edu :
Hours of Operation: Monday-Friday from 8:30 am i 5:30 pm !
1
1
1
1

See Appendix A, Helpful Tips: Educational Technology,
. Page 13 for additional information. 5!

_______________________________________________________
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Banner Services

Banner, the llege's Academic Information System software application, integratesstudent, financial, human resources,and
financial aid data. The Banner application was developed specifically for higher education instit utions by Sungard Higher Education
(SA). Banner processs, stores, retrievesand reportsinformation from one integrated set of data.

One of the primary distinguishing featuresof the Banner systemisits database structure which allows for online real time access
through the web. Faculty can check course enrollments, student information, submit grades, and much more all viathe web.

Services
V Qupports Banner system
V Qupports systemmaintenance and upgrades
V Assstswith reporting

Pkasereport your Banner problemsto the Service Desit 404-270-5400 (or by email at mitservice@spelman.edu).

For more information on Banner, seeAppendix A, Helpful Tips Banner
(page 14) and the Banner Guide. Accessing Bann er

: Logon to Banner with your SCldentification

i Number (SCD, your 900#) and your 6 digit

| Personal Identification Number (PIN). You PIN
: is usually your birthday (MMDDY'Y.

|

: If you are unable to login, contact the Service
1 Desk (ext. 5400, option 1, then press#1 or send
| email to mitservice@spelman.edu).
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Network & IT Operations

Network & Operations Servicessupportsthe llege's network infrastructure and network access for faculty, staff and students.

Network Services

V Develops, upgradesand maintains the campus data, video, and voice connectivity
for the Soelman College network infrastructure

V Qonfigures, deploys, and managesthe entire campusnetwork infrastructure

V Managesvoice and datanetwork

V Qupportsthe campus ASinstructional systems, and Banner database services

V Implements and monitors network security, and virus protection policies

Wireless Services

V Manageswirelessaccess
V Wirelessaccessis available in all administrative buildings (full outdoor wirelessconnectivity)

IBM Notes Services

IBMNotes is the official campus communieatisystem for faculty and staffGoogle email is the campus
communication system for students. Both applications are supported biBfiNotes Services team.

Services
V SupportsiIBM Notesdesktop client emdi& WebMail(College email fofaculty/staff)
V Qupports Gmail (students)
V ManagedBM Lotusapplication servers
V Manages Android, Apple (iPad/iPhone), Black Enterprise server

Pkasereport your Systemand Network problemsto ServiceDeskat 404-270-5400 (or by email at mitservice® elman.edu)

Accessing the Spelman Wireless Network

To login to $elman@ Wireless Network:

1. Gonnect to SpelFSor Spelmanitefrom your computer'swirelessinterface.

2. Launch your Internet browser

3. Type your SoelmanNetwork Account usernameand passwvord in the wireless authentication window.

There maybe timeswhen the authentication screen doesn®@ automatically loadin your browser@window. If you
experience problemswith connecting, contact the ServiceDesk (ext. 5400, option #1).

Page 9
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APFENDIXA: Helpful Information

Helpful Information: Troubleshooting Tips

Usethe following information to maintain/ protect the health of
your computer system. If you are aheavy webuseror
document saver, it isrecommended that you complete a
monthly disk cleanup and disk defragmenter on your hard drive.

LocGi NG SERVICE D Esk REQUESTS

1. Pleaserecord the isaue that you are experiencing. Include the exact
error message(s).

2. Pleasereport your problem to ServiceDesk at 404-270-5400 ( or by
email at mitservice@spelman.edu) and provide valid contact
information.

4. Please record the ticket number supplied to you by the support
representative. This number will be used to track your work order.
Yau will also receive an email confirmation.

CLEANING YOUR SysTEM UsiNnGg Disk CLEANUP

. Qickthe Sart button.

. dick the Programs button.

. dick Sygem Tods.

. ick DiskQeanup and let this run. This processmayrun
for afew minutes.

5. Qose the window when complete.

A WDNPE

DEFRAGGING YOUR SysTEM UsiNnGg Disk DEFRAG

1. dose all applications.
2. Windows 7 Click theStart button, then select All

BackiNnGg UP YOUR DATA

“Yau should backup your critical datato CD or thumb drive periodically.

Abackup file can be used to restore your data if your system crashes.
There are two types of files:
Data files that you create (Word documents, Excel
spreadsheets, etc.)

Programsthat you use to create your work (Word, Excel,
Photoshop, etc.)

Organize your dataso the backup procedureis quick and efficient:
Keep all your datatogether: move all the files and folders
directories you want to backup into My Documents on your
hard drive.

Make sure any new files you create are saved in there aswell.

Yau canstore your backup data on personal media or the Selman
servers, including:

recordable s & DVDs ((D-RW or (D-R)

external (U 2 or Frewire) hard drives

backup space on the $relman servers (for moreinformation,
contact the ServiceDesk, ext. 5400 option 1, then press#1
or send email to mitservica@spelman.edu)

SPEEDING-UP YOUR COMPUTER

“Yau canmakeyour WindowsXP,7, 8, & 1&omputer runfasterby

changingitsvisual effects. If you're running Windows on a system which

Programs>Accessories. Now choose System Tools>Disk Defragmer#é@w in memory, turn off the visual effects.

3. Windows 8 PC, laptop or tablet will defrag itself by default every 1. Rght dickMy Gomputer on the Desktop or in the Start menu.

week, thanks to the scheduled task: Optimize Drives. So if you have#t dick Properties. In the Propertiesdialog box, click the Advanced
tab.

changed any settigs, you shouldn't need to defrag.

4. Windows 16 PC, laptop or tablet will defrag itself by default every 3. Under the Performance section, click the Settings button.
week, thanks to the scheduled task: Optimize Drives. So if you haveﬁ tDisable the fade or slide menus/tooltips.

changed any settings, you shouldn't need to defrag.

TURNING-0OFF THE DEskToP CLEANUP W I ZARD

Every 60 days the Desktop Aeanup Wizard gppears and prompts you to '

clean upyour desktop. Sop the Desktop Aeanup Wizard from
appearing, if you like your desktop the wayit is by:

1. Rght click an empty space on the desktop.

2. Qick Properties.

3. dickthe Desktoptab.

4. dick the Qustomize Desktop button.

5. Uncheckthe box labeled Run Desktop Aeanup Wizard.

Disable shadows under menus/mouse pointer.
6. Disable smooth-scroll list boxes.
7. Disable the option to use a background image for each folder.
8. dick OK twice.
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Helpful Information: Email

ARCHIVING EmMAIL

Archiving mail allows you to manage the sizeof your
mailbox by moving email messagesfrom the | Notes Mail
Server to afolder on your hard drive.

ARCHIVING EmMAIL FOR IBM NOTES VERSION 901

Archiving for the first time

Before you can archive messages, you must create an
archive. Follow these steps:

1. Open your mail, select Actions > Archive > Settings >
Criteria, and either edit existing criteria or create new
criteria. This criteria will tell Notes which documents
to archive and what to do with the documents.

2. After editing or creating, select the desired criteria
from the list and click Enable.

3. If you have access, click the Schedule tab to
schedule when to run archiving. You must leave your
computer on at the time you schedule.

To archive now, select Actions > Archive > Archive now.

Schedule archiving to run automatically
Open your mail, and select Actions > Archive > Settings >
Schedule, and schedule when to run archiving. You must

leave your computer on at the time you schedule.

Archive selected messages now

When creating or editing archiving criteria, choose
Selected by user for the Selection Criteria. Make sure to
enable this criteria.

At any time after this, select the messages you would like
to archive, and then select Actions > Archive > Archive
selected documents.

Delete messages automatically

When creating or editing archiving criteria, select Just
clean up this application without archiving.

AvoiDING SPaAM EmMAIL

Never reply to any SPAM email messages. If youreplyto

apiece of unwanted e-mail, you confirm the e-mail is
active and spammerswill send more email.

When you receive email which IBM Notes recognized as
SPAM email, you will receive a system-generated email
from proofpoint-pps. The email hasbeen placedin
quarantine and will be automatically deleted after 14 days.

To manually delete SPAM email messages:

1. Open the email message.

2. dick View.

3. Slect the message by placing a check next to the message and
click the Ddete button.

proofpoint’

D e Cavmen- Get Informed About Mealtheare Reform

[0 679 whe@whumaildata.info Compare Multiple Quotes From Top Web Hostie

0@ aht atumaldata rosre Multcle Quotes From Top Web Rasting Ven
[) @77  reply®current-article info 10 Sales and Marketing Tips for 3 Tough Econa

61 ddasclaa0a2$0201bEdIIN5161 On demand Wabinar - 12 tipe for amail success

How do | give someone access to manage my calendar?

You can let specified people open your mail, calendar, to do, or
contact entries. You can also let people send, edit (including
adding a follow-up flag), and delete messages, create and delete
calendar entries, and create and delete to do items for you.

To give a peer access to your Inbox

1. Click File > Preferences.
Mac OS X users: Click Notes > Preferences

2. Click Mail, and then click the Access & Delegation tab. (Notes
Basic client users: Click More > Preferences and click the
Access & Delegation tab).

3. On the access to your mail & calendar page, do one of the
following:

a. To give a new person access, click Add, and then
specify the person or group.

b. To change the access already granted to a person or
group, click a person or group in the first list. The
second list shows what access the person or group
already has. To modify that level of access, click
Change Access.

4. Select which components the person or group can access,

and then select how much they can access.

**Results
Note: If you give someone access to write mail for you, the mail they
write for you is sent under your name. If you give someone access
only to read mail for you, then the mail they write for you is sent under
their name.
Note: When you give people access to your mail, they cannot read
encrypted mail that you receive. Additionally, you cannot read
encrypted messages they create for you unless your user ID contains
the encryption key used to encrypt the messages. Important:
Delegates with Reader access on your malil file can also read
calendar entries marked Private.
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