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Email And Calendar






Titan Mail i Emaill

Explanation:
The email and calendar program used at UW Oshkosh is a web based system. Access can

be gained from any computer with an internet browser. Additionally all emails, appointments,
contacts, etc are stored on a server, not on your individual hard drive. In the event your
computer crashes, those emails will be safe.

Contact Information

Person: Academic Computing Help Desk
Phone: x3020
Email: acshelp@uwosh.edu

Campus Web Address

Log in: https://webmail.uwosh.edu/uwc/auth
Information: https://webmail.uwosh.edu/uwc/auth

First Log In

1.

No o

8.

You are not able to log into the Titanmail system

until you change your password from the default,

University-issued, password to something of your
choosing.

Click Change Password

You will be directed to the change password web

page.

Enter your username into the box provided. In most Titan Mail Help

cases, your username will be the first seven

Userdame: |

Passwaord: |

Click Here

Change Password

characters of your last name (less, if you have a short last name) and the first letter of
your first name. Example: Prince Charming = charminp

If unsure, check the corporate directory for your exact username.

Enter your seven digit Titan ID number in the Old Password box

Choose a new password and type it into the new password box Please be aware of the

rules for new passwords
e Atleast 7 characters

Not a word found in the system dictionary
Not the same as the username

No consecutive same characters
At least one character from three of the
following categories:

e Upper Case (A-2)

e Lower Case (a-2)

e Numbers (1-9)

e Special characters (!@#$%"&* +,-./)
Retype your new password into the box labeled
Validate New Password

Galendars About UW Oshkash Academics Admissions Ubrary Resources Administration

Important Links:
ACADEMIC COMPUTING
PASSWORD GUIDELINES
UW OSHKOSH HOME

Password Change

word:
Submit Query



mailto:acshelp@uwosh.edu
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9. Click Submit Query

10. A page will show saying your password has been changed successfully with a link to
Titan Mail

11.Click the Titan Mail link

12.You will now be returned to the regular log in screen

Log on to Titan Mail
1. Enter your username into the appropriate box. In most cases, your username will be the
first seven characters of your last name, (less if you have a short last name) the first letter
of your first name. Example: Prince Charming = charminp
2. Enter your password into the appropriate box.
3. Click Log In

Titan Malil Interface

Communications [ Primary Tabs @ﬁ"““
welcome Training Home Log Out Help Mail
Mail | Calendar = Address Book = Options Secondary Tabs Current Fulder:llnbm{ 'l
iCompose & Get Mail & External Mail @Search/ view: [Default =] quick Search: | EZE] Reset
1 | Actions x| Imoveto Foider.. x| [1Unread] | 1- 1 7| of 1 Messages
Quota : 0% of 150MB E ilm
1 From- Subject— mall llessage Received v Size—
3%@“""”9“-9”“ ! [} mq Training Sample Email 3152007 :02pm 110K
7 Drafts | Actions | Imoveto Foider.. x| [1Unread] |1 -1 7] of 1 Messages

] Rename Falder

7 Sent
{8 Trash Folders
#)Manage Folders y

Important Information

1. Titan Mail is a web based program, it operates with a series of windows that open when
various commands are given. Pop-up blockers will prevent titan mail from working
properly. To ensure full usage, make sure pop-ups are allowed on this site.

2. When new windows are opened, they are most often not full size. If you are unable to
see some buttons described, maximizing the window may help.

3. The Log Out Button, located near the top of the screen will be used to exit the program.
When finished using Titan Mail, do not close the window until after you log out.

4. Notice the AHomeo button at the top of the pa
within the program, this button will always return you to your inbox.

5. The Help button is also at the top of the screen, this button will help answer some
guestions and problems.

6. Notice that there are primary tabs for each portion of the program. There are secondary
commands that relate to the primary tab that is currently selected.

7. Folders are displayed on the left side of the screen. New folders can be created to store
important emails that need to be saved.

8. Unread messages are listed with bolded text, once a message has been read the text will
appear normal.




Composing a Message
1. Open the Email portion of the program byclic ki ng on t he AMail 0 pri |
2. Click the AComposeod button
3. The New Message Window will open.

4.  Enter the email addresses of message recipients in the TO field. (Note: if recipients are
on campus you do not need to include @uwosh.edu) You may access the address book
by clicking the blue TO link.
5. If you would like to Carbon Copy, or
send the message to someone other | wisens Gatacn edsave bran Espel check Dictonary [Englisn =]
than the main recipient, add their

email addresses to the CC field. B 1o I
Click the CC to access the address B ce |
book. :

EI_)] Bcc |

6. To Blind Carbon Copy, or send
someone a message while
concealing their email address to

Attachments
Subject |

other recipients, enter email I[;f‘r:;e’“lzf"r;;’;‘t‘“T’“Uj =
addresses into the BCC field. $BEA|b/UTLOZ== CE&& Q
Example: professors often use BCC
to email an entire class, every
student gets the message, but to priorty[Nomal =] Requestreceip{Nane =]
rotect privacy, message recipients
P P y 9 P [T Check spelling before message is sent m Help

are not listed in the email.

7. To add an attachment, click the

Attachments link. (See directions

below)

The main point of the email can be added to the Subject field.

There are two ways to enter text into your message. Plain Text and Rich Text (HTML).

Plain text is just plain black text but will be easier for other email programs to read. Rich

Text (HTML) allows more formatting options, it works more like a word processor, you

can add bullets, numbering, change text size and/or color. Select the type you would like

to use.

10. Enter message text into large box provided.

11. Determine priority, if this message is urgent or important, use the dropdown box to select
AUrgent . o This will add a red exclamati on
inbox, signifying it needs immediate attention

12. The Request receipt box can be used to notify you when a recipient has received your
message, and when they have opened your message. Use the dropdown to select this
option. When selected, an email will be sent to you telling you when each event occurs.

13. I f you are unable to complete a message, b u
Drafto button at the top of the window. Th
and you can work on it at a later time.

14.  Spell Check is available, see below for further instructions.

15.  When finished writing your message. Click the Send Button.

© ®



Add Attachments

ndow, cl

b h under tifie Aecipiemtdididne nt s 0

c k fAttacho

butto

t he

Attach File

Click Browse to select a file to attach, then click add to attach the file to this message.
{Maxirmurm size of the message including all attachments should not exceed 5192kb.)

Size

24k

Action

Remove

Attach Cancel

Help

1.1l n the New message Wi
can also hit the
2. The Attach File window will
appear.
3. Click Browse
4. Locate the Drive, file and
document you would like to
attach. ] _Browse. | [EXE]
5. Click the Blue Add Button File Attachment
6. The file will be moved down Report.doc
and listed in the File
Attachment portion of the
Window.
7. To add another attachment, repeat steps 3 through 5.
8. If a document is added and you would like to be taken off, click the blue Remove button.
9. When all attachments have been added. Click Attach at the bottom of the window.
10. Continue writing your message.

Spell Check Messages

1. Click the bl ue
at the top of the New Message
Window.
Your message will be immediately
converted to a similar looking
window.
Any misspelled words will appear in
red.
Click the misspelled word and
several options for the correct
spelling will be displayed.
Click the correct option.
If the word you wanted to use is not
listed in the provided list, the edit
option will allow you change the
spelling of the misspelled word.

A Sy

o g

N>x hlessage

gfSend JAttach ggSave Draft

B ce |

E_%—] Bcc |

Attachments

Subject |

This word is specled  paslad
steeled
spelled

speeded

s peeled
Edit...

Priority | Normal ~ | Request recewml Mone bd

X0 Edit.. Cancel Help

Repeat steps 4 through 6 until all
misspelled words have been corrected.

message.

If no further changes to text are needed, click the Send button.

Click the Edit button at the bottom of the window to return to your original editable



Make New Folders 2 tainng@uwosh ed
1. Some folders are default folders and can not be deleted or modified, = oo

i 4 Dirafts

these include Inbox, Drafts, Sent and Trash [ sent

2. New folders can be made to store and organize email messages. A8 Trash
3. To make folders click the ﬁManagé"@M%@éFiérsb

folder list.
4. You will be taken to a new window for managing folder information.

5, Click the ANewoO button at the top of the wi
6. A smal l er window will open that says, nAScri
folders named. O Type in a name
for the new folder. ty Refresh ZCompose S4Mew Sq5ubscribe

7. Click OK  —
8. Thle 36\3’ TOIt?]erIWIt” I‘;OIQN be | [— Folder ctions — =] [move Selected Folder To =]
:L]gklj,leres In the ISt o1 Fersona -
) & [ifj Personal Folders
Making sub folders e Oinkox
1. Click the fAManageg “fol"®erso |ink at
the bottom of the folder list. € My New Folder

2. Click the radial button next to a (] My Mew Sub Falder

-
folder you have created. [ MewFolder
Remember, the default folders can c £ Sent
not be modified or added to. p B oty Trash

3. Click the New button at the top of -
the window.

4. A window will appear, type the
name of your new folder in the
provided box.

5. Click OK.

6. Your new folder will now appear slightly indented from the original folder.

[—Foider actions — x| [move Selected Folder To =]

Renaming Folders
1. Click the AManage f ol thefoldedistl i nk at the bott
2. To change the name of a folder of modify the title; click the radio button next to the folder

you wish to change.

Click the drop down next to the box | abel ed

Select ARename Folder. o

A window will appear. Type the new name into the field provided.

Click OK.

The name of the folder will automatically change.

NOoO U AW



Delete Folders

1.

3.

Click the fAManage folderso | ink at the
2. Click the Radio button next to the folder you would like to delete.

Click the Delete Button.

4. Your folder and all of its contents will disappear.

Sharing Folders

1.
2.
3.

8.

9.

Click the fAManage folderso | ink at the
Click the Radio button next to the folder you want to share.

Click the drop down
next to the box labeled
NfnFold dActi on g

Sel ect AiShatrne

The window pictured at
right will appear. This
is where you get to say
exactly WHO will have
permission to view this
folder and WHAT they
will be able to do.
There are already two
users listed. Anyone

Folder : My Mew Folder
o [T Enable direct delivery of email to folder:

I;-'Iail DEIirfryA resg: _trainingtMy Mew Folder@uwosh.edu
01"d et"s

Set Folder Permissions

vsorl X

User ID Permissions Action

anyone Nohe j

anyone@uwosh.eduy Nohe -

Read only
Read and write
write, and manage access

m Cancel Help

(anyone who uses

email) and anyone@uwosh.edu (anyone with UWO email). Both of these will usually be

bott om

bottom

kept at fANone. O Ot hers have no ability to re
If you would like to share an email folder with a colleague, type their username into the

box | abeled AUser | D0 and click Add.

| f you are unsure of a persondés user name, th
the ASearcho button.

Once added, the personds username willamee | i s

to determine permissions.

10.When finished adding users and adding permissions, Click OK


mailto:anyone@uwosh.edu

Subscribing to Folders

ahwnE

o

7.
8.

9.

Once a folder has been shared, the other person will need to subscribe to that folder.
Click the fiManage f ol defoldedist.l i nk at the bott
Click the fASubscribeo button.

The window pictured at Right will appear.

E:"Ck the dI’OdeWI’] next to Subscribe to Shared Folders
nRnSel ect from Rol der G

: : - Shared Fold ized by thei . Thus, type th ! , il address,
You will have two OptioNS T |13 number below and click "Searchi. Select the dedred focder(s) and cick "oubscrbr
AAIl I Shared Fo -

ASearch Shared
User . o Search
user is much more in depth
and not usually needed.
Selecting dAII Shared [ Subscrive RN
Foldersodo is recommended.

Click the blue Go button

All folders that you have been given permission to view and/or write from will be listed
under AAII Shared Fol dersbo

Select the checkbox next to the folder you would like to subscribe to.

Owner

r Subscibe to Folder blodgett

Help

10. Click the Subscribe button.
11.Subscribed to folders will not appear on your folder list in your inbox. In order to access

them, you wil/| need to go into AManage Fol d
be listed at the bottom. To open them click the blue title.

Message Actions

1.
2.
3.

Click the radio button next to the message you would like to take action on.
Click the dropdown menu next to the box | ab
Click the desired action.
e Undelete: This feature is only available with an external client. When a message is
marked as deleted, this will undelete them.
e Expunge: This action will permanently delete a message, it will not go to the trash
folder, it will be gone forever.
e Mark as Read: When viewing a list of messages, select this action to change a
message that has not been read, signified with bold text to normal text.
e Mark as Unread: When viewing a list of messages, select this to change a
message that has been read, signified with normal text to bolded text.
e Flag for Followup: This option will add a small flag to a message signifying that it
is important or needs some kind of response
e Clear Fag: this will remove the flag from the message



Moving Messages
1. Click the radio button next to the message you would like to move.
2. Click the dropdown next to the i Move Messaged box.
3. Select the folder in which to place the message.
4. The message will now be stored in the selected folder.

Working with Messages
1. To open a message, click the subject of the message.
2. The message will open in a new window. See example below.

Rephy All m Forward Inline Add Addresses |Move message to falder: j

Subject Test Email

From Training =training@uwosh.edu=
Date Thursday, March 22, 2007 1:10 pm
To training @uwosh.edu

This iz & test Email

3. You will see the body of your message in the bottom half of the window and message
details towards the top.
4. Once a message is open, you have several options in how to handle it.
¢ Click the delete button to send the message to your trash folder
e The reply button will open up a new message window with the sender of original
message automatically inserted into the To: field.
e The Reply All button will open up a new message window with the sender of the
original message in the To: field as well as anyone in the CC field included in the
CC field on the response message.
e The forward button will add the original message as an attachment to a new
message. Add recipients and send.
e The Forward Inline button will open a new message, quote the original message
and forward any attachments. Add recipients and send.
e Add addresses will take any addresses listed in the To:, CC:, fields and add them
to your address book.
e The Close button will close your message and return you to the folder you were
previously viewing.
e Move Messages to folder, click the dropdown to select a folder to move your
message to.

10



Titan Mail i Calendar

Explanation:
The calendar component of Titan mail allows a user to not only keep track of their own

schedule but also to check the appointments of, and set up meetings with others. This
program also allows campus meeting rooms to be reserved.

Calendar Interface

elect Calendar
View

Day | week = Maonth | Year | Events | Invitations | Tasks

@ e Event G) Mew Task E Check Availahbility Q Search for Calendar Frintable [@ ImportExport

Search for Events: | | Search |
Jump to: [ Mareh (23 =] [2007 =] G IEEET Type: [Al o}
Kl March 2007 O K March 18, 2007 -March 24, 2007 O
S M TW T F S Sunday 18 Monday 19 Tuesday 20 Wednesday 21 Thursday 22 Friday 23 Saturday 24

25 26 27 28 1 % 3

All Day  + + + n . N .
4 5 B T 8 910
00 am  + + + n - N .
11 12 13 14 15 16 17
18 19 20 21 22 23 24| | 1%00@m + + + + + N .
ESample
25 26 27 28 29 30 N e
10:00 am-11:00
Time Zone: am
(GMT-06:00) an

America/Chicago Location:None

11:00 am + + + + + + +

Complete Delete 12:00 pm + + + + + + +
1:00 pm + + —+ + + + +

Overdue Tasks
Mo overdue tasks for 200 pm  + > > > > > >
today J00pm + + —+ + + + +
4:00pm + + + + + + +

DueThis week
Mo Tagks due forthe S500pm + + + + + + +
selected date

Add Event

Event Title: Date: Time: [ Add Event. |
| Imarch  =|[23 =] |z007 7] [17=][-v0am =]

Appointment
Quick Add

Important Information
1. Clicking the day, week, month and year tabs at the top of the page will allow you to view
the daily calendar, weekly calendar, monthly calendar, and yearly calendar
2. The day view of the calendar gives many more details of an appointment than the week
or month view.
3. The Events button will allow you to see a list of appointments instead of viewing the
calendar graphically. Make sure you use the dropdowns to specify a time period.

11



4. The invitations button will allow you to see any meetings you have been invited to but

have not sent an RSVP to.

5. The printable button opens the calendar in a new window, so it can be printed easily.

6.

Add Appointments I Method #1

1. Click the New event button near the
top of the Calendar window

2. The New Event dialog box will appear.

3. Under the Event Details section, type
important information such as the
location, time, etc.

4. Availability check box determines if the
Event will be included when others
check your availability, see
instructions below.

5. The privacy tab allows you to
determine how many details of the
event can be seen by other people.

e Public: Shows all details of event,
title, location, etc.

e Private and availability checked:
will show date and time of event

e Private and availability not
checked: the event will not be
visible to others.

e Show Date and Time: shows date
and time of event.

6. If the meeting occurs on a regular
basis, check the required boxes.
Note: the options available will change
depending on what is in the frequency
box

7. Invitees can be added by typing their
email username in the box provided
and clicking the Add button. The
address book can also be used.

8. The Request RSVP button will send
an email to invitees asking if they will
attend the meeting.

9. The Check Availability button will be
discussed below.

10.Reminders of an event can be emailed
to yourself or other members.

11.Click Save

12

Event Details Invitees
Fecurrence Remindars

Event Details

Title: [sample Meeting

Calendar:  [taining (Trainingy 7|

Start time: IMarch j IE | 2007 j D IE m [T il day event
Endtime:  [March =] [23 =] [z007 =] [T [+ =] [35pm =]

Availabilit: I Show as busy

Type: Im

Privacy:  [PublicEvent 7|

Location: [0 Campus

Hotes: This is an irmportant Meeting, be prepared. ﬂ
~

Backto top

Recurrence

Frequency: IWeekIy -
|1 .
Pattern: Ewery Wieek On:

T sunday T monday [ Tuesday [ wednesday [ Thursday W Friday T Saturday

End: & End Aﬂgrls Qccurences

Maximum of 180 aocumences may he created

Cengpy[march =] [23 =] [2007 =]

" No End Date

Maximum of 120 oceurences will be created

Backto top
Invitees
Invitee: | Il Addfrom Address book
Type the invitee's email address, of calendar id, then slice Add. You may also add invitees from your Address Book
| Guick Invite Personal or Subscribed Calendar j
Imvitee List: [chartre (Judith Chartre) _
Request RSVP
Joker (Michelle Loken g
blodgett (Sarah Blodgett) Check Availability
R
Backto top
Reminders

¥ Send an Email Reminder

Email Address: firaining@uwosh.edu

Send Reminder: * |15— Im before the event
© [warch =] [23 =] [2007 =] at[7 =][35 pm =]

Dant farget the important meeting ﬂ
-

Reminder Message:

Backto top

[ save | Save and Add Another Cancel Hel




Add Appointments i Method #2

1. Locate the date and time of your desired meeting on the calendar.
2. Click the blue plus sign at the appropriate place on the calendar.
3. The New Event window will be displayed.

4. Follow steps from Method #1

Add Appointments i Method #3

1

2.
3.
4.

Add event details to the area at the bottom of the main Calendar screen.

Click the Add event button.

The event will be automatically entered on the calendar
If you would like to add invitees or a reoccurrence, this can be done by clicking the
appointment once it has been added.

Delete an Event

1.

2.
3.
4.

Locate the desired event on your calendar.
Click the small, red X next to the event.
You will be asked if you are sure you want to delete, Click OK

Your Event will disappear from your calendar.

Check Availability

=

abkwn

Click the Check Availability Button near the top of the main calendar screen. (you can
also access the Check Availability from within the new event window)
Enter the date and times you would like to hold your event

Type the email usernamei nt o

Click Add

Once a person has been
added their name will
appear in the box labeled

Ailnvitee List|:
When all invitees have

been added cl
Availability.

. The names will be entered

into the chart at the bottom
of the window and times
each person is busy and
available will be shown.

To remove a person from
the list, simply click the
personb6s name

the box | abeled Al nvitee N:
Check Availability
startbate:  [warch ] [26 =] [2007 =] [
Start Time: IB > | |:00am 'Ifnr|1 =1 hour ¢z | 80 7] minutes
Invitee Name: | [Add | Add from Address Book
c\) Type the invitee's dizplay name, email address, or calendar id, then click Add. Vou may also add invitees from your Address Book
Imvitee List: hlodgett (Sarah Blodget)
loker (Michelle Loker)
- charye (ﬁy (Hartra
i ck |'n C k remowe
N
(6]
Awailability within nem|1 day x|[+]
b Monday, March 26, 2007 O
BO00 @00 1000 11:00 1200 1:00 Z00 300 400
EIEQ available  Wolnformation  +  + ¥ ¥ + R P T
hlodget (Sarah Blodget) | | bladgett (Sarah Blodgett
chartre (Judy Chartre) I I - -- chartre (Judy Chartre)
loker (Michelle Loker) 1 T ] loker (Michelle Loken)
800 @00 10:00 1100 1200 100 Z00 300 400
in the I nvitee List and click

13



Sharing a calendar

1. In the upper right hand corner
of the main calendar page is a

Edit Calendar

General Infarmation Share this Calendar with Specific Users Time Zones
box | abel ed, A C:uepmpcagen t -« owes
Cal endar o General Information
2. Click the dropdown menu and | oo g
sel ect, AManage wwGa lFgemdar s. 0
3. Click the Edit button (under pescrwan: | 3
PropertieS) for the Calendar Availability : [T Include this calendar when calculating your availability
. 1) 0!
you would like to Share. Sackio op

4. The Edit Calendar window will
appear.

5. The General Information of
the Calendar can be edited at
the top of the window.

6. The Portion |
this Calendard
anyone with a uwosh.edu
address.

7. Place a check mark next to
those things anyone can have
access to.

8. If you would like to be more
specific in who has access to
your calendar use the section
| abel ed AShare
with Specific

9. Type the email username of
the person to give permission
to in the box
and Click Add.

10.Check the boxes under the
type of permission you would
like the individual to have.

11.0wners, or people who have
all the same rights to the
calendar as the creator (can
change permissions, etc.) can
be added by typing their email
username into the Owner
Name box and clicking Add.

12.Select the desired Time Zone
13.Click Save

Share This Calendar
Select all that apply :
¥ anyone can view my availability

¥ Anyone can read my calendar

a H) 5 qwﬂngarﬂuitn:metuanﬁens h ar e

F Aé;nnf canémdP( evgls, taskTam! Bmatinns of my calendar

i Anyone can delete events, tasks and invitation of my calendar
Back to top

Share Calendar with Specific Users

Permissions List

| Name: m Add from Address book

Name mwailability Read Invite Modify Delete
r Judith Chartre {chartre) =4 Ird 4 Ird 4

- Sarah Blodgett (blodoet) = I [l - [l
ack jo tops

t“h" i s Cal endar

by

Uoﬁ.ee rs. O

Acalendar may have multiple owners. Each owner may act on your behalfto reply to invitations, and to create,modify,or delete
events

" OwnHame: - @_ Ldd from Address book
a.h.e ﬂTe_d_n_N_a me: o
| Remove
Back totop
Time Zohes

&+  Use my default time zone

[ Mothgoutharmerica ¥

America-Adak

America-Anchorage
America-Los-Angeles
America-Phoenix
America-Denver =

Back totop

m Cancel Hel
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Subscribing to Calendars
1.1ln the wupper right hand corner of the main
Calendaro

2. Click the dropdown menu and select, fiManage
3. Click the Subscribe button.
4. The Subscribe to calendar window will appear.
5. Type the emall Sibeete toCalers
username of the person
whoc}s callendalmrker ] Search |
would like to subscribe You may subscribe to any calendar on this server or syster...
to
6. Click Search Showing 1 - 4 of 4
7. Alist of the calendars Name Description Owner
that person has r|ghts to i idealab (idealab) calmaster
W|" appear at the bottom Il loker (Michelle Loker) loker
Of the WindOW. Il p2048 (p20a) calmaster
8. Click the checkbox next | ™ GBS Doominemiaiins =
to the calendar you Showing 1 - 4 of 4
would like to subscribe
to Cancel Help

9. ClicktheA Subscribe to
Calendar o button.

Scheduling Meeting Rooms
1. Various Meeting rooms on campus have their own calendars.
2. Use Check Availability to see when rooms are open
3. To schedule a room, invite the room to your meeting.
4.

Rooms available for meetings (=
[oolengers
B New Calendar.. | Subscribe.. [

Making New Calendgrs Name Description
1. In the Uppel’ I’Ight hand corner Fii Personal Calendars
of the main calendar page isa | r  taining (Training)
box | abel ed, 0 Cur Hcenrdgows
C a I en d ar (\) Mo calendar groups to display
. [%/ Subscribed Calend.
2. Click the dropdown menu and |~ o cney
3 SClekl he ?\lt ’C lﬁ (I;/la na g ¢ iiew Calendar < r|-l $ New Calendar... Suhscrihe... |
. Ick the New Calendar
button.

4. A new window will appear. Type a name for the calendar in the box provided.
5. If needed, add additional information.
6. Click Save.
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Titan Mail 1T _Address Book
Explanation:

The address book in Titan mail helps manage contact information for on-campus as well as
off-campus associates. It also contains all the email addresses of faculty, staff and students.

Address Book Interface

ﬁ:ﬁr\lew Caontact ﬁf_r\lew Group @.Printable D‘?Importl’Export
Searn o - W sonal Addn
|3earch far [l Fersonal Address Book Personal Address
Book
View: Al ABCDEFGHIJKLMNOPORESTUYWXY Z Groups
Personal Address Book
ISeIectaction -] Showing 1-3 af 3
Hame a Email {primary) = Phone {primary}
I lﬁ] Judith Chartre chartreg@uwosh.edu 424-0238 fwork) Edit
Il lﬁ] Michelle Loker loker@uwosh.edu 424-1154 {fwork) Edit
r fﬂ Sarah Blodgett hlodgetti@uwosh.edu 424-3333 {work) Edit
ISeIectaction -] Showing 1-3 af 3
Add Contact
First Hame: Last Name: Email {prirmary}: Phone {prirmary}: Add Contact

[
Important Information
1. There are two types of address books. Your personal address book should contain the
list of contacts you work with most often. The corporate address book contains everyone
with a campus email address, students, staff, faculty, etc.
Your Personal address book is the default book and is displayed by default
The alphabet links above the personal address book will take you to those contacts that
start with each letter.
4. Information on Contacts in the personal address book can be changed by clicking the Edit
button to the far right of a personds name.

w N

Add Contacts to Address Book - Method #1

1. Click the new contact button.
- |

2. The New contact window will -

open, see picture at right. v e s
3. Enter the Contacts Name, Phone | 5. * Dates * Notes

number, email address, etc in the Name and company

boxes provided. Scroll down to

see additional fields or use the o] - O

links at the top of the window. * Display Narne
4. When finished entering

information click the Save or compand | e

Save and Add Another. » Backio Top

[Save Cancel  Help
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Add Contacts to Address Book - Method #2

1.1n the box | abeled ASearch Foro type the | &
address.

2. Click the dropdown next to APersonal Addr es
Booko

3. Click the Search button

4. A list of names will appear of all the people that fit that description.

5. Click the box next to the name of the contact you were looking for.

6. Click Add to Address Book.

7. The contact will be added to your Personal Address Book

Add Contact to Address Book i Method #3

1. Near the bottom of the Address book window, there is a series of boxes labeled, First

Name, Last Name, Email, Phone.

2
3. Click Add Contact.
4

Create Groups

. Enter information of a Contact into these boxes.

. The information will be added to your Personal Address Book.

Groups can be created so that when you want to send an email to many people at once you

donot have to enter

every

email addresses under one contact name and only enter that one contact.

1. Only people in your personal Address book

can be part of a group. Make sure any

needed addresses are stored in your personal

address book.

Click the new group button.

The window pictured at right will appear.

Type a name for the group in the appropriate

box

5. If desired, fill in a description for the group, a
web address and a calendar address.

6. Click the Add button, this will take you to your
personal address book.

7. Click the check boxes next to the contacts that
should be added to the group.

8. Click OK

9. The required names will be inserted into the
box | abel ed AMembers.

10.1f you would like to add additional members,
repeat steps six through eight.

Hwn

0

contact i nto the T

* Group Name ITrainerS

Description ﬂ
Web Address |

Calendar Address |

Group Members

Members

Judith Chartre (chartre@uwosh.edu)

Michelle Loker {loker@uwosh.edu)

Sarah Blodgett (hlodgett@uwosh.edu)

Remove
EEJ Cancel Help

11.To remove someone from the group, click the appropriate name from the members box

and click ARemove. 0

12.When finished making changes, click the Save button.
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Computer Security
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Email Security

Contact Information
Person: Academic Computing Help Desk
Phone: x3020
Email: acshelp@uwosh.edu

Additional Information
Web address: http://www.acs.uwosh.edu/account-access-resources/e-mail

Explanation
Infected email attachments are one of the ways your computer can contract a virus.

Knowing what to look for and screening incoming messages will be very beneficial to you
and your computer.

Attachments
1. There are two ways viruses are spread via email
e Attachments
¢ Alink within a message that takes the user to an infected video, joke or other
enticement.
2. A message containing a virus can be opened without harming your computer, once the
attachment is opened, youd rnechine will become infected.

Common types of attachments
File type Program Comments
.doc(x) Microsoft Word Generally safe
XIS(X) Microsoft Excel Generally safe
ppt(x) Microsoft Powerpoint Generally safe
Axt Plain text file Generally safe
Itf Rich text file Generally safe
.CSV Comma Separated Generally safe
variables

.exe Executable File Not safe

.com Command File Not safe

.vbs Visual Basic Script File Not safe

3. UW Oshkosh blocks those extensions deemed as unsafe and prevents them from
attaching to emails.

Phishing Messages
Phishing is a type of deception designed to steal your personal data, such as credit card
numbers, passwords, account data or other information. Scammers send millions of
fraudulent messages that appear to come from establishments you trust, like your bank or
credit card company, so you will give them your personal information. The following list
describes ways to identify this type of message.
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1. The message will not be addressed to you personally, if it is really from your bank, they
will address it to you by name.

2.1 f you-ofveowsea he | ink they provi déRLi t wi || not
3. If you check the header details,thes endi ng address wondt match t|
address.

4. If you are concerned the message really is from your bank or credit union
e DO NOT click the link in the message
e DO NOT reply to the message
e Open a browser and go to yamallywbuwdnk o6s onl i ne
e Email or call your bank, using one of your statements for contact information.
5. You can report these kinds of emails to enforcement@sec.gov

Investment Scams
This type of scam is similar to the phishing scams, the goal is to get personal information or
money from you. The most famous message will state that a person from Nigeria needs to
move money out of the country.
1. DO NOT give your bank account numbers in an email
2. Remember, if it sounds too good to be true, it probably is.
3. You can report these kinds of emails to enforcement@sec.gov

Hoax Messages

1. Anything that states your entire hard drive will be destroyed just by opening an email
message is a hoax. Just delete the message.

2. Anything that states you should forward this email to EVERYONE you know; you end up
generating more spam. Just delete the message.

3. You can check on hoaxes at the following sites:
e Symantec T

http://www.symantec.com/enterprise/security response/threatexplorer/risks/hoaxes.js

p
e http://www.vmyths.com/
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Contact Information

Web Security Risks

Person: Academic Computing Help Desk

Phone: x3020

Email: acshelp@uwosh.edu

Explanation

Your computer can generate spam, become infected with a virus, clogged with spyware, or in

general start running slowly for a variety of reasons. Below are some common causes for

these problems.

1. You downloaded software from the web. Downloading free software from the web,
deliberately or otherwise is not healthy for your computer. Do not do it!

2. The applications listed below are known to slow computers by adding spyware and
adware to your computer. These programs are also likely to make the computer more
vulnerable to virus, worms and hacker attacks.

Application Bad Option Not as bad Option
Weather Weather Bug, WBAY/TV2 Weather Watcher
WeatherBug
Abacast, Kazaa, Windows Media WinAmp/ShoutCast i as long
Music Player (it installs Kazaa automatically as usage statistics are
when you click on certain radio links) disabled- See Note Below
Password Gator, Claris Its risky, but if you must...
Manager Roboform
Instant Yahoo, AOL SUN, MSN
Messengers
Date and Time Precision Timex, Date Manager None
Managers
Cool Cursors Comet Cursor None
My Tool Bar, My Search Bar, Yahoo None 1 all slow PC
Tool Bars
Search Bar performance
Others Gator, GAIN, Web Shots None i all slow PC
performance
3. The applications | isted under ANot aywutdad

download software, but if you feel you HAVE to have the application, some options are
better than others.

4. Tomakesuretheiaccept abl eo

ut i

ities are instal

the Help Desk, x3020 so that Academic Computing can do it for you.

Note: It is a violation of the acceptable use policy to generate excessive network traffic
exceeding levels which create errors or performance problems for other users. It is also
against acceptable use to violate software copyrights and usage licensing agreements.
Violation of other copyrighted items such as icons, images, music, programs, text, etc.
The University may terminate network access or take other disciplinary measures

deemed appropriate
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Hardware and Software Maintenance

Contact Information
Person: Academic Computing Help Desk
Phone: x3020
Email: acshelp@uwosh.edu

Additional Information
Web address: http://www.acs.uwosh.edu/departments-campus-hardware-software

Hardware
Often times your computer hardware, the physical components that make up your machine
can cause your machine to run slowly.
1. Not enough RAM is a common problem; Windows XP requires 256M and Windows
Vista will require at least 1 GB of RAM in order to run properly.
2. Ol der processor and Abuso
e Windows XP requires a Pentium |1l 500 MHz processor or better (L00MHz bus)
e Windows Vista requires a Pentium IV
3. Academic Computing recommends at least a Pentium 933MHz with 512M RAM
4. If you are unsure about your computer hardware, contact the Help Desk to see if a
replacement for your older PC is available from campus surplus.

Operating System - Windows
1. These updates ar e u Academic Compuling s lthesd useraithadbareb y
connected to the campus domain. To make sure you are included in the correct
domai né

2. Right CMycKompet@dr o icon on your desktop
3. Select Properties
4. Click the Computer Name Tab
5. Next to domain, it should say, Awinad.it.uwos
6. If you are not included in this domain please contact the Help Desk so that you may be
included

Updating Operating System on Personal (Home) Computer
1. Open Internet Explorer
2. Click the Tools menu
3. Select Windows Update
4. Follow appropriate instructions
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Antivirus Software
UW Oshkosh has Norton Antivirus to protect computers from attacks, this software will only

work if it is up to date. To make sure you are protected?®é
1. Right click the Antivirus icon in the lower right Caneral Information

corner of your screen. Parent server: SAVCEMTER]
2. On the right side of the new window, under Client group: Campus

General Information you should make sure Quarantine: 0 Items

you have ASavCenterlo—and—HRECamptso

3. Further down next to Version you should have a version that has a fairly recent (a few
days max) date.

4. If any of these pieces of information is not correct, call the Help Desk to have your
computer updated.
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Passwords

Contact Information
Person: Academic Computing Help Desk
Phone: x3020
Email: acshelp@uwosh.edu

Additional Information:
Web Address: http://www.acs.uwosh.edu/account-access-resources/password-guidelines

Things to Remember
1. DO NOT give them to anyone, this includes student workers and members of the
Academic Computing Staff
2. DO NOT leave them in an obvious spot, like a post-it on your computer
3. DO NOT send them via email to anyone, not even Academic Computing staff

Create Secure Passwords

Do Not use a Single Word password

Do Not use a word you can find in the dictionary

Do Not use personal information like your birth date or phone number
Do Not use the same password for everything

Do mix letters and numbers

Do use a small sentence

Do Change your password often

NoakwNE
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Acceptable Use Policy

Explanation:
The acceptable Use Policy is a statement put together by the University of Wisconsin System
and leaders of various campuses regarding the proper use of campus computers. The
statement is then approved by various governing groups on each particular campus.

Campus Web Address
http://www.acs.uwosh.edu/policies-forms

UW Oshkosh Policy
GEN 1.3.(1). Acceptable Use of Computing Resources Policy. (Effective February 20, 2007)

The University values openness and promotes access to a wide range of information. Campus
information systems have been designed to be as open as possible, and as such the University
insists on responsible use of these systems.

The use of computers, electronic information and computer networks is essential for research,
instruction and administration within the academic community. Because the electronic
environment is easily disrupted and electronic information is readily reproduced, respect for the
work and rights of others is especially important.

Users of the University's facilities are expected to adhere to this policy and, by accessing the
system, the user agrees to comply with and be subject to this policy. These policy statements
are intended to augment, not supersede, any additional contractual agreements of conduct or
confidentiality to which a user may be subject. The University reserves the right to amend this
policy at any time with or without notice. Questions or comments regarding this document should
be addressed to the Director of Information Systems and Technologies.

(1) User Responsibilities

Access to University computing and networking resources is a privilege which is available to
all members of the academic community. Certain responsibilities accompany that privilege.
Understanding them is important for all computer users. The framework of responsible,
considerate, and ethical behavior expected by the University extends to coverage of the use
of all campus computers, campus network resources, and networks throughout the world to
which the University provides computer access.

The user is responsible for the correct use of the tools each computer system provides for
maintaining the security of stored information. A summary of the security procedures relevant
to this end is given below:

(a) Computer accounts, passwords, lab access cards, and other types of authorization are
assigned to individual users and should not be shared with others unless specifically
authorized by proper University officials. The person to whom an authorization is
assigned will be held accountable for any activity originating from that account.

(b) The user should select an obscure password and change it frequently.
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(c) The user should seek to understand the level of protection each computer system
automatically applies to files and supplement that protection, if necessary, for sensitive
information.

(d) It is incumbent upon every user to adhere to security policies and procedures and to call
to the attention of Information Systems and Technologies those whom they feel are
violating these procedures. Every effort will be made to ensure total anonymity.

(e) If a user should encounter or observe a flaw in system or network security, this
discrepancy must be reported to Information Systems and Technologies. Individuals must
refrain from exploiting any such lapse in security.

() The computer user should be aware of computer viruses and other destructive computer
programs, and take steps to avoid being either their victim or propagator.

(2) Confidentiality.

In general, information stored on computers is considered confidential, whether protected by
the computer system or not, unless the owner intentionally makes that information available
to other groups or individuals. The University of Wisconsin Oshkosh takes the position that
computer users wish the information they store on central and campus shared computing
resources to remain confidential.

Users should be aware that data (including e-mail) may, due to software or hardware failure,
become accessible to those who are not explicitly authorized for that access. Systems
management personnel may also on occasion have access to such data while performing
routine operations or pursuing apparent systems or user problems. Systems personnel are
required to report apparent improper or illegal activities so discovered. No guarantee of
complete privacy is made or implied by this policy.

Requests for the disclosure of confidential information will be governed by the provisions of
the Family Educational Rights and Privacy Act of 1974 (FERPA) and the Wisconsin Open
Records Statutes (Chapter 19, ss. 19.31 - 19.39, Laws of 1992 ). All such requests will be
honored only when approved by University officials who are the legal custodians of the
information requested, or when required by state or federal law, or court order. Users found
to be copying, modifying, or otherwise accessing information for which they have not been
granted permission will be liable to disciplinary action.

The University also reserves the right to acces
workstation or user account(s) for content when there are urgent and compelling
circumstances such as the following:

(a) a court order
(b) a request for discovery in the course of litigation

(c) a public record request for files which are deemed public records under public records
laws

(d) investigating University policy violations or illegal activities
(e) sudden death or incapacity of the employee
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Supervisors must report urgent/compelling circumstances that warrant exceptional actions

through their Director, Assistant/Associate Vice Chancellor, or Dean to their Division Vice
Chancellor. The Division Vice Chancellor will consult with the Director of Human Resources

and the Chief Information Officer to determine an appropriate and feasible course of action. If

the course of action involves accessing, moni
workstation or use account(s), a good faith effort will be made to inform the individual unless

the University is bound by legal authority not to inform the individual.

(3) Inappropriate Usage.

Users must be sensitive to the public nature of shared facilities. Behavior reflects both upon
the individual and the University. Computing and networking resources should be used only
in accordance with this policy. Any intentional behavior with respect to the electronic
environment that interferes with the missions or activities of the University or members of the
University community will be regarded as unethical and may lead to disciplinary action under
standard University rules for misconduct and existing judicial, disciplinary or personnel
processes. The University complies with the Digital Millennium Copyright Act (1998). The
University may terminate network access or take other disciplinary measures deemed
appropriate against those who repeatedly infringe the copyright of others. Examples of
inappropriate and unacceptable use of computing and networking resources include, but are
not limited to, the following:

(a) Destruction of, unauthorized removal of, or damage to equipment, software, or data
belonging to the University of Wisconsin Oshkosh or other users.

(b) Disruption or unauthorized monitoring of electronic communications. Tampering,
modification, or additions to network software, hardware, or wiring.

(c) Generation of excessive network traffic exceeding levels which create errors or
performance problems for all users. Applications or computer hardware found to cause
such problems may be moved to a different location or removed from the network, at the
discretion of the network management staff.

(d) Willful violations of computer system security.

(e) Use of e-mail or messaging services to harass, intimidate, or otherwise annoy another
person, for example, by broadcasting unsolicited messages or sending unwanted mail.
Some mass mailings may be authorized by appropriate University authority. This would
also apply to material originating from this campus but sent to other sites or persons on
the Internet.

(f) Use of computer accounts, access codes, or network identification numbers other than
those assigned to you. Disguising or falsifying sources of electronic mail and other
electronic communications with the intent of misleading, defrauding, or harassing others.

(g) Use of computer and/or network facilities in ways that impede the computing activities of
others (for example, randomly initiating interactive electronic communications or e-mail
exchanges, overuse of interactive network utilities, playing games on shared resources,
or the overuse of network-accessible discussion lists or file-transfer sites).

(h) Setting up network servers or network services (such as naming and/or address servers,
Web servers, dial-in access, file servers, etc.) without the prior authorization of the
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network management staff. Unauthorized activity of this type may be detrimental to the
overall operation of the network and is not allowed.

(i) Intentionally creating, displaying, printing or transmitting information which violates the
University's sexual harassment policy.

()) Use of computing facilities for financial gain or commercial purposes unrelated to the
mission of the University.

(k) Violation of software copyrights and usage licensing agreements. Violation of other
copyrighted items such as icons, images, music, programs, text, etc.

() Failure to properly attribute legitimately copied material.

(m)Violation of the usage policies and regulations of the networks of which the University of
Wisconsin Oshkosh is a member or has authority to use.

(n) Academic dishonesty (for example, plagiarism or cheating).
(4) Sanction and Appeal Process.

Violation of the policies described herein for use of computing resources will be dealt with
seriously. Violators are subject to disciplinary procedures of the University, may lose
computing privileges or account and network access, and may also be subject to prosecution
by state and federal authorities under laws including, but not limited to: The Privacy and
Protection Act of 1974; Wisconsin Statutes 1992-93, (41st Edition) (Chapter 19, Public
Records and Property, ss. 19.31 - 19.39; Chapter 939, Crimes - General Provisions, ss.
939.32(2), 939.50(3), 939.51(3), 939.66(4), 939.72(3); Chapter 943, Crimes Against
Property, ss. 943.70); The Wisconsin Computer Crimes Act; The 1986 Electronic
Communications Privacy Act; The Computer Fraud and Abuse Act of 1989. The sanction and
appeal process will vary, depending upon the classification of the offender within the
University community. Suggested courses of action are described by, but are not limited to:

(a) Student - Wisconsin Administrative Code, Section UWS 14 and UWS 17. These
regulations are also maintained in a separate document entitled Student Discipline Code,
which is available in the Dean of Student's Office.

(b) Classified Staff - Administered by the Human Resources Office, pursuant to the current
University of Wisconsin System Classified Employees Work Rules; Chapter 230.34(1) of
Wisconsin Statutes; Section Pers 24 of Wisconsin Administrative Code; and existing
collective bargaining agreements.

(c) Academic Staff / Faculty - The University of Wisconsin Oshkosh Faculty and Academic
Staff Handbook and specific departmental procedures, as warranted.

(d) Other - Subject to the procedures of the organization or group with which they are
affiliated, revocation of computing privileges, and possible state and federal prosecution.

(5) Web Policy and Procedures

What is the World Wide Web? The Web or World Wide Web (WWW) is an information
system running over the Internet. It provides information electronically through the use of
hypertext. A variety of multimedia techniques make it easy to roam, browse, and contribute
to the Web.
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(a) Information placed on the Web is formatted using HyperText Markup Language (HTML).
The approved UW Oshkosh standard is HTML 3.2 or greater, defined in
http://www.w3.0rg/TR/REC-htmiI32.html HTML documents have an extension of .html or
.htm.

(b) Graphics included in Web pages are usually in a Graphics Image Format (.gif) or Joint
Photographic Experts Group (.jpg).

(c) HTML documents will look different depending on what browser is used to access the
Web. Browsers are the software programs that allow people to view Web documents.
Common browsers are Netscape, Internet Explorer, and Lynx (a text-only browser).

(d) Universal Resource Locators (URLS) are the detailed names used to access information.
For example, http://www.uwosh.edu/ is the URL for the University of Wisconsin Oshkosh
home page.

Types of Browsers

The University recognizes that external Web users seekingtoaccess t he Uni ver si |
pages may be using other browsers. Web page authors are urged to keep this fact in mind

when creating Web pages. Likewise, users creating PDF (Portable Document Format) files

should consider creating duplicate versions in a Web standard format (such as .txt, .html, or

.htm) for readers who are incapable of reading PDF files.

Acceptable Use Policy

Access to University computing and networking resources is a privilege available to all
members of the University community. Certain responsibilities accompany that privilege. The
University of Wisconsin Oshkosh Statement of Acceptable Use of Computing Resources can
be viewed at http://www.acs.uwosh.edu/documentation/acceptable-use.html

Definitions

(a) Official Page - An official page speaks for the University of Wisconsin Oshkosh and its
programs and departments. Official pages represent colleges, departments and other
University offices and programs. They include information such as University and
department policies, forms, course information, institutional statistics, financial aid
information, and recruitment information.

(b) Personal Page - A personal page is one created by individual faculty, staff and students.
Personal pages can be linked from departmental and program pages, but only with the
approval of those in charge of those pages.

Standards for Web Pages

(a) All web publishers, whether they are publishing official or personal (see definitions above)
pages, are responsible for the contents of their pages. They must adhere to the
Acceptable Use Policy. University resources may not be used to distribute Web pages for
personal business or gain.

(b) UW Oshkosh will not edit or review personal home pages. The University does not accept
responsibility for the contents of these pages; page-authors are responsible for the
contents. However, if a violation of University policies on personal pages linked from the
UW Oshkosh Web is discovered, the University will remove the link. Those responsible
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for department and program home pages on the UW Oshkosh Web must make sure that
personal and other pages they link to do not violate University policies and local, state
and federal laws.

(c) The Acceptable Use Policy and laws regarding publishing and copyright apply to all
pages.

(d) All official pages must be approved by University Relations or an individual designated by
that division.

(e) There will be no effort to curtail the creative and experimental efforts of departments and
programs that publish an official Web page. Any review is intended to ensure that all
official information is accurate, is consistent with University policies and local, state and
federal laws, and supports the University's goals in education, research and community
service. This includes links to other pages. An official page may be considered in violation
if it contains links to a page that violates this policy.

(N Institutional departments and offices are encouraged to develop distinctive and creative
Web pages. The image and reputation of UW Oshkosh will in part be determined by our
presence on the Web, and that presence should embody the elements of our University.
Review of official pages by University Relations will seek to ensure that factual
information is presented in a way that is easily accessible. University Relations will
encourage publishers to develop UW Oshkosh pages that are visually appealing and well
written.

Minimum Standards for Web Pages

The following minimum standards apply to all pages:

(a) Documents and graphics should be clear. Page designs should emphasize brevity and
judicious use of graphics in order to encourage the use of UW Oshkosh web pages and
help people find the information they are seeking.

1. Loading of the page should be completed in a reasonable amount of
time. A delay can discourage viewing of the page.

2. Large graphics delay viewing and should be avoided.
3. Each page should be written so that it can be understood out of context.

(b) All documents must be accurate. Departments and offices displaying official information
on such things as enrollments and courses must link to data provided by offices that are
responsible for keeping such information. They should not create new documents with the
same information.

(c) All documents should have correct grammar and punctuation.
(d) Acronyms should not be used as a first reference.

(e) All references to institutional units, departments, buildings should use the names found in
the University phone book.

() The name of the department/program must appear at the top of each page.
(g) Official University pages should have a direct reference to UW Oshkosh.
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(h) Each page must provide a way of contacting the person responsible for maintaining the
page (for example, phone number or e-mail address) and the date of the last revision. All
files should be updated regularly, where appropriate. Outdated information should be
replaced or removed.

(i) Page publishers must obtain the express written permission of those owning an image or
photo, and all those pictured in an image or photo, used in a page.

() Publishers must obtain the express written permission of the person or organization that
owns a trademark that is used on a page. Publishers must also obtain the express written
permission of persons or organizations owning the copyright of any material that is used
on a page.

(k) Each page must have a link back to the UW Oshkosh Home Page
(http://www.uwosh.edu/).

() All pages must meet the W3C (World Wide Web Consortium) Content Accessibility
Guidelines, Priority 1 Levels (http://mwww.w3.0rg/ TR/ WCAG/)

CGI Scripts

CGI (Common Gateway Interface) scripts allow the author of a web page to receive input from a
viewer of the page, manipulate the data passed in, and pass back a customized response.
Examples of some applications driven by CGI scripts are counters, feedback forms, guestbooks,
database queries, clickable image maps, and mail list maintenance.

CGl scripts must be approved and will be installed in a system directory. Departmental,
personal, and organizational directories will not be allowed to act as CGI directories. To add a
new script to the server, source code must be provided, and the technical and/or security
administrator will evaluate the source, compile and install the script.

Approvals

All official University of Wisconsin Oshkosh Web pages must be reviewed and approved by

University Relations or someone designated by that division. Specific information that is

published on Web pages must be reviewed and approved by the department responsible for that

data. For example, financial aid information must be reviewed by the Financial Aid office and
registration information would need to be review

Steps for Submitting

(a) Submitter must have the page already loaded on the server.
(b) Submitter should follow instructions to scan their Web page.

(c) Once the page adheres to this policy, submitter should send an e-mail message to
webmaster@uwosh.edu requesting that a link be made to the page.

(d) University Relations will review the page. The submitter will then receive notification that
the link has been made or an explanation of what needs to be changed before a link will
be made.

Other Servers

Approval from the Information Technology Division is required for departments to set up their
own Web servers. Those departments interested in setting up departmental Web servers should
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contact the Director of Academic Computing. The UW Oshkosh home page will maintain links to
official pages only.
Disk Space

Standard amounts of disk space will be allocated to official pages and personal pages.
Departments requiring large amounts of disk space may be required to purchase their own Web
server.

Revised April 5, 1999
Revised May 23, 2001
Revised Fall 2006

UW System Policy (excerpt)

INFORMATION SYSTEMS AND TECHNOLOGY

88-14 GUIDE TO PLAN AND IMPLEMENT MANAGEMENT INFORMATION SYSTEMS
History: Res. 5070 adopted 10/7/88.

The Board of Regents adopts the report of the University of Wisconsin System Strategic
Planning Group on Management Information Systems to be used as a guide for planning and
implementing management information systems in the University of Wisconsin System;

Further, the Board of Regents directs the President and the University of Wisconsin System
to implement the recommendations of the report including the recommendation for the
establishment of a technical planning committee and other initiatives contained therein,
within the limitations of the availability of resources;

The Board of Regents further directs that the Management Information Systems Strategic
Planning Group report be used to guide planning of management information systems at all
University of Wisconsin System institutions. (The report may be obtained from the Office of
the Secretary of the Board of Regents.)

97-2 POLICY ON USE OF UNIVERSITY INFORMATION TECHNOLOGY RESOURCES
History: Res. 7461 adopted 6/6/97.

In accordance with its mission to disseminate and extend knowledge, to foster the free

exchange of ideas, and to provide effective support for its teaching, research and public

service functions, it is the policy of the University of Wisconsin System to afford broad access

to information technology resources for university students, faculty and staff for use in
fulfilling the universityods welakedactwites., and for a

Access by Individuals

Access to information technology resources carries with it the responsibility for ensuring that

the use of these resources is primarily for university purposes and university-related

activities, and for maintaining the integrity and securityoft he uni versitydéds comp
In the interest of making the use of information technology resources a natural part of the

day-to-day work of all members of the university community, incidental personal use is
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tolerated. However, one should use non-university sources of e-mail, internet access and
other information technology services for activities of an extensive or recurring nature that
are not related to university purposes. For the security of the information technology system,
individuals having access to information technology resources must take reasonable care to
ensure that unauthorized persons are not able to use their access to the system.

Dissemination of Information and Official Documents

Information technology resources are a dynamic mechanism for the free exchange of
knowledge, and it is desirable for the university to foster the robust dialogue that results from
the use of the resource, and to encourage students, faculty and staff to participate in that
dialogue. Those exchanges that reflect the ideas, comments and opinions of individual
members of the university community must, however, be distinguished from those that
represent the official positions, programs and activities of the university. Students, faculty
and staff using information technology resources for purposes of exchanging, publishing or
circulating official university documents must follow institutional requirements concerning
appropriate content and style.

The university is not responsible for the content of documents, exchanges or messages,
including links to other information locations on the internet or world wide web, that reflect
only the personal ideas, comments and opinions of individual members of the university
community, even where they are published or otherwise circulated to the public at large by
means of university information technology resources.

Inter-institutional Cooperation

During times when they are away from the UW institution where they are enrolled, students
may benefit from the ability to use the information technology resources of another UW
campus. To the extent possible with available resources, each UW System institution should
allow access to its information technology resources by students taking distance education
and other courses from other UW System institutions.

Limitations on the Availability of Information Technology Resources

The universityds information technology resol
university community must recognize that certain uses of university information technology
resources may be limited for reasonsrelatedt o t he capacity or secur.
information technology systems, or as requir e
research and public service missions.

Privacy and Confidentiality of Electronic Documents

No information technology resources can absolutely guarantee the privacy or confidentiality
of electronic documents. UW institutions should, however, take reasonable precautions to
protect electronic documents containing private and confidential information, and to assure
persons using university information technology resources to transmit e-mail or electronic
documents that the university will not seek access to their messages or documents except
where necessary to:

1. Meet the requirements of the Wisconsin Public Records Law, or other statutes, laws or
regulations;
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2. Protect the integrity of the universityos it
and other property of the university;

3. Allow system administrators to perform routine maintenance and operations, and
respond to emergency situations; or

4. Protect the rights of individuals working in collaborative situations where information and
files are shared.

UW System institutions may choose to establish more detailed procedures for determining
when access to electronic documents will be sought by the institution. As encryption
products become more readily available, institutions may also wish to make them available to
information technology users as appropriate to protect privacy interests.

Other Limitations on Use of Information Technology Resources

In addition to the general principles set forth in this policy, the use of information technology
resources may be affected by a number of other legal and ethical principles. While it is not
possible to list all potentially applicable laws and regulations, the following are particularly
likely to have implications for the use of university information technology resources:

1. Ethical standards of conduct for the appropri
university resources are established for faculty and academic staff in Chapter UWS 8,
Wisconsin Administrative Code, and for classified staff in Chapter ER-MRS 24,
Wisconsin Administrative Code.

2. Chapters UWS 14 and 17, Wisconsin Administrative Code, establish standards and
disciplinary processes relating to academic and nonacademic misconduct by students,
including prohibitions on disruption of university activities, damage to university facilities,
harassment and similar matters.

3. Chapter UWS 18, Wisconsin Administrative Code, governs conduct on university lands,
and applies to all members of the university community. Chapter UWS 21, Wisconsin
Administrative Code, regulates the use of university facilities.

Section 943.70, Wisconsin Statutes, defines and prohibits certain computer crimes.

5. Chapter 11, Wisconsin Statutes, restricts the use of state facilities for political activities
by state employees.

6. The federal copyright law applies to materials published or circulated through the use of
computing resources.

7. The federal Family Educational Rights and Privacy Act restricts access to personally
i dentifiable information from studentsdo educ:

Students, faculty and staff are responsible for understanding and observing these and all
other applicable polici es, regul ations and | aws in connecti
information technology resources.

UW System Institution Responsibilities

In order to assist members of the university community in fulfilling their responsibilities with
respect to use of information technology resources, each UW institution shall disseminate
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this policy, together with guidance as to any specific campus policies affecting the use of
information technology resources.

Failure to Comply with Information Technology Resource Policies

Failure to adhere to the provisions of this policy may result in the suspension or loss of
access to university information technology resources, appropriate disciplinary action as
provided under existing procedures applicable to students, faculty and staff, or civil or
criminal prosecution.

To preserve and protect the integrity of information technology resources, there may be
circumstances where the university must immediately suspend or deny access to the
resources. S h 0 u $sdhe saspended whdenthefeircamstanees, the
university shall inform the student immediately and shall afford the student an opportunity to
respond. The university shall then determine whether disciplinary action under Chapter
UWS 17, Wisconsin Administrative Code, or some alternative course of action, is warranted
and shall follow the procedures established for such cases.
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Computing Resources
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Novell

Explanation:
Novell is the system that manages the campus individual and share file storage.

Contact Information
Person: Academic Computing Help Desk

Phone: x3020 o
., ovell Login x
Email: acshelp@uwosh.edu Rovess x|

Novells Client™ for Windows*
Campus Web Address

http://www.acs.uwosh.edu/account-
access-resources/file-storage Usemame: usemame

Password: Iooooooo|

|nS'[I’UCti0nS [l 4 I Cancel | Advanced >>|

1. Once your office computer has been started, the first thing you will see is the Novell
login window.

2. Enter your Campus Username in the designated box. Your username will be the first
seven characters of your last name (less if you have a short last name) and the first
letter of your first name. Example: Prince Charming = charminp

3. Enter your Password into the box labeled Password. Your password will normally be
your Titan ID number. (Once logged in, you should change your password to
something of your choosing. See instructions for changing passwords below.)

4. Click OK

5. Once your information is entered, Novell will recognize you as a unique individual and
allow access to those drives, files, and folders that you have been given access to.

6. If you do not have access to the areas you need access to, your supervisor can
request the additions by calling the help desk, x3020

7. If Novell does not recognize your login information, or if you receive another prompt to
log into windows, call the help desk at x3020. Your computer will need to be enabled
before you can properly log in.

File and Drive Information

Once you have gained access to your computer through Novell you will have access to
various networked drives. These drives can be used for your individual (work-related)
document and file storage or for departmental use when several people need access to the
same file. Although, saving files to your hard drive is possible, it is not recommended. In the
event of a computer crash files stored on a local hard drive will be lost. Files saved to a
networked drive are backed up nightly.

There are several Drives that you will have access to upon being hired.
e C: This is your ¢ ompu ina sabesfilehoadocumeanhts hekeehowevery o u
if your computer crashes, there will be no way to retrieve the information. Use at your own
risk.
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D: If you have a cd-rom on your computer it will most likely be labeled D:

U: This drive is used to save all the files you as an individual use. Students, faculty, and

staff members all have a U: drive individual to them. This should be used instead of your

local C:

e R: When several people in a department need access to the same files, they are usually
stored on this drive. Although you will be able to see the R: on your computer you will not
be able to access any files unless you have proper authorization. Your supervisor can
submit a work ticket to the help desk (x3020) requesting access to the needed folders.

e H:, Q: These drives are not often used by all staff. If you will need these drives to

perform your duties, your supervisor will explain them.

Changing Novell Password
1. You must be logged into your Novell account before you can change your Novell

password.
2. Press [CTRL]+[Alt]+[Delete]. This
will bring up a Novell client for L
Windows dialog box. Novell i
3.Click nChange Pass VHJI . 0 Full User Name
4. The Change Password dialog box et
will appear. Look at the Box on the Resores e s kit

£ WINAD 08193 [_l
2UWO Doef?9

left, make sure Uwo is highlighted
5. Type your old password in the
designated box. Press [Tab] Confim Now Pessword:
6. Type your new password in the I
correct box. (See page 25 for
password information.) Press [Tab] Show AllResources | Cancel
7. Retype your new password in the
appropriate box.
Click OK

A box will appear saying the change was successful.

New Password:

©
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Help Desk
Explanation:
The Academic Computing Help is your single point of contact for technology support. Itis
available during normal business hours 7:45 am to 4:30 pm, Monday-Friday.

Contact Information
Phone: x3020
Email: acshelp@uwosh.edu

More Information

Users should call (920) 424-3020 to receive immediate assistance in resolving their technical
guestions or problems. Users who prefer to send questions or problems via E-Mail to
acshelp@uwosh.edu will be able to do so.

The Help Desk will assist you with problems you may have with UW Oshkosh passwords,
computer hardware, computer software, E-Mail, printing, and others. They will also place you on
the work order list for computer hardware and/or software setups if they cannot resolve your
problem immediately.

Our trained Help Desk technicians have a complete database system at their disposal for
resolving common technology problems. The databases contain local information as well as
technical updates from leading technology corporations like Microsoft and Compag. The
questions or problems that are not immediately resolvable will be logged and assigned to an
appropriate staff member. All walk-in traffic to Dempsey 207 will also be assisted by the Help
Desk staff.

Users can check the status of their request simply by calling the Help Desk.
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