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Email

Each employee is given a logon to the domain which is the first part of their email address. For
instance if you logon is Washingtong —then your email address is
washintong@fultonschols.org. This email is for school business. This does not mean you
cannot get personal email at this address however do not give it out when doing online
ordering or to sign up for various reward or coupon programs. Keep a separate email address
on Yahoo or Google for that sort of thing.

If you are a teacher with a laptop or an office employee with a designated desktop, you should
use Microsoft Outlook to read your email. If your columns get messed up —ask the tech for
help. It takes less than one minute to fix the problem.

Email can be read on any computer that has internet through webmail.fultonschools.org. There
are many ways to access webmail both through the school website and the county website.
Staff email accounts are limited to 100 MB. Except for people who send a lot of pictures
through email, most people do not exceed this. If you are over your limit, you will not be able
to send email. If you have a recurring problem with this, see the tech as there are some
strategies for preventing this from happening.

Delete and Recover Email

When you delete an email message, it is not actually deleted. If you need to retrieve an email
message you can recover it by double clicking on Deleted Items in Outlook and then going to
Tools-Recover Deleted Items. This will list any email the county has not cleared out yet usually
going back about 3 months (from date of deletion). Highlight any email you wish to recover
and press the envelope. It will return the email to your deleted items. You can then drag it to
your Inbox.

& Recover Deleted Items From - Deleted Items — |I:I
o x

Subject Celeted COn From
eb Filter (Internet, not coff...  3/3002011 9:19 AM karp, Jessica B

- Technology Knowledge Base -ip a... 3/30/2011 2:19 &M Technology
o] Technology Knowledge Base - ip a... 3/30/2011 9:19 AM Technaology


mailto:washintong@fultonschols.org

Signatures

Creating a Signature

From the main Microsoft Outlook window, on the Tools menu, click Options, and then
click the Mail Format tab.

Under Signature, click Signatures, and then click New.

In the Enter a name for your new signature box, enter a name.

Click Next

In the Signature text box, type the text you want to include in the signature.

To change the paragraph or font format, select the text, click Font or Paragraph, and
then select the options you want. Click Finish when you are done.

Changing your signature

From the main Microsoft Outlook window, on the Tools menu, click Options, and then
click the Mail Format tab.

e Under Signature, click Signatures, and then click EDIT.
e In the Signature text box, make changes as needed, click OK.
e Click OK.
e Click OK.
Public Folders

Public Folders was discontinued in September, 2011. The county is phasing it out.



Master Calendar
I n OQutlook go to File, Open, Other User’'s Fol

i) Inbox - Microsoft Outlook
E Eile igdit Wiewr =] Tools Zctions Help

Mewys A/" L—a Reply to All [+ Forward EEI A o §$ Send/Recei

A SOpen L Selected Ttems Ctrl= O t‘i» _
— Close All Ttems Dther User's Folder... -
!l  save As.. Calendar... b
Save Attachments [ 3 Cutlook Crata File... —————

Be sure the Folder Type is changed/set to Calendar , then type_688 in the Name field

Open Other User’s Folder el

Mame. .. | 588

Folder tvpe:

(0] 4 Zancel |

Click OK

Hl Check Names x|

Micrasaoft OFfice Qutlaok Found more than one "688",

L=}

Select the address ko use:

I Marne

ie b

'8 eaghctiveyotes
& 688EagleLab-Rma0
8 688HarryCart

8 6&8Langlab-Rmils

g 638MasterCalendar
o T |, I Y IO Y N o OO | ha
4| [ 3

Propetties | Show Mare Names...l MNew Cu:untau:t...l

(0] 4 I Cancel |

, 2.

Double click on the 688MasterCalendar. Only Front Office Staff can add or delete entries on
the Master Calendar.



Junk Mail

NOT Junk
Check your Junk Mail folder once in a while —sometimes parent emails get in there.

If a message should not have gone in to the Junk Mail folder, you can make future message
from that sender stop being flagged as junk.

e Open the Junk Mail Folder

e Click once on the Mail Message

e Notice the shortcut barsabove—one s ays —t¢litkontit. Junk?”

e [f your shortcuts are not there —you can - Click on the Actions menu —choose Junk
email —Add Sender to Safe Senders List

Marking Email as Junk
If you can tell a message is junk in the message list window:
e Click on the Actions menu — choose Junk email — Add Sender to Blocked Senders List

o |t will move the message to Junk Mail and
any more.

If you open an email and realize it is junk —follow the same steps from that window.

Avoiding Scams and Account Hijack

Never will the county send you an email asking for your password. NEVER. Your bank will not
ask you for this information via email either nor will anyone reputable ask you for your social
security number via email. Do not fall prey to scam email that makes it through the county
filters. Sometimes these emails really look official but you will notice the sender will not have a
fultonschools email address. Sometimes the bank emails will even have the bank logo. Never
give out your social security number or email password to anyone you do not know personally.
If you are asked these things via email, delete and ignore the email.



Email Troubleshooting - ( %, 0 A ye6i 110 CAOOET C Al AEIT A

When Outlook is open, this is what the bottom right corner of Outlook should look like —
Folders Up To Date and Connected.

All folders are up to date. || Connected ~

S R)E L B | 810 AW

Here is how to do some basic troubleshooting. There are two common possibilities -

POSSIBILITY ONE:
If you are not getting email and your outgoing emails are going to your outbox it may mean you
are offline and the bottom right hand corner of Outlook will look like this.

e ———— v

This folder was last updated at 8:09 &M, )| Offline ~
o) &/ab] LI | 817 AM

[

You fix it by clicking on the word Offline which will pop up a dialog box like this:

v Download Full Tkems
Download Headers and then Full Thems
a Download Headers

81 w On Slow Connections Only Download Headers

a
v Wark Offline

K

This folder was last updated at 5:09 A, hﬂl Offline =
A R LI E & | a1 A

Notice Work Offline is checked — by clicking on Work Offline again, it will uncheck it and you
should reconnect. Hooray!

POSSIBILITY TWO:
Now what if instead you see this? —Disconnected?

A A SIS S e T da N Y & |

This folder was last updated at §:09 &AM, @] Disconnected ~

;B4 KRB OLIE M 521 AW

-

This can mean one of two things — One common, one rare

COMMON:

~



Your computer is not seeing the network — verify this by opening Internet Explorer and seeing if
a web page will come up. If you see this:

Internet Explorer cannot display the webpage

It means your computer is not connected to the network and you need to trace your blue cord
from the computer to the wall making sure both ends of the blue cord are plugged in. Once
you rectify that situation, you should be good to go. If not, try a restart before contacting the
tech.

RARE

If a webpage does come up then you are connected to the network - the issue could be that the
mail server you get your mail from is experiencing a problem. There are many mail servers and
we are not all on the same one. Your neighbors may be getting email when you are not.

How to verify this: try getting your email via the Internet instead of using Outlook —i f you can’
get it that way either, it is a county mail server issue —try again later.

If you can access your email via the Internet, do so until you have a chance to take your laptop
to see the tech where she can do further troubleshooting on your behalf.



File Backups

Every employee with Fulton County Schools has a back up folder on a server. Some of you
know it as your H: drive or more commonly ayour share. Everyone needs to makeé a
habit of backing up files to this folder.

Why?

1. If afile is in your share drive, you can open it by logging into any computer at school. A A

2. If your laptop/desktop crashesA1 I 1T £ UT OO0 Z£EI A0 xEI1 AA 11 O
them.

How?

Click onMy computer > yourusername$ Once you have that folder open, drag any
documents or files that you want backed up onto that folder.

Please keep the following in mind:

.0- U AT AOIi A wid fiod dragbveryBuduill have to drag files individually
inside the my documents folder.

- Youdo not need to backup applications (MS Word, PowerPoint, etcJust files
(documents, pictures, music, etc).

How often should I back up and how will I remember to do this?
It is up to you, how often you back uplt depends onhow important you think your

documents are. A recurring task on your Outlook calendar or paper calendar can help you
remember.
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File Sharing

We have a server designated for sharing between staff members called Teacher Share. This
server is NOT for your personal backup, you use YOUR share for that discussed in the File
Backups section of this manual.

If you place something on the teacher share as a way to transfer/share something with a
teacher —be sure you the teacher deletes it once they have dragged it to their computer. This
is especially true for large files like movies or a large number of pictures.

Please keep this server share current and organized. There should not be folders with a
particular teacher’ s nanléeusedforafolderlikefocial escr i pt i

Studies or 6 grade or Media or Movies or Yearbook. The server is limited in space and periodic
cleanup is required.

This server is for sharing for others, not for personal storage.

11



Internet at School

e Some websites are blocked at school and a request to have one unblocked should be
made to the Media Specialist 24 hours in advance to insure it will be done in time.

¢ [f you need websites added to the Virtual Library —send an email to the tech 24 hours in
advance to guarantee the link will be added in time.

Using You Tube Videos
Access the video at home.

Using the video address that is similar to http://www.youtube.com/blahblah

And you put in the word kick in front of the word youtube —so it looks like this
http://www.kickyoutube.com/blahblah

It pops up and allows you to download the video.

Kick Tube

{ )
- | T “ N\

2505 o e i S B GO O e .

Click on the green GO button and it will change to the blue Down button.

E3 S o A 0 ) L L 3 O LI AL WL ...

Right click on Down and go to Save link assave the file wherever you choose. It saves it in mp4
format which works on our computers.

12
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Labs

We have four computer labs in our school. The locations are one on the gt grade hall, two on
the 7% grade hall and one in the Eagle Wing. All have 29 to 30 student computers and a
projectorineachroom. Ifa computer iisn’t working, an
specialist stating which lab and which computer is the problem. We also have four rolling cart
labs containing 16 wireless computers which can be checked out and used in your classroom.
NOTE: The Media Center has 23 student computers and can function very much like a lab.
Signup is done in the Media Center.

Guidelines:

e Substitutes are not permitted to take students to the labs or use wireless carts. Do not
write lab time into your lesson plans.

e Students cannot be sent to the labs to do work without supervision.

e Food and drink should not be brought into the lab —even candy.

e Leave the room neat for the next teacher.

e NEVER turn the computers or the monitors off in the labs.

e Software in the labs is based on the content area assigned to that lab. Sign up for the
appropriate lab if you require specific content area software.

e Sign up is done via Public Folders in Outlook. A reminder email is sent out each week.
Cancellations are done via Public Folders in Outlook. A calendar is printed each week
but it is not to be used for sign up —just for a snapshot of use.

e Test out your lesson plan IN THE LAB, not just on your laptop at home. Some websites
are blocked at school and a request to have one unblocked may take some time

e If you need websites added to the Virtual Library —send an email to the tech 24 hours in
advance to guarantee the link will be added.

e When students work on a project on any school computer, they should save their work
in My Documents. When they logoff, it transfers it to their student share so it is
available to them from any computer in the building. All student folders are available to
the teacher in the 688student folder. You reach this folder on your machine my going to
My Computer — Network Drives.

BEFORE LEAVING THE LAB
0 Projector bulbs are expensive; please turn off the projector when you are no
longer actively using it.
0 Be sure to have the student log off before they leave the lab.
0 Askthe student to gather his belongs, dispose of his trash and push in his chair.

13

emai



Lab Software

All computers in the building have Microsoft Office —including Word, Excel, PowerPoint,
Publisher, as well as Microsoft Photo Story, Movie Maker, and Internet Explorer. Solo is also
installed on all lab computers and the Media Center. The Media Center is not listed here but it
is also a lab of sorts with over 20 computers.

Room 16: Language Lab
Adobe Photoshop Elements
Eclipse Crossword
Inspiration
Music Ace
Solo
Take Home Tutor (Spanish Software)
Timeliner
World Language Software

Room 27: Social Studies Lab
Eclipse Crossword
MiIndpoint Quiz
Solo
Timeliner

Room 35: Math & Science Lab
Algeblocks 1 and 2
Audacity
Cabri Geometry
FitnessGram

Green Blobs
Science Virtual Lab CD'’ s
Solo

Room 80: Eagle Lab
Solo
Take Home Tutor (Spanish Software)
World Language Software

Every lab computer has working headphones. Microphones are available from the media
center for checkout.

14



Lab Signup

This replaces the use of Public Calendars

I n Outl ook go to Eile, Open, Other User
i) Inbox - Microsoft Outlook
i File i Edit Miew So Toaols Actions Help
B Mewys /' i=#l Reply to All (g3 Fonward EEI A o §$ Send/Recei
: Dpen g Selected Items Crl=iC Ii _
— Close All Ttems Other User's Folder... —

!l  save As.. Calendar...

Save Attachmen [ Cutlook Crata File... ——

Be sure the Folder Type is changed/set to Calendar , then type_688 in the Name field

Open Other User’s Folder el

Mame. .. | 588

Folder tvpe:

Zancel |

Click OK

Bl Check Names

Micrasaoft OFfice Qutlaok Found more than one "688",

Select the address ko use:

I MName

'8 eaghctiveyotes
& 688EagleLab-Rma0
8 688HarryCart

8 6&8Langlab-Rmils
8 638MasterCalendar

o T 1Y, S B R n_.F.I-

1

Propetties | Show Mare Names...l MNew Cu:untau:t...l

o ]

Cancel |
4 A
Double click on the resource you are interested in signing up for.
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The calendar will open under your calendars. This calendar will stay in your calendar list; in
order to view it, place a check mark next to it to select calendar.

>/ Calendar - Microsoft Outlook
File Edit View Go Tools Adions Help
| Mewr ~ @ X 84 | Today | @ Searchaddressbooks = | |

Calendar /ﬁ{ Day | Week | Manth
August 2011 September 2011 (_ _)
SM O TW T F 5 s M AUgUSt 11, 2011
L 23 456 688EagleLab-RmB0 5 688LangLab-Rm
7 5 o9 1o[a1]12 13 4 Eag X e beslang.a
14 15 16 17 18 19 20 11 11 Thursday 11
21 22 23 24 25 20 27 15
28 29 30 31 25 26
}Z_)]AII Calendar Items / -
My Calendars / > 9
Other Calendars / ¥
People's Calendars E 1 00
[v 7l 633Eaglelab-Rm:
O 5z 6a8MasterCajerdar —
7] 688Langlabfim1s 11%99 —|—
1< | 1€
How to Share Calendars _

To reserve time for a lab: (done electronically onl_y —the paper calendars that hang on door
capture one moment in time and are just for a visual overview.)
e Check the calendar so it shows.
e On the File menu, point to New, and then click Appointment. (or double click on the
calendar in the time you are interested in using.

In the Subject box, type your last name, the content area you are going to the lab to
Study(optional), and the number of students (optional) that will be there.

| This appointment occurs in the past.

Subject: IF-:w'-.-'Ier Language Arts 15 students

Location: I
Start time: |Fri 6/10/2011 j f5:40 am j [T &N day event
End time:  |Fri 6/10/2011 | [o:402m =

Verify the date and enter start and end times —if you need 2nd and 3rd period and then 8th
period —you will need to enter two different appointments due to the time gap between the
end of third period and the start of 8th period. Notice that you can type over the times —they
do not hav e liké 8xo 9b pou canehargait'to read 8:40 to 9:40 —no problem.

NOTE: If this is a cart, activeexpression or vote, or a media center projector, do not do starting
and ending times —just click on all day event.

Click Save and Close

If you have to cancel, please go in and delete your appointment by clicking on it and using the X
from the menu to delete. If you are cancelling really last minute —you can send out an email to
the MS Haynes Bridge All list to let them know you did this so someone else can snag your time.

16



Lab Troubleshooting
Troubleshooting signs are on the wall with these tips.

Headphone problems
e Be sure the headphones are plugged in all the way into the computer.
e Use the sound control panel to be sure th
muted or turned down.
e Use the volume controls on the headphones when present.
e Sometimes you will only be able to hear out of one ear.
e We do not dispose of headphones until both speakers do not work
e Any non-working headphones should be brought to the technology specialist.

Computer Lockout

If a student or staff member has not logged off, the computer will be locked after 15
minutes of inactivity.

e Hold down the power button and count slowly to ten.

e The machine will turn off.

e Turn it back on and it will be unlocked.

Account Lockout

If a student or staff member tries to log on three or more times with the wrong
password the account will lock. After 30 minutes, the account will unlock automatically.
The tech specialist and bookkeeper can unlock accounts and reset passwords.

NOTE; New students have accounts after 24 hours. Their account number is on their
schedule and the same as their lunch number. The default password is 12345678.

17



Lab Etiquette

APPRECIATED

Headphones
resting on the CPU
behind the

Keyboard on
Table

No trash or
personal items

left behind

Chair Pushed In

Not Appreciated

Headphones can mark
the monitor

THANKS TO ALL WHO LEAVE THE LAB IN GOOD SHAPE

18



Wireless Cart Labs (16 computers per cart)

Our school has four wireless cart labs. When you check out one of these labs, you check it out
for the entire day — not specific periods. They are named and are called Albert, Earnie, Harry
and and Sally. This makes it easy to know which is which. Albert lives in the Science Wing and
is Science exclusive.

BEST Practices for Laptop Cart Use:

e Having the student shut down the computer at the end of the day —be sure they WAIT
until they get the black screen BEFORE closing the lid —this is most important on Sally
and Harry.

e Be sure the teacher puts the laptop away - insuring that the power cord is plugged in to
the laptop.

e The cart needs to be plugged into an electrical outlet to charge. Be sure to keep the cart
plugged in and if you return it to my office, be sure to plug it in. Do not touch the on/off
button on the back of the cart.

e Teachers return carts, not students.

e Substitutes may not use these carts and their use should not be in a lesson plan for a
sub.

e Use the Help button on an email or the Tech Assistance link from our school webpage
under Teacher links to submit a request when a laptop is missing an alpha or numeric
key so | can have it fixed.

e Use the Help button on an email or the Tech Assistance link from our school webpage
under Teacher I|links to submit a request wh
emergency. Emergency —send a student or an email.

e Do not put notes on laptops, the only person who will see them is the next teacher who
checks out the cart.

Best Practices-A ¥ @2dz R2y Qi F2ff2¢ GKSYZI GKS 2yfe LISNE
checks out the cart! Please be kind ;)

19



Laptop Guidelines

Every certified staff member receives a laptop from Fulton County for use in conducting school
business. This computer is the property of Fulton County. When a certified staff member is
issued a laptop, that laptop stays with them even if they transfer to another Fulton County
School.

The certified staff member is responsible for the laptop computer and is to care for the
equipment in such a manner to prevent loss or damage. In the event of loss or damage due to
neglect to the laptop, Fulton County Schools Technology Services Department reserves the right
to not issue a replacement. The use of this computer is to be in accordance with all Fulton
County Policies/Procedures. (Electronic Network Access Policy/Procedure IFBGA)

The laptop computer should never be left unattended in an unlocked room. If the laptop is left
in the classroom overnight, it must be in a locked cabinet or drawer. If you must leave your
laptop in your car be sure it is in the trunk where no one can see it. Please be sure to transport
it in a case and try to never leave it in a place where it will be too hot or too cold.

The only software that is installed on the laptop computer is software that is the property of
the Fulton County School System and such installation must be performed by the School
Technology Specialist or other personnel designated by the principal or by Fulton County
Technology Services.

The laptop computer and peripherals issued to a Fulton County School’s employee are to be

returned immediately upon termination of employment. No permanent, personally identifying
marks may be made on the laptop computer.

20



Logon and Passwords

Each Fulton County employee will receive a domain logon and password. The domain staff
member’' s use is the FCBOE domain and the |
domain logon is also part of the email address.

If you try to logon to a computer with the wrong password three times it will lock your account.
You can wait 30 minutes and try again or see the tech specialist who can unlock your account
and reset your password.

Printers

Network Printers

There are network printers on each hall of the building (16 network printers) —sometimes more
than one. Each lab has one printer but the g grade hall has two —one reserved for students.

Guidelines:

e Students should never claim printing from a network printer unless it is the gt grade
student printer. Confidential information frequently sits on the printer such as student
grades, | EP's as well as correspondence
teachers claim student printing.

e Students should not print without permission. If it is a webpage they want to print —
print preview should be used to be sure
they only want the first page.

e When you chose print —read the dialog box. It allows you to change printers and
specify which pages you wish to print. In the case of Powerpoint, it allows you to chose
to printer more than one slide on a page (wasteful printing).

e Normally, emails shouldn’t not be printed.

twice before printing an email.

If a printer appears to be low on toner, be sure to notify the tech specialist via email.

21



Adding a Network Printer
(not to be used on student computers)

NOTE: The first thing that will come up is the ability to search for a printer. Do not use that, it
will not always work. The instructions below will.

Start Menu — Printers and Faxes

Click Add Printer

Click Next

Select a network printer, click next

Select Connect to this printer —type \\hynsbr-curr\ in the name field
Choose a printer from the list

Click Next

Click Yes (this makes it your default printer), Click next

Click Finish

Printers (shared network) in our building

Location Room Number Share Name Restrictions

Front Office Front Office Printer Front Office Personnel only

Media Center 688 Media Center Black & White  Students are charged 10 cents
per page

Media Center Color 688 Media Center Color Students are charged 25 centers
per page

1 (Guidance Office) 688 Room 3

10 688 Room 12

16 (Lang Lab) Language Lab—Rm 16

27 (Soc Studies Lab) Social Studies Lab

35 (Math Lab) 688 8" Grade Student Printer Students Only

35 (Math Lab) 688 Room 35 Math Lab Teacher  Teachers Only

52 (Bus Ed Lab) 688 Business Ed

52(Bus Ed Lab) 688 Business Ed Color

80 (Eagle Lab) 688 Room 80

Workroom One 688 Workroom One Printer

Workroom Two Workroom Two N Metro Area

Workroom Two* Duplex Workroom Two*

*This refers to one printer. This printer can print on both sides. See tech specialist for further
information.

Printing is tracked by user logon.

22
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Changing a Default Printer

Start Menu

Settings — Printers and Faxes

If the printer you wish to use is not listed refer to the link Adding a Network Printer.
Right-click on the printer — Choose Set as Default Printer

Personal Printers or Stand-Alone Printers

The special education department purchased some printers for special education teachers

which can be installedont he t eacher | aptop for the teacher
printers is not covered by special education or the local school. If you would like to use these

printers, teacher will have to use PTA stipends, department dollars or personal monies to cover

the cost of the ink. If you would like to use a personal printer from home, a request will need

to be made for the tech specialist to install that printer when possible. (Low priority request.)

23



Projectors

The attached spreadsheet will show you where you will get a projector for usage in your
classroom. We have 14 Projector Captains who store the projector in their room. If you need
help setting the projector up, the captain can help! Most projectors are shared by three
teachers. The spreadsheet is a list of the classrooms that are NOT equipped with a
permanently mounted projector. Find your room/name and you will see who you go to for a
projector. It is up to the team to share this resource equitably. Some teachers never use a
projector; others would use it quite frequently. Everyone knows where to go first and no one
has to sign up unless you decide within your team to do a signup sheet.

If you need a projector and someone else on your team is using it, you have three alternatives:
e See if a neighboring team has a free one
e Check out one of the two available in the Media Center (3 day checkout)
e Use a television especially if you have a small group

2 Barksdale Captain | 7,11

4 Creswell 5
5 Saef Captain | 4,6

6 King 5
7 Love

8 Robinson Captain | 10, 12

10 Henderson 8
11 Straw 8
12 Shraga 8
18 Davis Captain | 22

20 Barrett Captain | 21,24

21 Riley 25
22 Sanders 18
23 Anderson 25
24 Health 20
25 Wolf Captain | 23, 26

26 Bement 25
30 IST Media Center
32 Craft 36
33 Bidwell 36
36 Moore, V Captain | 32,33

37 Rifkin 39
38 Moore, M 39
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39 Brand Captain | 37,38

41 Wilson Media Center
43 Cole Media Center
50 Chang 84

50A Anderson Media Center
55-57 Moultrie 84

59 Fore 60

60 Boglione Captain | N Metro

61 Hilpertshauser 60

63 Hall 60

64 North Metro 60

65 Sickler 60

66 Walls 60

67 Callaway 76

69 Hicks 76

71 Greb 78

74 Laravea 78

76 O'Kelley 67,69

78 Babcock 71,74

84 Wasinger Captain | 55,50

90 Hooks 100 or 102
100 Lafoon Captain | 90

102 Artis Captain | 90

CLEAN FILTER WARNING

Please tell either the tech specialist or media specialist if you ever see the clean filter warning
on the projector. The filter can be cleaned easily with a can of air. The bulbs wear out much
faster if the filter is clogged. Projector bulbs can be very expensive sometimes costing as much
at $300+.
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Wireless Presenter
Checked out from the Media Center

' Features

1.
2. Pull out wireless receiver
3. Put receiver into your computer
4. Turn the remote on
BE SURE TO RETURN THE CASE, AND THE REMOTE WITH THE RECEIVER ¢ ALL 3 THINGS

1

2
3

Ighore

English

Features

1. Laser pointer

2. Slide forward and back

3. Black screen (in some applications)
4. Launch slide show

Espaniol
Funciones
1. Puntero laser
2. Avance y retroceso
3. Pantalla negra
(en algunas aplicaciones)
4. Iniciar presentacaon

Having problems?

1. Batteries and polarity OK?
2. Power switch on?

3. Recewver plugged in?

4

. Range OK

(up to 15 meters/50 feet)?
5. Try restarting your

computer.
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Student Teachers

Upon request by the teacher they are paired with, student teachers can be given a logon and
email address. Simplyemailthe t ech with the student teacher’
they are a student teacher.

When the student teacher has left, please let the technology specialist know so their account
can be disabled.
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Student Technology Use

e Students and their parents must sign a technology agreement. This is handled school
wide at the start of the year. New students after the star of the year and their parents
sign this agreement as part of the paperwork upon registering.

e New students have an account on the FCSSTUDENT domain 24 hours after they show up
in eschool(TAC) Their logon is the student number/lunch number. It is listed on the
schedule the counselor gives the student. They do not need to come to the tech to get
an account. The default password is 12345678. If it has been 24 hours after the student
has shown up in eschool (TAC) and student is unable to logon to the student domain,
send them to the tech. Never allow a student to logon as you or another student.

e Accounts are locked out after three tries with the wrong password. Ask students to stop
when they can’t get in and t hen vanfgiigch t hem
they are on the student domain.

e [f an account gets locked out, send them to the tech. If the tech is not in her office, the
student can ask the bookkeeper. Accounts unlock themselves after 30 minutes.

e Students can only enter websites in the address bar of Internet Explorer with teacher
permission. Frequently used website should be added to our Virtual Library. (Request
to school tech 24 hours in advance.)

e Students need to use kid-friendly search engines. They can be accessed via the Media
Center pull down menu or the Virtual Library.

e When students work on a project on any school computer, they should save their work
in My Documents. When they logoff, it transfers it to their student share so it is
available to them from any computer in the building.

e Even if a student is saving something to a thumb drive —they should save to it My
Documents too, for a backup.

e If a student needs more time to finish the project, the student can use the Media Center
for most projects. If the student has saved correctly, the document will be available for
their use.

e All student folders are available to the teacher in the 688student folder. You reach this
folder on your machine my going to My Computer — Network Drives.

Classroom Computers

Up to three classroom computers can be placed in a classroom for student use. The computers
must be located close to power and the blue network plug. Classroom computers are assigned
to a classroom not a teacher. If the teacher changes rooms, the computers do not move. If
there is an exception to be made the tech specialist needs to be consulted. Students should not
be using classroom computers unsupervised.
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NOTE: Classroom computers will automatically turn themselves off at 6 PM and turn
themselves back on at 7 or 7:30 am. You should not turn them off at the end of the day. The
computers run updates starting at 4 pm. If you turn them off, the updates will be running while
students are trying to use them and may restart at a very inconvenient time.
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Wireless

Never use FCSGUEST on a laptop within Fulton County. If you are within the Fulton County
Domain, your computer should work automatically. If it does not, the only fix is a restart. Do
not allow any tech specialist from another school or other Fulton County employee steer you in
this direction. FCSGUEST is only for computers that are not on our domain. If a FCBOE machine
is unable to get wireless within the domain that means there is something wrong with the
configuration for the wireless card, the wireless card is problematic or wireless is not working.

Wireless |I'S a wonderful thing binfactifypuareeal |y i
near the blue cord in your room — USE IT, PLEASE — here is why.

e You don’'t get public folders in Outlook.

e You don’'t get alll t he slikeyduesernrrshareseyou under M
can back up your documents.

e Sometimes, the wireless hub reboots itself —during that time you will not get the
network and you get unpredictable results after it happens

e TAC is much slower when using wireless and you get more errors if you use it wirelessly.

e When you plug in the blue cord, you need to restart to get public folders and the share
drives so why not start with the blue cord? J

What wireless is GREAT for —
e when you travel from room to room
e when you attach your computer to a projector to share something with the students

FCSGuest

If you have a student teacher or guest in the building who needs to get the internet on a
computer or any wireless device —we do have a wireless guest network. Please do not give the
logon or password out to people where students can hear. This would allow students to
configure their handheld wireless devices and get on the internet which probably is not what
we want them to be doing. The password changes every month. Please check with me for the
password when you need it. NEVER use this with your FCBOE laptop.
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Wireless Troubleshooting

If your wireless is not working at school the best thing to do is restart. If that does not work, try

these ideas.
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Change Windows Firewall settings

Cpen Metwork Connections

Repair
¥Yiew Available Wireless Networks

Choose View Available
Wireless Networks
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Help Files
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Hide Traw Icon
Disable Radio
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enabled as illustrated, continue to Choose o wiviless network
the next step\ If you see the et O 0 1 10 Sl e o 1 e A I Mg et '
. . rforveion. A
wireless netwark, you would like | .. ‘
. . . el Faw
to connect to, jist click on it and
choose connect. =]
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I vons hews anabind srother progres B0 marags thes Msew serrection
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\ﬁight click on the rising
bars icon and choose
Open Utility

Uncheck the first check box and click OK. Internally, your
FCBOE wireless should begin working. (It make take one
or two minutes. If you are at home or elsewhere —then
begin at the top again to connect to the available wireless
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