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LOGGING INTO YOUR LAPTOP NOTES

In order to log into your laptop, 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 laptop, you will be presented with

the following screen:

tearning and teedership If you are receiving the message: Tree
C nn a or Server cannot be found check your
b network cable connections and restart
Publlc SC 10015 your computer
If you are receiving the message: 'The If you are receiving the message: Login
systern could nat lag you on to the network’ denied. You have not changed your

please check your username and password.  password and your grace login period has
In some cases you need your full context. expired. Contact your system administrator
example: - this is x2378. And you must choose a
.Jdoe teachers.stadium.tps new password at this point.

( “Technology Services

Hovell Client for Windows 4,91 SP2 (2.1) [x
Novell= Client™ for Windows* Iil

Ussmame: | doe. teachers. stadium. tps
Paswond
] 'Woodkstation only D& vou forget vour passwged?

[ o ][ concel ][ Shudown_ |

Enter your Novell username and password (this is not

your GroupWise password).

Example: .jdoe.admin.stadium.tps

Click OK



CONTACTING THE TECHNOLOGY
SERVICES HELPDESK: 571-2378

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

information available:
1. AreyouonaPCoraMAC?
2. Have you restarted your computer or the device not working?

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.
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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

Hame: tps
From:

Pazswond:

| ok s{l Cancel || Hep |

Click Ok (MO PASSWORD)




USING THE WORKSTATION ONLY
BUTTON

If you are working from home, away from the District’s
network, please select the “Workstation Only” button at

the Novell Logon screen:

Hovell Client for Windows 4.91 SP2 (2.1)

Novells Client™ for Windows* Iil

Usemame: |
Password: ! -
Jm«mw Did\vou forget your password?

.I‘ox ] [ cancel ] [ Shutdown. |

You will then be presented with the Windows logon
screen. The login name is TPS with no password.

Windows Workstation

Marme: Ips
Frarm:

Passwond:

[ ok k{[ Cancel || Help |

Click OK (NO PASSWORD!

3

IN REVIEW: CHANGES TO THE
ADMIN LAPTOP

What’s new on your Admin Laptop:

To log in to the Admin laptop, 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.

When you are away from the District’s network, you can
log on using the “Workstation Only” button.

DeepFreeze is now installed on your laptop but is not
active. This allows us to obtain your Laptop ’s address in

order to perform remote control functions.

Your PC now has a C:\ and D:\ drive. Please save any
data to the D:\ drive, your Home Drive, or an external
drive, such as a Flash Drive.

Your laptop’s desktop contains four new icons: Lock Sys-
tem, ZENworks, Group Folder, Home Folder. Please
check the Table of Contents for instructions on

using your new icons.
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PRINTING CONTINUED... YOUR NEW DESKTOP

After logging into Windows, you will be presented with

Click the Down arrow where the Printer Name is located, your new desktop:

and you will see other printers:

i s fdt Do [emt Fomat Dok Tale Wrcow e Type a question forbelp (w26
TN REVIE R4 NPT T 0 e Vi K AL Ve |

iAihomd s Tnsstentonn 212 <1 B L O [ElEEE 2.0

cEEFnv Al

>l

m

g el Inakesbn

coma

5 . -
5 rplaeL00ps ¥ Public Schools

\é P Color Laser ot 4600 75

\ [ prit tafte
nﬁ b cesket 6122 series (] Miarsal duplez

) : !1 [Feaae
Erker page numbers andfor page 1anges 1 r

Al files must be sawed in your

HOME DIRECTORY, D: DRIVE
OR ANY EXTERMAL DRIVE

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

¥ W iy cannat fnd your Hams dissctory, ask For help.

separated by commas, Forexanple, 1,3,5-12

Pt ks | Dooment g e

]
| ;
{ Pagesper sheet: | page b

Pk Al pages in rangs Y
Seak topeper sksi o'Scaing v

: - o=

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

desktop:

- @ omg

&=
iaroup Faolder

¥ - = Nl
g Star I . 5 9 BEE Ly 20m

ﬂd_

If you have more than one printer to choose from, PRt R[Sy

applications

highlight the printer you want to use.
Click OK to print.

L. These i ill b lained in the followi tions.
If you are away from the District’s network, you C8€ TEONS WL DE EXpTaTRec I The TOTOWIRg sections

will not be able to access your work printers.
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LOCKING YOUR LAPTOP

If you walk away from your laptop, 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:

Eﬁ

Lock 5 W sherm

The screen will change to a locked status:

X

Workstation Locked

Movells Client™ for Windows*

|

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

From: | eDirectory ~]

Usermame: iMNGUYE1 |

Baszsword: | |

Did vou forget vour passvword?

eltirectony | MMAS |

Tree: |TPS -vl Trees

Context: |[COMPLITERS CAE TFS ~ | [[Contexts |

Servers

[ oK ] [ caneet ]

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

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:

T Document1 - Microsoft Word

: Fle Edt View Insert Format Tools Table  Window  Help Type a question for help = %

R
= | s—
==

NEdada?@ona-8d [ s|E
L e O U A S O i,

-

4 CE

Printer

5| Mame: | 2 YTPS\TRAIN_PAZ. TRAINING. TPS v| Propetties
Shatus: Ide -

Find Printer...
Type: TOSHIBA e-5TUDDOE211-4511 PAL3
Test iy Y TPS\TRAIN_PA2. TRAINING.TPS (] Print ta file

Comment: [[] Manual duplex

3 Page range Copies
@ al Murnber of copies: I x

o O Current page Selection

i () Pages: | | 11 11 Collate
Enter page numbers andfor page ranges ' 1

5 separaked by commas, For example, 1,3,5-12

i Print what: IDocument v| Zaor

™

- ) Pages per sheet: 1 W

| Prink: |AII pages in range v| Sl page

g Scale to paper size: ||\|g Sealing v

=of@]= gy

0w s || [ gptians... [ oc ][ concal |

Page 1 SEC 1 T T | B =) 34 S o I S = |
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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 6) and double-click on
the Netscape icon.

When it comes up, you will see the following:

&) Tacoma School District Website - Netscape

. Eile Edit Yew Go Bookmarks Tools Window Help

Q0O W

i 1 Hnmal
) Netscape ~ [enter Search Terms

'mhttp:waw.tacoma.klZ.wa‘usf ﬁl | da D

Lﬁ Q) Search | (~JPop-Up Black Off
b Parents b Students b District Personnel b SIS

¥ Sohool Supply and
Uniform/ress Gode lisks are
now available

L} [ ]
L i i
W
A Ll j |
e

b Online Summer Schoal

Frogram
? ==er ] | b view the 200607
on | FRecommended Budget
Ll Reductions - DRAFT
- FS

District Information
and Departments

b Sohool Consalidation
Intormation

F More News and Events

&'r

-.®Cunkanl Us  (DNewsroom (3) Search (3)

Help @M;émail

Central Adminishiation Building * P.0. Box 1357 = Tacama, W4 98401-1357 * 253 671.1000
Al content owned by Tacoma School District #10
Copyright @ 2006 Tacoma Public Schaols
Non-Discrimination Statement
E-mail the webmaster | Join our e-mail list

[ =]

From here, you can access the district website and the
Internet.
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ACCESSING YOUR APPLICATIONS

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

I ZEMworks Applications

File Edt ‘iew Favorites Tools  Help ‘?lt
u) Btk \J m ,'D Seatch [1 Folders ;35 L_lj ] I]f) x @ \
 Adress | ZEMworks Applications i ‘ o

?

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

page.



ACCESSING APPLICATIONS When you double-click on the “My Computer” icon, you
will be presented with this view:

CONTINUED...

2 My Computer,

Fie Edt ‘iew Favorites Tools Help W

k\;:)Eaf_'!; l,\,) l} pSearch u:' Folders v

fiddvess | ' My Computer

V‘.GD

© Fle Edt iew Favortes Tooks Help #
: F Name Type Total Size
@Eack E ‘E { \Search 14 . Folders d’b LD I@ x @ 5 System Tasks Files Stored on This Computer
: & |5hared Dacuments File Folder
i fddress (9P TPS ¥ o Other Places
E |, | [Citps's Documents File Folder
@ ‘ @ @ N é 5 @ pE [C)veuser's Documents File: Folder
] 1) etails
Adobe Calculator Firefox Geometer's  Groupifise  Manager Internet Tunes Macromedia Hard Disk Drives
Phatosh... Shekchp,.. Explorer Dreamweaver
“epLocal Disk {C:) Lacal Disk 149 GB
I 5 =
o 2 B & g8 B
Mactomedia  Macromedia  Macromedia  Microsoft  Microsoft Cin  Microsaft Mictosaft  Micrasoft 015 Microsoft Wictasoft 34s-Inch Floppy Disk
Fireworks Flash Flash Player ~ Access Organizer Excel Infopath PowerPoint  PowerPo... e
rive

W a 9BV EoeNR el

Netwark Dri
Micrascft  Mioosoft  MovieMaker  Mebscape Notepad Pt PhotoStoryd RealPlayer  RovinEasy  SAMMP EEUER s

L B [Em0ts e Gk Group Drive _;_ Fs_group on 'Cab05i¥olllGroup' (> Network Drive 93.1GE
] B @ &j i Home Drive S#Rlindze on 'Cab0SivolliHome' (H>  Mehwork Drive 93,1 GB
(B =2

% 1 xnssemhly on 'Trainingfs1iTechs' (L:)  Nebwork Drive 232 GB
St ant.ec Utrakey Volume Windows WinDVD WinDWD xTechg on Trainingfs11Techs' (M:) Netwark Drive 232 GB
Anfi-birus Contral ~ Media Plaver Creator 2#Tip on 'Cabosivoll' (N2 Network Drive 93.1G6
Public Drive Network Drive 09TE
xshared on 'Cab_02'{5:) Netwiark Drive 0.97GE
xPuinc on 'Cab0sisys (21 Nebwark Drive 774G 2
£ 1[f > '_,

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

From here, you can click on any application that is Group and Public drives.

installed on your laptop.
Note: Depending on your network permissions, your

network drives may vary. The Group and Public drives

will always remain.



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 either by double-clicking
on the Home Folder icon on your desktop (see page 7), or
by double-clicking on the “My Computer” icon on your
desktop:
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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:

a—

Group Folder

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

Ei_

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 ZENworks Applications
folder on your desktop (as described on page 6) and
choose GroupWise.

Novell. GroupWise. 6.5

NesunllCsasnitie Stastin x|
GroupWise Password |1||z|
Fazsword:
[ Use single sign-on k. | Cancel ‘
—_—]
& 1993-2007 Hovell, Inc, Al rights reserved. ‘ | -, L

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.

Remember, when you are away from the District’s
network, you won’t be able to use the GroupWise
e-mail client.

IMPORTANT CHANGES ON SAVING
YOUR DATA

Saving your data to the D:\ drive, your Home Drive is

recommended.

Your Microsoft Office documents will save to your D:\

drive automatically.

Save to an external hard drive (such as a Flash Drive) to
take your documents with you for safe-keeping.

14



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.

13

WHAT DEEPFREEZE IS, AND HOW
IT WORKS

DeepFreeze is now installed on your laptop but is not
active. This allows Technology Services Technicians to
obtain your Laptop’s network address, in order to

perform remote repairs .

To make sure that you don’t lose any valuable data, please
save your data to either your D: drive or Home Drive
(H:). In fact, on your desktop, you will always have a
reminder:

Learning and leadership

coma

Public Schools

All files must be saved in your
HOME DIRECTORY, D: DRIVE
OR ANY EXTERNAL DRIVE
or they will be DELETED when
the computer is shut down.
If you cannot find your Home directory, ask for help.
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How THE D:\ DRIVE WORKS D:\ DRIVE CONTINUED...

When you double-click on the “My Computer” icon on
the desktop, you will see that there is now a D:\ drive
listed:

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

0y Documents
Rz Edt Vew Faortes Took  Mep

Qua- O B Poeun [ rases [
= ) Dy oquments

File and Folder Tasks Aoy Pl Foder
Filey Fiakden

L Mk e foker
) Pl el s 15 11
Wil

Fie Foldas

Fie Folder

7 s this Fer T ciaativey_Pack_ Feadve it STHE HIML Dot
SPINAL Wirker_Pack Frosdme b 84D HTML Document

Other Flaces

St Lo D D)

) My Doxamerts
L) Shwed Documents
-! My Computer

W My Hotars Fages

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

= Locel Disk i3]

EPREN 1k T P
Fie Edk Vew Fowrkss Tools  Mep
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