





Select Answer Personal Questions (Fig. 34).

Fig. 34

You will see some of your security questions and should provide the answers (Fig. 35).

Fig. 35

Once you answer your questions and click Continue, you will see this menu. You should
select Pick a New Password (Fig. 36).

Fig. 36



Make sure to follow the rules listed for your password and key it in both boxes, then
click on Change My Password (Fig 37).

The Total Password Managemant Solulion

Eastern linois University First M. Lastname (FMLastname)

Select a new password for  First M. Lastname (FMLastname)

Select a new password for: FMLASTNAME Change these passwords:

New password: FMLasiname /Portal LDAP OID

Production

Confirm: sesssees [#] FMLastname /Openidap server

[#] FMLasinama /Oracle Portal Oasis

Chanae my password

Select all
Can't think of a password? Clear all

Try one of these: gawiiaa |

Your password must:

Fig. 37

Once your password has been changed, you should see a screen like this one (Fig. 38).

Plaasa walt .. changlag passwords
00 @»-
Ths Total Prssiearnd Massgemens ol

Eastern Hlinols University

Password change results:  First M Lastname {FMLastname)

~Done

All your passwords ware changed succassfully.

Target Account fl?

Partal LOAF OI0 Production FMLestneme  Yes
Openldap server FMlesineme  ves
Grache Portal Gasis FMlesinene  Yes
1IF you were logged into yeur workstation - log cut now. You must log in with your new

password to ensure that your warkstation dogs not try to access anything an the netwark
using yaur ald password.

Fig. 38

If you would simply like to change your password, use P-Synch to reset it

To change an existing password, you can use P-Synch to do so.

Go to www.ezreset.eiu.edu. If you see a screen that says “There is a problems with this
website’s security certificate,” just click Continue.

Select English or your choice of language (Fig. 39).

fhe Total Passward Management Solatian

Language selection

Engliah
Frangais (Canada)
Nederlands (Belgid)

Fig. 39



Key in your NetID and click Login (Fig. 40).
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Enter your password (case-sensitive) and click Verify Password (Fig. 41).
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Select Pick a New Password (Fig. 42).
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Make sure to follow the rules listed for your password and key it in both boxes, then
click on Change My Password (Fig 43).

. -
The Total Password Manapamant Sofulion:

Eastern Ilinois University First M. Lastname (FMLastname)

Select a new password for  First M. Lastname (FMLastname)

Select a new password for: FMLASTNAME Change these passwords:
-e

New password: [#] FhLestiname /Portal LDAP OID
Production
Confirm:

[#] FMLastname /Openidap server

[#] FMLastname /Oracle Portal Oasis

Chanae my password

Can't think of a password? Clear all

Try one of these: | glawidaja  ~|

Fig. 43

Once your password has been changed, you should see a screen like this one (Fig. 44).

Plaasa walt .. changlng passwords .
@ @ el 5 =
The Tl Pussant Masigemers oo

Eastern Mlinols University

Password change results:  First M Lastname {FMLastname)

~Done

All your passwords were changed succassfully.

Partal LDAP OI0 Production FMLestneme  Yes
Openldap server FMLesteme  Yes
Grache Portal Gasis FMlesinene  Yes

IF you were logged into your workstation - log cut now. You must log in with your new
password ta ensure that your warkseation does not try to access anything an the netwark
using yaur ald password,

Fig. 44

Remember, even though passwords such as “Computer123*”, “Facultyl+”,
“Gobearsl!” and “Password2!” conform to the university’s requirements, they are
easy to guess or hack with password cracker software. “Brs!Rn01” (Bears are num-
ber 1) and “P2bPnthR1+” (Proud to be Panther+) are examples of passwords that
are more secure, conform to the password requirements and are easy to remember
yet difficult to guess. Choosing passwords that are not easily deciphered makes it
more difficult for someone to access confidential data using your credentials. If you
need assistance with this process, call the Help Desk at 581-HELP (4357). Have
your e-number, found on your Panther Card and NetID ready.



Panther Card

Your Panther Card is an essential, multi-functional tool necessary for many of your
daily activities on campus. Your Panther Card provides the combined functionality of
identification, purchasing and checking/ATM, all in one card. If you do not yet have a
Panther Card, visit the Panther Card office, located in Room 3040 of the Student Service
Building.

(" eastesn Wlingis ynivessiby

<= University status
Your name

Your e-number
Your ISO number

E123 = N R i 31712006 <(Issuance date
5329 3725 0015 8745 990 7469 }( Your library ID number

Purposes of your Panther Card

Identification

Your Panther Card is your official university identification card, which you are required
to carry with you at all times.

Smart chip

Your Panther Card is equipped with a smart chip that allows you to carry electronic
cash for on-campus purchases.

Panther Checking

Your Panther Card can serve as a PIN-based ATM/debit card for your First Mid-Illinois
Bank & Trust checking account.

Panther Cash

Thanks to the smart chip on your Panther Card, up to $100 may be stored as Panther
Cash on your card. Panther Cash is used for on-campus purchases and is accepted at the
following locations: Panther Pantry, soda vending machines, Java Beanery and Bakery,
snack vending machines, University Food Court, University Book Store, Copy Express
and other facilities.

You can add Panther Cash value to your card two different ways. First, add value with-
out cash by coming to the Panther Card office. Panther Cash value also can be added to
your card in cash increments of $1, $5, $10 or $20 at cash-to-chip machines located across
campus.

Lost or stolen cards, chip malfunction
Should your Panther Card be lost or stolen, or your card’s smart chip malfunction, con-
tact the Panther Card office only.

Self-Service Help Desk (Magic)
The ITS Help/Service Desk used to be only a phone call away. Now, it’s even easier to
request assistance with hardware, software or network problems at Eastern.



Employees can place Help/Service Desk requests from their desktop computers without
the need to even pick up the phone. And, as a matter of even greater convenience, they
now can monitor the progress and status of their requests on-line, too.

Self Service Help Desk (SSHD), also known as Magic, lets users to create their own
trouble reports on their computers just by keying in their e-mail login without having to
call for help, allowing users to see any open trouble reports associated with their name,
and to go in and look at any previous closed reports.

SSHD is available around the clock via the Web at http://magicl/magicsshd

To submit an incident or check the status of an existing incident:

On the ITS Help/Service Desk page, (accessible from the EIU Home page via the A-Z
Menu there), click Employees, under the Audience heading.

Then, click on Self Service Help Desk (Fig. 45)

“}
EASTERN ILLINOIS UPJI'V-ERSI”FYw Ato Z | Panthermail
eiu.edu » its
How To Request Support

Changs Password

Computer Labs ITS Help Desk

Qutlock Web Access
PantherMail 217-581-HELP

PAWS Self Service Help Desk

Software Downloads

WebCT itshelp@eiu.edu
Audience e
EER i
Students Grescue
Employees
Services & Solutions i i i
Computer Use Policies Official University Email Verification
Account/NetID
: 3 Employee Technology Guide Your Email Account
Application Services
Information Security Accounts and NetID Telecommunications
IntemehiicwnnSendens Smart Phones Request To Clean Hard Drive
Mail Services
okl Doicss Mail Services Panther Card
Panther Card Application Services Label/List Request

Fig. 45

Log in with your EIU NetID (Fig. 46). You do not need a password, so leave that entry
blank.

MAGIE

Service Desk Welcome to Self Service

Flease Login

Chent ID  METID

Passwerd |

i

<bmesafiwere | EBRemedy:

Fig. 46
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At this screen (Fig. 47) you may select Incident and submit your request.
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Fig. 47

When you select Incident you will see this screen (Fig. 48).
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Fig. 48

Key in your NetID (PAWS/EIU e-mail ID) in Client ID and hit enter. This will auto-fill
the top of the screen. Make sure to key in the proper EIU Tag Number. All of your PC’s
information is tied to the EIU Tag Number, so it is very important that it be correct.
Under description, provide as much information as possible for troubleshooting. Click on
Submit in the upper left to submit.

If you click on Show All Incidents (Fig. 49) you can see all the incidents that you called
in. If another member of your department placed the call for your PC, you need to look
under their Net ID.

Tiaie E
Sorted By: incident # ‘Search i £
= Imjldent i kil State: (Ropen CiGlosed Cfoth @ Cpent  Degt  Company GoTa Page: |
I":'dm” N Ocubln cack an 3 Calumn T to 5ot
& Supgart incideni®  State  OpenDate & Time  Cllent ID Incident Dascription
Logoff | 70158 ] OERENT 13759 P AASMITH Bad Hard Drive
70156 o Q226107 13840 PM  AASMITH Canl gello repons in Banner
7057 o DHZBNT 14132PM  AASMITH FCwill not Bool hard drive making lous
Fig. 49

Maintenance, support and repair
Information Technology Services performs hardware problem determination for Apple,
Dell and HP desktop and laptop computers within their warranty periods, including
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tracking, shipping and dealing with vendors. However, departments are responsible for
shipping laptop computers to vendors for repair.

ITS also performs problem determination and routine repairs for desktop machines
between the end of their warranty period and four years after their purchase by the uni-
versity. More expensive parts and repairs are the responsibility of the owning depart-
ment.

Departments are responsible for repair costs of out-of-warranty laptop computers. Also,
some desktop machines cannot be easily serviced on campus due to the way they were
designed and built. These machines, like laptops, will need to be shipped off campus for
repair. The owning department may incur costs for these repairs.

ITS will help with the set-up of new printers but does not perform repairs on printers.
The owning department should perform routine cleaning and/or contract with an outside
service vendor for ongoing repair and adjustments.

ITS will provide certain hardware diagnostic and repair work for Apple, Dell and HP
desktops and servers. ITS is not responsible for correcting problems caused by abuse or
Improper use.

Normal software support

ITS will provide normal support for the latest three versions of Microsoft Windows and
Apple Mac OS operating systems, Microsoft Office product suite, SPSS PC, Norton Anti-
Virus and various software to allow communication with Eastern’s enterprise server.
Departments in possession of computers are responsible for having the appropriate
licenses and removable media (CDs, diskettes) for software. CATS and ITS fund and hold
the various site licenses for SPSS PC, Norton Anti-Virus and the enterprise server com-
munication software.

To the best of its abilities, ITS will perform problem determination and correction by
working with the computer user and software vendor.

Since many of these tasks are simple, ITS recommends that the computer user or other
campus technology staff perform these functions as much as possible.

Hundreds of software programs are acquired and installed on university-owned comput-
ers. Due to the variety, ITS can give only superficial advice about these systems.
Department heads should be familiar with the various software programs installed and
used on the machines within their departments. They should know whether the software
1s appropriately licensed and who will assist with detailed software questions and prob-
lems.

PantherFile

PantherFile (Xythos) is a secure, Web-based file-storage system that has been available
to some staff and faculty at Eastern since August 2008. PantherFile allows users to
access files for uploading, storing, retrieving, and sharing. Files can be easily and secure-
ly accessed over the Internet from any location.

On June 1, 2010, PantherFile became available to all faculty and staff. In order to gain
access to the system, users are required to complete an online training video. The focus of
the rollout is on training individual users and letting them get comfortable using the sys-
tem. At a later time ITS will introduce the option of departmental space as an alternative
to current Microsoft file shares. The migrating of Microsoft file server shares and replac-
ing file server space with PantherFile is not an option until the university is able to pur-



chase more storage for the system.

A standard 5gb of space will be allocated to each faculty and staff individually.
Individual allotments of space will not be available to users until the individual has com-
pleted the online training session.

Access PantherFile at https:/www.eiu.edu/pantherfile/index.php. To use your
PantherFile account, you must first create it and view a training video. These are acces-
sible from the left side of the PantherFile page (Fig. 50)

(‘}EASTERN TLLiNots UNIVERSITY™ g

eiu.edu » pantherfile

PantherFile What Is PantherFile(Xythos)?

Create Your Account

s PantherFile {(Xythos) is a secure, web-based file-storage system that has been available to several staff and
Training Resources faculty at Eastern since August 2008, PantherFile allows users to access files for uploading, storing, retrieving,
and sharing. Files can be easily and securely accessed over the Internet from any location,

Username:

On June 1, 2010, PantherFile will become available to all faculty and staff. In order to gain access to the
Fazznord: - system, users will be required to complete an online training video. The focus of the rollout is an training
I ] individual users and letting them get comfortable using the system. At a later time we wil introduce the option
. of departmental spare as an alternative to current Wicrosnft file shares. The migrating of Microsoft file server
Lodn) | shares and replacing file server space with PantherFile is not an option until the University is able to purchase

e more storage for the system.

A standard SGB of space will be allocated to each faculty and staff individually, Individual allatments of space

115 Help Desk will not be available to users until the individual has completed the online training session,

217-561-4357

L L ITS will work with each department individually to provide a system that meets its file-sharing needs. ITS has
EIU Computer Use Policies had a pilot project with CDS in production since 4ugust 2008, We had hoped to have the final PantherFile

production system ready in the first quarter of 2009, due to various hardware, persannel and building

maintenance delays we are now introducing the product to campus an June 1, 2010,

Fig. 50

ITS will work with each department individually to provide a system that meets its file-
sharing needs.

PANTHERMAIL
Campus e-mail

Eastern’s employee e-mail system, known as PantherMail, is the official communication
channel for all academic and university notices. You should check your account regularly.
Failure to use and check your PantherMail can result in missed messages.

Eastern will use your employee e-mail for all correspondence relative to your job. It is
your responsibility to ensure that your PantherMail account is checked regularly and
that it has sufficient free space to receive university communication.

Accessing your PantherMail

In order to use PantherMail, you will need your NetID. Eastern employees are
assigned a NetID when they are first hired. If you need assistance with your password,
you may call the Help Desk at 581-HELP (4357). When you call you will be asked your e-
number and/or your personal identification questions from P-Synch if you have already
reset your password.

Warning: Protect your identity
Since your password will allow you to access your personal and confidential informa-
tion, you should not share it with others.



PantherMail

The easiest way to view your PantherMail is via the secure Web interface located at
www.eiu.edu/panthermail. All you need is a computer with an Internet connection and a
Web browser. No configuration is necessary. Simply enter your NetID and password in
the spaces provided in order to get started.

Accessing PantherMail
To view your PantherMail, click “Check Your PantherMail” under Faculty & Staff (Fig.

51) on the Eastern home page to discover there are two different clients: PantherMail
Standard and PantherMail Advanced.

Faculty & Staff
Outlook / Panthermail
University Newsletter
WebCT

Fig. 51

You will then land on the following page (Fig. 52).

1

ITS Will Never Ask For Your Password Via Email

Login To PantherMail ; ; . ) :
, | ITS would like to remind everyone that the University will never ask for username and password

; Forgot Your Password? ! information over email and users should never reply to such messages. If your email account has

been closed due to suspicious activity, you need to contact the Help Desk. NEVER REPLY TO A
Support Information MESSAGE ASKING FOR USERNAME AND PASSWORD INFORMATION
rotiela Desn PantherMail Services
217-581-4357

PantherMail is the web mail service for students and employees at Eastern Iliinois University. Some features of
PantherMail Information PantherMail include:

* The ability to manage email, address books, calendars and task lists
PantherMall & Enhancements * You may set the start date and end date for auto-reply messages

g;r“i:;ﬁ;rw Ratiriing + Personal and shared calendars and address books

Forwarding Your Pantherhail # Shortcut keys to navigate the interface faster
To Ancther E-Mail Account :

« Email filtering to automatically move email to folders as they arrive
Briefcase and Calendar

* Tagging, flagging, and saved searches of emails
Navigation of Standard SIS

PantherMail

« The ability to request "Read receipts" on emails

Fig. 52



Click Log-in To Panthermail. (Fig. 53)

< panthermail
Powered By: - Zimbra
Collaboration Suite

[] Remember me on this computer Log In
Which version would you lke to use? | Default || What's This?

Zimbra :: the leader in open source messaging and collaboration i

Fig. 53

PantherMail Standard includes faster login for dialup users and simple mail searching
with limited options. There is no briefcase and no documents option. PantherMail
Advanced has these features along with multi-function mail search, drag-and-drop and
right-click abilities. This documentation includes instructions for the Standard format
and then for Advanced, in that order.

For Panther-Mail Standard, choose the Standard option from the drop-down menu or
select Default if you have set it up as your preference. Otherwise, default will automati-
cally be set to the Advanced client. You may change the default from your Preferences
General tab after you log in. Select either Standard or Advanced in the Login Options
section and then select Save. Your default will now be set to your preference when you
login to your PantherMail. Enter in your NetID and password in the spaces provided in
order to get started.

PantherMail Standard

To see an example of the PantherMail Standard interface, see Fig. 54. The blue boxes
include your e-mail folders, tab options and the main window which changes depending
on which folder tab you click. The red boxes give you search-and-find options.
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Fig. 54

Section 1 includes default folders such as Inbox, Sent, Drafts, Junk and Trash. It also
includes folders you might create such as “English Class.” To create a folder, click on the
edit option in section 1 and select New Folder.

There are several tabs such as Mail, Address Book, Calendar, Tasks, Preferences and
Compose in Section 2. The tab or folder you click determines the main window, which is
shown in Section 3. Click the refresh toolbar button here to get new mail.



Find, along with Searches, helps you locate items faster. (Section 4 in red boxes) You
may log out by selecting the Log Out option in the top righthand corner when finished
using PantherMail.

Opening/replying/forwarding messages

Double click on either the From or Subject of the message and it will open. With the
message open, you can then Reply, Reply All or Forward. After clicking on the appropri-
ate button (Reply, etc.), fill in the To:, Cc:, or Bee: if you know the e-mail address. To add
more than one e-mail address, separate by semi-colon.

If you do not know the e-mail address, you can click on Add Recipients, and from the
resulting window (Fig. 55) you can select either Global Address List (GAL) or Personal

Contacts.

Mail & Address Book E Calendar E_] Tasks D Preferences [ ] Compose

«/Done ([ Add Selected ) | 3 Cancel

Find: John in PersonalContacts » | Search Contacts
To: Cc Beo Hame Email
E B B & Doe lshn jrdoe @eiu.edu

«/Done | f,Add Selected | 3 Cancel

Fig. 55

The GAL (shown by the blue arrow) has a list of all Eastern PantherMail users. Now
type in a name in the box after Find (shown by the red arrow). Click in the box for the
appropriate field (To:, Ce:, or Bec:) beside those you wish to add and then click on Add
Selected, which is circled in blue. Click Done, located to the left of Add Selected. Your e-
mail will be addressed accordingly.

Tab to Subject and fill in the meaningful subject. (You should always fill in the subject
for security reasons.) Tab to the body section to type your message. When you are fin-
ished, click on Send. (Fig. 56).

Mail & Address Book E Calendar @ Tasks E] Preferences [ ] Compose|
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|

Subject:  pel

Fig. 56

Composing a new message

To send a new message, click on the Compose tab. (Fig. 56) The main window will
change to a new message. Fill in the To:, Cc:, or Bec: field with a valid e-mail address if
you know it, or if not, please see previous instructions for adding recipients. Fill in the
subject, the body section and then click on Send.



Address book tab
You may create a new contact here by

clicking on Contact. (Fig. 57).
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You will get the new contact window. The new contact window (Fig. 58) shows you what
is available to you when adding a new contact (e-mail and work information). You can see

Home listed at the bottom of the screen shot. There is also a section called Other and

Notes if you were to scroll down. There is plenty of room to fill in information about this

person.
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Once you have filled in all the data for this Contact, you will click on the Save tab,
which 1s located above New Contact. You also have the option to Cancel if you change
your mind.

New contact group

A group is used if you need to send an e-mail to several contacts at the same time. You
will use one name for the whole group. For example a faculty member might have a
group called “FCS1234 Class” that contains all the students from that particular class.
Once you've clicked on Group [circled in blue (Fig. 59)] you will get this screen. (Fig. 60).
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Work
16500 Maple Street
Charleston
IL
61920
LSA
johndoe.com
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Fig. 59
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Fig. 60

Fill in the Group Name. Select group members by finding each member in your contacts
on the right side of the screen and clicking Add Selected. Click on Save (red arrow Fig.
40) and you now have a group. You will notice that John Doe group has an icon with two
heads to designate it as a Group, not just a Contact (red arrow Fig. 59).

You may sort your Contacts/Groups in ascending/descending order by clicking on the
word Name (blue arrow Fig. 59).



Calendar tab/mew calendar

To create a

calendar, select the calendar tab which is right of the address book tab.

After selecting the calendar tab, you will see this screen (Fig. 61).
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If you wish to create a separate calendar select edit (blue arrow in Fig. 61) and click on
New Calendar (Fig. 62).
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Enter in a name and click on Create Calendar. Your calendar will now appear in the
lefthand column under the title “Calendars.” When finished creating new calendars,
select the Close option to get back to Fig. 63.
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Fig. 63

Select the calendars you wish to see in the left hand column. There are several different
calendar views (red box Fig. 63) that you may choose from such as Day, Work Week,
Week, Month, Schedule and Today.
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Adding a new appointment

To add a new appointment to your calendar, select New (red arrow Fig. 61). You will
now see (Fig. 64). Enter in details, time, and attendees if you wish, then select Save (blue
arrow Fig. 63). Your appointment now shows up on your calendar (Fig. 64). If you wish
to edit your appointment, click on your appointment to make changes and select Save.
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Tasks tab/new task list

You may use your task lists to create and track the progress of a task. In addition, you
can write notes within your task and attach files for easy access from within the task. To
create a new task list, select Edit (red arrow Fig. 65).
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Select New Task List to now see Fig. 66. Fill in the Name, select a color of choice and
click on Create Task List (blue arrow Fig. 66).
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Creating a new task
To create a new task, select the Tasks tab and click New Task (red arrow Fig. 67).
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Fill in Details and Date in (Fig. 67). Once you have filled out the information, select
Save (red arrow Fig. 68). You can edit a task by clicking on it and selecting Save.
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Other features include Signatures, Away Messages, filters for automatically putting
spam/junk e-mail in a Junk Folder and Tags, which allows users to create labels and
assign them to messages and contacts. It gives you the ability to quickly categorize mes-
sages by attaching Tags with user-defined names and colors.

For additional documentation for PantherMail Standard, please go to
www.eiu.edu/panthermail/faq.php

PantherMail Advanced
To see an example of the PantherMail Advanced interface, see (Fig. 69).
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Folder List includes the default folders such as Inbox, Sent, Drafts, Junk and Trash. It
also includes folders you might create, such as English class. (Section 1)

There are several tabs such as Mail, Address Book, Calendar, Tasks, Documents,
Briefcase, and Preferences (Section 2).

(Section 3) is the main window, which changes depending on which folder or tab you



click. Click the Refresh toolbar button here (two blue arrows) to get new mail.

To locate items faster, use the search option (Section 4). Here you can limit your search
by selecting E-mail, Contacts, Company Contacts, Appointments, Tasks, Pages and Files
and you may even select Include Shared Items. If you do not wish to limit your search,
select All Item Types.

If you would like to switch from the advanced version to the standard version, click on
Standard Version shown by the red arrow. The red circle shows you where to Log Off
when you are finished using your PantherMail.

Mail tab: Opening/replying/ forwarding messages

To open a message, double-click it. To reply or forward a message, use toolbar buttons
in Section 3.

More detailed instructions of how to use your PantherMail are located on the website.

New Tab/Composing a new e-mail

To compose a new message, click on New E-mail, which is shown by an envelope with a
green plus sign in Section 3. The new message window will appear. If you know the e-
mail address, type it in, if not, click on the To button. Select which Address List you have
the e-mail address stored in by clicking on the down arrow after Show Names From:
(blue arrow Fig. 70). Type in the name in the search box and click Search (red circle).
Highlight the name and select either To, Cc, Bee. Repeat for others and then click OK
when finished.

Select Addresses
2 Doe Search . Show names from: | Contacts v|
Contacts.
Mame | Email Name

D| | - &| Personel and Shared Contects

oL Doe, John irdoe Bei.edu Global Address List
=

L
=N
Remove
Fig. 70

Address book tab/New contact

You can create a new contact by clicking on the down arrow button on the toolbar next
to the New E-mail button and selecting New Contact or clicking on the Address Book tab
and New Contact. You will get the New Contact window. Enter in the name and e-mail
address and any additional information. There is plenty of room to fill in the information
about this person. Click on Save when finished which is right above New Contact. You
also have the option of Cancel if you change your mind.



Figure 71 shows all the other options available when selecting the down arrow next to

New E-mail.
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Address book tab/New group

A group is used if you need to send an e-mail to several contacts at the same time. You
could use one name for the whole group. For example, a faculty member might have a
group called “FCS1234 Class” that contains all the students from that particular class.
Once you've clicked on New Contact Group shown by Figure 71, you will see Fig. 72. Fill
in the Group Name (blue arrow in Fig. 72). Select group members by finding each mem-
ber in your contacts on the right side of the screen and clicking Add (blue box Fig. 72).
Click on Save above New Contact Group and you now have a group. You will notice that
your group is shown by an icon with two heads to designate it as a Group, not just a

Contact.
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Calendar tab/views

Use the icons in the red box (Fig. 73) for the different calendar views: Day, Work Week
(the view shown in the screen shot), Week, Month, Schedule or Today. To navigate to
another date or week, either use the small calendar’s forward/backward arrows (blue
boxes Fig. 73) and select a date or use the forward/backward arrows by the date in the
blue box. The last icon in the red box will quickly get you back to today.
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Calendar tab/Creating an appointment

Choose the time for the appointment and either click on “New” or double-click the time
you want.

Clicking on New gives you more choices (Fig. 74). Fill in the appropriate Subject,
Location, Start/End date/Time or it may be an All day event. If the appointment repeats,
you can select the down arrow for choices.
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Double clicking a time brings up a QuickAdd Appointment window (Fig. 75). If you
need the other options available in New Appointment, click on More Details and you will
see the preceding window. You can also schedule a meeting by clicking on the Schedule
tab. More information about this advanced feature is in the documentation online.
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Tasks tab/Creating a new task list

To create a new task list, you can select New Task List above Tasks (Fig. 76) or click on
the down arrow next to New and select New Task List. This option is available from the
New menu in any view, except the Preferences view.
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Using either method, the Create New Task List dialog box appears (Fig. 77). Enter a
name for the task list in the Name field and click OK. The task list is now shown in the
task list display.
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Tasks tab/Creating a new task

To add a new task, click Tasks on the toolbar and click New or click the down arrow
next to New and select New Task. The Tasks Detail box will appear (Fig 78). Enter in the
appropriate information. Here you may provide the Subject, Location, Priority, Progress

and Status. You also have the option to add an attachment to your task. Click Save when
finished.
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Documents tab
The Documents application is a document sharing and collaboration application that
gives you a central place to develop and organize information, images, spreadsheets, etc.,

into Document pages called Notebooks. By default, your account will include one note-
book. You can create as many additional notebooks as you need.

Documents tab/Creating a new notebook

To create a notebook, click on the Documents tab and click New or click the down arrow
next to New and select New Notebook. Using either method, the Create New Notebook
dialog box appears (Fig. 79). Enter a name for the notebook, select a location and click
OK. The notebook will be displayed in the notebook area of the Overview pane.
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Creating a new page in a notebook
You can create a page in a notebook. Open the notebook to which you want to add a

page. Double-click on the notebook in the Notebooks area of the Overview pane to open a
notebook. The table of contents page for that notebook will be displayed (Fig. 80). Click
on New shown by the red arrow in Figure 80 and a blank page will appear. Enter the
name for the new page in the Page field in the header. After composing the content of
your page, click Save. You may now proceed to format the page, or click Close to return

to the table of contents page.
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Briefcase tab/Creating briefcase folders
The briefcase application lets you copy files from your computer to your PantherMail

account. You may access these files whenever you log in to PantherMail from any com-
puter and you may also share these files with others.

Click the Briefcase tab and then click on New Briefcase on the side toolbar (red circle
Fig. 81). Type a name for the new briefcase folder once the Create New Briefcase dialog
box is displayed. Click OK when finished. Your new briefcase folder will now be displayed

under Folders on the side toolbar.
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Briefcase tab/Adding files
Uploading a file transfers a file from your personal computer to your PantherMail

account. This makes the file available any time you log into your account. To upload a
file, click the Upload File tool when working in Briefcase (Fig. 82).
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In the Upload New Files to Briefcase dialog box (Fig. 83), click Browse to find the file
you wish to upload. To add another file, click Add. When all files are uploaded, click OK.
The file is now displayed in the designated Briefcase.
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Briefcase tab/Viewing files

You may select how to view your files in your Briefcase folders. On the Briefcase toolbar
select one of the options from the View menu (Fig. 84). As you may see, there is Explorer
View, Detail View, and Column Browser View. In Briefcase, you can open files to work in
them, move files, tag files and send an e-mail with a link to a file in your Briefcase.
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Preferences tab

Your default user preferences are configured when your account is created. These
options define how your mailbox, address books, and calendar work. There are many
other options available with the Preference tab shown in the red box in Fig. 85.
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The General Tab allows you to modify your login options, theme, language, search set-
tings, and gives you the ability to change your password. Other preferences include: Mail,
Composing, Signatures, Address Book, Accounts, Mail Filters, Calendar and
Import/Export.

Preferences tab/Forwarding e-mail messages to another account

Should you wish to set up your PantherMail account so that all incoming mail is auto-
matically sent to another account of your choosing (Yahoo, Gmail, Hotmail, etc.), you may
do so by using the Preferences tab and selecting Mail (Fig. 65).



Figure 86 will be displayed. Here you are given the option to select an e-mail address to
forward a copy to. You may also choose not to keep a local copy of the message. However,
if you do wish to have a copy of the message in your PantherMail account, be sure not to
select the box marked “Don’t keep a local copy of messages.” Otherwise, your
PantherMail will bypass your EIU e-mail address and it will go directly to the e-mail
address of your choosing.

Other features for the Advanced version of Pantherfile include signatures, away mes-
sages, filters for automatically putting spam/junk e-mail in a junk folder, zimlet options
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and tags to allow users to create labels and assign them to messages and contacts. For
the complete documentation for PantherMail Advanced, go to
www.eiu.edu/panthermail/faq.php.

E-mail filters

If you are not receiving messages, check your e-mail filters by clicking on the
Preferences Mail Filters tab. Verify that you don't have a filter created that puts all mail
in Trash/Junk folder or that you've selected Discard in the “Perform the following
actions” section. This will cause all e-mails to be discarded.

E-mail safety

Don’t open attachments unless you are sure about their contents. Also, keep your anti-
virus software up-to-date. Your work-station’s antivirus program is just one of many lay-
ers of protection you have against computer viruses.

Note: You must manually empty trash; it will not empty itself automatically.

Remember, ITS will never ask for your password via e-mail

ITS would like to remind everyone that the university will never ask for username and
password information via e-mail and users should never reply to such messages. If your
e-mail account has been closed due to suspicious activity, you need to contact the Help
Desk. NEVER REPLY TO A MESSAGE ASKING FOR USERNAME AND PASSWORD
INFORMATION




Forwarding PantherMail to another e-mail account

Should you wish to set up your PantherMail account so that all incoming mail is auto-
matically sent to another account of your choosing (Yahoo, Gmail, Hotmail, etc.), you can
do so through the PantherMail Web interface.

Log on to the PantherMail web interface at www.eiu.edu/panthermail

Click the Preferences tab (Fig. 87).

‘ Searct | Emal -, wS8arch Save Advanced

(|Mal L, AddressBook [T] Calendar [¢] Tasks £ |Documents [Briefcase |- | Preferences

“JNew v  [JGetMal [JDelete ¥ B “iReply TiReplyto Ml (FPFoward [@lnk (] * T3 Clview v
Fig. 87

You will see a new group of tabs. Click the Mail tab (Fig. 88).
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Scroll down to the Receiving Messages area, go to the Forward a copy to field and enter
the e-mail address you wish to send all of your PantherMail to (Fig. 89).

When a message arrives: Play a sound (requires QuickTime or Windows Media plugin)
Highlight the Mail tab
Flash the browser title

Forward a copy to:

Don't keep a local copy of messages

Fig. 89

If you wish to also keep a copy of your PantherMail in your inbox, be sure that you do
not check the box marked Don’t Keep a Local Copy of Messages. Otherwise, your
PantherMail will bypass your EIU e-mail address and will go directly to the e-mail
address of your choosing.

Click the Save button to activate the changes you've made (Fig. 90).
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Out of Office auto-reply
To use the “auto-reply message” tool located in PantherMail: Click on Preferences tab.
Click on the Mail tab. Scroll to this section. (Figs. 91 and 92) Click in the box before
“Send auto-reply message:” Type your message in the box. Click in the box before “Start
Date” and enter a date; do the same for End Date.

Fig. 91

[ send auto-reply message:
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Fig. 92

Connecting PantherMail to your iPhone or iPod Touch
Choose Settings

Choose Mail, Contacts, Calendars

Choose Add Mail Account

Choose Other

ITS strongly recommends that you use IMAP rather than POP mail.
Enter the following information:

Name: Your name as you want it to appear in outgoing messages.
Address: Your EIU e-mail address.

Description: You can put whatever you want here.

Incoming Mail Server

Host Name: imap.eiu.edu

User Name: Your NetID.

Password: Your Eastern network password.

PantherMail tips and additional information

Reading messages and attachments

By default, the Messages pane contains a list of 25 messages per page (this may be edit-
ed in Preferences). Use the blue arrow buttons to move between pages.

1. From the Message pane, click the message to view it in the Reading pane.

2. If appropriate, click the file name of the attachment.

3. Click the Open With and OK buttons.

Note: Click the Download or Download All Attachments link to download one or all
attachments in a message.



Replying to a Message

You can reply to the sender of a message or you can reply to the sender and all recipi-
ents of the message.

1. With the message selected, click the Reply or Reply to All button on the tool bar.

Note: A new message displays with the address(es) in the header and original message
in the body.

2. Type your reply in the Body field.

3. Click the Send button on the toolbar.

Composing a new message

1. From the Messages pane, click the New button on the toolbar.

2. Type the recipient’s name or address in the To field.

3. Type a short message description in the Subject field.

4. Type your message in the Body Field.

5. Click the Send button on the toolbar.

E-mail forward settings

Note: In place of forwarding your PantherMail, you should POP (SPOP) or secure IMAP
instead. Consult with your external provider for proper setup and configuration require-
ments. Automatic forwarding of email does not absolve the account holder from the
responsibilities associated with e-mail sent to the official Eastern e-mail address.

1. From the Preferences tab, click the Mail tab.

2. From the Receiving Messages section, type the email address you want your
PantherMail forwarded to in the ...Forward a Copy To: field.

3. Click the Save button in the upper left corner.

Logging in to PantherMail

1. Logging in to PantherMail can be done by using the link from the
Eastern Homepage or by going to eiu.edu/Panthermail.

2. Log in with your NetID and password.

Adding an Attachment

1. From the new message, click the Add Attachment button on the toolbar.

2. Click the Browse... button.

3. Double-click the file you want to attach.

4. When you are finished, click the Attach button.

Adding a signature

1. From the Preferences tab, click the Signatures tab.

2. Click the Add Signature button.

3. Click the Edit button of the new Signature area.

4. Type a descriptive name in the Signature Name field.

5. Type your signature in the area under the Signature Name field.

6. From the Using Signature section, select where the signature should be placed in
your message.

Note: Select Above... to add the signature to the end of composed text or Below... to add
it to the end of an entire message.

7. Click the Save button in the upper left corner.

Mail filters

1. From the Preferences tab, click the Mail Filters tab.

2. When you are finished, click the Save button.



Creating a folder

Use folders, tags and flags to organize saved messages.

1. Click the New Folder button on the toolbar.

2. Click to select where you want to place your folder.

Note: The new folder will nest under your selection.

3. Type the name of the folder in the Name field.

4. Click OK button.

Moving messages to folders

You can quickly drag and drop messages into folders.

Follow these steps:

1. From the Message pane, drag and drop the message over the desired folder in the
Overview pane.

Adding a new contact

1. Click the New button’s pull-down arrow on the toolbar and

select New Contact from the list.

2. Enter any pertinent contact information.

3. Click the Save button on the toolbar.

Adding a new contact group

1. Click the New button’s pull-down arrow and select New Contact Group from the list.

2. Type the name of the group in the Group Name field.

3. Type the e-mail addresses, separating them with a comma, in the Group Members
list box.

4. Click the Add button.

5. Click the Save button on the toolbar.

Editing a contact or contact group

1. From the Address Book tab, select the contact or contact group to be modified.

2. Click the Edit button on the toolbar.

3. Make any necessary changes.

4. Click Save button on the toolbar.

Deleting messages, contacts, etc.

Deleted objects are placed in the Trash folder.

1. Click, drag, and drop the object over the Trash folder in the lefthand

pane.

2. Right-click the Trash folder and select Empty Trash from the list.

3. Click the OK button.

Printing messages, contacts, etc.

Use the Print button on the toolbar to ensure that what you are printing is well-format-
ted and easy to read.

1. Click the object you want to print.

2. Click the Print icon.

Creating a new tag

1. Click the down arrow next to New and choose Tag.

2. Enter a name for the tag.
3. Click OK button.



Official e-mail verification

Phishing scams continue to target university e-mail accounts. Everyone needs to be on
the lookout for suspicious e-mails asking for username and password information. It only
takes one or two people to fall victim to a phishing scam to negatively affect the delivery
of campus e-mail.

Some quick tips to avoid becoming a phishing victim:

Never respond to an email asking for password information.

Check the URL before clicking on odd looking messages to make sure it’s really .eiu.edu

Always make sure the URL ends with eiu.edu.

If in doubt, call 581-HELP for advice.

Eastern maintains a website that will tell you if an e-mail that you have received is
actually from Eastern. If you receive an e-mail purporting to having been sent from the
university and you are suspicious about its nature, go to http://its.eiu.edu/
email verification.php. If the e-mail is listed there, it is safe to open.

Macintosh software

While most desktop computers on campus have Windows operating systems, a percent-
age of Eastern faculty and staff use Apple Macintoshs and associated software. A variety
of security and office software downloads for Macintosh are available at the ITS software
download website, http://its.eiu.edu/software.php

BOOTH LIBRARY
Library technology

Computer workstations

Booth Library has 182 computers available for use throughout the building. Fifty-six of
these computers are dedicated for academic research utilizing Booth Library’s Internet
portal. The remaining computers are for academic coursework and include a multitude of
powerful software applications for Macintosh and PC. Software for many academic
courses is also installed for students to use as needed. These include:

56 dedicated reference computers

25 instructional computers

101 multi-use computers

Computers are located throughout the building in labs, classrooms, in quiet study areas
and are accessible to anyone on a first-come, first-serve basis. The main computer lab
has 58 computers and is located on the 4000 level just past the Library Technology
Services counter. Also on the 4000 level is the e-classroom with 25 computers. This
classroom is used for training workshops and presentations but is open for library
patrons to use when not scheduled for instructional use. Located behind the Library
Technology Services desk are three multimedia workstations equipped with flatbed scan-
ners, DVD burners and a wide array of audio, video, ADA software programs and graphic
editing applications. Forty workstations also are located throughout the remainder of the
building in designated study areas. Groups are asked to use workstations located on the



4000 level.
For questions about any computing resources in Booth Library, call 581-6091.

Networks

Unlimited wireless Internet access is available throughout the building for anyone with
a wireless-enabled device such as a laptop or PDA. All study tables in the building have
standard Ethernet jacks for patrons to connect their laptops. Ethernet cables are avail-
able for checkout at the Library Technology Services counter.

Technology resources

The following is a list of resources available for use:
Scanners

Digital photo cameras

Workshops

Library resources

Microsoft Office Suite

Special topics

Booth Library offers a substantial number of workshops each semester that are open to
the entire campus and local community. Reference librarians offer ongoing training of
available reference resources and databases offered at Booth Library. Library Technology
Services offers workshops several days a week on current Microsoft software and other
special topics. Each semester’s workshop offerings may be checked online at
www.library.eiu.edu/workshops/.

Class sizes are small, providing time for feedback and interaction between attendees
and the instructor. These classes are offered throughout the semester in the library's
dedicated e-classroom, which includes instructor-led demonstrations on a projected screen
as well as a computer for each attendee to use.

Off-campus users
www.library.eiu.edu/remote/
Off-campus users are invited to use the aforementioned Web site for information

regarding full access of Booth Library’s electronic resources from remote locations. Users
also can call 866-862-6684.

Contacts

Reference librarians: 581-6072

Library Technology Services: 581-6091.

Circulation Services: 581-6071

Office of the Dean: 581-6061

Ask A Librarian: www.library.eiu.edu/requests/asklibr.html

Library hours

For a complete list of hours, check the Booth Library Web site at
www.library.eiu.edu/about/hours.html or call the hours hotline at 581-6423.

Fall and spring sessions:

Monday - Thursday, 8 a.m. to 1 a.m.

Friday, 8 a.m. to 5 p.m.




Saturday, 9 a.m. to 5 p.m.

Sunday, noon to 1 a.m.

Intersession:

Monday - Thursday, 8 a.m. to 10 p.m.
Friday, 8 a.m. to 5 p.m.

Saturday, 9 a.m. to 5 p.m.

Summer session:

Monday - Thursday, 8 a.m. to 10 p.m.
Friday, 8 a.m. to 5 p.m.

Saturday, 9 a.m. to 5 p.m.

Sunday, 2 p.m. to 10 p.m.

Web-based printing

It is now possible for Booth Library and Gregg Technology Center users to send print
jobs to these print stations from anywhere. Simply create a document using your own
computer with Microsoft Word or Adobe Acrobat PDF. Then, submit the print job over the
Internet and come in within 24 hours to print your document.

Complete instructions are available on the library website at print.eiu.edu.
Remember to bring your Panther Card when you come in to print your document. At
the library, printing costs are applied to your Eastern account by swiping your Panther

Card at the print station. Alternately, one-dollar print cards are also available for pur-
chase. Cost of printing is 8 cents per page for black and white and 16 cents per page for
color printouts.

If you have questions about Internet printing, contact Library Technology Services at
581-6091 or visit their service desk on the 4000 level of Booth Library.

Printing notes

Supporting file types: MS-Word (.doc and .docx) and Adobe Acrobat (.pdf)

Drag and drop a file to print into one of the boxes.

Your print job will be transferred to the appropriate print station.

Find your print job at the print station and release it.

A unique job ID has been appended to the original file name.

All print jobs will be discarded after 24 hours.

A drop box i1s a Java applet that will automatically install when you open this page
from your browser. If you see any security warning, just accept it.

If the drop box does not work from your computer, click link for an alternate method of
sending your PDF file.

Media Services

Media Services is located in Booth Library on the 1000 level North. Services offered
include: media production, photographic services, media equipment and support to facul-
ty and staff using media in classrooms or at university functions. The Media Services
main office is located in Room 1105. Office hours are from 8 a.m to 4:30 p.m., Monday
through Friday. If you have questions about the various services, please call 581-6011 or
fax to 581-6993.

Media production
Production Services provides professional quality studio and onsite digital photography,
format transfer and conversion, large format printing and audio/video tape and disc



duplication. Note: Written clearance must be obtained from the owner of copyrighted
materials before materials can be duplicated.

Classroom technologies

Media Services provides comprehensive support for all users of the technology enhanced
classrooms. This support includes planning, installation and training in the use of new
classroom technologies, campus-wide loan of portable media equipment and facilitation of
faculty and staff use of media equipment.

Portable media equipment can be delivered to the classroom, a departmental office, a
satellite office or picked up at our location in Booth Library. Certain media equipment
may be checked out.

Repair/maintenance
The staff of Media Services provides repair and preventative maintenance of university-
owned portable and installed media equipment and systems.

Consulting

The Media Services staff has installed numerous presentation systems on campus.
Please call if you need assistance in planning, designing, specifying, purchasing or
installing media equipment in a classroom, computer lab or lecture hall.

=5 ACADEMIC TECHNOLOGY
Academic computing

Academic computing at Eastern Illinois University is under the direction of the Center
for Academic Technology Support (CATS). See http://www.eiu.edu/~cats/home/index.php.

Research and academic technology support

The mission of the Center for Academic Technology Support (CATS) is to provide
Eastern Illinois University with comprehensive services in the design, development,
implementation and evaluation of technology-enhanced materials in support of courses
and programs. CATS also supports research and development of creative, innovative and
effective uses of established and emerging technologies by the university community.

The staff members at CATS promote and support the academic use of technology at
Eastern in a variety of ways. Support for projects may be long-term or simply advisory
and short-term in nature. As a part of its overall management approach, CATS personnel
consult with faculty and staff to determine appropriate levels of assistance based on proj-
ect specifications and needs. Examples of services provided in the past have included:

Development of Web pages, online forms, spreadsheets, databases and multimedia pre-
sentations

Computer programming and scripting

Production and duplication of CD-ROMs, DVDs, and other interactive resources

Streaming video applications

Capture and editing for video or audio resources

Videoconferencing and webconferencing



Information about copyright, distance learning, ADA compliance and other technology-
related topics

Course and resource development using WebCT and other Internet-based services

Research in the use of new and emerging technologies

Student response systems

Creation of technology-enhanced materials for instruction

Personal computing/assistive technology

Gregg Technology Center Computer Lab: ADA work stations

Three of the PCs in the Gregg Technology Center are ADA machines for students with
sight and hearing impairments. These workstations utilize specialized software such as
JAWS, Win Braille, Dragon Naturally Speaking and Microsoft software. Students using
this area also have access to a Braille printer.

Also available throughout the campus is text-to-speech software known as Universal
Reader. This software can be used by those with text-based disabilities, low vision, audi-
tory learners, English as a second language learners and anyone who prefers hearing
text spoken rather than reading the screen. The Office of Disability Services, located in
Ninth Street Hall, currently uses this and other assistive technologies. If you have ques-
tions regarding assistive technologies, contact the Office of Disability Services (581-6583).

Learning spaces/computer labs

There are four general-use labs located across the Eastern campus. These labs are
available for use by all Eastern students, faculty and staff. All labs are staffed with stu-
dent lab consultants who are available to provide users with computing and printing
assistance. Lab locations are:

Lab name Location
Gregg Gregg Technology Center
Booth Lab Library 4000 Level

Lumpkin Lab Lumpkin Hall 1020

ATAC discipline-aligned labs

Discipline-aligned labs implement software designed for specific use. Frequently, the
hardware and software found in a discipline-aligned lab meets specific requirements of
an academic program. Lab locations are listed following:

Lab Name Location

Biological Science Lab Life Sciences 1130

Computer Int. Manufacturing Klehm Hall 3135
Communications Studies Coleman Hall 1781

English Coleman Hall 3120 and 3210
Foreign Language Coleman Hall 1150
Geology/Geography Physical Science 3030
Journalism Buzzard Hall 2434 and 2436
Lumpkin Lab Lumpkin Hall 1011 and 112

Video conferencing ' _ _ _
Faculty, staff, graduate assistants or students who are interested in using the Sony

PCS 1 videoconferencing system and exploring how it can be used for interactive instruc-



tion with remote sites, as well as learning its basic functionality, can now do so at the
Gregg Technology Center.

OCDI
The Online Course Development Institute (OCDI) provides faculty at Eastern Illinois

University a professional development opportunity to experience best practices in online
teaching and guidance in quality online course development. The OCDI is intended for
EIU faculty interested in developing an online course, redesigning an online course or
converting a portion of a course to an online format (hybrid course). Register online at
http://www.eiu.edu/~OCDI. For more information, contact Julie Lockett,
(jalockett@eiu.edu; 581-8449).

Technology-Enhanced Classrooms

Eastern has 205 Technology-Enhanced Classrooms (TECs) with a variety of equipment
configurations and seating capacities. These rooms create new opportunities in teaching
and learning by integrating computer, multimedia and network technology. Each class-
room includes a wall screen, video projector, CD/DVD player, audio system and computer
with a high-speed Internet connection. Many TECs also have document cameras,
Starboards and Smart Boards.

Location Number
Blair Hall 7
Buzzard Hall 21
Carman Hall 1
Coleman Hall 48
Doudna Fine Arts Center 20
Human Services Building 2
Klehm Hall 20
Life Sciences Building 3
Life Sciences Annex 13
Lumpkin Hall 10
Lantz 11
Old Main 12
McAfee 7
Ninth Street Hall 3
Physical Sciences Building 25
Taylor Hall 1
Thomas Hall 1

Based on requests from the faculty, some TECs also have a Smart Board, document
camera and/or Starboard in them. The following is a list of rooms that currently have a
Smart Board, document camera and/or Starboard:

Location Description

BLAIR 1103 STARBOARD Document Camera
BLAIR 1165 STARBOARD Document Camera
BLAIR 2103 STARBOARD

BLAIR 2165 STARBOARD

BLAIR 3103 STARBOARD Document Camera



BUZZ 1103
BUZZ 1121
BUZZ 1140
BUZZ 1302
BUZZ 1430
BUZZ 1440
BUZZ 1441
BUZZ 1445
BUZZ 1501
BUZZ 1842
BUZZ 2160
BUZZ 2430
BUZZ 2434
BUZZ 2436
BUZZ 2439
BUZZ 2440
BUZZ 2441
BUZZ 2442
BUZZ 2444
BUZZ 2445
BUZZ 2522
COLE 1120
COLE 1130
COLE 1165
COLE 1166
COLE 1255
COLE 1609
COLE 1621
COLE 1661
COLE 1721
COLE 1771
COLE 1781
COLE 2130
COLE 2140
COLE 2150
COLE 2151
COLE 2210
COLE 2609
COLE 2691
COLE 2731
COLE 2741
COLE 2750
COLE 2751
COLE 2761
COLE 3120
COLE 3130
COLE 3135

SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD

SMARTBOARD
SMARTBOARD
SMARTBOARD
STARBOARD

SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
STARBOARD

SMARTBOARD
STARBOARD

STARBOARD

STARBOARD
SMARTBOARD

STARBOARD

SMARTBOARD
SMARTBOARD
STARBOARD

SMARTBOARD

SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD

STARBOARD

STARBOARD

Document Camera
Document Camera
Document Camera
Document Camera
Document Camera

Document Camera
Document Camera
Document Camera

Document Camera
Document Camera

Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera

Document Camera
Document Camera
Document Camera

Document Camera
Document Camera

Document Camera
Document Camera
Document Camera
Document Camera
Document Camera

Document Camera

Document Camera
Document Camera



COLE 3140
COLE 3150
COLE 3160
COLE 3210
COLE 3290
COLE 3691
Doudna 0340
Doudna 0435
Doudna 1210
Doudna 1518
Doudna 1524
Doudna 2020
Doudna 2040
Doudna 2060
Doudna 2340
Doudna 2630
Doudna 2650
GREGG
HMSV 2101
HMSV 2502
KLEHM 1418
KLEHM 2040
KLEHM 2030
KLEHM 2411
KLEHM 2431
KLEHM 3104
KLEHM 3111
KLEHM 3126
KLEHM 3135
KLEHM 4335
KLEHM 4411
KLEHM 4431
KLEHM 4435
LANTZ 1025
LANTZ 1033
LANTZ 1140
LANTZ 1150
LANTZ 1160
LANTZ 1420
LANTZ 1620
LANTZ 3401
LANTZ 3409
LANTZ 3871
LANTZ 3881
LCOB 1030
LCOB 1035
LCOB 1040
LCOB 1041

STARBOARD
STARBOARD
STARBOARD
SMARTBOARD

SMARTBOARD
SMARTBOARD

SMARTBOARD
SMARTBOARD
STARBOARD
STARBOARD
STARBOARD
SMARTBOARD

SMARTBOARD
STARBOARD
STARBOARD
STARBOARD

SMARTBOARD
STARBOARD
SMARTBOARD

SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
STARBOARD

SMARTBOARD
SMARTBOARD
SMARTBOARD
SMARTBOARD
STARBOARD

SMARTBOARD
STARBOARD

STARBOARD

STARBOARD

STARBOARD

Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera

Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera

Document Camera

Document Camera

Document Camera



LCOB 1120 SMARTBOARD
LCOB 2020 STARBOARD
LCOB 2030 STARBOARD
LCOB 2041 SMARTBOARD
LCOB 2121 STARBOARD
LCOB 4015 SMARTBOARD
LFSB 1070 STARBOARD
LFSB 1080

LFBS 2011

LFSB 2040 SMARTBOARD
LFSB 2081

LFSB ANNEX 1130

MAIN 2230

MAIN 2231

MAIN 3013

MAIN 3010

MAIN 3130

Mecaf 2611

Mecaf 2621 STARBOARD
MCAFEE 1205 SMARTBOARD
MCAFEE 1205 SMARTBOARD
MCAFEE 1214 STARBOARD
MCAFEE 1341 SMARTBOARD
MCAFEE 1347 SMARTBOARD
MCAFEE 2210 SMARTBOARD
MCAFEE 2611 SMARTBOARD
MCAFEE 2621 SMARTBOARD
MCAFEE 2631 SMARTBOARD
PHYS 1060 STARBOARD
PHYS 1131 STARBOARD

Phys 1180 SMARTBOARD
PHYS 1190 STARBOARD
PHYS 1205 STARBOARD
PHYS 1411 SMARTBOARD
PHYS 2110 SMARTBOARD
PHYS 2120 SMARTBOARD
PHYS 2153 STARBOARD
PHYS 2409

PHYS 2437 SMARTBOARD
PHYS 3040 STARBOARD
PHYS 3060 SMARTBOARD
PHYS 3121 SMARTBOARD
PHYS 4020 STARBOARD
PHYS 4157 STARBOARD
PHYS 4180 STARBOARD

STARBOARD

STARBOARD
STARBOARD

STARBOARD
STARBOARD
STARBOARD

STARBOARD

STARBOARD

Document Camera
Document Camera
Document Camera

Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
Document Camera

Document Camera

Document Camera
Document Camera

Document Camera
Document Camera
Document Camera

Document Camera
Document Camera

Document Camera
Document Camera
Document Camera
Document Camera
Document Camera
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WebCT home page, located at http://www.eiu.edu/online/home/

WebCT CES8

WebCT CES8 is an online learning management system (LMS) which provides a virtual
learning environment for faculty to deliver classroom instruction to students. This soft-
ware is used at Eastern Illinois University to supplement traditional classes that meet
on-campus, as well as deliver instruction totally online. Instructors are able to manage
their course materials and use helpful resources such as Gradebook, Calendar, Quiz
Tools, and Discussion to communicate with students and share information.

WebCT CES8 interfaces more readily with Banner and increases the amount of data that
can be shared. A software program called Luminis Data Exchange (LDI) is utilized to
communicate between WebCT and Banner. For example, faculty no longer need to manu-
ally import student rosters into their WebCT account. The LDI software also allows stu-
dent schedule information to be transferred directly from Banner to WebCT. Even when
students add and drop courses, LDI makes the changes quickly so the process is more
dynamic, accurate, and up-to-date.

Faculty no longer need to request a WebCT account. Accounts are automatically created
for all registered course sections in the Banner system. WebCT accounts for non-catalog
courses can be requested at http://www.eiu.edu/online.

WebCT tutorials and training videos can be found online by selecting “Faculty
Resources” on the WebCT log-on page at http://www.eiu.edu/online. Registration for
TECnet technology training sessions is available for WebCT at http://cats.eiu.edu/
training/registration. Just click on “Workshops” to sign up.

WebCT CES contacts at CATS are Julie Lockett, Galockett@eiu.edu, 581-8449) or
Antoine Thomas, (arthomas@eiu.edu, 581-8397).
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ITunes U

“) EASTERN ILLINOIS UNIVERSITY ™

classes, events and experiences with the world

TR,

Eastern’s iTunes U Web site is accessible at http://www.eiu.edu/itunesu/

1Tunes U is short for iTunes University. Organizations and institutions like EIU can use
1Tunes U to store audio and video resources, as well as make them available for download
and distribution. iTunes U currently has over 100,000 educational audio and video files
available.

Eastern’s iTunes U page includes information specific to students plus sections
relating to schools and colleges, along with other university information.

As an 1Tunes U site, EIU has two options for allowing the viewing of media through its
public and private accounts. Private accounts pertain to courses, where in order to view
the media, students enrolled in a class must use their username and password to login.
All other accounts would be identified as public accounts, which means the information is
readily available to the general public to search, view, subscribe to, and download.

In order to access the resources, a person must use iTunes media player, which i1s avail-
able for both the MAC and PC via free download from Apple’s website. The iTunes player
plays the media on your computer, but it is also a stand-alone player which does not
require the video to be viewed in a Web-browser window like Flash videos.

For additional information, your iTunes U contacts at CATS are Julie Lockett (jalock-
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ett@eiu.edu, 5818449), Pete Grant (pagrant@eiu.edu, 581-8398), or Antoine Thomas
(arthomas@eiu.edu, 581-8397).

TurningPoint

TurningPoint is the EIU campus standard for student response systems. EIU faculty
members now have the option to require students to purchase the keypads for use in
class. These keypads will be available for purchase in the EIU Union Bookstore.

TurningPaint’
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The TurningPoint homepage can be accessed at http://www.eiu.edu/~turningpoint/

Faculty use TurningPoint because it integrates with PowerPoint in order to do class
polling, take attendance, get feedback about what is being discussed and testing. Class
responses may be displayed on the screen, which makes classroom assessment more effi-
cient and accurate.

Channel setting for ResponseCard RF

1. Press and release the “GO” button.

2. While the light is flashing red and green, Enter 2 digit channel code

(Gle. Channel 1 = 01, channel 21 = 21).

3. After the second digit is entered, press and release the “GO” button.

4. Press and release the “1/A” button. The light should flash yellow to confirm.
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Elluminate

f Luminate

Where Bright ideas Meat,

=

Like WeCT 8, Elluminate provides a virtual learning environment for students to
receive classroom instruction from faculty. It is built specifically for live, multimedia,
many to many collaboration that not only ensures that all users are in sync, but also that
all users, including those with disabilities, get a richer, more interactive learning experi-
ence. Featuring two-way audio, high resolution video, and shared whiteboards to applica-
tion sharing, recording and breakout rooms, Elluminate is built to both enhance and
transform the teaching-learning experience.

Turnitin

Turnitin i1s a tool for both faculty and students to enhance the writing process. Created
from the collective efforts of researchers, teachers, mathematicians and computer scien-
tists at UC Berkeley, the Turnitin program has helped with the detection of improperly
cited written works using an Internet-based electronic service.

Turnitin @EIU: Purpose and Philosophy

P About

This tool assists both undergraduate and graduate students in creating authentic and
original written works. The tool also helps educators instruct students how to properly
cite and reference resources used in the creation of their written works.

Eastern Illinois University acknowledges the use of Turnitin as a learning and evalua-
tion tool. The goal is to provide students with the necessary skills and knowledge to suc-
cessfully and properly cite references while composing original and authentic written
works for classes and professional publications.

Citrix
Citrix is an application server and software services package which enhances applica-

tion and data access over networks and the Internet. In application serving, software
applications reside and execute on the server. Keystrokes, mouse clicks, and screen



updates travel the network between the server and the end user's device. This enables
high-speed performance of software on a device, no matter how old. This centralized
application management approach to software distribution allows delivery of productivity
and instructional software across any platform to any device on or off campus, as long as

Internet access 1s available.
Logging in

Open a Web browser and go to http://www.eiu.edu/~cats/citrix/

Instructions specific to Students and Faculty / Staff are displayed at the main entry

page:

Once logged in, Citrix will check for the appropriate Citrix client software installed on
your computer. If it finds none, you will get an option to install it.

“} EASTERN ILLINOIS UNIVERSITY™

View a video about Citrx here,

Citrix access is available at http://www.eiu.edu/~cats/citrix/

EIU Citrix XenApp Web interface applications

Acrobat 8 Professional
MS Access 2003&2007
MSPowerPoint 2003&2007

Acrobat Reader 8
MS Excel 2003&2007
MS Word 2003&2007

SPSS 15&17 Dreamweaver 8
Dreamweaver CS3 MS Publisher 2003&2007
Flash CS3 INlustrator CS3

InDesign CS3

SALT 2008 IV
InDesign CS4
Illustrator CS4

Flash CS4 Professional
Fireworks CS4

After Effects CS4
Soundbooth CS4
Encore CS4

Adobe Device Central CS4
Version Cue CS4

Photoshop CS3

SnaglIT 7.1

Photoshop CS4

Acrobat 9 Pro
Dreamweaver CS4
Contribute CS4

Adobe Premiere Pro CS4
Adobe OnLocation CS4
Adobe Bridge CS4
Dynamic Link

Faculty/Staff Technology at Eastern



Web Office

The Eastern Illinois University Web Office is a newly-created entity designed to assist
the campus community with all its Web-related needs.

Assistance 1s available to the university’s academic departments, faculty members and
student organizations as they strive to take full advantage of their space on the Web.
Following is just a sampling of the services available:

Creation of new websites.

Help in updating an existing website.

Event advertisement setup on EIU’s website.

Management of the eiu.edu calendar.

Web development (surveys, forms, etc.)

E-mail newsletters.

Assistance with creating or editing written Web content.

Contact Ryan Gibson at 581-7990 or e-mail rwgibson@eiu.edu.

Podcasting

Podcasts are professional and homemade media broadcasts available on the Internet.
Unlike traditional radio shows with set schedules, podcasts can be listened to at any
time.

In its most popular form, podcasting is a way for people to selectively subscribe to audio
content over the Internet. This media content can then be automatically downloaded to a
computer or mobile device. Think of a podcast as a radio show that you can listen to
whenever and wherever you want. The content may display images synchronized with
audio track. Also, chapter markers can be embedded that allow listeners to jump to spe-
cific sections of content.

Podcasting can also be used to distribute PDF's, graphics and digital video. This pro-
vides a convenient, subscription-based model for distributing educational materials.

A podcast’s RSS feed is updated each time a new media file is published. An aggregator
for podcasts (such as iTunes) is used to subscribe to the RSS feed. The software automati-
cally checks for and downloads new audio files. The file can then be synched to a digital
audio player. It is the convenience of this subscription model that sets podcasting apart
from other audio available on the Internet.

The process of podcasting consists of recording the audio or video content, publishing
the media to a RSS feed and providing your audience (students) with the Web address
they need to subscribe to your podcasts.

Your podcasting contact in CATS is Danny Harvey, (dpharvey@eiu.edu, 581-8389).

TECnhet

Instructional technology-related professional development, training activities and infor-
mational seminars are available to Eastern faculty and staff under the umbrella of
TECnet. TECnet is a network of individuals on campus working together to help others
increase their knowledge levels and enhance their skills to effectively integrate technolo-
gy into the academic programs. To view the latest TECnet schedule or to register for a
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TECnet workshop, informational session or presentation, you can use the TECnet Online
Registration system, by selecting the “Online Registration” link at
http://[www.eiu.edu/~cats/tecnet/index.php.

TECnet training manuals and videos

TECnet training manuals and videos (including WebCT) are available online through
WebCT. To access the manuals, log on to WebCT (http://online.eiu.edu/). Find TECnet
training on the course list. If TECnet training is not listed, send an e-mail with a request
to access the TECnet Training Manuals to cats@eiu.edu.

CustomGuide online software training

Self-paced, online training is available through CustomGuide for the following Microsoft
programs: Word, PowerPoint, Excel, Access, Project, Outlook and Windows. Training is
also available for computer basics and Mac OSX Tiger. To obtain an account, e-mail Julie
Lockett at jalockett@eiu.edu. Include your name, e-mail address, position title, depart-
ment and phone number. After you receive your account, go to http://login.
customguide.com/EasternlllinoisUniversity to access the online training.

Quick reference guides
The following computer software and technology-related quick reference guides can be

downloaded, printed and used as a reference for your computer needs:
Microsoft, Adobe and MAC Quick Reference Guides

Other guides:

Access 2007
PowerPoint 2007
PowerPoint 2008
Project 2003
Project 2007
Publisher 2003
Publisher 2007
QuickBooks 2005
SharePoint 2007
Visio 2003

Visio 2007
Windows Vista
Windows XP
Acrobat 8
Dreamweaver CS3
Fireworks CS3
Flash 8

Flash MX
Photoshop Elements
AppleWorks 6
Dreamweaver CS3
Dreamweaver MX
Entourage 2008
Entourage X
Excel 2004

Excel 2008

Access 2003
PowerPoint 2003
Pocket PC 2002
Excel 2003

Excel 2007

Excel 2008
FrontPage 2003
InfoPath 2007
Internet Explorer 6
Internet Explorer 7
Office 2007
OneNote 2007
Outlook 2003
Outlook 2007
Acrobat 7
Dreamweaver 8
Dreamweaver MX
Fireworks MX
Flash CS
Photoshop CS3
Photoshop Elements 6
MAC OS X

MAC OS X Panther
MAC OS X Tiger
Photoshop CS3
PowerPoint 200
PowerPoint X
PowerPoint 2008


jalockett@eiu.edu
http://login.customguide.com/EasternIllinoisUniversity

Excel X
Fireworks CS3
Fireworks MX
Flash CS3

Mac OS 9
ECDL Module 1
ECDL Module 3
ECDL Module 5

Word 2000

Word 2008

Word X

Flash MX
Computer Basics
ECDL Module 2
ECDL Module 4
ECDL Module 6

ECDL Module 7 Firefox 2
HTML 4 Palm 0S4
Palm OS5

CourseCast

CourseCast is designed specifically to be used in three recording scenarios: lectures uti-
lizing Power Point presentations, lectures using screen capture presentations, and high-
definition, two-camera presentations for faculty who prefer to use the blackboard. All
recordings are created with one or two video cameras, two computers, one videographer
and a network server connection that simultaneously links the presenter’s visual presen-
tation with a video capture of the lecturer. After the taping is complete, the video is
uploaded to the local server for compression. The complete lecture can then be viewed
online anytime and displays a split-screen video and a list of time segments that can be
accessed easily for interactive viewing by students.

Interactive videos of courses can be viewed repeatedly by students and in future semes-
ters. The software not only allows daily lectures to be available to administrators in cre-
ating online courses, but taped lectures can be available for use by any classes for review
or study purposes. The software can also be utilized to preserve important symposiums
for use by future students and scholars. Contact Antoine Thomas (arthomas@eiu.edu,
581-8397) or Chad Elliott (cpelliott@eiu.edu, 581-8340) at CATS for more information
about CourseCast.

Training facilities

CATS Training Lab

The CATS Training Lab (1214 McAfee) is the location for TECnet training workshops in
the use of software packages such as WebCT, Microsoft Office, Macromedia and Adobe.
The lab houses 16 iMac Workstations, running both Mac and PC software, along with an
instructor presentation station. Other presentation tools include TurningPoint,
SMARTBoard and a document camera. Anyone on campus wanting to use the facility for
training purposes should call the CATS office (581-8396) to make arrangements.

The Gregg Technology Center Training Classroom

The Gregg Technology Center now has the capability of converting part of its space into
a training area. This training area consists of 25 computers, video/data projection,
Starboard, SMART Board, a document camera and Wi-Fi technology. Departments may
schedule this area for classes and training by contacting Don Braswell
(djbraswell@eiu.edu; 581-7633) in the Gregg Technology Center.
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Student Technology Training and Support

Student Technology Training is a service of Gregg Technology Center (GTC) that pro-
vides EIU students technology demonstrations, training, and references that will advo-
cate a total integrated learning experience by enhancing technology skills used to com-
plete coursework, conduct research in labs, complete service learning activities, and
achieve personal development. Training sessions are offered each semester in the GTC
training classroom and in-class by instructor request. A semester schedule of training
session topics, dates, and times are available at www.eiu.edu/~stt. A collection of technol-
ogy resources 1s also continuously updated on EIU iTunesU which can be accessed at
www.eiu.edu/itunesu >Go to EIU on iTunesU > confirm the launch of iTunes with your
computer > Academic Affairs > CATS > Student Technology Training.

KeyServer

KeyServer is a software license management tool that allows a person to log, meter and
control usage of application programs. This approach provides a way of making sure
licensed copies of an application are made available to users when needed. Another bene-
fit to this planned approach is the potential to reduce funds being spent unnecessarily on
software purchases for every workstation.

The management software correctly administers site licenses, single-use licenses and
concurrent-use licenses for Windows, Apple and Thin Client (CITRIX) applications. This
software also allows administrators to define their own custom license limits and restric-
tions based on user-group affiliation, user location and authentication tests. In essence,
this means that different groups can schedule copies of the software or individuals in
advance for certain times of the day. This would be useful for scheduling training ses-
sions or for instructors to schedule the use of a specific application in a computer lab dur-
ing a class period.

The KeyServer currently manages licenses for many of the Adobe and Macromedia
products, as well as some specialized software which has been requested by the universi-
ty community at various times. KeyServer manages the following licenses:

Adobe Acrobat 6.0 Professional

Adobe Acrobat 7.0 Professional

Adobe Illustrator 10.0

Adobe Premiere Pro

Adobe Photoshop 7.0

Adobe Indesign CS

Adobe PageMaker Plug-in for Indesign
APA Style

Macromedia Contribute

Macromedia Dreamweaver MX 1 (Mac)
Macromedia Dreamweaver 2004 MX (PC)
Macromedia Fireworks MX 1 (Mac)
Macromedia Fireworks 2004 MX (PC)
Macromedia Flash MX 1 (Mac)
Macromedia Flash 2004 MX (PC)
Macromedia Freehand MX (Mac)
Macromedia Freehand 2004 MX (PC)
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Microsoft Access (Office 2003) (PC)
Microsoft Excel (Mac)

Microsoft Excel (Office 2003) (PC)
Microsoft PowerPoint (Mac)
Microsoft PowerPoint (Office 2003) (PC)
Microsoft Word (Mac)

Microsoft Word (Office 2003) (PC)
OpenMind 2

Mediator 8

Camtasia Studio

Snagit Screen Capture

SPSS (PC)

SPSS (Mac)

Real Presenter

To have Keyclient installed, call the ITS Help/Service Desk and tell them you want
access to the KeyServer and what software you want access to. An e-mail will be sent to
the KeyServer Group, and your request will be assigned to either a Gregg Technology
Center member, an ISS or an ITS technician.

To ensure that the software needed for classes is available, each faculty member should
contact Michael McBride (mlmcbride@eiu.edu, 581-7632) as soon as possible to reserve
the software for their classes. Administrators need to know the day of the week, time of
day and the number of copies needed to be reserved.

Microsoft Campus Agreement

Eastern Illinois University and Microsoft have signed an agreement to provide reduced-
cost volume licensing for Microsoft Windows and Office software for employees for work-
related purposes on non-EIU PCs.

Under terms of the campus site license agreement, university faculty and staff will
have access to the most up-to-date versions of these software bundles at work and Office
only at home, at significant savings.

The agreement applies to current versions of Microsoft Office Enterprise 2007 for PCs
and Microsoft Office 2008 for Macs, as well as the current version of Windows Vista
Enterprise. In addition, the agreement includes downgrade rights to Windows XP and
Office 2003 for PCs and Office 2004 for Macs. (XP downgrade would be useful in restoring
or rebuilding older computers with insufficient capacity for running Vista, for example.)
Other software includes Visio, Project and OneNote.

The ITS project Web page can be viewed at:
http://its.eiu.edu/microsoftcampusagreement.php
The software downloads are available at:
https://services.eiu.edu/downloads

Be sure to follow setup instructions.
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ATAC

The Academic Technology Advisory Committee (ATAC) provides a universitywide forum
for discussion of technology issues and the development of recommendations for strategic
direction concerning the use of academic communication, computation, information and
mstructional technologies. The funding is provided by the student Computer Technology
Fee and is dispersed by ATAC to provide equipment, software and services for the tech-
nology enhanced classrooms and computer labs in order to enhance the learning of the
students attending Eastern.

ATAC has subcommittees, ad-hoc committees and task forces as deemed necessary. The
standing subcommittees are (1) Academic Technology and Instructional Support, which
provides a practical, problem-solving forum for instructional support and technical sup-
port staff; (2) Student Technology Fee, which makes prioritized criterion-referenced and
standards-based recommendations for the use of revenue derived from the computer tech-
nology fee; and (3) Coordination of Technology Resources, which reviews the process and
make suggestions for coordinating efforts relative to the selection, purchase, delivery, and
installation of technology resources for campus programs and technology initiatives on
campus.

Technical support

Technical specialists provide technical expertise to the various colleges that comprise
Eastern Illinois University. Each performs a variety of technical support services directly
for their faculty constituents. These include:

Establishing technology priorities for the various colleges in consultation with the
deans.

Planning and management of technology to support instruction and research in the col-
leges.

Assisting units in determining software needs.

Installing hardware and software.

Installing peripherals.

Troubleshooting software and hardware problems.

Managing servers.

Providing support for department servers

Providing instructional support concerning WebCT and other instructional software.

Managing departmental Web sites

Consulting with departments concerning departmental Web sites

Training and coordinating student lab employees.

Representing the colleges on committees concerning technology and academic comput-
ing

Serving as a liaison for the colleges to ITS, Media Services, CATS and the Academic
Technology Advisory Committee.

Contacts:

Lisa Dallas, Lumpkin College of Business
(Imdallas@eiu.edu, 581-3716)

Tom Grissom, College of Education and Professional Studies (gtgrissom@eiu.edu, 581-
3823)
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Doug Lawhead, College of Arts and Humanities (rdlawhead@eiu.edu, 581-8368)
(Macintosh)

Jeri Matteson-Hughes, College of Arts and Humanities (jmhughes@eiu.edu, 581-6303)
(PC)

George Lesica, College of Sciences (gtlesica@eiu.edu 581-7376)

Cathy Brachear, School of Continuing Education (cmbrachear@eiu.edu, 581-8404)

Cheryl Clapp, School of Continuing Education (csclapp@eiu.edu, 581-7227)

CONTINUING EDUCATION

Eastern’s School of Continuing Education creates and delivers excellent student/con-
sumer-sensitive programs through accessible educational delivery systems. These out-
reach programs greatly enhance opportunities for cultural, educational, and professional
development for individuals seeking continuing education. Recognizing the rapidly
changing educational needs of society, the unit extends the academic resources and serv-
ices of the university beyond campus boundaries, both national and international, in a
cost-efficient manner to provide access to on- and off-campus programs.

How online courses work

Online courses are offered via the Internet. The minimum requirement for students to
participate in an online course is access to a computer, the Internet, and motivation to
succeed 1n a non-traditional “classroom.” Online courses provide a convenient method of
course delivery. The ability to access a course from a home computer via the Internet, 24
hours a day, seven days a week is a tremendous opportunity for adults to reach their aca-
demic and career goals! The School of Continuing Education provides both credit and
non-credit options:

Requirements:

Access to the Internet is the student’s responsibility, not the responsibility of Eastern
Illinois University.

Specific software may be required; contact the instructor prior to registration.

At the instructor's discretion, you may be required to be present for the midterm and/or
final examination, or arrangements could be made for the test to be proctored.

All technology delivered courses require registration a minimum of seven days prior to
the first day of class.

Students will not receive written notification for these classes.

All instructions for technology delivered classes are posted on this off campus Web site.

Students should go to their PAWS account and select “Student Passwords and Keys” to
view necessary information about their EIU e-mail, WebCT and library accounts.

All students should use their EIU e-mail account for Internet classes. For more infor-
mation visit: http:/www.eiu.edu/vce/student/.

More information

Continuing education and distance learning students will also find important informa-
tion pertinent to themselves — such as WebCT and Elluminate — in other sections of
this guide.
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Computer repair

Eastern offers a repair service on campus for students’ personal computers through
Advanced Microelectronics Inc. AME does warranty work on IBM, Compaq, Apple and HP
(except Pavilion and Presario) computers. AME does non-warranty work on the same mod-
els, plus Dell computers. Warranty and non-warranty services also are available for HP,
Epson and Lexmark printers. Equipment must be dropped off at the ITS Help/Service Desk
satellite branch in the basement of the Student Service Building. Fees start at a minimum
of $65.

Bookstore discounts

Students, faculty and staff may take advantage of educational discounts on computers and
software at the University Bookstore, located in the Martin Luther King Jr. University
Union. Printers, cables, flash drives, security cables and other technology products are also
available.

See www.eiubookstore.com/ for more information.

Telecommunications

The EIU Telecommunications Office provides all on-campus phone-related services for
both student and administrative customers. The office is located in Room 3040 in the
Student Service Building (north of MLK Union), for assistance with your on-campus phone
services.

Telephone Services

Local phone service

A telephone line is provided with each residence hall room. Local dialtone is available
and ready to use upon your arrival. All you need to do is bring your own phone.

Additional calling features

In addition to standard dial tone, the Eastern Telecommunications Office provides
many of the same calling features that you are accustomed to receiving from your local
phone company.

Call waiting: Free

Caller ID number display: $10 + tax/per semester

Calling name display: $5 + tax/per semester

Voice mail: Free

Phone repair

If your telephone line is not working properly, you should contact your residence hall
front desk.

Long distance

When dialing outside of Charleston, you will be required to enter a PIN number.

Your eight-digit personal PIN number is available to you by coming to the
Telecommunications office, which 1s located in Room 3040 of the Student Service



Building. Please note that you will need to bring a valid ID.

Your PIN number is used to bill your long distance calls directly to you. You are
responsible for all billing on your PIN number, so keep your number confidential. Don’t
share it with anyone, and keep it in a safe place.

Eastern’s Telecommunications Office provides competitive long distance service in con-
junction with Consolidated Communications. You can call anytime and anywhere (in the
U.S.) for just 10 cents per minute. There are no monthly fees or connection surcharges.

Dialing instructions

On campus: Dial the seven-digit phone number.

Off campus local numbers (in Charleston): Dial the seven-digit phone number.

Off campus long distance (Inside the 217 area code): Dial seven-digit number. Wait for
three beeps. Dial your PIN number.

Outside the 217 area code: Dial 1 + area code + seven-digit number. Wait for three
beeps. Dial your PIN number.

Toll-free numbers: Dial 1+10-digit number. Wait for three beeps. Dial PIN number.

International dialing: Dial 011+country code+city codetnumber. Wait for three beeps.
Dial PIN number.

Collect calling or third-number billing (within the 217 area code): Dial 0 + 217 + seven-
digit phone number. Wait for three beeps. Dial PIN number. Wait for the operator to
answer. Give the operator the special billing instructions.

Collect calling or third-number billing (outside the 217 area code): Dial 0 + area code +
seven-digit phone number. Wait for three beeps. Dial PIN number. Wait for the operator
to answer. Give the operator the special billing instructions.

More details about telecommunication availability at Eastern can be accessed at
www.eiu.edu/~telecomm/

BlackBerry service

A BlackBerry is a handheld wireless device created by Research in Motion (RIM). A
BlackBerry will read e-mails and calendars from enterprise-class e-mail systems, such as
Eastern’s Exchange service. Most models also function as cell phones.

While a BlackBerry is a type of personal digital assistant (PDA), it is not meant to be
used in the same way as a Palm Pilot or PocketPC. Those devices are literally miniature
computers that in some cases happen to have e-mail capabilities. A BlackBerry is an e-
mail/calendar reading device with some PDA abilities, and in most cases cell phone abili-
ties. Also, a BlackBerry come with complete alphanumeric keyboards; many PDAs do not.

At Eastern, BlackBerry service consists of the BlackBerry device and e-mail redirection,
managed in one of two ways:

The BlackBerry Enterprise Server (BES), which works directly with the Exchange serv-
er. ITS recommends this option.

The BlackBerry Desktop Redirector runs on your personal computer and redirects mes-
sages as they arrive in your desktop mail program (ITS recommends Outlook) You can
use this option with any Outlook mail setup.

A BlackBerry receives e-mail through the following process:

1. The mail account receives the message.

2. The redirector looks in the e-mail account, finds the message and forwards it to the
BlackBerry service provided by RIM.



3. RIM’s BlackBerry service sends the message to the wireless data network.

4. The wireless data network provider sends the message in a wireless signal to the
BlackBerry device. (You must be in a data coverage area to receive mail.)

5. The BlackBerry receives the signal and displays the message.

A BlackBerry sends mail in the reverse of this process. The BlackBerry device sends the
message to the wireless data network provider. The provider forwards it to RIM’s
BlackBerry service, which in turn sends it over the Internet to the redirector (either the
BES server or desktop software). The redirector then sends the message to your e-mail
account, from which it is sent over the Internet to the recipient.

For further information, contact Cheryl Crowdson at 581-7999 at the ITS Help Desk.

Computer acquisitions

Faculty and staff can purchase EIU computers with the assistance of Information
Technology Services.

1.Use Dell’s, HP’s or Apple’s sites for special pricing for Eastern.

2. Check to see if you need a new LAN drop or faceplate.

ITS recommends Windows XP Professional or Vista.

If you have additional configuration questions, please contact the Help/Service Desk at
581-HELP.

New computer pricing

Dell

Under “Set up your Dell Profile,” contact Connie Downey in Purchasing via e-mail
cedowney@eiu.edu, to set up your Dell profile.

You will be redirected to the EIU Dell site where you will be able to select the machine
you need.

Select the item you are interested in from the menu or the page.

Customize the item as desired.

Click “Save as e-Quote” at the bottom of the page

Fill out the information as requested and as prompted.

Apple

To access/navigate Apple Web site, go to http://www.eiu.edu/~purchase/computers.php

Select “Apple-Higher Ed.”

To order a Macintosh system, call Mitch Coe at the University Union Bookstore 581-
6024.

HP

For information about ordering HP computers, check the Department of Procurement,
Disbursements and Contract Services Web site at
http://www.eiu.edu/~purchase/computers.php for information as it becomes available.

Ordering software

Order software at the time your computer is purchased, or later through your depart-
ment.




LAN drop and faceplate information

Facilities Planning and Management has a $450 installation charge for each new face-
plate, so be sure there is not an available faceplate behind a bookcase or hidden else-
where in the room. The following information must be provided:

Building

Room number

Contact person

Contact’s e-mail

Billing account

Have the request approved by the department head. Call the Help/Service Desk at 581-
HELRP if needed.

Operating systems

Versions of Windows recommended by Information Technology Services

Vista Enterprise and Ultimate; Windows 7 Premium.

Recommended minimum hardware requirements for Windows Vista Enterprise and
Windows Vista Ultimate

1-gigahertz (GHz) 32-bit (x86) processor or 1-GHz 64-bit (x64) processor

1 GB of system memory

Windows Aero-capable graphics card

Note: This includes a DirectX 9-class graphics card that supports the following:

A WDDM driver

Pixel Shader 2.0 in hardware

32 bits per pixel

128 MB of graphics memory (minimum)

40-GB hard disk that has 15 GB of free hard disk space (the 15GB of free space pro-
vides room for temporary file storage during the install or upgrade.)

Internal or external DVD drive

Internet access capability

Audio output capability

Requests to clean hard drives
Requests may be made online at:
http://its.eiu.edu/Request2.pdf
Please provide the following information:
Reason
Change of users (dean, director, chair)
Other (specify)

Unit to be cleaned

Name of PC’s prior user
Department/building/room number
Requestor information

Person requesting erasure

Phone number

Date requested for erasure
Department

For record retention:

Unit 1s backed up to




Date backed up

Person responsible for backup

Before any unit can be cleaned, it must be backed up to a shared drive or other elec-
tronic media, and the signature must be obtained to ensure no information is lost for
auditing/litigation purposes.

Supervisor’s approval (person authorizing erasure) also is required

Please call the ITS Help/Service Desk at 581-HELP with any questions about this pro-
cedure.

Sending computers to surplus

Contact university movers to move computer from user location to the ITS scrubbing
area.

Units will be updated in inventory, hard drives will be scrubbed and scrubbed surplus
units will be moved to warehouse or then redeployed to new user or sent to CMS in
Springfield. To obtain a surplused computer, contact Ron Mathenia at Property
Management 581-7111. You must fill out a moving tag to send a computer to surplus.

Knowledge Bank

The Knowledge Bank is a collection of great ideas from the employees at Eastern
Illinois University. It is designed to provide unofficial but very useful tools to help people
do their day-to-day job. You are welcome to take tools you find here and make whatever
adaptations necessary to make them useful to you. If you find information here that you
feel is contrary to established Internal Governing Policies, Board of Trustees regulations,
negotiated labor agreements or any other governing laws or policies, please notify the
appropriate university office as soon as possible for clarification. No information con-
tained in this Knowledge Bank supersedes established directives.

LogMeln

Information Technology Services now uses an application called LogMeln to speed serv-
ice calls on faculty and staff desktop computers.

LogMeln allows Help/Service Desk service technicians to remotely access your comput-
er and make needed software fixes, updates, virus cleanups, program repairs, etc., saving
time and speeding resolution of your situation. Your machine must have a network con-
nection. You, the user, must grant access to your computer, and you retain control at all
times and may terminate the session at will. LogMeln is Web-based, and no software
need be downloaded onto your computer. A Help/Service Desk technician will guide you
through the process if you agree to participate in a LogMeln session. Contact the
Help/Service Desk at 581-HELP (4357).

Back up your files

Equipment and software can fail. To avoid losing important data and work, you should
back up your files. The safest place you can keep critical data files in on a network serv-
er. (Remember, if you back up data on a CD or portable drive, you run the risk of theft or
loss.) Not all employees at Eastern have access to network servers, however. Consult your
department’s instructional support specialist to learn if you have access to network stor-



age. Be particularly careful about backing up sensitive data on portable, plug-in “thumb
drives” as these can be easily lost or stolen.

Important online links

ITS Help Desk
http://its.eiu.edu
Primary source for technology support on campus

Information Technology Services

http://its.eiu.edu

Announcements, tutorials and important information regarding ITS policies, procedures
and information

Center for Academic Technology Support (CATS)
http://www.eiu.edu/~cats/home/index.php
Primary resource for academic technology

Technology Resources on Campus
http://its.eiu.edu/technologyresources.php
Information regarding academic technology

Booth Library
http://www.library.eiu.edu







