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Ab out  Th is Gu ide  

Welcome to the Spelman College Faculty Technology 
Guide. This guide is published by the Media & Informat ion 
Technology Division (MIT) to provide a list of available and 
support technology services to the Spelman Community, 
as well as helpful technology tools. 

 

The information in this technology guide is current as of 
August 2017. This resource was created to support the 
technology activities and needs of our faculty 
community. As this is not a final publication, we invite 
and encourage your suggestions. To submit your 
feedback, email us at: mitservice@spelman.edu.  

Med ia &  I n f or m at ion  Tech n olog y  Div i si on  Mi ssi on  
 

To provide a reliable and secure data network that enables convenient access 
to information on campus and beyond. 

To provide a standardized technological 
environment which is consistent yet 
accommodates the diversity of needs. 
To provide exemplary customer service 
through a knowledgeable staff. 

To provide reliable and comprehensive 
information systems that makes pertinent data 
available in a t imely and consistent manner. 
To provide documentation, training, and 
support for faculty, staff and students to foster their effective and efficient 
utilization of information resources. 

 
To learn more about the Media & Information Technology Division and 
Campus Technology, visit the MIT Service Catalog on the MySpelman portal. 
Log on to the MySpelman with your network username and password. 

 
MI T Su pp or t  Pr i o r i t y  Lev el s & Re spon se Tim e Goals  
 

Priority 

Level 

De fini ti on Response Time Resolution Time 

1 Å Problem affecting a building or the entire 
campus significantly 

Å Problem affecting a class, meeting or 
demonstration in progress 

Å Problem affecting ability to perform any work 
activities 

5-10 minutes 1 business day 

2 Å  Problem affecting a small number of people 

significantly 

1 Business day 3 business day s 

3 Å Problem affecting a small number of people, 
but work can still be performed 

2 business day s 5 business day s 

 
 
 
 

 
 A c c o u n t s  

 
MIT supports the following systems: 

My.S pelman Portal- access to Enterprise Apps & Campus Resources 

Network - SC network and desktop computers 

 IBM Notes College email -client desktop email & Webmail  

Banner Self Services - Academic Information System   
Spel.eLearn - Course Management System 
SpEl.Folio - ePortfolio Initiative  
Techsmith Relay 
Microsoft Office 365 
Lynda.com 

mailto:mitservice@spelman.edu.
http://mit.spelman.edu/itcatalog/
http://my.spelman.edu/
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Information Technology Services 
 
Serv ice Des k  

 

Contact the Service Desk to report any technology-related issues. The Service Desk is staffed with knowledgeable support 
technicians and students dedicated to providing: 

VTelephone support VWalk-in support 
VHardware and software installations  VInternet and network connectivity support 

VLab management support VTechnology purchases 
 
 
 
 
 
 
 

 
Comp u t er  Equ ipm en t Loan  Pr ocedu r es  

 

Requests f or laptops and other computer loaner equipment 
should be directed to the Service Desk (ext. 5400, option 1, 
then press #1 or email to mitservice@spelman.edu).  Laptops 
and other loaner equipment must be used for Spelman 
College activit ies only and should not be used for personal 
use. 

 

To learn more about the Computer Equipment Loan Procedures, 

please visit MIT Service Catalog on the MySpelman portal. 

Depart m en t a l E qu ipm en t  Pu r cha sin g  Pr ocedu r es  
 

Contact the Service Desk (ext. 5400, option 1, then press #1 
or send email to  mitservice@sp elman.ed u) for information 
regarding estimates or quotes for purchasing departmental 
equipment. You may also submit a purchase inquiry request.  
You may need to provide a detailed description of your 
system requirements and software needs. 

  

 

 
 

St u den t  Tech n o logy  Assi st an ce Cen t e r  
 

The Student Technology Assistance Center (STAC) is a student 
staffed technology center 
that provides technology 
assistance to students.  STAC 
are trained student 
technologists managed and 
trained by senior MIT staff 
members. 

 
STAC provides student training and support f or the following 
software and services: 

VResidential network connectivity  
VLaptop Loaners 

VAdobe Photoshop 
VMicrosoft Office 365 
VWebmail 
VSpEl.Folio 
VSpel.eLearn 
ViMovie 
VTraining Workshops 

Ser v i ce  De sk  Qu i ck  Con t act  Information  

Service  Desk  Support Ser v i ces  
Locat ion :  Academ ic Comput ing Cent er Bui lding (A CC),  Room 201 

Hours of Operat ion:  

Calls:  Mond ay - Fr id ay f rom 8:30  am to 5:30  p m  
Af te r- hou rs Phone Suppor t :  Monday thru  Friday  

5:30  pm t o 7:00  pm  
24  hour coverage 7 days/ w eek (* aft e r 7: 00  pm p lease leave 

a message)  

On- C am p u s Ext ension :  5400  (Opt ion 1,  then press # 2) 

Off -Campus:  (404)  270 -54 00  (Opt ion 1 , then press #2)  

Email :  mitservice @spel man.edu 

 
 
St u den t  Techn o logy  Assi st an ce Cen t e r  ( STAC)  
Locat ion:  Low er Manley 

Phone:  404-270 - 5324  

Hours of Operat ion:  

Monday to Thu rsday from 10:00  am t o 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 operat ion are subject  to change based on demand  

 
Post e r  Pr i n t i n g  Ser v i ces  
Contact :  404 -270 - 5709  

mailto:mitservice@spelman.edu).
http://mit.spelman.edu/itcatalog/
http://www.spelman.edu/~itc/el.html
http://www.spelman.edu/~itc/el.html
mailto:help@spelman.edu
mailto:mitservice@spelman.edu
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Request additional software installations for electronic classrooms 

and computer labs by completing the Electronic Classrooms 

Resources Form located on the IBM  Notes Dashboard on the 

General tab. You can also complete your request online by visiting 

MIT Requests in the MIT Service Catalog. 

Information Technology Services 
 

Comp u t er  Lab  Ser v i ces  
 

Computer Lab Services provides hardware and software support 
for the electronic classrooms, computer laboratories, and 
manages SpelmanΩǎ open access labs. 

 
Faculty Assistance: 

 
VHardware support for electronic classrooms and computer 
laboratories 

 

VSoftware installations for electronic classrooms and 
computer laboratories 

 

Computer labs providing open 
access privileges to students are 
Science Center, Rm. 230 (24 hour 
access), Tapley, Rm. 226, Giles, 
Rm. 316, and the Writing Center, 
Cosby Rm. 332. Individual hours 
of operation are posted in each 
lab. 

 

Spelman College electronic classrooms and computer 
laboratories include the following hardware: 

 

VIBM compatible workstations 
 

VMac workstations 
 

VSun Solaris workstations 
 

Standardized software (i.e. Microsoft Office 2016, McAfee anti- 
virus, Internet Explorer, and Deep Freeze) is installed on all 
computers in electronic classrooms and computer labs campus 
wide. Additional software is installed at the request of 
departments overseeing departmental labs and is specific to the 
department's discipline. A complete list of electronic classrooms, 
computer labs, their locations, and standard applications can be 
found by visiting:  http:// princess.spelman.edu/ecr.nsf 

 
 
 

 
Requ est in g  Class r oom  Sof t w ar e  

 
 
 

 
 

 
 

 
Comp u t er  Labs &  IBM  No t es Qui ck  Con t act  

I n f o rm at i on :  
 

 
Comp u t er  Lab  Ser v i ces  
Locat ion :  Science Center, Room 229  

Phone:  4 04 - 270 - 540 0 ( Op t ion 1,  then press # 2) 

Email :  mitservice @spelma n. edu 
Hours of Operat ion:  Mond ay -  Fr iday f rom  9:00  am ï 5:00  pm  

On- Camp u s Ext ension :  5400  (Opt ion 1,  then press # 2) 
Off -Campus:  (404)  270 -54 00  (Opt ion 1 , then press #2) 
Email :  mitservice @spelman.edu 
 
 
IBM  No t es & Web Mail Ser v i ces  

Spelman College Service  Desk 
Phone:  4 04 - 270 - 540 0 ( Op t ion 1,  then press # 1) 
Email :  mitservice @spelm an.edu 
 
 
 
 
 

https://mit.spelman.edu/itcatalog/?q=content/requests
http://princess.spelman.edu/ecr.nsf
mailto:mitservice@spelman.edu
mailto:mitservice@spelman.edu
mailto:mitservice@spelman.edu
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Educational Technology  
 

I ns tr u ct i on a l  Techn ol ogy  & Design Ser v i ces  
 

The Instructional Technology supports the selection, evaluation, 
implementation, and delivery of learning materials/systems to 
make teaching and learning more efficient for faculty, staff and 
students. 

 
Supports: 

 

VAdobe Connect 
VCourse Design 
VLynda.com 
VMicrosoft Office 365 
VRespondus Quiz Maker, Lockdown Browser and Monitor 

VSpel.eLearn(Moodle) support 
VSpEl.Folio support 
VTechsmith Relay  
VDepartmental Workshops 
VFaculty Training 
VMultimedia Tools (Web 2.0) assistance 

 
Classroom Technology: 

 

Instructional Technology provides training on how to use 
classroom technology including: 
VClickers 
VLecture Capture Videos 
VSMART Board and Sympodium 
VDocument Camera 
VVision Classroom Management Software 
VVideoconferencing 
VWeb conferencing 

 
Technology Training: 

 
Training is offered in three formats: instructor-led workshops, 
Webinars, and Lynda.com self-paced training modules. 

 
:Instructor-led workshops. 

 
:Webinars. F a c i l i t a t e d online workshops, only requiring 
access to a telephone and a computer with access to the 
Internet. 

 
:Lynda.com Self-paced Training modules. Online tutorials are 
available to faculty, staff, and student 24 hours a day, 7 days a 
week. 
 

There are over 100 training modules, including: 
VMicrosoft Office 365 

VDesign and Digital Media editing (Adobe Acrobat) 

VProject Management 
 

For current workshop listings, please visit: 

http:/ /princess.spelman.edu/SCTRAIning.nsf 
 
 

 my Spel m an Por t a l | my.spelman.edu  

 

 
 

 
 

Classroom/Lab Software: 
 
 VRespondus Lock Down Browser and Monitor 
      
 
 
 
 
 
 
 
                   
 
 

VVision Classroom Management Software 
  

 
 
The mySpelman Portal allows faculty, staff and 
students the ability to use a single username and 
password to access campus services and applications.  
A few of the portal services are single sign-on access 
to: 
 

 V Banner, SpelFolio, and Lynda 
 VLibrary Services 
 VDiscussion Forums 
 VCampus News 
 VLost and Found 
Login on with your Network Username & Password 
 

 

When students use LockDown Browser they are 

unable to print, 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 product for 

LockDown Browser that enables institutions to 

protect the integrity of non-proctored, online exams. 

Vision lets you make the most of your time when 

integrating technology in the classroom. It gives you 

the tools you need to control sources of distraction, 

monitor student computers, get started without lost 

transition time and notice as soon as someone needs 

your help. 

 

http://princess.spelman.edu/SCTRAIning.nsf
http://my.spelman.edu/
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Technology  (cont.) 
 

 

 
 
 
Learning Spaces: 

 
Spelman College has several learning environments that 
facilitate the integration of technology in teaching.  

 
Active Learning Classrooms 

VSCI CTR - Tapley 133,  SCI 238,  SCI 337 

VCosby 217 
 
E-Labs/  Electronic Labs 

VStudent computer workstations 

VInstructor PC 

VDigital Projector 
VProjector 

Screen/Whiteboard/ 
Sympodium 

 

 
Technology Enhanced Classrooms 

VInstructor PC 

VDigital Projector 

VProjector Screen/Whiteboard 
 
 

 
Science Labs (Hybrid) 

VLecture-style seating 

VDigital Projector 

VProjector Screen 

VWhiteboard 
 
 
 
Distance Learning Classroom 

VSci Ctr 232, Cosby LL27, Fine Arts 129 

VInstructor PC 
VDigital Projector 

VProjector Screen/Whiteboard 

VVideoconferencing equipment 
VDocument Cameras 
VAudio conferencing capabilities 

 
 
Keys to the Instructor workstation cabinets can be pic ked up in the 
A/V Technology Services office s, Cosby LL1. 

 
VoiceThread: 

 

            
 

 
 
 
 
 

VoiceThread is a cloud-based 

application that allows 

professors and students to 

upload, share and discuss 

documents, presentations, 

images, audio files and videos. 

VoiceThread is asynchronous: 

That means that students can 

view and work on VoiceThread 

lessons at any time! 



Educational Technology  (cont.) 
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SpeleLearn (Moodle): 
 

Spel.eLearn (Moodle) is the course management system used at 
Spelman College to support web enriched courses.  
 
Faculty use Spel.eLearn to: 

VOrganize and deliver course materials 

VDeliver tests online 

VAdminister self-tests and surveys 

VPost lecture notes 

VDeliver assignments and presentations 

VPost class events, and grades 
 

SpEl.Folio: 
 

The Spelman College Electronic Portfolio Project (SpEl.Folio) 

For the institution, 

VRecords in SpEl.Folio 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. 

VAllows the College to view its successes and challenges 
and to report to accreditation authorities. 

For the faculty, who teach with the ePortfolio, 

VFurnishes a record of achievement of the learning 
objectives of the institution, especially in general education. 

VAllows for a consistent assessment of performance 
through established standards (expressed in rubrics). 

VHelps faculty review the College programs and improve 
them where needed. 
VServes as a reference for progress through the Spelman 
curriculum. 

VHelps to develop a vision of changes over time, and how 
the many experiences at Spelman fit together to shape 
perspectives and analytical skills. 

VAllows the integration of images, videos, and other 
multimedia with written text. 

 

Web Conferencing: 
 

Adobe Connect & Bluejeans provide excellent platforms for 
enhancing blended pedagogies, collaboration, and online 
learning. The applications provide flexibility in delivering rich 
content including streaming audio, video, and slide show 
presentations.   

 

Contact scitds @spelma n.edu for more information   

about the Ed Tech apps and view our EDTech Toolkit. 
 

Techsmith Relay: 
 

Whether you want to flip your classroom, make a quick review 
video, or record your entire 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-to-
­use desktop and mobile recorder, built-­in quizzing and analytics, 
plus hosting to manage videos 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 
addition to the flipped classroom and departmental training 

 
Respondus ς Quiz Maker: 
 
Respondus is an exam creation software tool that can integrate 
exams into Moodle making test creation and online exam delivery 
seamless.  
 
 

I ns t r u ct i on a l  Techn ol ogy  and Design Services  
Qu i ck  Con t act  I n f o r m at i on :  

 
Ap p o in t m e n t s a re  ava i l ab le fo r  in d i v idua l  con su l t a t i on s 
an d  m u l t i m ed i a p r o j ect  ass i st an ce fo r  facu l t y . 

 

 
Sandra But ler  
Associate Vice President , Educat ional Technology Services 
Media & I nform at ion Techn ology 
404.270.5447  

 
Blanche Bry ant  
Manager, I nst r uct i o nal Technology & Design Serv ices 
404 -270-53 89 

 
 

Montez Bell  
I nst ruct ional Technologist  
404.270.5391  
 

Constance Dixon  

I nst ru ct ional Techn ologist  

404 -270-58 18 
 
 
 
I n st r u ct i  on a l  Te ch n o l o gy  &  D e s i g n  S e r v i c e s  ( I T D S )  
Spelman College Service  Desk 
Phone:  4 04 - 270 - 540 0 ( Op t ion 1,  then press # 2) 
Email :  scitds @spelma n.edu 
Hours of Operat ion:  Mon d ay - Fr iday from 9:00  am ï 5:00  pm 
I nst ru ct ional Techn ology On- line I nfo r m at ion:  Please see the 

I TDS page under t he Media and I n for m ation Techn ology t ab on the   

Por tal 

 
For Educational Technology helpful information, see 

Appendix A, Helpful Tips: Educational Technology, page 13 

mailto:itc@spelman.edu
http://mit.spelman.edu/ets/edtechnology-toolkit/
mailto:itc@spelman.edu
http://www.spelman.edu/~vhd
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A/V  Techn o logy  Ser v i ces  
 

A/V Technology Services provides audio/visual (A/V) support for academic activities and all other campus events. 

 
Services: 

 
Events: 

VA/V and multimedia equipment support services 

VVideotape events 

VSupport and equipment for events 

 
Classrooms: 

VClassroom and lab A/V equipment support  

VFaculty, staff and students A/V equipment support 

 
Spelman ID Car ds: 

VID cards for faculty, staff and students 

VReplacement ID cards 

 
Photography: 

VEvents and programs photographing 

VFaculty, staff and students headshots 

VSpecialty photographic projects 

Passport Photos (fee assessed service): 

VPhotos provided for faculty, staff and students 

 
Equipment Consultation: 

VConsultation for purchasing new A/V equipment or specialty 
equipment 

 
Video Production Services: 

VVideo recording of programs 

VVideo editing (major events and special programs) 

VEditing 
VUse of studio 

VSmall duplication projects (VHS, DVD, CD) 

 

 

ll services, with the exception of ID cards and passport photos, require a service and/or equipment request. 
 
 

Audio/Visual Equipment Loan Policy: 
 

Audio/visual loaner equipment is available for academic or college use by current Spelman 
College 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 a previously designated person or location within one hour of the agreed return 
time. 

 
Any person who checks out the A/V equipment assumes financial responsibility for any 
damages or missing parts. 

 
Educational Media Services does not provide blank media (DVDs, CDs, VHS tapes, etc .) for any 
of the audio/visual equipment. 

 
The failure to adhere to the return policy impacts other users and may result in the revocation of borrowing privileges for the academic year. 

 
 

A/V  Techn o logy  Ser v i ces Qu i ck  Con t ac t  I n f o rm a t i on :  
 

Locat ion:  Cosby LL1 
Spelman College Servi ce Desk 
Phone:  4 04 - 270 - 540 0 ( Op t ion 1,  then press # 3)  
Em er gen cy  Cla s sr o om  Su pp ort:  40 4 - 2 70 - 540 0  ( Op t ion  # 8 )  
Email :  mitservice @spelman.edu  

Hours of Operat ion:  Mond ay -  Fr iday f rom  8:30  am ï 5:30  pm  

 
See Ap pen d i x  A, Hel p f u l  Ti ps:  Ed u ca t io n a l  Te chn o l o g y ,  
Page 13  for add it ional informat ion. 

mailto:mitservice@spelman.edu
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BANNER SERVICES 
 
Banner, the College's Academic Information System software application, integrates student, financial, human resources, and 
financial aid data. The Banner application was developed specifically for higher education institutions by Sungard Higher Education 
(SCT). Banner processes, stores, retrieves and reports information from one integrated set of data. 

 
One of the primary distinguishing features of the Banner system is its 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 via the web. 

 
Services: 

VSupports Banner system 
VSupports system maintenance and upgrades 
VAssists with reporting 

 
Please report your Banner problems to the Service Desk at 404-270-5400 (or by email at mitservice@spelman.edu). 

 

For more information on Banner, see Appendix A, Helpful Tips: Banner 

(page 14) and the Banner Guide. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Network & IT Operations 

 

Acc essi n g  Bann er  
 

 

Logon to Banner with your SC Identification 
Number ( SCID, your 900#) and your 6 digit 
Personal Identification Number (PIN). Your PIN 
is usually your birthday (MMDDYY).  
 
If you are unable to login, contact the Service 

Desk (ext. 5400, option 1, then press #1 or send 

email to mitservice@spelman.edu). 

Banner  Services 

mailto:mitservice@spelman.edu
http://www.spelman.edu/~itc/banner.html
mailto:mitservice@spelman.edu).
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Network & IT Operations 
 

 
 
 

 

Network & Operations Services supports the College's network infrastructure and network access for faculty, staff and students. 

 
Network Services: 

 

VDevelops, upgrades and maintains the campus data, video, and voice connectivity 
for the Spelman College network infrastructure 

VConfigures, deploys, and manages the entire campus network infrastructure 

VManages voice and data network 
VSupports the campus CIS instructional systems, and Banner database services 
VImplements and monitors network security, and virus protection policies 

 
Wireless Services: 

 

VManages wireless access 

VWireless access is available in all administrative buildings (full outdoor wireless connectivity) 

 
IBM  Notes  Ser v i ces 

 

IBM Notes is the official campus communication system for faculty and staff.  Google email is the campus  
communication system for students.  Both applications are supported by the IBM Notes Services team. 
 
Services: 

VSupports IBM Notes desktop client email & WebMail (College email for faculty/staff) 
VSupports Gmail (students) 
VManages IBM Lotus application servers 
VManages Android, Apple (iPad/iPhone), Black Enterprise server 
 

 

 
Please report your System and Network problems to Service Desk at 404-270-5400 ( or by email at mitservice@spelman.edu) 

 

 

Ac cessi n g  t h e Spe lm an  W i r eless  Net w or k  
 

To login to SpelmanΩs Wireless Network: 

1.  Connect to SpelFS or Spelmanite from your computer's wireless interface. 
2.  Launch your Internet browser 
3.  Type your Spelman Network Account username and password in the wireless authentication window. 
There may be times when the authentication screen doesnΩt automatically load in your browserΩs window. If you 
experience problems with connecting, contact the Service Desk (ext. 5400, option #1). 

mailto:mitservice@spelman.edu
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APPENDIX A: Helpful Information 
 

He lp fu l  I n fo r m at i on :  Tr ou b lesh oo t in g  Tips 
 

Use the following information to maintain/protect the health of 
your computer system. If you are a heavy web user or 
document saver, it is recommended that you complete a 

monthly disk cleanup and disk defragmenter on your hard drive. 
 

 
L O G G I  N  G SERV I C E D ES K REQUESTS  

 

1.  Please record the issue that you are experiencing. Include the exact 
error message(s). 

2.  Please report your problem to Service Desk 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. 
You will also rec eive an email confirmation. 

 

 
C L EA N  I  N  G Y O U R S YS T EM U S I N  G D I S K  C L E A  N  U P 

 

1.  Click the Start button. 
2.  Click the Programs button. 

3.  Click System Tools. 
4.  Click Disk Cleanup and let this run.  This process may run 

for a few minutes. 
5.  Close the window when complete. 

 

 
D E F R A G G I  N  G Y O U R SYS TE M US I  N  G D I S K D E F R A  G 

 

1.  Close all applications. 
2.  Windows 7- Click the Start button, then select All 
Programs>Accessories. Now choose System Tools>Disk Defragmenter. 
3. Windows 8- PC, laptop or tablet will defrag itself by default every 
week, thanks to the scheduled task: Optimize Drives. So if you haven't 
changed any settings, you shouldn't need to defrag.  
4. Windows 10- PC, laptop or tablet will defrag itself by default every 
week, thanks to the scheduled task: Optimize Drives. So if you haven't 
changed any settings, you shouldn't need to defrag.  

 
T U R N  I  N  G- O F F T H  E D ES K T OP C L E A N  U P W I  Z  A  R D  

 

Every 60 days the Desktop Cleanup Wizard appears and prompts you to 
clean up your desktop. Stop the Desktop Cleanup Wizard from 
appearing, if you like your desktop the way it is by: 
1.  Right click an empty space on the desktop. 
2.  Click Properties. 
3.  Click the Desktop tab. 
4.  Click the Customize Desktop button. 
5.  Unc heck the box labeled Run Desktop Cleanup Wizard. 

 
 
 
 
 
B AC K I  N  G UP Y O U R D A T A  

 

You should backup your critical data to CD or thumb drive periodically. 
A backup 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.) 

    Programs that you use to create your work (Word, Excel, 

Photoshop, etc.) 
 
Organize your data so the backup procedure is quick and efficient: 

     Keep all your data together: 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 as well. 

 
You can store your backup data on personal media or the Spelman 
servers, including: 

    recordable CDs & DVDs (CD-RW or CD-R) 

external (USB 2 or Firewire) hard drives 

backup space on the Spelman servers (for more information, 
contact the Service Desk, ext. 5400, option 1, then press #1 
or send email to mitservice@spelman.edu) 

 

 
SP E E D  I  N  G - U P Y O U R COM P U T E R 

 

You can make your Windows XP ,7, 8, & 10 computer run faster by 
changing its visual effects. If you're running Windows on a system which 
is low in memory, turn off the visual effects. 
1.  Right click My Computer on the Desktop or in the Start menu. 
2.  Click Properties. In the Properties dialog box, click the Advanced 
tab. 
3.  Under the Performance section, click the Settings button. 
4.  Disable the fade or slide menus/tooltips. 
5.  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.  Click OK twice. 
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He lp fu l  I n fo r m at i on :  Em ail  
 

 
A R C H  I V  I  N  G EM A I  L  

 

 

Archiving mail allows you to manage the size of your 
mailbox by moving email messages from the I Notes Mail 
Server to a folder on your hard drive. 

 
A R C H  I  V  I  N G E M  A I  L F O R IBM  N O TES V E R S I  O N  9.0.1  

 
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. 
 

A V O I  D  I  N  G S PA M EM  A  I  L  

 

Never reply to any SPAM email messages. If you reply to 
a piece of unwanted e-mail, you confirm the e-mail is 
active and spammers will send more email. 

 
When you receive email which IBM Notes recognized as 
SPAM email, you will rec eive a system-generated email 
from proofpoint-pps. The email has been placed in 
quarantine and will be automatically deleted after 14 days. 
 
To manually delete SPAM email messages: 

 
1.  Open the email message. 

2.  Click View. 

 

 
 
3.  Select the message by placing a check next to the message and 
click the Delete button. 

 

 

 

 

 

 

 
How do I 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 mail file can also read 

calendar entries marked Private.


