CCV Computing Labs - FAQ

Welcome to CCV's computing labs.  

All users of CCV workstations must login using their own personal logins. Do not share your account, or login for another person. Be sure to log out or restart the workstations when you are done. You are responsible for all activity that is done under your account.

Please check out the following Frequently Asked Questions to get started.  If you need an answer that's not here, please check out question 11 for contact info. 

1. How do I get on the machine?

All workstations now require personal logins. Your login and password is the same as you use for Blackboard and Maple. When you are done using a workstation, be sure to log off. Files saved to the desktop or my documents are not saved and will be lost when the machine is rebooted. Be sure to save your files in safe locations. See question 6 for safe places to save your files. To login: press Control+ALT+Delete at the same time. Enter your user name and password and click ok. 

Your login name will most often be your initials + Month of birth + Day of birth + trailing digit (usually a zero ‘0’). For example John P Public, born 01-01-1970 would have a login name of: jpp01010.

Password: By default your password is your 3 initials (the same initials as your user name) plus the last four digits of your social security number.

If you have changed your password for Blackboard your new password is what you will need to use.

Your login and password are the same for the following resources:

Blackboard
MAPLE
LSC Email/Desktop Login
VTC Email/Desktop Login
CCV Desktop Login

2. Where is the power switch hidden?

No, it's not the silver Dell logo.  It's in the middle of the "Optiplex" logo.  Press once.  Don't forget to turn on the monitor. It's a separate power switch (lower right of the monitor).  After you power on, the machine will boot and bring you to the login screen, then it's ready to use.

3. Hey, it has sound!

Yes, it does! Most machines in our labs have the speakers built in, although certain vintages may need external speakers.  On all Dells there is a headphone jack if you (gently!) pull open the grey panel with the Dell logo.  Please be courteous if you do things that use sound, remember that others are trying to work or study too!

4. What software is on here, and how do I find Word, Excel, Access, etc.?

We're now using Windows XP Professional, and Office 2003. All of the software you're likely to need can be found in the Applications, Internet, and Programming folders on the desktop (and also under Start, Programs).  If there is any additional software for your course that isn't in these folders, your instructor will tell you where to find it.

5. Where does it come out when I print?

If you're in the computer lab, there should be a printer in the same room and it should come out there by default.  There is also a printer in the resource-room/library/mini-lab, and those computers will print to that printer by default.  If you have problems with the printer (paper jam, out of paper, out of toner, etc.) please talk to the site staff.

6. Where can I save my stuff?

· The safest thing is to make sure you take a copy with you, probably on diskette (although if you have a web-based email account like Hotmail or Yahoo, you could also email it to yourself as an attachment). For laptops see next item.
· If you own a Flash drive (also called a Pen Drive, one of those little USB RAM drives that you can plug into the USB port) you can use that, but please be aware that CCV isn't responsible if you lose or damage the contents of your drive for any reason, and you are responsible if you physically damage anything when you insert the drive (or any other foreign object) into our computers.  No drivers should be needed for the Flash drive, and the USB port on the Dell can be found by gently pulling on the little door that has the Dell logo on it on the front of the case.  

· You may also burn your work to a CD if the drive in your computer is a CDRW. Most CCV laptops have a CDRW. See #14 for instructions. 

· If you want to save something at CCV, you can use the "Local Shared Drive" (T:, called "Thawspace") which will save it to the machine you are using.  This will not go away between reboots (everything else on this machine will!), but be aware that anyone who sits at the machine can see it, or delete it, and CCV can make no promises it'll be there.  And it's not backed up.

· Also in ‘My Computer’ you will see a network drive N: which is a shared drive that can be seen by all computers in the site.  Use this if you have to move to other machines, or share work on a project, but again, this is not backed up and anyone can see it or delete it.

· If you have homework to submit, your instructor may choose to use Assignments in Blackboard.  S/he will give you more instructions in either case.

7. Where did my instructor put class related material?

Your instructor might choose to use Blackboard (accessed at http://blackboard.vsc.edu) and create a site for their course.  If so, they will explain to you how to log in and access this.  

8. I want to make changes or install stuff...

Changes to these systems will not stick.  We use a product called Deep Freeze to insure that systems are the same every time they come up.  That said, the Conditions of Use Policy states that you must not install anything to college systems, or add any systems to the college network, without the express permission of the Computer Services department.  This includes laptops; you may not connect a laptop or other system to the network at CCV without permission from Computer Services.  See question 10 for contact info if you have questions on this.

9. What is the Conditions of Use Policy?

You'll need to agree to this to use the computers.  If you haven't read it, please do so!  It should be posted in the lab, and the site staff can get copies for you.  In a nutshell, use the computers for legitimate, class-related work and research, don't install or delete anything, and you'll be fine.  Anything beyond that, you should ask.

10. I have a special need.

· For the vision impaired, we have ZoomText loaded on the system.  Let it come up to the desktop, then press the Windows key and Z.  Please work with your site's ADA coordinator for details on using ZoomText.

· For any additional ADA related needs, please work with the site ADA coordinator.  There are other accommodations that can be made, but they require official requests.

11. There's a problem or I have more questions.  Who do I contact?

· For "how to" questions directly related to your class, please ask your instructor.

· To report basic problems with the equipment, please talk to the site staff, and they can forward the problem if necessary.

· For issues with MAPLE, Blackboard, or other CCV-related sites, please go to http://helpdesk.vsc.edu, choose “Student, Faculty, and Staff Login” 
and submit a trouble report Work Order.

· Please remember that CCV cannot be responsible for internet sites outside of the college, so if the server name doesn't have "vsc.edu" in it, we may not be able to help.

12. I have to leave the workstation for a few minutes. What do I do?

· Please be considerate of other users. If you need to leave for more than 10 minutes log out so that another student can use the workstation.

· If you need to lock the workstation; press Ctl-Alt-Del and click on lock workstation. Machines will also lock automatically after 10 minutes of no activity.

· Leave a note on the keyboard that you are returning.

· Be aware that if someone has to log you out, any unsaved work is lost and can not be recovered.

13. There is a machine without anyone at it, and it is locked, what do I do?

· If there is no indication that the user is coming back (see question 11) you may log out the previous user. To do this, press Ctl-Alt-Del and use your login name and password. 

14. I am at a workstation with a CDRW, how do I burn files to a CD?

· Drag the files you want to burn to CD to the CD drive (usually D). When you are ready to burn the files to the CD, place a blank writable CD into the drive. Double click ‘My Computer’, and then double click the CD Drive. You should now see the files you dragged to the CD. On the right you will see an option ‘Write these files to CD’, click this and follow the on screen instructions.
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