CONTACTING THE TECHNOLOGY
SERVICES HELPDESK: 571-2378

COMPUTER PROBLEMS:
To more efficiently solve your problem, please have the following

information available:
1. Are youonaPCoraMAC?
2. Have you restarted your computer or the device?

3. Provide a detailed description of the issue, including exact error
messages (if any).

4. What application was being used when the problem occurred?

5. Have there been any changes to the computer lately? This

includes software or hardware installations, and includes
Internet downloads.

6. If you can’t print: Are you logged into the network? What
application won’t print?

7. What is the asset tag number from the device having the
problem?

If an asset tag number cannot be provided, please place a Post-It on
the affected device, along with the Work Order number the

Technology Services Helpdesk will provide to you.

REQUESTS:

If you have a request (such as moving equipment or installing
software), please have the following information available:

1. Provide a detailed description of the request.
2. Is the request for a PC or a MAC?

3. What is the asset tag number from the device needing the
request?

If an asset tag number cannot be provided, please place a Post-It on
the affected device, along with the Work Order number the
Technology Services Helpdesk will provide to you.

18

l'_ir.'lrﬂr'ﬂg and IM:*?HﬁFp

coma

Public Schools

USING YOUR ADMIN
COMPUTER

Y|

Y “Technology Services

Empowering Education through Technology




TABLE OF CONTENTS

Logging into your computer......................... ... 1
Your new desktop..............ooo 3
Locking your computer........................ 4
Accessing your applications. ... 5
Group and Home folder icons............................ 7
Using your e-mail...................... 8

Finding your Home Drive via the My Computer icon...9

How the D:\ Drive works.............................. 11
Saving to a Flash Drive....................... 14
Using your web browser.............................. 14
Printing.............. 15
In Review: Changes to the Admin PC.................. 17
Contacting the Technology Services Helpdesk.......... 18

Revision 2006

IN REVIEW: CHANGES TO THE
ADMIN PC

What’s new on your Admin PC:

To log in to the Admin PC, you must have a network
username and password. If you do not have those, please

contact the Technology Services Helpdesk: 571-2378.

The “Windows Logon” now has only one user account.
TPS is now the default windows account, and has full
Administrator privileges.

Your PC now has a C:\ and D:\ drive. Please save any
data on the D:\ drive or your Home Drive.

Your Computer’s desktop now contains four new icons:
Lock System, ZENworks, Group Folder, Home Folder.
Please check the Table of Contents for instructions on

using your new icons.

The computer’s desktop appearance can no longer be
changed. This is to provide a consistent user environment
throughout the school.
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PRINTING CONTINUED...

Click the Down arrow where the Printer Name is located,
and you will see other printers:
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If you have more than one printer to choose from,

highlight the printer you want to use.
Click OK to print.
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LOGGING INTO YOUR COMPUTER

In order to log into your computer, you need a Novell

network account username and password. If you don’t

have this, please contact the Technology Services

Helpdesk: 571-2378

When you start your computer, you will be presented

with the following screen:

Learning and teadership

Public Schools

If you are receiving the message: 'The
system could not log you on to the network’
please check your username and password.

In some cases you need your full context.
example:
.jdoe.teachers. stadium.tps

If you are receiving the message: Tree

or Server cannot be found check your

network cable connections and restart
your camputer

If you are receiving the message: Login
denied. You have not changed your
password and your grace login period has
expired. Contact your system administrator
- this is x2378. And you must choose a
new password at this point.

Novell Login

Novells Client™ for Windows* Iil

Usemname: . jdoe.teachers.stadium.tps |

Password: |

Did you forget your password?

Enter your Novell username and password (this is not

your GroupWise password).

Example: . jdoe.teachers.stadium.tps

Click OK



LOGGING IN CONTINUED...

After you successfully log into Novell, you will be
presented with the Windows logon screen.

The login name is TPS with no password.

Windows Workstation

Mame: Ips
Frorm: [
Pazzword:

| ok | Cancel || Hep |

Chck OK (NO PASSWORD)!

PRINTING

If you would like to print to a different printer that you
have access to in your building, here’s how.

While you are in the document you want to print, click
File/Print. You will see the following:
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Find Printer...
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o O Current page Selection
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™
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i Draw - i |
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USING YOUR WEB BROWSER

To access the Tacoma School District homepage and the
Internet, open the ZENworks Applications folder on your
desktop (as described on page 5) and double-click on

the Netscape icon.

When it comes up, you will see the following:
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From here, you can access the district website and the

Internet.
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YOUR NEW DESKTOP

After logging into Windows, you will be presented with

your new desktop:

ere inaderiby

coma

Public Schools

Al files must be sawed in your

HOME DIRECTORY, D: DRIVE
O ANY EXTERMAL DRIVE

o they will be DELETED when
the computer is shut down.

W yeu cannet fnd your Home disectory, sk for help.

There are a few new icons to be aware of on your new

desktop:

&=
iaroup Faolder

applications

These icons will be explained in the following sections.

Home Faolder



LOCKING YOUR COMPUTER

If you walk away from your computer, it is advisable to
lock it, so that others (co-workers, students, parents) will
not see your important documents on the screen. To do
this, double-click on the Lock System icon:

The screen will change to a locked status:

Workstation Locked [E

Movells Client™ for Windows* Iil

This workstation iz in use and has been locked.
This workstation can only be unlocked by a logged in user or a Systerm Administrator

Eram: | eDirectory ~|

Usermame: iMNGUYE1 |

Password: | |

Did vou forget vour passvword?

“eDirectary | MMAS |

Tree: i TPS bl | Trees

Contest: | COMPUTERS.CAR.TPS ~ | [[Contexts |

[ oK ] [ cancel ]

When you return, enter your Novell password, and you
will return to your desktop.

SAVING TO A FLASH DRIVE

Another great way to save your data is to purchase what is
called a Flash Drive:

Flash drives are an external hard drive that you can take
with you wherever you go.

These drives are available from the district’s Technology

Purchases website:

http: //tednet.tacoma.k12.wa.us/ newpricing/ index.asp

They can also be purchased at your local computer or

office supply store.

For best use with a PC, please plug your Flash
Drive in BEFORE you log in.
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D:\ DRIVE CONTINUED...

To access your “My Documents” folder on the D:\ drive,
double-click on the folder. You will see the following:

0y Documents
Flz Edt Vew Foortes Tosk  Hep

Qua - O Dsewern

File Folder

File sk

Fie Folde

File Folder
FHcreatiey_pack_Readvie ten STHE HIML Cocument.
ERPINAL Wirter_Pack_Resdme b BAHD HTML Document

Other Flaces

St Lo D D)
) My Doxamerts
L) Shwed Documents
-! My Computer
W My Hotars Fages

EPREN 1k T P

Your Microsoft Office documents will save to your D:\
drive automatically.

12

ACCESSING YOUR APPLICATIONS

To access applications installed on your computer, double-
click the ZENworks Applications icon:

=

ZEM
appli

The ZENworks Applications folder will open:

I ZEMworks Applications

C Fle Edt Vew Favortes Toos Hebp #
) =) = VS L | i | 2

A C R ) ‘? P Search | Foders gy Ll_‘] | ..s’.} X M

fddrese i ZEMworks Applications i l b

Double-click on the TPS tree. You will be presented with
a window that resembles the screenshot on the following

page.



ACCESSING APPLICATIONS
CONTINUED...

. Fle Edt View Favortes Tods Hep ff

@Eack ' J J: >~ Search |1‘ Folders b Lﬂ B 2) x @

i I

: hiddress !, PS VI = lei
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Phatosh... Shekchp,.. Explorer Dreamweaver

O 8 @ M@ E B 4

Mactomedia  Macromedia  Macromedia  Microsoft  Microsoft Cin  Microsaft Mictosaft  Micrasoft 015 Microsoft Wictasoft
Fireworks Flash Flash Player ~ Access Organizer Excel Infopath PowerPoint  PowerPo...
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Publisher Waord far Windows Media Creator

4 0 0 [

Symantec Ulrakey Yolume Windows WANDYD: WinDYD
Anti-virus Contral ~ Media Plaver Creator

From here, you can click on any application that is
installed on your computer.

How THE D:\ DRIVE WORKS

When you double-click on the “My Computer” icon on

the desktop, you will see a D:\ drive listed:

When you double-click on the D:\ drive, you will notice
that the “My Documents” folder resides there.
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When you double-click on the “My Computer” icon, you

will be presented with this view:

2 My Computer X
File Edt ‘iew Favorites Tools  Help g"

'\_;) l} )ﬁ Search {L' Falders v

Address 5& My Computer i ‘ &0
I ame Type Total Size ]
System Tasks o Files Stored on This Computer
f Other Places ¥ |)5hared Documents File Folder
[C)tps's Documents File Folder
[CT)veuset's Documents File Folder
Details ¥
Hard Disk Drives
S Local Disk () Local Disk 149 GB

Devices emovable Storage

3s-Inch Floppy Disk
D Drive
0 Drive

< DVDCD-RW Drive (D)
50 Drive (E:)

Network Drives

Group Drive ¥ Fs_group on 'Cab0SioltyGroup’ (G Mebwark Drive 93.1 6B

(2113 11 & F Rindze on Cab0SWall Home (HE>  Metwark Drive 5.1 G8
xnssembly on 'Trainingfs1iTechs' (L1} Metwork Drive 232 GB
S8 Tech9 on Trainingfs1iTechs' (M) Ietwork Drive 232 6B
égTip on 'Cab0s\vall' (M:) Tetwork Drive 3.1 66

Public Drive Network Drive noTEs
xshared on 'Cab_02'(5:) Mekwork Drive 0,97 G5

xPuinc an 'Cab05Sys' {2:) Mekwork Drive 7.74GB =

< i S

Your Home Drive is listed as the (H:) drive. It will have
your logon name listed, which makes it easy to identify.

As you can see, using the “My Computer” icon enables you
to access several other networked drives, such as the
Group and Public drives.

Note: Depending on your network permissions, your
network drives may vary. The Group and Public drives

will always remain.
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GROUP AND HOME FOLDER ICONS

To access the Group Folder assigned to you, double-click
on the icon on your desktop:

ﬂl_

Lroup Fo

To access the Home Folder assigned to you, double-click
on the icon on your desktop:

Home Falder

Your Home Folder is your networked storage drive. Itis
located at the Central Administration Building (CAB), and
is backed up by the networking staff.

Your Home Drive is the place to store important data,
such as your grade book and other information you want
saved.

For information on accessing your Home Folder through
the “My Computer” icon, please see page 13.



USING YOUR E-MAIL

To access your e-mail, open the Applications folder on
your desktop and choose GroupWise.

Enter your e-mail password when prompted (this is not
your initial Novell logon password). If you do not know
what your password is, please contact the Technology

Services Helpdesk: 571-2378.

_Novell. GroupWise, 6.5

Gl st S et x|
¥ GroupWise Password |1||E|
Fazsword:
[ Use single sign-on k. | Cancel ‘

1

@ 19932000 Mavell, Inc. A1 rights resered.

FINDING YOUR HOME DRIVE
VIA THE MY COMPUTER ICON

Your Home Drive is your networked storage drive. Itis
located at the Central Administration Building (CAB), and
is backed up by the networking staff.

Your Home Drive is the place to store important data,
such as your grade book and other information you want
saved.

You can get to your Home Drive by double—clicking on
the “My Computer” icon on your desktop:

L

My Computer



