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Introduction
This part of the document provides an overview of technology resources available across
campus as well as guidelines on how to access them. To assist you with some of your
day-to-day activities we also include a network access and email quick start guide.

SECTION |
Network Knowledge

Requesting a Network ID

One of the most important request new faculty should make here at NMC is a request for
a Network ID.

Your Network ID provides access to your:
e Work computer (desktop or laptop)
e NMC Email system
e Network (N) drive

If you haven’t done so already, please take time during this session to request for a

Network ID from our Human Resource (HR) office. They can be reached at 234-5498
Ext. 1021, 1016, 1017, or 1018,

About Your Network ID

Your Network ID will consist of a User Name and Password. Your user name will be
your first name followed by the first letter of your last name (i.e. Bertha Leon Guerrero =
berthal). Your username and password will be in lowercase.

The Help Desk will set up your local profiles and password on your PC/laptop before you
log in for the first time.

About File Storage

Once logging in to your computer there are different locations to store files. You have
access to storage locations on your desktop computer and you have access to either your
department folder or the public folder in the “N” drive.

Neither the files stored on your desktop nor files stored on the network can be accessed
from off campus. If you need access to your files off-campus please back them up to a
removable storage device or email them to your home or CommuniGate email account.
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Desktop Storage

Items stored on your Desktop refer to data stored
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strictly on your hard drive. The most common

locations on the hard drive for saving files include My

Documents and the folders available under My
Compulter.

Items that are store on your hard drive are not backed
up on the network nor can they be accessed from other
computers on campus. If the hard drive crashes, the

information stored on the desktop will be lost.

Forms of removable storage such as CD burners and USB drives (e.g. flash drive/pen
drive and external hard drives) are used to store and transport files. We strongly
recommend that you store all essential files on the “N” drive.

Network Storage (the “N” drive)

To save data to your space on “data on nmc1 (N:)”:

1.

2.

Select “My Computer” after logging in
to any computer on campus.

Under “My Computer” select “data on
nmcl(N:)”

Once in, click on the folder designated
for your department use (Make sure
you have authorization from your
department head to access this folder)
Once in your department space (folder)
you can save files and create folders.
All files stored on the “N” drive can be
accessed from any computer on
campus.

— )
A2 File Locations
My DocUments|
for Desktop
) Storage
My .CompUtEr]
- [—o¢
-
1
Desktop Computer [
= = Locations
CD burner .
for External File
Storage
Removable storage
¢ My Computer
File Edit Wiew Favoril tes Tool: Help
=7 ) Search Folders | [T37]~
Address | i My Computer
Hard Disk Drives
System Tasks
Wiew system information @) Local Disk (C2)
T4 Add or remove programs -
[ change a s=tting
Devices with Removable Storage
Other Places
& My Network Places a Memery SHEk ()
£ My Documents
@ control Panel

Details

My Computer
System Folder
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Logging On to the Network

To log on to the Network

1. To open the “Log On to Windows” screen, press the
[Ctrl+Alt+Delete] deys at the same time. The “Log
On to Windows” screen will be presented.

2. Type in your User Name (lastname+firstinitial in
the User name field).

3. Next, type in your Password into the Password
field.

4. Make sure the Log on to field reads NMC. If

fraory e e W L u g ey

another entry is in the field click on the dropdown e weor o mre rhwmar, B ol
arrow at the end of the field, then select the correct
domain.

5. Click OK or press Enter.

NOTE:

For questions about your
Network ID or if you are
having trouble logging

in, contact the Help Desk
—— at Ext. 1573 in IS office.

[- — o ', Coe e

About Passwords

Frequent password changes provide the basis for good information security practice and
are essential to safeguarding the College’s network and data. IT recommends that faculty
change their College network passwords every 90 days.

Good passwords should be at least 6 characters and consist of both lower and upper case
letters, numbers, and symbols. A good way to select a password is to choose a loine or
two from a song or poem, and use the first letter of each word.
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Changing Your Password

1. Logon to the desktop then
press [Ctrl + Alt + Delete].
The Windows Security Screen

on Inform.

Wi I I be p rese nted . Brutus Buckeye is logged on as HEC\bbuckeye

. Click on
2. Click the [Change Logon Date: 5[3[200511:04:12AMI Change Password
Password .o .] butto n . T he Use the Task Manager to close an apgiation that is not responding.

| Shut Down... I

Change Password Screen will
be presented.

I Cancel I

3. Enter:

o Your old password in the Old Password field

o Your new password in the New Password field

o Re-type your new password in the Confirm New Password field.
4. Click the [OK] button. A Confirmation Message Screen will be presented.
Click the [OK] button on the Confirmation Message Screen.
6. Click the [Cancel] button on the Windows Security Screen.

o1

Logging Off vs. Shutting Down

When you leave for the day or the weekend you should either log off the network or shut

down your computer. To conserve energy it is best to shut down your computer.

If you will be away for an extended period of time such as vacation time or conferences,

it is recommended that you shut down your computer.

To log off or shut down the computer:
1. Click the [Start] button.
2. Then click either the [Log Off] or [Shut Down] button.
3. Follow the directions as prompted.

Good Netizenship at NMC

Good fences make for Good Neighbors (virus updates)

Always use professional, collegial and appropriate language in email
Be mindful of file size, especially when sending photos

Use Group addresses purposefully

000D DO

and other announcements of a general community nature
Send your message to the smallest group of readers that you can

O
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CommuniGate Pronto

Email, if not managed and organized in some way, can become overwhelming especially
if you are attempting to manage messages from students in different courses, campus
mail, special topic related emails, and messages related to appointments, projects, etc.
One of the best ways to manage emails is to create personal folders. These folders allow
you to sort or file your emails into personal folders.

First Look

Type the Internet address http://mail.nmcnet.edu into your browser.

Save address onto your browser by dragging the address onto “browser toolbar”.
You already know your Username and Password, enter them.

The skin looks like...

a
a
a
a

CommuniGate

Prontod

Using CommuniGate Pronto

As a faculty member you will be using CommuniGate Pro (NMC campus mail system)
on a daily basis for communications such as email, calendar management, and task
management.

To access your personal CommuniGate Pro (NMC Mail) account click on the saved
Internet address on your “browser toolbar”.

There are many tools within CommuniGate Pro that you may find extremely useful.

Clicking on the (] mark will give you access to a quick guide to using each tool. The
following are addressed in this section.
1. WebUser Interface Login
2. Mailbox, Mailbox Page List, Message Page
3. Settings Page (Compose, Contacts, Address Book, Calendar and Tasks,
Password)
4. Creating Rules to Organize Email
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WebUser Interface Login

Welcome to CommuniGate Pro,
the nmenetedu Communications Server!
Login Mame
Password
Layout v
[202.88.94.107]
2:26:45PM

[ pisable Fixed Address Check
[ bisahle Cookie check

Communi'Gage

Wailing Lists
Directory
Security Certificate

Wailto Postmaster

English Arabic Chinese Dutch French German Hebrew talian

Japanese Polish Portuguese Russian Slovak Spanish Ti

Mailbox, Mailbox Page List, Message Page, and Folders

hai Ukranian

The Mailbox

This page lists all mailboxes in your
account and allows you to create,
rename, and remove mailboxes, and
to open mailboxes so you can browse
the messages stored in your
mailboxes.

e 6 Default boxes
e Plus yours!
o Note the features below the line

ProntolV

This Login page
allows you to log
into the
WebUser
Interface by
presenting your
user name and
password.

The Mailbox Page List
This page lists all messages stored in
the selected mailbox. You can copy,
move, redirect, forward and delete
listed messages. You can open and
read messages listed on the Mailbox

page.

LIIANEIRY il
P osmn  Brmm

......

The Message Page

This page presents the content of the selected message. You can read the message, copy,
move, delete, redirect, and forward the open message, and you can reply to it.

Folders

| @ 2 3| [ B

Compose Contacts Calendar Passwore i

?

RPOP Folder

s

Folder Name (~usernameimailboy)

Folder Subscription
Folder Name: | Sent ltems
Folder Name: | Drafts
Folder Nare: | ANA Gran! car

Falder Name: |Faculy Conespondence

Folder Name: |Beit

Folder Name:

Open Folder 7]

Folder Name:

=

ration

Folders Page

This page allows you to manage your email.
The following topics are covered:

e Access to Mailboxes

Mailbox Browsing

Mailbox Management

Mailbox Subscription Management
Mailbox Alias Management

Access to Mailbox by name.

Note: For details, click on the ? marks found
on the page.

Concurred by Director Adrian Atalig I7z672010
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Settings Page

These pages allow you to customize your WebUser Interface. Items in these pages
include:

Contacts Pages
These pages allow you to browse your
Contact-type (AddressBook-type) mailboxes
(“folders™), and to edit your Contact and
Contact Group items.

Compose Page
This page allows you to compose a
new message, and send it. It can
also be used to create and modify
Notes, and calendaring (Event and

ToDo) items. See Attachment A — “WebMail: Contacts” of

55| 5 3] 2] this Resource Guide. You may also find

ST G G R these pages by clicking on ? for detailed
BE instructions.

Message Composer 2]

General Compose Contacts Calendar Password RPOP

Main

Main Address Book: | My Domain] ) v
Main Contacts Folder: | detaub(Contacts) v
LDAP search
Name Search Base

From Address: |"Bentha 0. Leon Guerrero <bsthal@nmenet edi>

© defaull{On ATAN *F wrate:)
O

Reeply He:
e )
® deraulic<BR=)

AT=time, #F=sender, *N=ns

Reply Quoting: -

Address Book

CommuniGate Pro includes a Global Address Book and a Contacts directory that store email contact
information, which are created and maintained by IT (Information Technology) department.

Address Book functionality can be used to select E-mail addresses when you compose messages and
meeting requests, and when you compose Contact Groups
Just click on the cup icon to access the directory.

-
To: L]

‘ From: 3 "Bertha @. Leon Guerrero” =berthalg@nmen
Subject: =23
o ]
Bcc: m

— fort — el — =iFE — | W — format — | »

Size i Received ° B =| =| =|| :=| :=| «=| ==|| &| —|

QRS AATN-ATARA

There are several sources for E-mail information that can be used as Address Books:
o all Contacts-type mailboxes
e Directory subtrees you have selected
e Account DataSets
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Calendar and Tasks Pages

These pages allow you to browse your
Calendar-type and ToDo-type mailboxes

(“folders”™).

General Compose Contacts Calendar Password RPOP
Calendar View [7]
Main Calendar. | default(Calendar] v

Work Week

Event Editor

Tasks View

Days to Display: | default(7) (v
Time to Display: | defaul(10 hourls)) [+
Time Slice: | defaul(50 min] [+
Day by Day: | defaullfves) [v

Starts at | defauli{Mon [

default(7:304M) [+ - | defauit(4:30PM] [+

Default [»

Mon Tue Wed Thu Fri

Gompase Time Step: | defaull(30 min] (v
Days to Display. | defaul(E0) (v

Tasks: | defaul(Tasks] v
Days to Display. | default(100|»
Tasks to Display: | defaul(20) [w.
Show Completed: | defauliles) | v

Creating Rules to Organize Email

Password Page

To update your password, enter your current
password, then enter your new password twice,
and click the Update or Modify button.

?

2 | | ] 0 | L3 <

General Compose Contacts Calendar Password RPOP Folders

=]

Password Modification [7]

Use this page for...

e redirecting your mail
e vacation messages

e specify rules

i fits] =

Accessing Rules Page

L | 4O

&2

Note: Click onthe ? Display: | 20 ﬂ 120
mark for detaled LIIAVIILY e
Iﬂformathﬂ. [ @ Status I3 Fram E=1 Subject
1 Maorthern Marianas College Cash far College Work
O mMonalyn Camacho Cyndy Tice is Retiring
Rules Page

=il %

— ¥
Mail Redirection [2)

Vacation Message

Pres

Enable: []

Redirect All Mail to

erve ToiCc fields: []
Do not Redirect Automatic Messages: []

Keep a Copy: [

Clear Replisd Addresses List

Concurred by Director Adrian Atalig 1/26/2010




Northern Marianas College IT Resource Guide Page 13

Microsoft Outlook

Using Microsoft Outlook

Although, as a member of the NMC family, you use CommuniGate Pronto primarily for
email communications, you have the option of using Microsoft Outlook for
communications such as calendar management, appointment, and task management.

To access your personal Outlook account, simply click on the Outlook icon located
on your desktop.

There are many tools within Oulook that you may find useful. The following tools are
addressed in this section:

Setting Up Personal Folders

Using Folders for Email Management

Adding Personal Contacts to the Address Book

Creating an Appointment

Scheduling a Meeting

Out of Office Assistant

Using Task Manager

Noook~whPE

Setting Up Personal Folders

One of the best ways to manage emails is to create personal folders. These folders allow
you to sort or file your emails into personal folders.

1. Click on File > New > Folder on the
Outlook menu. A window title Create
Croate New Folder New Folder will be presented. _
2. Type in the Name of your new folder in
| the Name field.
3. Select the appropriate Options by

To create a personal folder within Outlook:

MHame:

Folder contains: clicking on the arrow located at the end
Mail ltems =l of the “Folder contains:” field.
Select where to place the folder: 4. Next select where you’d like the new

+ ! Personal Folders folder to be place.

5. Click the [OK] button or hit Enter key to
add your folder.

6. A prompt will appear asking if you’d like
to add a shortcut to the shortcuts panel.
Press either Yes or No as you prefer.

7. To see where your new folder has been

placed, select View >Folder List from
x| _ cowe the Outlook menu.

Treated ny Berna Leon Guerrero m Collaboration with IT Department Team
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Moving an email item into a particular folder can be accomplished in three ways.

How to move messages into folders — the easy way

1. Click and hold down the mouse button on the message you want to

move.

Drag and drop the message in the desired folder.

3. your can highlight more than one message to move to the same folder be
holding down the CTRL key as you click on each message.

4. Once they are all highlighted, click on one in the group holding down the
mouse button and move them to the desired folder.

N

A word about folders...

The number in parenthesis after the folder name indicates the number of
UNREAD messages in that folder. The number of UNREAD messages
after the Inbox folders DOES not account for the UNREAD messages in
the other folders.

A message is considered UNREAD unless it is opened. Reading the
message in the split-screen preview is not considered opened.

moved to the selected folder.

From an open message: From a closed message:

1. Select File > Move to Folder from the 1. Right click on the message to be
Outlook menu. A screen titled Move Item moved.
To will be presented. 2. Select Move to Folder.

2. Select the Folder you wish to move the 3. Click the [OK] button. The item
item into. will be moved to the selected

3. Click the [OK] button. The item will be folder.

NOTE:

When you add messages under a folder, the folder exhibits a + sign when closed. Click on
the + sign to expand the folder and view the messages.

Created by Bertha Leon Guerrero in Collaboration with IT Department Team
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Address Books

The Contacts directory can be personalized to include your personal/professional contacts
as well as email distribution lists you create. The directions below will provide
information on how to add contacts and create personal distribution lists to your Outlook
Address Book.

Adding Contacts

To add a Contact to your personal contacts:

1. Click the Contacts icon located in the Outlook Shortcuts column on the left
hand side of the screen.

2. The Contacts — Microsoft Outlook screen will be presented.

3. Click on the New Contact icon in the top left corner of the window or select

File > New Contact from the menu bar.

The Untitled Contact window will be presented.

5. Enter the information for your contact in the appropriate fields. The General
Tab will always be presented first and allows for the entry of common types of
contact data. The Details Tab allows for the entry of Department, Office,
Profession and personal information such as birth date, nicknames, etc.

6. Next click the Save and Close field located below the main menu bar to add
the contact to the Contacts folder.

&

=l Untitled - Contact [EN][i=1] >]

Eile Edit Yiew Insert Formak Tools Actions Help
Hsaveandclose 5| & 01 | * & S5~ « - 9 - |

Geners I | Details | activites | certificates | allFisids |

g Full Mame... || @B sssssss ~
[

Job kitle: Home -
Company: [ Business Fax -
Fils as: | I | Mabile -
@ Address. .. E-mail ~|[ [E5
EEEEs — % I send using plain text
% weh page address: |
I This is the mailing address :
Contacts... | | Categories... | | Brivate [

The Outlook Calendar can be used in conjunction with or in place of a date book. Using
the Outlook Calendar can help you set up meetings, track appointments, remember
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appointments, and even invite all selected members of a meeting to attend. The calendar
can be accessed and updated both on and off campus.

In the following section we will explore creating an appointment and scheduling a
meeting with the Outlook Calendar.

Creating an Appointment

To create an appointment entry in the calendar:
1. Click the Calendar icon in the Outlook Shortcuts column.
2. The Calendar — Microsoft Outlook screen will be presented.
3. Click the New Appointment icon at the top left of the window or select File >
New > Appointment.
4. Enter your appointment information into the appropriate fields.

Use the arrows in Start Time and End Time to set the date and time of the

meeting. If the event will consume the entire day, click in the box next to the

Add day event heading.

6. If areminder is desired, check the Reminder box and select the reminder time
before the meeting.

7. When scheduling an appointment on your Outlook Calendar, it is recommended
that you adjust the Show Time As field to reflect your status during the
appointment time.

8. Click the [Save and Close] button to add the appointment to your calendar.

o1

[ Untitled - Appointment E]@g

File Edit “iew Insert Format Tools Actions Help

[Hlsaveandclose | & Il | t3Recurrence... | ¥ 4 | K | & - W - @ .

Appoinkrent ] Attendes Availability ]

Subject: |

Location: | j ™ This is an online meeting using: J
Starttime: | Thu6/25/2009 x| Jaoonam =] Tl day event
Endtime:  |Thu6/25/2008 R CETTR

:@E I” Reminder: liJ @ Show time: as: m

Contacts... ‘ | Cateqories. .. | Private |
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Scheduling a Meeting

This feature makes scheduling a meeting among NMC faculty and staff simple, reducing
the time spent attempting to juggle schedules. That is, of course, if everyone is using
their Outlook Calendars to enter their appointments.

To schedule a meeting involving other individuals on campus:
1. Select File > New > Appointments from the main menu.
2. The Untitled — Meeting screen will be presented.
3. Click on the Attendee Availability to reveal a daily timeline that is
segmented into hours.

el Untitled - Meeting B[] %]

Flle Edit Wiew Insert Format Tools Actions Help
S @8 | Creurence. | ! 4| X[,

Appoinkment ] Attendee Availabiliy ]

' Show attendse availabilty Wednesday, June 24, 2009 Thursday, June 25, 2009 Friday, June 26, 2009
£ Show attendee status 9:00 10,00 11;00 1200 1:00 2:00 3:00 4:00 2:00 10:0011;00 12:00 1:00 200 300 400 2i00 1000 11;00 12,00 1:00 2:00

Al Attendoes | | | | | | | | | | |

\
boonn N Y Y N N B I

Daisie Camacho

1=
1=

< ke ’_‘
Invite Others... | Opfions w Tentative W Busy M Outof Office K™ Mo Information

53] Meeting start time: | Thu 6/25/2009 | fizooen -]

Mesting end trne: | Thu 6/25/2009 x| [izaoem -

AutoPick  w |75

4. Click in the next available line under All Attendees to enter the name of
an individual you wish to invite to the meeting. Type the attendee names
directly into the fields.

5. As you add attendees to the list their schedules will be reflected on the
timeline revealing a mutual time when all attendees are likely to be able
to meet.

Note:

Only the schedules of those faculty and staff members with Outlook accounts
will appear in this region. The schedules of Contacts outside of the College will
not register on the timeline.

Created by Bertha Leon Guerrero in Collaboration with IT Department Team
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6. Next, complete the Meeting Start Time and Meeting End Time fields,

which appear at the bottom of the screen.

Then click the Appointment Tab.

Note that the individuals invited on the Scheduling page have been added

to the To line of this message and that the Time and Date selected in the

Scheduling page appears within the message as well.

9. Enter the Subject and Location requesting a meeting and describing the
topic of discussion.

10. Click Send to invite individuals to the meeting.

11. The meeting will be added to your calendar and the individuals invited to
the meeting will receive a message requesting their participation and

o N

il Meeting with CDI Re: Hemo-tech training - Meeting
File Edit ¥ew Insert Format Tools Actions Help
Ezend | & I €, <3 Recurrence... S Cancel Invieation... ' 4 | K| [B) .|| Al -l AR FU|==E=izEE.
Appointraent ] Attendes Availabilicy ]
¥ Invitations have not been sent For this meeting,
To,.. ‘Da\sie Camacha ; Daisie Camacho
Subject: ‘Meetlng with CDI Re: Hemo-tech training
Location: ‘IT Conference Room
Starttime;  |Frisjze[2009 | [aooam ~| T allday event
End time: [Fri gjze/z009 x| [rocooam +|
;{{: v Reminder: [15 minutes j f¢|  Show time as: [Busy -
sdss
Calendar - Microsoft Cutlook E]@
File Edit YWiew Favorites Tools Actions Help
e bew = | &b Goto Today ([ Day. [E]wark week [7]week [F]Maonth %:Fi_nd i Crganize | [EA) - @ -
Outlook Sharkcuts 5
Friday, June 26 A4 June 2009 July 2009 3
@ SMTWTF S SMTWTFS
12345 6 123 4
86m 78 910111213 56 7 8 91011
14 15 16 17 18 19 20 12 13 14 15 16 17 18
T - " 21 z2 2325 26 27 1920 21 22 23 24 25
9 00 [ 2% Hemo-tech mesting with CDI {IT conference Room) | 25 29 30 26 27 28 29 30 3
[ul}
10 [ | TaskPad =]
=
11 o0
There are no items to show in this view,
‘@ 12
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Using Task Manager

A task is a personal or work-related errand you want to track through completion. A task
can occur once or repeatedly. A recurring task can repeat at regular intervals or repeat
based on the date you mark the task complete. To create a task in Outlook:

1. Click on the Task icon in

column.

2. The Tasks — Microsoft 5
Outlook screen will be
presented. &)

3. Click New at the top left o
hand side of the screen or -
select File > New > Task. w7

A Tasks - Microsoft Outlook

the Outlook Shortcuts S

A few other mail tools

=

— On the Untitled — Task

Fil= Edit Yiew Insert Format Tools Actions Help Screen! type the SUbJ eCt Of

n Save and Close @ % Recurrence. .. @Asswgg Task % % @ bt the task

sk | et | Use the black arrows next to
Sbiec | Due Date and Start Date to
E Due date: Mone j Status; |Not Started j Choose these items from the
T Stark date: Mone j Priority: [Mormal | % Complete: [0% :I Calendar

;\& I Reminder: | J | J % Owner: |Ms, Bertha TO Set up a Reminder for

this task, simply check the
Reminder box and select
the date and time for the
reminder.

Click Save and Close to
enter the task into the Task
Manager.

How to create a signature:
1. Select Tools, Options from the toolbar.
2. Select Mail Format tab.
3. Click the [New] button.
4

Type in a name for your signature file (you can create more than one, but only

one can be designated as the default).
Click the [Next] button.

oo

(electronic business card) with the signature.

Enter the signature text in the Display window (Notice you can attach a vcard
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7. Click the [Finish] button to save your signature file.

Note: If you have more than 1 signature, you can attach or change to a
different signature by clicking on Insert, Signature on the toolbar.

How to Flag a Message for Follow-up: (received message)

Right click on the message you want to Flag.
Select Flag for Follow up from the popup window.
Select from Flag to pull-down menu

Select a Due date

Click the [OK] button

orwdPE
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Remote Email Access

Logging in to CommuniGate Web Access

To access your NMC email externally:
1. Log on to the Internet form any computer using any browser.
2. Type in the URL http://mail.nmcnet.edu
3. Inthe Log On field, type your NMC network User Name.
4. Type in your password.
5. Click Enter

Technology Resources

Information Technology (IT) Office

Location: NMC Building “V”, I* floor

The Office of Information Technology consists of: Learning Technology, Media
Services, and Information Services. IT is committed to providing students, instructors,
and staff with the support, training, and tools necessary for using the latest technologies
in support of learning at Northern Marianas College.

General Objectives

1. The Office of Information Technology will provide students with support in the
use of information technology to help them achieve their academic, personal and
career goals.

2. The Office of Information Technology will provide faculty with information
technology assistance and service in support of instruction.

3. The Office of Information Technology will provide staff with information
assistance and service in support of their work activities.

Media Service Center (MS)

Location: NMC Building “V”, I* floor

Media Services provides many types of services to the College community, including

¢ Video production for classroom instruction,

e Video recording of important events, and oral histories.

e Video production of commercials and other recordings for the public sector, some
occasions
Educational video productions for distance education channel

e Creating images for College publications
Production work for the public sector upon request
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e Support of photography courses offered by the College
e Providing and maintaining of audio-visual equipment for the College’s
instructional facilities

Media Services includes a modern, well-equipped photographic darkroom for black and

white still photography. Video production is accomplished with the latest digital video
equipment and professional level Macintosh hardware and video-editing software.

Information Service Center (IS)

Location: NMC Room N-1

Information Services serves as the backbone for all technological services at the College.
The goal of the Information Services section is to provide the College with reliable
computer systems, networking, and Internet services, to enable the campus community to
function, and communicate effectively twenty-four hours a day.

This section is responsible for:
e Maintaining the administrative and student networks, the student labs, and all
computer-related equipment on each of the three NMC campuses.
e Supporting mission-critical core software such as those used in Admissions and
Records, Financial Aid, the Budget Office, the Finance Office, and Human
Resources.

Learning Technology Center (LT)

Location: NMC Building “V”, I° floor

The Learning Technology section is primarily responsible for:

e Providing instructional technology resources for students and instructors

e Developing programs and services that promote and support technology-enhanced
learning,

¢ Providing educational technology related professional development opportunities
and resources.

e Supporting faculty use of educational technology with instructional design
assistance, technology training workshops, and multimedia production assistance.
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Help Desk

How to Install HelpDesk

Please follow the steps below carefully. They have been extensively tested and you
should experience no problems.

Go to Windows Explorer (not Internet Explorer) by
e Start -> Programs -> Windows Explorer
¢ Find the folder named “Data on NMC3” (If “Data on NMC3” is not on your list,
simply map to it)
e Expand it by clicking on the

Created by Bertha Leon Guerrero in Collaboration with IT Department Team

Concurred by Director Adrian Atalig 1/26/2010

EX Exploring - Data on "Nmc3' [N:] B |III@I@I == E3
J File Edit “iew Go Favortes Tools /Help | 1
S e = b ) X i
Back Farwand Upg, tap Dri Dizconnect Cut Copy FPaste Undo Delete Properties
J Address IE M:h / / j
Folders / / b4 M amme | Size | Type -
[#] Desktop Clabe File Folder
=B My Computer [ acaCouncil File Falder
B8 3% Flopy (&) [ acaTech File Folder
£ i#6n 2] 21 Asdmin VP Office File: Folder
B ] [0 Archives File Falder
Bl Users on Nmcd [M:) CdBde File Folder
[+~ Data on 'Mmc3' [M:] D BookStore File Folder
- [F_‘:] 1 Budget Advisary File Folder
- (& Printers 1 Business & Hos File Falder
-.{=#] Control Panel .
: . Clce File Folder
{28 Dial-Up Mebwarking .
1 Counsel File Folder
=] Scheduled Tasks .
CdDar File Folder
E]--é “w'eb Folders 0 )
[]__@ My Documents Databaze Ffle Folder
-8, Metwork Meighborhood D Deans File Folder
Recycls Bin __| DesktopFolderDB File Folder | |
CaDps File Folder
[Z1 English File Falder
C1Fan File Foldsr
[C1 Health & PE File Folder
1 HomeEc File Folder
CIHr File Foldsr
CdLac File Folder
CdLg File Falder
(1 Library File Foldsr
1 Mas File Folder
O Media File Folder =
ali e
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e Next, navigate your way down to “Public” and click on it

IEIIEJ&I@JQI:l.EIE

| Eile  Edit Wiew Go Favoites Tool:  Help

N | B P B 125 I »»|
Back. I-onand Up Map Drive  Disconnect, Cut Copy Paste Undo Delete  Propetties
| Addiess [0 NPublic / =1
Folders x | [afe [ Size [ Type
[ ) Librams = 20 Aeademic Council Fills Folder
0 Mas 1 Accieditation 1996 File Folder
(- Media 1 Acereditation2000 File Foldler
[ ] Mursing 1 ada File Folder
B2 Osr L1BOR Agenda File: Folder
(3 Qe C1B0R Minute: File: Faldar
&3 Ops (C1B0R Policies & Procedures File Folder
(] Pabs 1 Budgst ltem: File Foldsr
L3 Pres L1 Capital Improvements File Folder
) B8 Computer Tips File Falder
ER=T]-. ~
e 1 Faculy Senate File: Folder
4 1 ResourcaCtr (Gl He File: Folder
B0 Soe 1 Images File Folder
(3 Ssh L Institutional Assessment File Folder
[ Stues 1 Legal File Falder
(410 Studentaft 1 Library File Foldler
1 Upward Bound L1 MC Minutes File: Folder
(] Voe 1 NME Software File: Folder
) (1 WikDevPig (1 NME Telsphone Extensions File Folder
- (R (1 Nortorantivins?.0 File Folder
(8] Printers 1 Ofticezk Fille Folder
&l Contiol Panel (2 Stanciard Oparating Pracackuss File Folder
(£ DiakUp Networking 1 Strat Master Plan 999 File: Folder
() Scheduled Tacks "1 Strat. Mas, Plan-20-20 File: Folder
14 8 e Folders
15 My Documents
) By Network Neighberhood o
a# Recycle Bin == | |

e From “Public” click on “NMC Software” and

Exploring - HMC Software

J File Edit “iew Go Favortes Tool: Help
& s (4 -4 ) : ?
Back Fanyard Up Map Drive Dizconnect Cut Copy Paste Undo Delete Froperties
| Address 21 N:\PubIicMMC Software [ |
Folders ® | | Mame | Sizel Tupe
: ;I [ | HelpDesk Install Package File Folder
| Salary Caloulator File Folder

-] Academic Council

-] Accreditation 1996

-] Accreditation2000

-] Ada

-] BOR Agenda

-1 BOR Minutes

-1 BOR Policies & Procedures
-] Budget ltems

-] Capital Improvements

-] Computer Tips

-] Faculty Senate

£ Hr

-7 Images

-0 Institutional Assessment
-] Legal

-1 Library

-] MC Minutes

- JT & |
-1 NMC Telephone Extensions
-0 Mortondintivirs?.0

{21 Office2.

-1 Standard Dperating Procedures
-1 Strat Master Plan 999
-] Strat. Mas. Plan-20-20

#-1 Radio Jid | K1 | i

e C(lick on “HelpDesk Install Package”, expanding each of the folders as you
go. The next panel shows how your screen should look.
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For the next step, you need to double-click on the “Setup.exe” to begin the
install process. If “you see only “Setup”, double-click gir'the one listed as an
“Application” here.

N Exploring - HelpDesk Install Package | E B & SEE=]

File Edit Miew Go Favoites Tools Help

= - =» . [z b=}

Back Fomward Up Map Drive Disconnest

|m‘>|><.

Cut o Pasts Delste  Properties

Address [T M:APublic\HMC Software\HelpDiesk Install Package / =l

Folders = Name / I Size [ Tupe

| Film  Edit  imw  Go  Favodtes  Tool  Helo

-] Pabs = @Helpdeskﬁy \ijszKB wiriZip Fils
{23 Pres Flsetup.ene I7KE  Application

+1-(1 Procurement o8] S etup.lst 4KB LST File

51 Public

71 Acadsmic Council

0-(C Accreditation 1935

71 Accreditation2000

-] Ada

71-_1 BOR Agenda

£ BOR Minutes

+-(] BOR Policies & Procedures

F-_] Budget ltems

#-{_] Capital Improvemesnts

#1-{_7] Computer Tips

£ Faculy Senate

=] Hr

f-_] Images

#1-{_7] Institutional Assessment

¢ Legal

F-{_] Librans

-1 MC Minutes

=-{"7] MMC Software —_

T - - R - -

{1 Salarw Calculator
-] MMC Telephone Extensions
-0 Mortordntivius7.0

- Office2K.

B+ Standard Operating Procedures
M- Strat Master Plan 9-93 ==l | |

The panels below show how your screens should look.

1 Bl (=510 =00 e )

Back

| Eils  Ecit  iew Gs Faveriss Teels  Heip

| - = — - = = i) | e Lach (= | eED | = |
R ESThRT [T e BTG i Dis S et (=l (S (EETis (et s (Elepribe.
| dngdeirmms [ M Ub e P C S ol tare s e st A stall ot e
=
| Heip
< - - =] Azl P Laan (=21 L) i L= =
P e M=zp Biiva Dilsconnaa: =i Comy Faste [ it Prapories
| Agcirmes [0 M P ublicw b C S oftesare WH elph ook |nstall Poackage
Folders

B MName | Size | Tepe

= | ==,
e T

[l et oxe ] 0
ael] ettt B LST Fike

(=

g - HelpD esk Install Fackage a1 | ma N RESS ] | zord WSS s | R =l = |

- - - | i e B, | =5y =

Il Up Map Drive  Disconnect Cut Copy Faste Unda Dimlete Fropertiss

Folders
[E5]
e8]
e8]
=

| address [0 NP UbichMMC S oftwars H elpD esk. |nstall Packaas

= M arne | Size | Tupe
=) Fabs = [ [EE A etpdesk can B.092K8  winZip File
1 Pres W setup. ene 13IFEBR Application
"1 Frocurement ] S et It AEB LST File

BOR Agenda
BOR Mirutes
BOR Falicies & Prace Copying Files, please stand by,
Budget Items

Capital |mprowerments

Computer Tips

Faculty S enate

'
Irnages
Institutional Sssess ment
Legal
Libary
MC Mirtes
M Softwans
1w HelpDesk Install Packaos
1 Salay Calculator
1L MMC T elephons Extensions
1 Mortandntivins 7.0
1 Officezk,
@ Standard Operating Procedures
M Strat Master Plan 999 =1i= 1 =
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o Just click “OK” when you get the screen below.

Helpdesh Setup Saetup

e Ehe Help, Setup Bra

ROt install system Files or update shared Files IF they are in use,
are proceeding, w ammend Ehat you close any applications yau may
Be running

|

e Now, click on the big button (see picture below).

Helpdeskh Sctirp Scafirp

#2Z Helpdesk Sctup etup

% clicking the button below.

Click this butkon ko install Helpdesk Setup software ko the specified
cesticption directory,
= to begin setup

Directory:
C:iProgram FilesiHelpdesks, Changs Directory

Exit Setup

e C(Click “Continue”
Helpdesik Setup Setup

¥Z Helpdesk Setup - Choose Program Group

Setup will add iterns to the droup shown in the Program Group box.
You can enter & new group hame or select one From the Existing
Groups list.

Accessaries
Adobe Acrobal
AutoCAD LT 2600

Autodesk Learhing Assistance

ols
korkon Antiviehs Corporate Edikion
Online Serwvic ~1

Contirue | Cancel |
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e (lick on “OKR

Felpaoesk Scelirp SScetfarpr

e Now you need to go to...
Start-> Settings -> Control Panel

!!
22 1 2]

My Computer  Autodesk
Learning...

& e
n/' ug

System AutoCAD LT

travel agency
Mechanic

rating sheet.xls

& |
travel agency

spreadsht c...
New Dffice Document

Open Office Document

Spring 2001
Class Sch..

Programs

*
Favorites

test MDE

Documents

(2] Printers
T

&
A

askbar & Start Menu...

@ Folder Options...
7#] Active Desktop

B windows Update...

Log Off Alj...

Shut Down...

(|| &hd11.bmp - Paint | & & |[B3d=c smam
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e Find and double-click on the icon “ODBC DATA SOURCES”

)

E3 Control Panel
J File Edit “iew Go Favorites Help

j«_»,;@iﬁ

Biach Fanyard Map Drive Dizconnect

J Address I@ Contral Panel

.. M

3Com Acceszibility Add M Autodesk
Dynamichce... Options Hardware Platter ...

Fel % 4 &

Drate/ Time i Game
Thermes Controllers

& =

Internet Keyboard i Multimedia
Options

] 5

Metwark, Regional
M anagement Settings

N =4 by Computer

e If SQL Server is already on the list, select it and click “Finish”.
o Otherwise, click on “Add” and then Scroll down and select SQL Server and
click on it. Then just click “Finish”.

Select a driver for which you want to set up a data source

Name [ *ersion =]
Microsoft dBase VP Driver [.dbf]  6.01.8629.01 |
Microsoft Excel Driver [* #s] 400440302 |
Microssit FoxPro Driver [~ dbi] 4.00.440302 |
Microsoft FonPra WFP Driver (~dbfl 6.01.8529.01 | |
Microseit DDEC for Oracle 2572440200 | —
Microsoft Parados Driver [*.db ) 400440202 | El =
Microsoft Test Driver [0at; “csv]  4.00.440302 |
Microsoft Visual FoPro Driver £.01.8629.01 | sk
SUL Cerver 3.70.08.20
4 I I »
[
e
llers
e T | Carcel | é \est MDB
. . - edia
I
Metwork ODBCData  Fasswords Pawer Frirters FRegional
Sources [32bit) Management Seftings
[1 object(s] selected [ [ /23 My Computer P
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Fill in the boxes with the information shown below.
o Name: “HelpDesk”
o Description: “HelpDesk Data”
o Server: “admsrvl”

After entering the above, click “Next”

#"| DDBC Data Source Administr:

This wizard will help you create an ODBC data source that you san uss to
connect to SOL Server

*wihat name do vou want to use to refer to the data source?

Mame: [HelpDesk
Howe do you want to describe the dfta source?
Diescription: [HelpDesk Data
wihich SOL Server do you want b connect to?

Server: | admsrl j =1

14

Finish | Memt> | Cancel | Help |

a2 & W @@J

fe

Metwork ODBC Data Passwords Fower Frinters Regional
Sources [32bit] M anagement Settings

= <25

1 object(s] selected [t [[=0 My Computer

i

Z

Again, fill in and select as shown below.
o Select “With SQL Server...”
o Select “Connect to SQL Server...”
o Login ID: “sa”
o Leave Password blank.

Now click on “Client Configuration”

£"10DBC Data Source Administrator

© wiith windows MT authentication using the ne\wark login 1D

= With SAL Server authentication using a login I} and password
entered by the user

To change the network library used to communicate wills SOL Server.

click Clisnt Configuration
Client Configuration... |

Connect to SOL Server to obtain default settings for the
~
additional canfiguration options

Lagin 1D [sa

Password: |

<Back [ Memt> | Cancel |

Managernent

(S, TR ol
[Maintair | =3 My Computer

Sourses [325it)

i Stan || = e % || [Einbos - Microsoft Outlook | [E] Microsoit Excel - NMC Tel...| [ Control Panel
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e Select “TCP/IP”

e Computer name: “admsrvl”
e Port number: “1433”

¢ And click “OK”.

& e [ | 1 3
User DSN | System DSM | File DSM | Drivers | Tracing | Connection Poaling | About | n
|

3>

& Wwith Windows MT authentication using the network login 1D,
Edit Network Library Confi on

_ ) | Sewer alias: admsr]

Metwork libraries Connection parameters
" Mamed Pipes
. —* Computer name: [admsret
ol
Port number: [1432

Multiprotocsl
MiwLink IP3<ASP
AppleT alk
Banyan YINES

SR N e e Rie!

Other

& & < & 2% | |[5a Control Panel Bl 345 PM

e Scroll and select “HelpDesk”
e And click “Next”.
e Make sure this is selected.

staterments

& Only when you disconnect.

o~ wihen you discormect and as appropriste whils you ars
connected.

Use AMSI quoted identifiers.
Use AMSI nulls, paddings and warnings

< Back I Mest > I Cancel

T e T TeTT
Settings

A
Maintair [} My Computer

(5] Contiol Panel | [ antitied - Paint fe ma7TPM
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e (lick “Finish”

iPerform ransiaon for character dats

Uss regional sal\ts when outputting currency. numbers. dates and

times.

Save long running \gueries to the log file

Long que\me (millseconds].

Log ODEC driver statis\cs to the log file:

< Back Finish

e e
Setlings

i
Maintair &) My Cormputer

i Start & Ol = A £ (] Control Panel F]untitled - Paint 348 P

e C(Click “Test Data Source” (to see if you did everything right)

£ ﬂﬂ’t m]
Jzer OSH lS_l,lsts RN VY ISR S W R NPT | n
ODBC Microsoft SAL Server Setup

A new ODBC data source will be created with the following
configuration:

Microzoft SOL Server ODBL Diriver Version 03.70.0820 _|

Data Source Mame: HelpDesk

Data Source Description: HelpDesk D ata
Server: admazry1

Databage: HelpDesk

Language: [D'efault) Hates and
Translate Character Data: Yes

Log Long Running Quernes: Mo

Log Driver Statigtics: Mo

Usze Integrated Security: Mo

Use Regional Settings: Mo

Prepared Statementz Option: Drop temporary procedures on
dizconnect

Uze Failower Server: Ma

Use &MNS| Quoted |dentifiers: Yes

Usze AMS| Null, Paddings and ‘wamings: ez

I-] Help

QK Cancel

) - =
taintair | Z} My Computer

FIE B

=] Cantral Panel ” ‘:ﬂ untitled - Paint 4 348 PM
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e You did it! Now click “OK”

£ 2[x] Fglﬂ

Test Results

| " Microsoft SOL Sereer DDBC Driver Wersion 03700320 =l
Running connectivity tests. .

Attempting connection

Connection establizhed

erifping option settings

Digzonnecting from server Hates and

TESTS COMPLETED SUCCESSHULLY!

il i
taintair | =} My Computer

i start @ & 5 A 5 || i Conrol Panel |[ %) untitled - Paint g z49PM

e Now, close all of the open windows that were left open.

This completes the installation of HelpDesk
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General Desktop Software

Lab and faculty desktop/Labtop computers have the following software installed.
Window XP Operating System

McAfee VirusScan

AVG Software

MS Office XP (Word, Excel, PowerPoint, Access)

Web Browsers: Internet Explorer & Mozilla Firefox

Student Computer Labs

NMC has three computer labs available for student use during the hours posted for each
lab. Information about each computer lab appears below.

Lab Location/Hours Computers

Saipan Campus | Building V — First Floor
Mondays — Saturdays 24
Time posted on door

Rota Campus NMC Rota Computer Enrichment Center 12
Mondays — Fridays 8:00 a.m. —5:00 p.m.

Tinian Campus | NMC Tinian Computer Enrichment Center 14
Mondays — Fridays 8:00 a.m. —5:00 p.m.

Classroom and Department Computer Labs

In addition to the Student Computer Labs, there are four computer classrooms located in
Building “W” and one in the Language Institute in Building “M”. The lab in the
Language Institute is run by the Language and Humanities Department.

Computer classrooms in Building “W” are run by IT. Classrooms in Building “W” are,
W1, W2, W3, and W4. These rooms can be reserved for special classroom uses.
Requests must be made with Joyce Taro at joycet@nmcnet.edu or Ext. 1006.

Video-Teleconferencing (VTC) Rooms

NMC currently has 5 VTC rooms. Three on NMC Saipan (D1, N5, & BOR), one on
NMC Rota at the Computer enrichment center, and one on NMC Tinian also at the
Computer enrichment center.
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All of these rooms, except for the BOR can be reserved for classroom use through Joyce
Taro. However, for tech support you must consult with the IT department — Extensions
1831, 1832, or 1833.

Workshops, Trainings, and Tutorials

The staff at IT provides the following services that may be of great help to faculty.

e Workshops covering design, development, and implementation of instruction via
VTC (video-teleconferencing) and MOODLE (NMC Online).

e Individualized faculty/staff consultation in instructional design, technical issues,
and multimedia development.

Faculty and student MOODLE support.
e Workshops on how to develop, administer, and analyze surveys electronically.
Other workshops on integrating technology into your classroom, as needed.

A schedule of workshops/trainings will be posted on NMC Online, which can be
accessed via NMC Website at http://courses.nmcnet.edu

Other Resources

Audio-Visual Equipment

Almost all classrooms are equipped with AV equipment and need not be requested if
using the room. Use Help Desk for any needed technical assistance.

Elluminate Live (Web-conferencing)

Elluminate Live allows for live, multi-media, many-to many collaboration by providing
an interactive learning environment that has as one of its partners the MOODLE platform
(NMC Online). NMC license accommodates up to 28 participants (users) at any given
time. More on Elluminate Live at
http://www.elluminate.com/sales/datasheets/LiveBrochure.pdf .

Atomic Learning (Web-based Software Training)

Atomic Learning is a web-based software training sitt NMC faculty and staff can access
for a variety of software training online such as: MOODLE, PowerPoint, Excel, and
numerous other topics on the many software currently in use.

To access this website simply go to http://movies.atomiclearning.com/k12/home/

Type in the Type in the
username: password: (obtain
(obtain from from IT Director)
IT Director) ~|

) \\Click “Log In”

nt Team
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ils
mic
'_Bﬂ'ﬂ"ng‘"' Welcome nmc

Click on
Search: | “PI’OfeSSlOnal
N Development

What do you need? / Activities”.

» An Answer to a Software Question

» Lesson Plan Enhancers

‘ » Professional Development Activities

» Help Using Atomic Learning

# Learn to do a mall merge, create a newsletter, create an ettective
PowerPoint presentation, and set up custom searches in Google

CIICk on ivity-b rojects called Lesson Accelerators can be used
gt : 99
tralnlng llbrary . \ complete these project, you will became more comfartable usmg them

In your classrooms.

iden Storytelling Guide explains and illustrates the “language”
nd composition rules are explained
through hoth text and integrated video examples.

rois a free software appllcatlon dES|gned to you plan

application from
in the series.

training library and work through all the tutorials

Use the self ol to find out what you know about
technology, and what you might need to brush up on.

Lear"ingﬁ Welcorne nmc

Locate and click on any
Technology Skills Tutorials of the many available
To locate a tutorial series: tutorial Series_

® Limit your choices by clicking on:

o Mac, PC, or All

o the first letter of the application's name

o the Publisher name, Platform name, ar CC icon
* Sort the list by dicking on the column headers,

Show Mac - PC - All
ABCDEFGHIJKLMNOPQRSTUVWY W =

Access 2000 - Advanced Microsaft PC
Access 2000 - Intermediste Microsaft PC
Access 2000 - Intro Microsoft PC jcc]
Access 2002 (XP) - Advanced Microsaft pc
Aemmme BORS VR - Tebaen ndi e FT— - ne
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Silhouette Flashlight ( Authoring, Taking, & Analyzing Surveys)

Silhouette Flashlight is an online tool for authoring, taking, and analyzing surveys. This
tool is available to NMC faculty and staff. To access this tool, email IT Director Atalig
at adriana@nmecnet.edu for an account. Once you receive your login ID and password
you can log on at http://ctlsilhouette.ctlt.wsu.edu/ctlsilhouette? 5/ .

|_-| htp: jictsilhouette. ctle. wsu.edufctlsihaustte2 5} Type |n your
| Latest Headines €5 htkp:ffmail.nmecnet. eduf € CommuniGate Pro nmc... . Northern Marianas Cal... 71 NMC Orline |_] e
Login ID
. mazilla, comfen-LS Firefoxjcentralf /
CTL Silhouette 1" | &
( featuring the Flashlig
bt Current Student Inyefitory Password
: |
/
[Login ID] / then click
[Password]
13 S E]
- T login” to enter.
Next...
) Click on a group name to choose your group for this login. Local, Agency and System Admin
C| |Ck on G rou p N ame groups are for administrative fanctions
(th | S | S usu al Iy th e - IE your account is not active, please contact the designated person for more information.
\ To Anthor a survey click the name of a "Member" group
Group Group Name Status Contact
department). _ _
Iember Information Technolegy Active
Member Instirational Effectiveness Active
Member MMC Survey Authors Active

MOODLE (NMC Online — Course Management System

NMC Online is an e-learning platform that provides online access to course materials and
tools for communication, collaboration, assessment, and more. It is powered by
MOODLE, an open source course management system (CMS) — designed to help
educators “web-enhance” their courses, create quality online courses and allow students
access to course material anytime of the day or night, from any computer with Internet
access.

Training on how to access and use the MOODLE program is available as per request.
Your may contact Bertha Leon Guerrero at Ext. 1832 to request individualized or small
group training sessions. Furthermore, a brief overview of this CMS is available under
Training Session 1 of this resource guide.
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TracDat

TracDat is the leading software for program review. It allows for the uploading of and
tracking of evidence that links to program review and planning, and budget. The
program accommodates program level review and course level review using the Nichols
and Nichols five column model. Reports are generated automatically. For more
information and training, call Keane Palacios at the Office of Institute Excellence (OIE),
Ext. 1840.

PowerCampus (FYI only)

PowerCampus, built on advanced Microsoft technologies, features a database design and
rules-based processing system that collects and manages student information. In
addition, PowerCampus provides administrators and faculty members with relationship
management functionality. Moreover, PowerCampus applications help users achieve
measurable performance improvement throughout the institution.

Docushare (FY1)

DocuShare, a Xerox program, allows for easy and efficient electronic management of
content via use of a web browser. DocuShare allows users to create, organize, and share
content; collaborate with other users on projects; search for and retrieve content; and
automate work processes.

For more on DocuShare you can access the user guide at
http://www.bcsta.org:8080/docushare/en/help/user/pdf/user gquide.pdf.
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SECTION 1l

More on NMC Online (MOODLE)

Requesting a Blank Course

To request a blank course on which to build, contact the Distance Learning Coordinator
via Ext. 1831/1832/1833. You may also visit the Learning Technology office in Building
“V”, first floor in the Learning Technology room.

If teaching a course you have already put online but wish to use for a different
session/semester, all you need to do is update and restore the course. For more details,
check out the following link: http://docs.moodle.org/en/Backup_restore

Logging In

To access NMC Online directly, go to http://courses.nmcnet.edu/ then log in.\

(& NMC Online - Mozilla Firefox \ E]@i
Fle Edit Vew Hgtory Bookmarks Tooks Help
6 - far [P0 | betsisenurses amenet. edut - | [IGl- -

2] Most Visited @ Getting Started 5] Latest Headines € http:/fmall.nmenet.eduf € CommuniGate Pro nme... @ Marthern Marianas Cal.. T NMC Online | ] Welcame ta eClass On... *) Google | ] cTLSIhduette and Fla

- User berthal logged in. 71 NMC Online a8

Northern Marianas College o e gyl 1 (e

=

m Welcome to NMC Online -Home for Online Learning at Northern Marianas College. _

@] MM C Student Email
Student Getting Started

Username: hlg
NMC Online is an e-learning platform that provides online access to course materials and tools

as:f;e itk Guide far far communication, collabaration, assessment, and more fasowiili]|essessae
Instructars .

Maodle Teachers Manual NMC Online is powered by Moodle, an open source course management systemn (CMS) - e —

T MMC Online News designed to help educators "web-enhance" their courses, create quality online courses and Lf' passward?

If you don’t have an account with NMC Online the click on “Create new account” and
follow the steps given to create your account.

Updating Your Profile

Once logged in, find your name under course created for you anwk on it.

15 manue . . - . - B R p .
WS designed to help educatars "web-enhance” their courses, create quality anline cours nd allaw 5 10
udent students access to course material anytime of the day or night, from any computgpafith Internet 1418 16 17 ¢
i access. 222 23 24 2F
28 29
. . " . . . Upcoming Events
CJ101 - Intraduction to Criminal Justice This gfry-level course is an overview |t

mines the nature of crime and the criminal 92 Holidays
justice system to reveal significant history, facts Saturday, 4 July
and trends, tracing from pastto present to

Teacher: Judy Torres

Go to calendar

future. Mew Event
MMC Online Training Sessig m
Summer NMC Online Training Sessions
Teacher. Bert LG (last & minute:
Welcome to NMC Online Course Management BpertLs

System (i.e. MOODLE) training session. The goal of
this training session is for you (participants) to learn
how to create an actual MOODLE course soecific to
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Next click on “Edit profile”

MC Online

% »BertlLG

Bert LG

[ Profile ) Edit profile ) Blog

Welcome to NMC Oniine!

My name is Bertha Q. Leon Guerrero and | am the Dis:
NMC. | began my journey in education after earning a

Crninnnn in 1078 fram tha [hivareity AfF Paaama Tanm ran

["-Proﬁle \\‘|‘"-Ed\t profile \\]"-B\og \}

Required

“|_Show Advanced

Firstname* Ber |
Sumame* LG |

Email address* ‘\gmedlta{es@hmmawlcnm |

Email display | Allow only other course members to ses my email address [v|
Ermnail activated | This smail address is enabled [v]
Civown®
Select a country® | Narthem Mariana Islands [v]
Timezone GMT+10

Proferred language

Description® @

Enter all required fields mark with the asterisk *. You may add a picture or image by
using the “Browse” button to upload pictures or images.

Click “Update profile”.

[ Path:

Picture of

rrent picture 2

Delete O
Bl @ ‘ ‘[ Browse ]

Picture descripgn | |

Mews picture (Max size: 5

Optional

“|_Show Advanced

Update profile
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To go back to your course, click on “NMC Home”.

Bert LG

Profile Edit profile Blog

Welcome to NMC Online!

My name is Bertha Q. Leon Guerrero and | am the Dis

MAAS | lharmaarn s imsiesnanas im adiss atian afar asrninea -

MOODLE Quick Guide for Instructors

® -c

¥

Gle  Edit  Wiew History Bookmarks  Tools  Help

From the home page, you can

{mt I h http: finmenet, mrooms, net} access tWO important
B Most visited % Getting Started 51| Latest Headines € http:/jmail.nmenet.eduf €5 Camn resources, WhICh will prove

Northern Marianas Colle

helpful to you when building
your course:

¥l NMC Student Email

Guide
B Moodle Quick Guide
Instructors

J NMC Online News
B NMC Online Student
Survey Results

B Student Getting Started NMC HTETS an e-learning platfc | __—

_—1. Moodle Quick Guide
— | for Instructors, and

2. Moodle Teachers
| —] Manual.

ommunication, collaboration ] : ]
_ I A simple click will take you
™, 1ne s povwere [e] 6] . -
=1 (0ELD VOEBIENS (e i ! directly to these sites.

to help educators "web-enhance"t
access to course material anytime

Contact the IT Distance
Learning Coordinator or IT
Director for details on
available tutorials on NMC
Online.

CJ101 - Introduction to Criminal Jus

Teacher: Judy Torres

MMIC Online Training Sessions

Teacher: Bert LG
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Help
= Getting started

for teachers
page link - New

b thie Blmadls

Documentation

About Moodle

B Teacher documentation - MoodleDacs - Mozilla Firefox E]@
™1 | http: Jjdocs.moodle argfenTeacher _documentation N
Thoodle 2 Login
Abour ¥ News ¥ Support ¥ Community ¥ Development ¥ Downloads v My courses
Search moodle.org
Home » Moodle Docs + English - Teacher documentation
article page comments edit wiew source
Navigation
Main Page -
Recant changes Teacher documen n

Teacher docs

Activities

= AcsinnmeanTs

LUl AL
articles can also be
found under
Caregony:Teacher link
found at the bottom
of most teacher
pages.

Contents [hide]

1 Before you start
2 Basics

4 Activity modules
5 Resources
& Elocks

<&
<«

= M5 content
= Label

Administrat

= Course Adn
= Elocks (tear
= Course sec

Clicking on “Moodle
Quick Guide for
Instructors” takes you
to “Getting started for
teachers page link”

/Eé%]p/t/dick there
etailed

instructions on how to
start building your
course on Moodle.

After
reading the
“Getting
started...
page.

Click on
each link
under

3 Editing course section

6.1 Blocks seen by students

“Contents”
to learn
about the
basic tools
for
Moodle.

Details on contents, such as “Editing course section”, “Activity modules”, etc., can be
accessed, by clicking on each link. The blended training course will provide you with
more hands-on guidance (see contact information above).

Adding Activities

Types of activities you can
add to your course are listed
in the printed screens to the
right of this text box. For
details, either enroll in the
NMC Training session
provided by IT Distance
Learning Coordinator, or
consult the “Moodle Quick
Guide for Instructors”.

Adld an acivity
A7 FaE Ea M
Child
Ik
Frogress
Suny
MNTC d s sigrmmarts

Cnling tex
Upload a singla file
Ciifkng actmity
lwmitn

Ladihcets

Chean

Choice

Datah sse

Forum

Classany

Joumal

Lassan

Advancad uploeding of es

| Tum ediin
o

() |Add sn sciiby.

-

e 550

TE-E =TT
luiz

=L ORM AL
=] 8 -1

Thesis
ki

Wmrksnap

[=]
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=[ulal

Ackd aresmpace bl
add & resouce

T insar & ekl
(Cip DR s & hard pEDS
Ompose aweh pages
Link 10 able or weh sile
Lspley & dineclon
add an s Cantenl FPadsage
Uples & 0 maleculs wiess

Resources you can add to your
course are listed in the printed
screen to the left of this text box.

For examples and step-by-step
guidance, consult the “Moodle
Quick Guide for Instructors”.

About Course Administration

settings).

Administration

= Turn editing on
Settings

46 Assign roles
B Grades

£3 Outcomes
i Backup

W Restore

& Import

« Reset

|~ Reports

78 Questions
7 Files

4 Profile

Moodle 1.8 &1
course
administration block

Course administration block

Maost of the links in the administration block are only wisible and available to teachers of the course. Students see a
course administration block with just two links - Profile and Grades (assuming "Show grades” is set to yes in the course

Features in the administration block allow teachers to manage Course settings, student and teacher enrollments and
their groups, view the course gradebook, create custam grading scales and access the Teacher forum. The teacher
farum is a private forum only available to teachers of that course, It can be used to discuss the course content, the
direction the course could take or even to attach files to that can be shared among the course teachers.

There are lots of possible ways to set up a course using block s, but teachers may be
particularly interested in course formats which change how the course is presented to the
learner. The weekly format is suitable for courses that have a clear start date and activities are
presented in weekly blocks. Topic formatred courses are actually presented in a similar way
but with the dates remowved so activities can belong to general or specific areas of study. The
social format doesn't use much content at all and is based around just one forum which is
displayed on the main course page.

In the course homepage there is a white square icon an the top right of a section which can be
used to expand and collapse sections. You can also use the lightbulb icon to mark atopic as
Current.

Course administration

Settings

Assign roles (1.7 onwards)
Edit profile
Teachers (pre-1.7)
Students (pre-1.7)
Groups

Backup

Restaore

Impart course data
Reset

Feports

Questions

Scales

Crades {1.9)
Grades pre-1.9
Files

Another much used feature of the administration block is the Files link. Fram here you can upload any digital content for inclusion
in an activity, resource, course section or for a direct download. These files can be moved, renamed, edited directly on the senver
(if they are HTML or text) or deleted. ¥ou can also create a directory and display the whole contents of thart directony to course
students using the add resource drop down in any course section. Of course if your content resides out on the web then you don't
need to upload the files at all - you can link directly to them from inside the course using the link to file or website option.

The link was captured from Moodle site at
http://docs.moodle.org/en/Course administration block
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Username: blg
Password:

Create new account <
Lost password?

/ account if new to NMC Online.

Students can enroll in your class by...
1. Going to NMC Online at
http://nmcnet.mrooms.net/
| 2. Logging in or creating a new

your class is located.
4, Clicking on your course.
Type in “Enrollment key” you

/ 3. Clicking on the category where

Dusllie>>

Community Development Institute
Computer Technology
CREES - Extension Services
Criminal Justice

Education

Fine Arts

Health

Language and Humanities
Library

Mathematics

NMC Online Training Courses

provide.

Note: You must set an enrollment
key under “Course Settings” to
prevent anyone from taking your
course without youy approval.

HMC Online Home
Course categories

MRAC Online Training Sessions
Teacher Bert LG

=2

Assessment - Lsing Online Tools & Resources

Note:

Starting this
Fall, 2009, the
site
administrator
will make any
course, without
an enrollment
key,
inaccessible.

=nrollment key:

This course requires an 'enrclment key' - a one-time
password thatyou should have received frgm Many Anne Campo .

[ Enrall me in this course

Cancel
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SECTION Il1

More on Silhouette/Flashlight

Requesting Membership

As previously noted in Section | of this guide, Silhouette Flashlight is an online
authoring, taking, and analyzing surveys tool that NMC subscribes to. To request
membership, you must email IT Director Adrian Atalig at adriana@nmcnet.edu for an
account.

Once you receive your login ID and password, you can log in at
http://ctlsilhouette.ctlt.wsu.edu/ctlsilhouette2 5/ .

Logging In

- CTL Silhouette
Login | & e
—
> [Login ID]
[Password]
Updating Your Profile
Click “Profile”
/

Tou are logged into Group Information Technology

View and modify member profile for Member: Bertha Leon Gues Ed it profi Ie then

TInderlined itermns are required click “reset”.

Idember Mame
Eerth
First Marne er=
Last IName Leon Guerrera
Login ID berthal

Set or ch; e password: ..
Login Password Type agajanni) :erify. \ Thls IS Where you

Fassword Hint | personal farvorite Can Change your
E-Idail Addresz berhal@nmconetedu

Telephone 670 234-5495 Ext 1832 \paSSWOrd from *
Institution MNorthern bdarianas College

Department Information Technology

L [reset] i [cancel ] 2
Created by Bertha Leon Guerrero in Collaboration with IT Department Team
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Click to find —
your group.

~—

>

A

Used to analyze surveys
that have been
administered. You may

Click to select a
ready-made survey

f 5.3

also analyze surveys
currently started, but not
completed or stopped.

See previous section
[~

Click when creating

anew survey _

[

SHel

This is an evaluation
handbook that is
useful for learning
how to create
effective evaluation
questions, etc.

//

i

Use to move survey
questions around (i.e.
rearranging of questions).

A 4

mMove

copy }

survey.

Use to begin administering a
/

L —

Use when you want to
specify respondents. Not
for anonymous
respondents.

slf-explanatory

Use to copy whole
surveys.

L—

Use to stop a survey.
L

Includes survey title,
ho can access survey,
validation of respondents

v respondent ids

(if applicable), date
created, and purpose of
survey.

Use to add items/questions

to existing or new survey. |

W - icerns

A

Use only for deleting

Self-explanatory

/

an entire survey. Do
not use to delete
questions in surveys.
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After logging in,
select Group you are
assigned to and
click. This should
be the name of your

department. —___

Click on “new

survey” \

Your last logmn was in the following group.
i Information Technology
Would you fike to login again in this group now?

Status Contact

To An
m\‘

\

Tou are logged nte Group Information Technology

Survey title - this title is seen by survey respondents
Sample

Who can access the survey questions?

1. Author only has read and write access

2 Author and Group - tead and write access for both

- ihis is validation of r
(1. no validation of 1e spondents, anonymous

P

Oz tespondents validated by a respondent id, such as
O3, both tespondent id and a responds

Survey creation date
6/29/2009

To give an exawple of this feature.

ord requited

L [oi) gcancellZ

\ Enter descriptive
information under each of

O3, Author -read and write access and Group read only access < ? the five Secti OnS the

describes the basic
property of your survey.

1 13 2
What do you hope to learn from this survey? What is your research question? Clle O-k- .

To add items or
questions click on the

Wi P (5% ol Lo M b

[ adid items | move | copy | delete | survey properties | print-friendiy | start survey | stop survey | rf
»

“add items”. "See

Provide instructions to—T——p.
respondents.

“Adding Items_” section Survey Key: ZS93589
below for details on how Survey Title: Sample
. . 1 The respondent URL for this survey is
to add questions/items to http =/ CTL Silhouette wsueduw/surveys/ZS9I589
survey.
Optional : ‘o may wish to provide some instractions to the respondents. Leave it blank if none required.

Click o.k. to save ~—nu _ ‘o Items in this survey

instructions, if provided.  »@ Pl cancel] 3
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After clicking on “add
items” you will see the
screen shown to the right
of this text box, which
presents a couple of
options for adding items:
1.You can select items
from an item bank by L1
clicking on “ItemBank
Index”,
2.Customize your
guestions by clicking on_t-
“Custom Questions”,o(
3.You can use a
combination of
Flashlight questions and
custom questions.

Custom Questio ns JCustom Questions - select questions by response types]

The Flashlight itembank and the evaliation handbook dooument contents ave copyrighted as follows:
CopyTight®© 1997 Corporation for Public Broadcasting, all rights reserved.

Licensed and published by the TLT Group, the teaching, learning, and technol affiliate of the

merican dssociation for Higher Education (A AHE) with the aid of fanding from the Anneberg/CPE

A

CopyTight© 1998 Washington State Uni ity Center For Teaching and Learning, all rights

Add items from the Flashlight or Custom itembanls

[Table of Contents - select items by category]

temBank Index - select items by general topic ]
[Educational Issues Subscales Index - select by subscale]
[Search for an item]

[Flashlight Author Guidelines - selection suggestions]
[Flashlight Fraluation Handhook - vellow hook on-ling]

You can create surveys with all custom questions or
cotmhination surveys with some custom questions and
\ some Flashlight questions.

~ |

Project.

The mustom qestion itembank is

reserved.

Selecting Questions/Items from ItemBank

Select question type
from index. /

/

. - -’
a}ﬂgﬂ;\ neﬂ Hﬁhank M templates: BiHel

[ customize

s T m e Much |Somewhat | Ao
More More the

Likely Likely Sam

i |U397SQ?2 A ‘ review each lecture or presentation more than once ‘ o] | o o

[TtemBank Index]
Avadernic goals / 03975416-03975423
Active Learning 03573001, 03975004, 03975005, 03973016,
03573017, 03973059, 03975060, 03975076,

03573096, 03973110, 03973111,03975112,
03575113, 03975128, 03975129, 03975157,
03575173, D397R174, 03975175, 03975210,
03575250, 03975251, 03975259, 03975261,
03575272, 03975283, 03075302, 03975305

Accessibdity 03973030, 03573054, 03573133, 03975134,
03575181, 03973467

Think about a similar course you have taken that relied primarily on face-to-face interaction. Compared to that course,
uses Voice Mail (ahility to leave and/or receive recorded telephone messages)

‘(s elect only one response

how likely [ @ are]] O were] you to:
y [ 1l | yo Much  [Somewhst | Abor

Likely | Likely

030723283 |4, T ..ask for clarification when you don't understand something.
3 ¥ 2

Think about a similar course you have taken that relied primarily on paper and pencil exercises. Compared to that cour
uses Word Processing (computer software used for producing written work):

(select only one response

how likely [ @ﬂm][ Ownm] you to:

More More the
Likely | Likely | Sam
O |E|39?53E|5 A ‘ .make major changes in a draft of an assignment. o] [ Lo
O 03973302 |&, G produce one or more versions of an assignment before sl a Il
producing the final product.

Tsubmit] JR [cancel]

Check mark boxes for questions you want to include in your survey, then click
“submit” button to add items to your survey.
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Previewing and Selecting Templates

Click on _> N
“templates”™—t— | . templates

Follow instructions below when using a template for your s/urvey.
/

v

[Select Templates]

If you have just created a new blank survey, you can select a template for that survey now. If you already have gquestions on
wout survey, you st first choose "new survey" before selecting a template.

s To prewview the template before wou select that template, click the "View Template® button.
# Toselect atemplate for your new survey, click on the template nathe in the list below

Hame of Template ilsnnber :ﬁ:et;e
Completely Online Course--Faculty Survey Z35141
Customer Survey zaf51202
Dental Program Feedback Z333767
Effectiveneas of Faculty Weh Page FE24095 [view template]

Editing Surveys

e Login
Select Group Name (e.g. Information Technology)
e Select survey (Note: Only surveys that have yet to be started or stopped can be
edited)
e Begin editing survey
o By adding items
o By deleting items (To delete items uncheck ———— o
item you wish to delete then click “ok™)
o By moving items around (To move an item, S e
click on the up or down arrow key in front of the |
item you wish to move then click~ek” ——

BLILCUSTS

—
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Starting and Stopping Surveys

To start a survey: To stop a survey:

o Select survey you wish to start. e Select survey you wish to start.

e Click “Start Survey” from survey e Click “Start Survey” from survey
toolbar. toolbar.

e Click “o.k.” e Click “g&.”

e Click “Send Survey’

e Email survey URL and\pstructions
to respondents.

N\

S| - o -

s IEMRey TS N . 45/?&-4 .

[accitoma] move Joopy | dotote] survor opertics =t =
[Start Suvey]

=l =
—1=—= =

Befare you start the survey for respondents you may need 1o have Fermission Forms signed. Please check the policy on research
permissions at your institution

Permizsion Form Sample

You should have checked the questions, wording and layout using edit surey andfor print-friendly before you start the surey

Once you start a survey you cannot make any further changes to that survey.

The respondent URL for this survey is
http://CTLSilhouette. wsu.e du/surveys/ZS93589

If you want to display your own customized thank you page to respondents after they finish taking this survey, specify the
location (URL) of the page in the box below. Please be sure to check that the URL functions correctly by entering sample
responses in multiple browsers after you start the survey. If you want to use the standard thank you page, do not enter a URL in
the box

hitp:s¢

Would you like to start 7593589 |, Sample?

Accessing Analysis of Data

Once surveyed are started, they can be analyzed at anytime.

e Login Wi | ST A I W, T TR
[ Select Vou are | into Group Information Technology

- Below you will ses the list Of susveye you crested in

G rou p this group. Pleass alick on the survey Litle 1o woik
with that docusment. Chooes New Survey from the
menn bar above for o new document, At the bottom

ofthe screen you ses a button "Hide/Show group

eny
N al | Ie surveys”. To aee or hide other surveys by authora
in this group, chick that button.

. I I C k O n NEW Feature - You can now archive surveys by
C choosing the checkbox next Lo the survey you want

Analyze -

from to :
menu P W P K. =0 T

surveys available for snalysis. Please
[ ] S I —‘1 lick on th il 1
elec WOV i,
survey SN
and CI |Ck — Follow this link fo download data

each question in the survey

on it \

\ Title Key Date created Status Responses
Qarnple ZS03580 6202009 Survey Started 0
Learner Analysis for Distance Education Training Session Z3931%6 6/7/2009 Survey Started 0
Learner Analvsis for Distance Education Training Session Z592064  S/28/2003  Survey Stopped 0
WM Ontine (MAOODTEY - Summer Training Sessinn - Sainan Tune & - 12 2009 - Bertha Lean Coerrern 7892931 SI20N9 Survey Started 1
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More on Elluminate Live

Applications

Applications at a glance

Teaching

Instructor-led courses

Student projects, collaboration
Recorded sessions

Pre-recorded content

LMS/CMS integration

Live demos/labs via webcam
Remote guest lecturers
Multiple/multimedia learning activities
Combined online and onsite students
Home schooling

Special education

Online communities

Tutoring and mentoring

e Virtual office hours

¢ One-on-one instructor or peer-based
tutoring

e Mentoring from peers or professionals

Meetings

Faculty/staff
Administration/operations
Parent/teacher

Idea sharing/brainstorming
Course content review/update
Team/project collaboration

Events

Web-based or blended onsite/online
Conferences

Seminars

Workshops

Professional development

Faculty and staff training

New instruction methodologies, best practices
New tools and technology updates and training
Policies, procedures dissemination
Opportunities for teacher communication,
discussion, collaboration

Retrieved July 30, 2009 from http://www.elluminate.com/products/live/index.jsp - features

Features

The Participant Interface

CEy gy
(") B =R
v Ve o

Ehias

y Polling &

Raise A

Hand g S . e
e @ﬁuw\ma‘f‘e
Gike Petpts B = T e
e 3o i

. Send Whiteboard Tools
essage

<

JPS

d

Connection Speed

+ Set your Connection Speed
- PC: Tools > Preferences - Session Connection

- Mac: Elluminate Live! > Preferences - Session Connection

PR
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Participants Window

+ Raise/Lower Hand

@ Participants EJ@
O |40 G)_ﬂ:g] Name

U @ 7 © @ John (Moderat.. 4|
VQY o §
b QY O ety

U OV O &

+ Emoticons

« Step Away |

| @ 4
GO Fatcpas

Copyght © 2007 Eimnste, o M Rts Rasaved,

P

Audio

+ Permission for Using Microphone U

+ Audio Set Up Utility
- Tools 2 Audio - Audio Setup Wizard
W
E' Preferences.,,  QukComna 3

Aopieaion Sharog »
coants

Wyq, o b Adust Marephane Level »

+ Optimal Microphone Setting

Copyright 2007 ENiminel. I Al Rihts Reserved

Chat Window

+ Permission for using Chat ®

+ Send a Text Message

- Public Qo
2 Show | Al ¥y e
- Private il oe e 14,2007 4 241 1 3
‘Me: Usa titto:/fwww.aluminate.com

Moderator: 5 minutes remaining &

(oo o[ 3

s
osaas
.
i lected Participants.

A 8

Conyigh (2007 Euminae, nc A1 Rigts Reserved

Polling
+ Types
- Yes/No [
~ Multiple Choice [FE/IE[IS/IRIIE

- Slowdown/Speedup Class Pace [EE

Responses will appear in the Participants
window if the moderator has selected to show
them

Conyight © 2007 ENuminte, i A Rghts Resened.

Whiteboard Tools

+ Permission for using Whiteboard 4
+ Tools Selection E] - Eraser
Pen /# & —— Highlighter
Text AN Text Editor
Ellipse oe Filled Ellipse
Rectangle on Filled Rectangle
Line N R Laser Pointer
Import an Image sl 2] —— Clip Art
Screen Capture. [

Capyight (2007 e In: A s Reseved

I !esource Materials

« Visit http:/www.elluminate.convtraining for:
— User Guides

— Quick Reference Guides
- Recorded Training Sessions
— Register for Live Training Sessions

+ Elluminate Technical Support
http://www.elluminate.com/support/

+ The Elluminate User Group available from
- www.elluminate.com/community

+ Monthly Live Events and Webinars
http://www.elluminate.cony/site/external/event/live/schedule

+ 3forFree yRoom

http://www.elluminate.com/vroom

Copyrht . 2007 Eamnate, e A Righs Resenved
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How to Access and Set Up

Call IS at ext. 1575 to set up an account.

Accessing Free OnlineTraining

You can sign up for free online training sessions at
http://sas.elluminate.com/site/external/event/schedule?etn=training&eef=1. Online
training sessions are in U.S. Eastern Standard Times.
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SECTION IV

More on Video-Teleconferencing (VTC)

Mason, S. & Davis, M. (2000), How to plan, produce, present, manage,
and assess a distance learning class. Retrieved July 31, 2009 from
http://www.netc.org/digitalbridges/teachersquide/index.html

(Access above link for detailed information on video-teleconferencing)

Preparing for VTC Teaching Session

Securing VTC Room

¢ Reserve room (N5/D1) with Joyce Taro @ Ext 1006
e Secure VTC with IT — Media Service — James DeLeon Guerrero / “Butch” Wolf @ Ext
1835 or Distance Learning Coordinator, Bertha Leon Guerrero @ Ext 1832

Setting Up & Testing Equipment
Setting Up, Testing Equipment, and
Shutting Down
(Do only when no technical support is
available)

e Setting Up
o Using Remote controls
=  Power on
* Click “Directory”
= Scroll to remote site
= Click

“Enter” to dial in
o Testing Equipment
= Adjust on-site camera
= Communicate with remote site(s)
to adjust camera as needed
= Complete sound check with
remote site(s)
o Shutting Down
= Hang-up (using remote control)
=  Turn Power off to
e VTC
e TV

About Room Configurations
(Essential Considerations)

v All sites should be equipped with
all necessary video-
teleconferencing hardware and
software.

v All sites should have necessary
supplies to deliver lessons via VTC.

v All or the majority of students
should be on camera, able to see the
presenting teacher.

v" Room arrangement should reflect
the lead teacher teaching all
students.

v" Possible arrangements:

o Long tables stretching away
from the camera

o Desks/Tables in arc in front
of camera
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AR

e

=

No o

10.

11.

Instructions for the convener/facilitator/instructor

The convener/facilitator/instructor should...
Introduce all participants or allow time for participants to introduce themselves.
Arrange with tech support if location names need to be displayed on screen.
Name plates or room banners are helpful in identifying participants
Make proper/appropriate room configuration/set-up (see attached examples)
Remember to invite comments from anyone/everyone. Remember to leave gaps long enough
to allow participants to un-mute their microphones and ask to speak.
Try not to serve/provide food at host site unless you’ve arranged to have some served/provided
at remote sites as well.

Read out loud to all participants...
Keep microphones muted unless you want to speak.
If on “voice switched” mode, be wary that any sound (e.g. sneeze, cough, drumming of
fingers, etc.) will cause you to unexpectedly appear on the main screen. (read only if
applicable)
Latecomers should await a gap in the proceedings to announce their presence to the Convener
and other participants
Alert the Convener if you wish to speak by raising your hand (or using any prearranged non-
verbal signal.)
Always wait to be recognized before speaking.
Be mindful of participants at remote sites
When moving...
a. Limit movements (ex: pacing)
b. Movements should be slower than normal
a. Avoid fidgeting
Be mindful of the following camera etiquette. ..
a. Look into the camera (of remote site participants) as well as those at your site.
b. Acknowledge the remote site(s)
Follow these auditory suggestions...
a. Repeat responses & questions
b. Enunciate clearly
c. Avoid dropping voice volume at end of your sentence
d. Avoid turning your head when you speak
Avoid putting your hands or papers in front of the sensor if wearing a microphone with a
sensor that allows a camera to follow you when you walk.
To all remote sites,
a. Participate actively in the session
b. Be mindful of other sites (remote or hosting)
C. Alert the host site if any of the following occurs...
i. You are experiencing technical difficulties
ii. You are unable to see speaker(s)
iii. You wish to speak
iv. You are unable to see speaker(s)
v. You are unable to hear speaker(s)
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ggglstand e Articulate and share goals of course and the role of VTC in achieving them.
jectives

¢ Plan day-to-day activities and lessons that lead to accomplishment of goals
Demonstrations | o Ensyre supplies for presentations are available at all sites

e Camera should be arranged to clearly show demonstration

® Practice demonstration before presenting in front of the camera
Supplies e Have supplies close during presentation

e Make sure supplies are available at all sites

Interactions/
Participation

¢ Plan for student engagement

o Detail expectations and procedures for student participation

e Remind students periodically of expectations and procedures

e Communicate special instructions for participation prior to videoconference

or at the start of class

Activities e Allow for student participation in at least one activity during
videoconferencing
e Engage students’ multiple intelligences
Questions e Allow all sites to participate in question-and answer sessions and

discussions

Preparation and
Delivery Time

Allow for more time in preparing and delivering a class via VTC

Organize all images and material for easy accessibility during class

Have contact information for troubleshooters on hand in case of any

hardware of software problems

Communication
in Class

Display countdown clock showing the time until class begins

Have each site display a unique identifying image at the start of class for

purpose of roll call by presenting site

e Have each site designate a spokesperson for all interactions. Rotate
responsibility

o Plan for alternate ways of communication in case communication via VTC is

cut off (i.e. e-mail, chat room, telephone, or fax)

e Match communication method with activity to maximize effectiveness and
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efficiency

Communications

: ¢ Provide opportunities for students to communicate with lead teacher outside
Outside of Class

of class

Assessment e Consider a combination of the following means of assessing student work

o Demonstrations participation
o Displays of portfolios
o [Essays Projects
o Journals, Tests (written or oral)
o Oral presentations
o Make time to evaluate VTC course, procedures, and teacher at mid- and

end-of-course
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Basic PC, MAC & Networking Troubleshooting

Disk Cleanup & Defragmenting

Periodically (weekly) clean up you computer’s disk drive to maximize its performance.
For detailed instruction in movie format, check out Atomic Learning at
http://www.atomiclearning.com/k12/home?from_legacy=1 under PC Maintenance and

Security...
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Basic Troubleshooting Tips

The Quick Check List

This is a very basic guide of what to check when your computer is behaving abnormally. By
checking a few simple items, and trying a few things you may be able to 'repair' the machine
yourself. If a quick solution is not found, this process may help you to describe the problem more
effectively to IT Staff.

If your Computer is not functioning properly check the items on this list first::

1 | Ensure the PC is plugged in to a power supply and turned on (make sure all components

are on: the monitor, the printer)

2 | Look for any loose or damaged cables and cords that attach to your

computer.

** Note . as with all electronic equipment, be wary of the electrical hazards . It is not wise to
open up the computer unless you know what you are doing. There is a risk of electrical

shock, and a fairly high risk of damaging the electronic components inside the PC.

3 | Make sure that all of your floppy drives are empty (normally all floppy drives should be

empty when booting the computer, unless you want to boot from a floppy disk)

4 | Check with other users of the network in your vicinity to see if their PC's are functioning
normally. Often a downed network can cause a variety of errors when running applications.

The problem may not be with your machine, but with the network.

5 | If all of the above seems to be fine, try turning off the computer completely and restart it
(cold booting). Sometimes this is enough to reset the software and network connections

and get the machine back to working order.

Trouble What you should do...
with...

**NOo Power [ Make sure that the power button on the computer and on the monitor is turned on.

» Check the cables attached to the back of your computer. Make sure the power cable is securely
When you turn on plugged into the computer. If it is only the monitor that will not power up, make sure that the power
the computer, cable to the monitor is securely plugged into the back of the monitor.

there is no power. o Check the other end of the power cables to make sure that they are plugged securely into a surge
No lights come on protector or battery backup.

- nothing happens. | If using a battery backup, ensure that the power is turned on.

 If you have checked all of the above, and there is still no power to your computer or your monitor,

submit a helpdesk to IS. Explain the steps you have taken to try to eliminate the problem.
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**The Light On
The Monitor
Comes On, But
There Is Nothing
Showing On The

Screen

® Check the cable that runs from the back of the monitor to the computer. Make sure it is securely
connected to the computer, and that the screws are tightened. Then reboot the machine.

@ If you have checked this, submit a helpdesk to IS. Explain that you have checked the cable.

**|t Takes Longer
Then It Used To
Load A File Or To
Start A Program On

® The files on your hard drive may have become badly fragmented (i.e. saved in non contiguous
pieces all over the hard drive). In cases of a fragmented hard drive a program trying to load will

have to look in several different locations for pieces of the file. This can take a long time.

The Machine
® On a Windows XP machine, choose 'Disk Defragmenter" from the 'System Tools' area under
'Accessories" in the "Programs" area of the "Start Menu". Choose to defragment 'All hard drives'.
® The 'Defrag’ program will physically move the files on your hard drive so that all the pieces of the file
are stored contiguously. This will make quite an improvement in the speed of the computer when
trying to load files. This utility should be run about once a month just to keep your system working
at optimum performance.
Ways to Handle In general, crashes fall into one of two broad categories: faults and hangs. A program hangs when it
PC Crashes suddenly stops responding to the system. Often your mouse cursor will either freeze in place or
(Using MS disappear. In any case, clicking your mouse or pressing a key on your keyboard will accomplish
Windows) nothing, except perhaps for producing an annoying error tone.

Faults and Hangs

When a fault occurs, a message box pops up. If the problem is relatively minor, you will see
something like An error has occurred in your application... and you will be given the option to ignore
the problem and attempt to save your work or close the program immediately. More severe problems
invoke a message similar to This program has performed an illegal operation and will be shut
down..., and any unsaved work in that program is lost. The worst cases bring up the infamous "blue
screen of death", an informal Windows user name for that blue screen that fills your monitor with a
message beginning A fatal exception has occurred..., which usually results in the loss of all unsaved

work in all open programs.

Recovering from a
Hang

¢ If you encounter a hang, do not get frustrated and immediately turn off your computer. This action
will always result in the loss of all unsaved work and could even damage your vital Windows files.
Often you can still access the Close Program dialog box, which allows you to shut down the
unresponsive program to return control of the computer to Windows and at least save your work
in any other open programs and perform a safe, controlled shutdown.

e To access the Close Program dialog box, press the Ctrl key on your keyboard. While holding that
key down, press the Alt key. Continue to hold both keys down while you press the Del key.

e |f nothing happens, you're out of luck and will most likely be forced to simply turn the computer
off. Usually, however, a dialog box will open.

e |t will list all of the programs currently running on your computer. The name of the program that
hung will often be followed by the words not responding. Select that program by clicking on it
once to highlight it (or by selecting it with the arrow buttons on the keyboard) and press the End
Task button at the bottom. It usually takes about 15 seconds for the program to be closed, so be
patient. This nearly always returns control to the operating system, although you still lose any

unsaved work in the hung program.

Handling a Fault

e If you encounter a fault, before you do anything, click the Details button on the dialog box that

appears and write everything down exactly as you see it. Save this information where you can
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find it. Make sure you write down what type of fault occurred -- there are many different types.
Even if this information means nothing to you, it is invaluable to technical support people if they
need to be called in. A recurring problem in the same program or device driver will pinpoint the
problem to a specific program or piece of hardware.

If you succeed in closing the unresponsive program, keep bringing up the Close Program dialog
and shutting down programs (even though they might not be listed as not responding) until you
can get a clean shutdown. When closing programs always remember to keep the application
named Explorer for last. Explorer is the application that runs the Windows User and you cannot
run Windows without this interface, so Windows will immediately load a new copy.

If shutdown hangs at the Please wait while your computer shuts down screen, give it a minute. If
nothing happens turn the computer off and back on. You shouldn't encounter major problems if
you make it to this point of the shutdown procedure, and there really is nothing else you can do to
get past this.

Important: Any time that you are successful in restoring control to the operating system after a
hang or a fault, save all you work in the remaining open programs, close them, and reboot the
computer. Although everything may now seem fine, these problems often cause a lingering
instability in Windows and could lead to more problems and often more serious ones. Rebooting

will restore all resources to the system.

When fo Call in a Almost all PC's will have an ocasional problem. The occasional fault or hang, if recovered from
Computer with no further problem, is not a concern. It is when the problem occurs fairly often that repairs
Technician may need to be done.

e Reoccuring problems should be attended to by IS. When a problem reoccurs, note what you were
doing when things went awry; what application you were using and what you were working on. It
is often the case that a problem resides with a specific application or file and this information may
help IS repair the problem. Also, note any changes made to the computer system shortly before
or at the time the problems began to occur. At times, installing a new application, adding a new

peripheral, or otherwise altering the configuration of the computer can cause problems in

seemingly unrelated areas.

Five steps to fast Mac troubleshooting

Restart
If your Mac’s performance has slowed to a crawl, or if your applications are freezing, restarting is often all you need

to do to get back on track.

Log In with Startup Items Disabled

Log out of your account and log back in—but hold down the shift key when clicking on the Log In button. Continue
to hold it until the desktop background appears. You've now disabled your Startup Items, the applications that load
automatically when you log in. If one of these items was causing a conflict with the software you were trying to use,
you should now be good to go.

A clean break : If restarting your Mac doesn’t help, try logging into a “clean” account—but first turn on Fast User
Switching.

Switch to a Clean Account
Log in to a separate account, ideally a test account set up in advance for just such occasions. To make this go as
quickly as possible, use Fast User Switching (enabled from the Accounts preference pane). If the problem does not

occur in the test account, it’s likely due to a file that affects only your Home account. You can diagnose that later. If
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you'll need access to a specific document (such as a Keynote file) while in the test account, copy the file to your

Public folder before switching accounts.

Do Disk Repairs via Single-User Mode

To fix a corrupt directory, the common recommendation is to use Disk Utility’s Repair Disk option. The only problem
is that you can’t repair the current startup volume with Disk Utility. Instead, you need to start up from a Mac OS X
Install CD and run Disk Utility from there.

But what if you don’t have an Install CD handy, or what if you don’t have time to use one? The quicker alternative is

to boot up in single-user mode by holding down Command-S at startup. When the text prompt appears:

e type fsck —fy *This is almost identical to using Disk Utility. When you're finished, type)

(] reboot to restart the Mac.

Repair Disk Permissions
If you're seeing error messages that say you don’t have permission to do whatever you're attempting, select Repair
Disk Permissions from Disk Utility. You can (and, in fact, should) do this when you boot from the startup volume

that is giving you trouble.

Basic Printer & Copier Troubleshooting

Problem | What you should do...

When you are having problems printing, it is important to determine if everyone is having a problem

printing to this printer or if you're the only one having a problem.

1. If everyone is having a problem, it is likely there is either something wrong with the printer or
there is a network problem.
2. If only you are having a problem, it is likely a problem with your PC, your connection to the network (or
printer) or a problem with the application or file you are working with.
Printer Most networked printers will have a display that will tell you its status.
Display
Errors
No Display | Tyrn the printer on.
Offline e Press the Go or Online button.

If this does not change the printer display to Online: Power the printer off for 1 minute and then
turn it back on.

Paper Jam | ® Open the doors and remove any paper, being careful not to tear it and lose pieces

inside. Paper may also be lodged under the toner cartridge so you may have to pull it
out.
® |f you believe you have removed the paper but the display still says Paper Jam, power

the printer off for 1 minute and turn it back on.

® [f the jam is severe, an Information Services technician can help remove the jam.
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Contact the Help Desk.

Processing | e |[f the printer displays Processing Job but nothing is printing the job may just be really
Job large and taking a while to print.
e If it has not printed after 5 minutes, press the Cancel Job button on the printer.
o If the job will not cancel, power the printer off for 1 minute and turn it back on.
10 or e Most IO errors will be cleared by powering the printer off for 1 minute and turning it back
Other on.
Error ¢ You may also need to check to make sure the network cable on the printer is plugged
securely into the printer and into the network jack on the wall.
Tray e Add paper to the appropriate tray
Empty
Flashing ¢ Most personal DeskJet, ink jet and bubble jet printers will have flashing light codes to
Lights tell you what is wrong. These differ from manufacturer to manufacturer and also from
model to model.
e Consult your manual or manufacturer's web site.
No Error e If the printer display says Ready or Power Save but you are still unable to print, there
on the are other troubleshooting steps.
Printer
Display
Work ¢ Click Start > Settings > Printers.
Offline/ ¢ Right-click the printer.
Pause e Make sure Work Offline or Pause Printing are NOT selected. If either is checked, click it
Printing to remove the check.
e If the print job does not print, reboot your PC
e When you log back in, you should get a message that there is a job in the queue.
e You can choose to print it at this point.
Cable e Check to make sure all cables are connected securely. This includes the power cable,
Connections connections from your PC to the printer (for a local printer) and connections from the
printer to the network jack in the wall (network printers.) Sometimes they look like
they're plugged in all the way when they're not.
e To be safe, unplug the cable and plug it back in, especially the network cable.
Printer ¢ In the case of local printers, sometimes a driver can become corrupted.
Drivers ¢ Try downloading the newest driver from your manufacturer's web site and reinstall the
printer.
Software e Sometimes, the problem printing is related to one particular software package or a
V8. certain file.
Document/

e Try printing from another application such as Word, WordPerfect, GroupWise, Excel,
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File

etc.

Problems e If you can't print from any other applications, reboot your PC and check the printer for

any error messages.

e If you can print from another application, it could be a problem with the application itself
of there could be something wrong with the file you are working on.

e Try opening a new, blank document, typing in a few words and try to print the new
document.

e If it prints, there is something wrong with your file.

e If it doesn't print, reboot your PC and try printing again.

o If it still doesn't print, try reinstalling the application.

Deleting e Sometimes print jobs may get stuck in the queue and will need to be deleted before

Stuck Print anyone else can print.

Jobs

e To delete a print job, press the Cancel button on the printer.
¢ You can also delete your own jobs by clicking Start > Settings > Printers, double-clicking
the printer and deleting the job from the list.

e If you are having a problem deleting a print job, please contact the Help Desk. The

printer may need to be powered off for 1 minute to clear out its internal memory.

Troubleshooting Tips 2

Here are a few simple techniques that will solve many printer problems:

1 | Reboot your computer. This generally solves most printing problems.
2 | Ifit's not printing, or you're getting a message about the Fax printer, change your
default printer: Start - Settings - Printers/Faxes. Right-click the printer you want, and then select (left-click)
Set as Default.
3 | Check and make sure all connections going to and coming from the printer are firmly in place.
4 | Check that the printer is on-line:
v' Start - Settings - Printers, right-click the printer.
v If there isn't a checkmark by "Set as Default", left-click that option to select it.
S | Print a test page. If that prints and the application you are using doesn't, you
probably will need to contact the application's vendor for support.
6 | Turn off your printer for 10 seconds and turn it back on. Make a note of any error
messages or flashing lights when the printer is turned back on.
7

If your printer is connected directly to another computer, try rebooting that
computer. If your printer is connected to a JetDirect box, try unplugging the

JetDirect box for 10 seconds.

*If none of the troubleshooting tips provided above worked, please submit a Helpdesk request, or email

and contact your campus 1.S. Department.

Created by Bertha Leon Guerrero in Collaboration with IT Department Team

Concurred by Director Adrian Atalig 1/26/2010




Northern Marianas College IT Resource Guide Page 64

Printer Troubleshooting Basics for MAC Users

Check the | Make sure your printer is turned on and has power.
power
Check the Make sure you have paper in the paper tray. Typically, if there's no paper, you'll see an alert on
paper either your Mac's display or the printer's LCD panel.
Check the printer even if no error message pops up on your screen.
(S)?\izlt(:ttigi Check that the cable (probably USB) connecting the printer to your Mac or router is
plugged into its appropriate port. If necessary, try a different USB port.

Chse;i;g::datls If you have more than one printer connected to your Mac, make sure that you've
selected the one you want, in the Print dialog box's Printer pop-up menu. For example, if
you've selected a printer that's currently turned off, nothing will happen.

Tip: If subsequent visits to the Print dialog box reveal that the Printer pop-up menu has
reverted back to the wrong printer, go to the Print & Fax system preference. From the
Default Printer pop-up menu, select your desired printer.
(Image Caption: If the wrong printer keeps showing up in the Print dialog box, make sure
you've designated the printer you want as your Default Printer in the Print & Fax system
preference.)

%rlleicsl;j(e)g If the printer's ink or toner is low, replace it. Low ink or toner is much more often a

problem with inkjet printers than with laser printers. Making matters worse, many inkjet
printers are notorious for not printing at all when even one of their multiple ink cartridges
is empty. In other words, if your printer is out of yellow ink, you may not be able to print a

black-and-white text-only document.

When your printer's ink needs to be replaced, you should get an alert message on both
your Mac and the printer's display. If you don't see a warning but suspect a problem,
select your printer in the Print & Fax system preference, click on Options & Supplies, and

then click on the Supply Levels tab for information.

You might see only an "Information Not Available" message. In that case, use Spotlight
(command-spacebar) to see whether your printer came with its own utility. (For example,
| searched for Canon on my Mac and found the Canon IJ Printer Utility located in my
/Library/Printers/Canon/BJPrinter/Utilities folder.) Try launching the utility directly. Note
that printer utilities typically don't work if a printer is connected to a Mac over a network--

for example, through an AirPort Base Station. To work around this, temporarily connect
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your printer directly to one of your Mac's USB ports.

Tip: A message that says you're low on ink may be incorrect. Especially if you haven't
used the printer for a while, the problem may be that the print head's nozzles are
clogged. To check for this, and hopefully fix the problem, clean the nozzles with the
appropriate feature in the printer's utility. (The manual that came with your printer should

provide details.)

*If none of the troubleshooting tips provided above worked, please submit a Helpdesk

request, or email and contact your campus 1.S. Department.

*If none of the troubleshooting tips provided above worked, please submit a Helpdesk request, or email

and contact your campus 1.S. Department.
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