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Office of Technology Services

Everyone at the College and in the surrounding communities is allowed to use SJC’s technology tools for education, research, and public service. This use is a privilege and is accompanied by responsibilities that are important for all SJC users to understand. 

People may use SJC’s equipment and software, but only as it relates to their studies, their delivery of course content, their duties as employees, their official business with San Juan College, or other activities sanctioned by the College. 

The Mission of the Office of Technology Services
We will provide outstanding service to everyone everyday.
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Using the SJC Campus Network

What do I need to get onto the SJC Campus Network? 

To logon to the SJC Network, you need a username and password. 

What do I need to get to the Internet? 

To browse the Internet you need a SJC username and password.

How do I get a username and password?

The Help Desk (extension 3266) will setup your account and create your username and password. Your username will usually consist of your last name and first initial. In cases of name duplication, OTS will add letters or numbers after your first initial to create a unique username for you. You will be assigned a temporary password. Keep your password confidential by changing it immediately to a password known only to you.

Why won't my password work?

1. The incorrect username is in the box – make sure you have entered your username. Your password only goes with your username.

2. You are using a password from a different system (Datatel or VAX vs. your SJC Network/Email account).

3. You are mistyping your username or password.

4. Your password has expired.

Contact the Help Desk (3266) to resolve the problem.

Can anyone access my files?

Only those people who have knowledge of your username and password will be able to access your files. It is very important, therefore, to guard the secrecy of your password.

How do I connect my computer to the wireless network?
Faculty and staff wireless access uses an IPSec Virtual Private Network (VPN) connection—one of the most secure types of connections available today. An OTS technician must set up the IPSec client program on your computer. Contact the Help Desk to make an appointment to have your computer configured.
User Security

It is every person’s responsibility to keep her/his workstation and files secure. If you need assistance or have concerns about others accessing your information, contact Technology Services about security options available to you. In order to keep your information secure:

· Computer accounts, usernames, passwords, and other types of authorization are assigned to specific users. Do not share your username or password with anyone.
· Select a unique password and change it frequently. 

· Know the level of protection on your computer and supplement it, if necessary, to guard sensitive information. 

· Data on your C: drive is never backed up, unless you do it yourself. Data on your H: and other network drives is backed up every day. Always save your work to H: or another network drive.

· Floppy disks are not reliable backup media. If you backup to floppy disk, make at least 2 backups onto different disks.
· Be aware of computer viruses and other destructive computer programs. Take steps to avoid being infected or infecting others. Immediately contact the OTS Help Desk, if you suspect that your computer has been infected with a virus.
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Campus Email

Microsoft Outlook is the standard email client program for all SJC Faculty and Staff. Outlook provides a full-featured email reader as well as productivity enhancement and information management tools for both personal and workgroup use. Outlook facilitates information exchange and group collaboration by providing tools for scheduling meetings, monitoring appointments, and organizing tasks.

Email Web Access

You can read your email, check your calendar, or use any of Outlook’s features using any Web Browser. This is done by going to: https://email.sanjuancollege.edu 

· In the network logon window, type in your username and password. 

You will now be at the Outlook Web Interface, which is similar to the Outlook screen you see at work. This interface provides many of the same functions as the full Outlook program.
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Technology Services Groups

The San Juan College Office of Technology Services is comprised of several different groups:

Help Desk

Applications Services

Communications Services

Media Services
Network Services

PC Services

Web Services
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 Help Desk

The Help Desk receives requests for solving technology related problems and provides the college community with solution-oriented support services. You can contact the Help Desk using any of these methods: 

1. fill out a trouble report using the web-based Help Desk system 

2. send an email to helpdesk@sanjuancollege.edu
3. telephone the Help Desk at 3266

4. visit room 7203 in the Information Technology Center.

To use the web-based Help Desk:

· You will need to obtain your password from the Help Desk before you log in the first time. 

· From the SJC Intranet portal, click on Support → SJC IT Help Desk → Submit Help Desk Request, or point your browser to
http://hdo2.collegis.com/sjc/Tech/default.htm
· Log in using your assigned username and password. 

· After filling out a Help Desk work request, click the Print icon to save work request information for future reference. 

A technician will contact you as soon as possible about your problem.

The Help Desk can be reached by calling (505) 566-3266
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Applications Services
San Juan College currently uses Campus America POISE programs as its primary administrative system, but will migrate to the Datatel Colleague system by July 2005.

Communications Services

OTS telecommunications technicians provide voice services such as telephone and voice messaging to the campus. They are responsible for all new campus telephone and data service, service moves, service changes, network and telephone cabling on new construction projects, long distance service, data cabling, and unified voice messaging. In 2002 Communications Services, in conjunction with Network Services, began the conversion of SJC telephone service to Voice over IP (VoIP)—a major integration of SJC’s voice and data networks. The VoIP project will be completed during the 2004-2005 fiscal year.

Long distance calls made on campus are charged to the caller’s department. A code is provided for each department and must be used each time a long distance call is placed. For more information about this code, please contact your division supervisor. Cellular phones and pagers are also available through the Office of Technology Services.
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Media Services

OTS Media Services manages the setup and use of video and audio equipment, multimedia classrooms, and video conferencing facilities of San Juan College. They are also responsible for the maintenance and programming of the college television station (Channel 27).

Network Services
Network Services manages all campus servers, the efficient flow of network traffic, Internet connectivity, and backup of network data. It is responsible for maintaining all network servers and the applications that run on them. Network technicians insure that campus servers run efficiently and free of interruptions by using sophisticated diagnostic and monitoring tools. 

PC Services
OTS computer technicians provide on-site troubleshooting of software and hardware. They are involved with all aspects of computer and software setup, installation, and maintenance, as well as repairing, replacing, and upgrading campus computer equipment and software.

The Lab Support and Prototype Center is responsible for installing software in campus computer labs. The Prototype Center consists of several computers set aside for the installation, evaluation and testing of new instructional software. All faculty are invited to stop by and make use of these systems. 
For personal productivity, the Office of Technology Services installs and supports the Microsoft family of applications, including Microsoft Office, Word, Excel, PowerPoint, Outlook, and other programs. Microsoft Sharepoint Server is implemented to facilitate group productivity and information sharing. 
Web Services
OTS Web Services administers all SJC websites and oversees campus participation in all web-related activities. It works in cooperation with the San Juan College Web Advisory Council. This council is responsible for reviewing proposed changes to the SJC Web, ensuring that the College is represented on the Internet in a manner in keeping with San Juan College’s mission and identity. The Web Advisory Council ensures that there is consistency in the design and content of the website. All web pages on the SJC official website are required to undergo review by the council prior to publication on the SJC Web.

Guidelines for web-page development are located at: http://sjcweb.com/intranet/info_tech/wac/index.htm.

SJC Websites
SJC maintains several websites to serve the needs of the institution and its stakeholders. 

www.sanjuancollege.edu is the public face of San Juan College on the Web. This site is available to the public and contains general information about the programs, events and services available at San Juan College.

www.sjcweb.com is the internal website specifically designed for the use and benefit of San Juan College faculty and staff. This site is available to all faculty and staff, on campus only, and contains information useful to San Juan College employees.

www.sjcportal.com is the internal website specifically designed for the use and benefit of San Juan College students. This site is available both on and off campus to all San Juan College students. 

www.techresume.com is the site of an online resume database. The database contains the resumes of San Juan College graduates and is available to any legitimate, verifiable Human Resources department or firm.
www.sjc-enterprisecenter.com is the website of the San Juan College Enterprise Center and is available to the general public for the benefit of the Four Corners community-at-large.

www.flightcareers.com is the website of the San Juan College Aviation program in association with Mesa Airlines (also known as the Mesa Pilot Development Program) and is available to the general public.

www.training-center.com is the website of the Business and Industry Training Center and is available to the general public. 

www.sjlearning.com is the future website of the San Juan College Educational Teleconferencing Video Network (ETVN) and will be available to area high schools participating in the program, their instructors and their students.

www.ksje.com is the website of San Juan College’s radio station, KSJE. KSJE has leapt into the Internet age by streaming it’s programming across the web, making it available to the world.
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Frequently Asked Questions

How do I access the on-line Help Desk?

First, call the Help Desk at 3266 to get your HDO (Help Desk Online) password; then go to the SJC Intranet Start page or go to:
http://hdo2.collegis.com/sjc/Tech/default.htm
Type in your username and password. Select Create New Case. Give a brief description of your technical problem. You will receive an email confirmation and status updates from OTS.
How do I change my password?
Your San Juan College password is unique to you and your username. No one, including Technology Services, has access to this password. If you change it, remember what it is.

To change your password on a Windows 2000 or Windows XP computer, press the [Ctrl], [Alt], and [Delete] keys simultaneously; then click the Change Password button. You will need to restart your computer for the changes to take effect.

To change your VAX password: Get to a “$” prompt and type in “set password” and hit Enter. You will then be prompted to put in your old password, your new password, and then asked to verify your new password. When finished, you will get a message that your password has been changed.

How Do I Map to a Network Drive?

To “map a drive” means to associate a network directory or folder with a drive letter. To map a drive: 

· Open Windows Explorer by right-clicking the Start button; then click Explore.
· On the menu line, select Tools → Map Network Drive 
· Type a known folder name (i.e., \\servername\foldername\) in the Folder slot or click the Browse button to look for the desired folder. 

· If you want this drive to be available each time you log in, check the Reconnect at logon option.

· Click OK. 

What is the POISE system?

POISE is educational administrative software now owned by Jenzabar. SJC licensed POISE over 20 years ago. Because it has failed to keep pace with the needs of our stakeholders, SJC is in the process of implementing a new administrative system, Datatel Colleague. The conversion to the new software will be completed by July 2005.
How can I get to the POISE Advisor’s menu?

To get to the Advisors menu, log on to the VAX computer. To access the VAX, you will use a terminal emulator program called Pathworks. Click on Start → Programs, and then choose either VAX or VT Powerterm 525 (depending on your installation). When prompted, type in your username and password. With the proper permissions, you have access to the SJC Advisor’s menu. Several options will be presented including Student CPT Scores, Class Rosters with email addresses, Student Schedules, and transcripts.

How can I access files stored on my Network “H:” Drive from home?

To access your files from off campus, type in the URL: 
https://webdata.sanjuancollege.edu/users/username
replacing “username” with your SJC network username. You will be prompted for your username and password. You will see a list of your files and folders. These file can be dragged to your local computer or opened by double-clicking them. 
Note: You cannot save files back to the server using a Web browser. See the next topic for instructions on how to save files.
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How can I save files to a Web Folder from home?

Using Windows 98, click on My Computer → Web Folders → Add Web Folder. Type in the URL:
https://webdata.sanjuancollege.edu/users/username
and press Next. Enter a name for your Web Folder like “My SJC Home Folder” and click Finish. Enter your network username, password, and the domain name “sjcnt” when prompted.
Using Windows 2000 or Windows XP, double-click My Network Places on the desktop and select Add Network Place. Click Next. Select Choose Another Network Location and click Next. Type in the URL: 
https://webdata.sanjuancollege.edu/users/username
and click Next. Type in a folder name (like “My Home Directory”) and click Next. Click Finish. You should now see your documents open up as a folder. When you want to save a document to this folder, click Save As, select My Network Places, double click on your new Network Place, and click Save. Your document is now available at home as well as at work.
Can I load software from my office on to my home computer?

No. We have a site license enabling use of most Microsoft applications on any College-owned computer. This license does not extend, however, to home computers. Instead, we have a discounted software purchasing agreement that enables SJC staff and faculty to purchase Microsoft software at a greatly reduced price. To find the order form, on the SJC Intranet click on My SJC → Perks Page → Microsoft Purchasing Program, or call the Help Desk at 3266.
 
How do I get more assistance?

Call the Help Desk. You may contact the Help Desk in several ways: 

1. For non-emergency requests, post an online work order at http://hdo2.collegis.com/sjc/Tech/default.htm 
2. Send an email to helpdesk@sanjuancollege.edu
3. Call the Help Desk during Business Hours at (505) 566-3266. 

4. Visit the Help Desk by coming to Room 7203 upstairs in the Technology Services Bldg.

If you have any other questions, call our Help Desk. We will either answer your questions or put you in touch with someone who will be able to help you.
Computer Labs
How can I get software loaded in a lab for my class?

Software requests can be made using the Software Request Form on the SJC Intranet. The URL for the online Software Request Form is http://www.sjcweb.com/softwarerequest/index.cfm. 

Plan ahead. Request your software at least one week prior to the date of first lab use. Also, try not to request software installations during a day that is documented on the OTS “SJC Hot Day Lab Calendar”. This calendar details the busiest days for lab support and will make fulfilling your request more difficult. It can be found at: http://www.sjcweb.com/it/it hot days calendar.htm.


Computer Labs

San Juan College provides instructional labs and designated open-use areas in a variety of locations on campus. For more information about the software and hardware located in specific labs, call 566-3266.

General Use Classrooms
	HHPC
	55346
	566-3779

	Keyboarding
	1200A
	566-3330 

	Math and Science
	1922
	

	Robotel
	7237/7238
	566-3586

	SJC-East Campus
	Aztec
	334-3831

	SJC-West Campus
	Kirtland
	598-3598

	SJC-West Library
	Kirtland
	598-3598

	Word Processing 
	1200B 
	566-3330

	Writing Development 
	1215 
	566-3436


Open Use Areas

	Aviation/Automotive Commons
	2306
	

	Humanities Commons
	1901
	566-3614

	IT Lower Commons
	7100
	566-3599

	IT Upper Commons
	7223
	566-3586

	Library Commons
	1614
	566-3249

	Student Union Building
	1000
	


Specialized Classrooms
	AutoCAD
	1415
	566-3473

	Automotive
	2408
	

	Biology
	1736
	

	Creative Art and Technology
	1921 
	566-3614

	Chemistry
	1637
	

	Cisco
	7128
	566-3599

	Criminal Justice
	1105
	

	Drafting
	1413
	566-3586

	EDGE
	1416
	

	EDGE mini lab
	1414
	

	Industrial Plant Operator
	031
	

	Intel
	1514
	

	Internet
	7133
	

	MIDI Lab
	9207
	

	Networking
	7127
	566-3599

	Nursing AVS
	55337
	

	Nursing (1st year students)
	55350 
	

	Nursing (2nd year students)
	55354
	

	Operating Systems
	7129/7129XP
	566-3599

	PC Technician (A+)
	7126
	

	Physics
	1733
	566-3379

	Regional Energy Training Center
	111
	

	Regional Energy Training Center
	115
	

	Smart Lab/Language Lab
	1611T
	

	Student Success
	1305
	


Acceptable Use of the SJC Network

San Juan College technology resources may only be used in accordance with current SJC Legal, Ethical, Professional and User Security guidelines. 

Legal Use

The following are considered illegal uses of SJC technology resources: 

· Harassment of other users

· Destroying, tampering with, or damaging equipment, software, or data belonging to SJC or other users 

· Disruption or unauthorized monitoring of electronic communications 

· Unauthorized duplication of copyrighted material

· Attempting to circumvent network or other security measures

· Use of SJC resources for private gain

· Violation of any federal, state, or local law 

Each SJC user is responsible for correctly using the tools available on the technology system he/she is using. Computer network accounts, passwords, and authorizations are assigned to specific users and should not be shared with others. San Juan College expects persons using its facilities and equipment to understand the levels of protection provided for each system they use. Users may need to supplement that protection for sensitive information. 
Ethical Use

Technology resources are to be used in accordance with the high ethical standards of San Juan College. Unethical uses of computing resources include: 

· Violations of computer system security

· Unauthorized use of computer accounts, access codes, or network identification numbers assigned to others 

· Use of computing, communications, or media facilities for private purposes unrelated to the mission of the College 

· Academic dishonesty (plagiarism, a false resume, etc.)
· Violation of software license agreements 

· Violation of network usage policies and regulations



Professional Use

Follow these guidelines when using SJC computing resources: 

· Delete unneeded files from your email account, network directories (e.g., H: drive), and accounts on public computers. Pay special attention to the “Deleted Items” and “Sent Items” folders in Outlook. Email accumulates forever in these folders unless you clean them out. They can easily turn into space hogs.
· Don’t unnecessarily use information storage space, printing facilities, or processing capacity. 

· Log out when you leave a computer. If you don’t, you are exposing your confidential information and inviting misuse by others.

The promotion and circulation of email "chain letters" is considered unprofessional at SJC. A chain message is defined as any email that is sent to one or more people and asks the recipient to forward it to multiple others. The best way to handle a chain email is to "break the chain". 

Chain email often includes email messages about possible virus outbreaks and political lobbyist forums, but may also be the mechanism for the spread of computer viruses.

If you become aware of a possible computer virus, contact the Technology Services Help Desk. They will assist you in identifying the virus and notifying other computer users.

San Juan College's technology resources are limited. The primary purpose of our facilities is to fulfill SJC’s goals of learning, teaching, research, and public service. Certain resources may be restricted for reasons related to the capacity or security of the college's systems. 
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