Computer Usagein Business Technology (BTE) Courses Fall 2007 (200810)
A Guide For Studentsand Faculty

(WARNING: Computer systems are subject to continual change. These instructions are current as of their publication date,8-13-07)
Please send suggestions and corrections to sommerrv@muohio.edu , SUBJECT: Revise BTE Computer Usage Document.

Thisdocument explains how to set up your computer and e-mail; how to get computer help; location of computer facilities, etc.
It also explains how to use Miami University’s computer network facilities, for example, net Disk, Blackboard, myMiami and
BannerWeb. Please save this document and refer to it often.

The Campus Computer Centers often schedule computer training sessions. Please take advantage of these free sessions.

Incoming Business Technology students are strongly encouraged to take BTE 181 Computer in Business during their FIRST
SEMESTER, asthese computer skillswill berequired throughout the Business Technology program.

BTE 181 covers Microsoft Windows and Office (Word, Excel, Power Point and Access), e-mail and the Internet at an
introductory level. Talk to a Business Technology professor about possibly testing out of BTE 181 if you already are proficient
in the above software.
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1. EXPECTATIONS FOR INCOMING-STUDENT COMPUTER SKILLS

Miami University has established the following expectations for incoming-student computer skills. The reason for these expectations
is so professors can assume a basic level of computer literacy for all students so that they might incorporate computer technology into
their courses.

Incoming students to Miami University are expected to demonstrate minimum proficiencies with a personal computer and basic

software programs. These minimum proficiencies include:

1. Theability to use the Internet to find and retrieve information including: locating an Internet site given a URL ; navigating
between information sources; doing basic searches using a mgjor Internet search service; and submitting information via on-line
forms.

2. The ability to use electronic mail as aform of communication including: sending an e-mail when given an e-mail address;
responding to an e-mail; sending e-mail to a group of individuals; and sending and receiving attachments as part of an e-mail.

3. Theahility to use aword processing program to create and edit documents including: creating a new document; editing an
existing document; changing the format of text; and changing margins, page orientation, and other elements of page layout.

4. The ability to use an operating system including: copying or moving afile to or from removable media; finding files or folders
on alocal hard drive; and creating a sub-directory (folder).

If you do not meet these expectations, you can still be admitted to the University and take classes. Y ou should, however, take BTE
181 Computersin Business during your first semester.

Students who are unsure of whether they meet these expectations are encouraged to take an online self-assessment at
http://www.units.muohio.edu/mes/suppctr/L | M CI STraining/Proficiencies.htm

2. GETTING STARTED

Welcome to Miami University’s Computer Network (MUnet). Miami University has an extremely sophisticated computer network
for students, faculty and staff. Because it is so powerful, it is used extensively—sometimes to the point that response time islonger
than would be wished. Please be patient. We are continually improving services, but—just like roads—the wider the road, the more
traffic it generates, thereby mitigating the benefit of widening it.

Accessto Miami’s computer network is available by logon and password from:

(1) any university computer on the Oxford, Hamilton or Middletown campuswhenever buildings are open;

(2) 24/7 I nter net-access from anywherein the world (I nternet service and/or long-distance phone char ges might apply). Not all
services are available via the Internet. The most extensive services ar e available from campus computers.

MyMiami is our University Internet Portal, providing access to most computer resources. Access is by logon and password at:
http://MyMiami.muohio.edu

3. How Do I LoGIN To MiamI's COMPUTER NETWORK (MUnet)?
When you first start up a campus computer, you will be asked to login with your Uniquel D and password, as indicated below:

If you already know your Uniquel D and password, you can log in to myMiami by going to http://myMiami.muohio.edu . Typein
your Uniquel D and password and click “Login” asindicated below.

111/ # @ %
i : / MIAMI I—'Eme Help Lagin

EEEN Login
= Miami People
& i Wetf MUnet Login
o Pages Login for access to additional services such as
O Miami Libraries BannerVWeb and e-mail. Login feln
Knowledge :
o Base _Un|que|D: hlUnet password:
Blackboard sommerry ssssasenes| Login
o Courses ] p
Uniquel D

Y our Uniquel D generaly isthe first 6 letters of your last name, your first initial and your middle initial. For example, my UniquelD is
sommerrv. If you have avery common name (Mary Smith, for example), your Uniquel D might be somewhat different.
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How Do | Find My Uniquel D?

1.
2.

Start Internet Explorer. Go to http://mymiami.muohio.edu/
Asindicated in the screen shot below, click on “Login Help” Y ou might get a warning about entering a secure Internet

connection. If so, click “Yes’ to continue. Next, you might get a warning about leaving a secure Internet connection. If so, click

“Yes' to continue.

h 0 W

Home Help Login

T Login

® Miami Paople

o MUnet Login Miami Web Page Index (Quick Links)
O Miami Web Pages ] oo i 3 ]
L Log in for access to additional sewvices such as Bannereb and Click on the latters below to browse the index of web pages at
© Miami Libraries e-mail. Login kel Migrmi
O Knowledge Base i ;' Web Page Index: ABCDEFGHIJKLMN
0 Blackboard UniguelD: hlnet password: OPORSTUVWXYZ
e e o
Blackhoard | 1L = —er Favorite Links
Organizations * Danneryveb [Togin required)
O Google o Course List irect)
« e-mail (login require
- My Announcements o KHnowled ge Elasqe
. _r|1_et jh|SR| ogin required)
Inetituti A e o Technology
7 4 " 3 5 » Time Entr
o First open session for admission director candidates o Time Entry - Full
I1/22/2005 _|9 Tirne Entry - Guick
o NO TECH SERVICES Now. 25 {4/21/2005 . Uohar Librari
ty Lib
o November phone bills posted  17/18/2005 VSRR

If so, click “NO”. NEVER allow any computer to remember your password or someone else will be able to access your
personal records.

Login Help

What is my UniquelD?

Ewvery student, faculty and staff mernber has been issued a UniguelD. It consists of the first six letters of the last name, followed by the first and middle initial, some
UnigquelDs end in a number, rather than a middle initial, because common last names and initials mean that some UniguelDs are already in use. The UniguelD is nat
case sensitive.

Far example, the UniguelD for John Q. Public would be "publicjg”.

If you do not know your UniquelD, use the Unigquelly self-service toal to discaver it.

Far further assistance, contact the |T Services Suppart Desk at (513) 529-75900.

What password do | use to log in?

The password used by most Miami web services is the MUnet password; some people know this as their Movell MetWare password, or the passwaord that they use to
gign in ta Miami's modem poal, myMiami, Banner®eb, or Blackboard (all of these services use the same password).

By default, your password is the month and day of your birth and the last four digits of your social security number in the format mmddnnnn. Please include the leading
zero for single digit months and days. Faor example, a birth date of March 1 with Social Security number 123-45-6789 would have a default password of "05016733". If
your password is at the default value, you will be prompted to change it as soon as you lag in.

If you have changed your password to another value, use that value in place of the default password.

If you have fargotten your password and have a secret question and answer on file, the MUnet Passward Wtilities will allow you to change your password 1o a new value.

If you need assistance, please contact the T Services Support Desk at (513) 5227200

Asindicated in the screen shot below, click on “Uniquel D self-service tool” Again, you might get security warning messages. If
S0, click “Yes’ to continue. Y ou might get a message asking you if you want Windows to remember your password for later use.
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4. Asindicated in the screen shot below, enter your social security number or Miami University User Identification Number and
password. By default, your initial password is the month and day of your birth and the last four digits of your social security
number in the format MMDDNNNN. Please include the leading zero for single digit months and days. For example, if your
birthday is January 7 and your socia security number is 555-55-9876, then your initial password is 01079876

UniquelD Lookup

This tool will allow you to lookup your Miami UniguelD,

Enter your Miami University User Identification Mumber or
Social Security Number here. Your “User Idendification Number”
{s the nine-character generated number beginning with & plus
{+) sign found on your paycheck, on your Bursar bill, or on your
DARS report, Please do not use dashes or spaces.

—

Enter your MUnet password here. By defaul?, your password is
the month and day of your birth and the last four digits of your
social security number in the format MMDDNNNN, Please
include the leading zero for single digit months and days.
Click here for more information,

o

5. If your nameisin Miami’s student database, you will receive the information you need regarding your Uniquel D, asindicated in
the example below. If not, you should call the Hamilton campus Help Desk at (513) 785-3279 or visit 304-306 Modler Hall or
call the Middletown Campus Help Desk at (513) 727-3356 or visit the Middletown Computer Center (basement Gardner-Harvey
Library building).

UniquelID Lookup

Your UniquelD is "SOMMERRY".

Please make a note of your UniguelD and close this
window,

Please contact the MCIS Support Desk if you reguire assistance.

4. CHANGE YOUR PASSWORD:

Periodically, you will be asked to change your password. For security purposes, changing your password regularly is very
important. Experts recommend that you choose a password that is easy for you to remember but hard for anyone else to guess. Best
passwords are combinations of letters, symbols and numbers. NOTE: If you have previously changed your login password, then you
can continue to use that password. To protect your privacy, do not disclose your password to anybody. To protect your privacy,
change your password regularly. You can also create a secret question and answer to help you remember aforgotten password.

How Do | Change My Password?
Go to http://www.muohio.edu/password As indicated in the screen shot below, click on “I would like to change my MUnet
password”.

MUnet MUnet Password Utilities
Password ==

Utilities

fram the MUnet Password Utilities provide web based methods for changing your MUnet password,
You may also specify a secret question and answer sa you can change yaour own

password in the event you forget it.

I would like to change my MUnet password

L would like to changescreate my secret question & answer

I hawe forgotten my MUnet password and would like to answer my secret
question that [ have on fils
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Enter your Uniquel D and password, as indicated below.

MUnet Change Password Login
Password —

Utilities

To change your password, please login with your Uniquell and current MUnet password,
Use the secret guestion password change tool if you have forgotten your password,

. |sommerrv What is
UniquelD: my

unigueid?

MUnet
Password:

I************ What is

my lnet
password?

Logout

Read the Rules and Guidelines for MUnet Passwords’. Click “Continue”.

Complete the following screen to change your password.

MUnet Change Password
Password

Utilities

fram the

Enter your new password:

Password:

Password rules

1. Passwords must be 6 to 15
characters long.

2. Trivial values {ie. first name, last
name, UniquelD) are not allowed as
passwords.,

3. Default Passwaords are not allowed
as passwords,

4. Passwaords cannot be reused for
365 days.

5. Passwaords must include only:

o Lowercase Characters (a-z)
o Mumeric digits (0-9)

Password Change Results

Service Password* Result

LDAP LDAP Changed
PO (email) LDAP Changed
Bannerieb LDAP Changed
iy Miami LDAP Changed
Blackboard LDAP Changed
UnixGen LDAP Changed
Wireless Access to MUNet (WA LDAP Changed
wirtual Private Metworking (WPM) LDAP Changed
Miami University Libraries (MiamiLINK)  LDAP Changed
Movell NDS NDS Changed
Movell Mative File access (AFP/IP, CIFS) NDS Simple Changed
MU \Wireless SEC (202.1x) Password Hash Changed
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After Clicking to continue to next step, you will be asked to compl ete a secret question and answer (see screen shot below) to be used
in case you forget your password.

If you forget your password and answering the secret question does not work, you will have to request that your password be re-set for
you. To do so, please visit the campus computer center. For security, only the campus system administrator can re-set your password.

£ VNN tksiry

MUnet Passviord

Password Change Gomplete

Your password change is complete.

Itis strongly recommended that you create a Secret Questionfénswer, If you forget your password sometime in the future and
support staff are unavailable or you are away from the campus, answering the Secret Question will allow you to access services
without delay,

You may how set a secret guestion and answer in
case you forget this password in the future or you
may logout of your password management
session.

| Set Secret Question and Answer |

Whenever you login to Miami’s computer network, use your Uniquel D and login password. To protect your privacy, be sure to
logoff when done. (To do so, click the “ Start” button on the taskbar; “ Logoff”).

5. How Do | USe E-MAIL AT MIAMI?

Miami University provides all studentswith free e-mail so that professors can configuretheir courses around a common
standard and so that students can fully comply with cour se requirements. Y ou can access your Miami e-mail account by using
MyMiami at http://MyMiami.muohio.edu

Many of you have home e-mail such as AOL, Yahoo, Hotmail, etc. It isup to each professor whether you may use that e-mail
for that course.

ToActivate Your Miami E-Mail:
1. Go to http://myMiami.muochio.edu. Log on. Under “Search” “Miami People”, type in either your name or Uniquel D, and click
“Go", asindicated below.

® Miami People

O Miami YWeb Pages

(O Miami Libraries

O Knowledye Base
Blackboard

O Courses

Blackboard

O Organizations

) Google

sarmerr

Go
i
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Click “Log in”. Enter your Uniquel D and password.

2. Click “Modify My Entry”, asindicated below. Y ou might get a security warning. If so, click “Yes’ or “OK”.

Asindicated below, enter your preferred e-mail address, as follows:

A. If you want to use your Miami e-mail as your primary address, make sure that the following is entered under “E-Mail Routing
Address’:  Uniquel D@po.muohio.edu. For example, my UniquelD is sommerrv.

Y our Miami E-mail account should now be ready to use. Your Miami E-mail addressis Uniguel D@muochio.edu. For example, my
E-mail address is sommerrv@muohio.edu

Miami communicates with you viayour MIAM| e-mail. In addition, many professors use Blackboard Course Management software
for communicating with you by E-mail. Blackboard is automatically configured to use your Miami e-mail account. If you prefer to

have your e-mail go to some other address, please make sure to re-direct your Miami e-mail to your alternate e-mail address. See
immediately below for instructions.
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EHONLY DO THISIF YOU WANT TO RE-ROUTE YOUR MIAMI E-MAIL TO SOME OTHER E-MAIL OF YOURS.
If you want to use some other e-mail (such as Y ahoo, Hotmail, AOL, etc), as your primary address, please enter your address, as
indicated below: Thiswill forward all mail sent to you at Uniquel D@muohio.edu to the address you list.

.NOTE: Thisautomatically re-directs ALL your Uniquel D@Muohio.edu e-mail to your other account. Y ou will no longer be able to
access it through Uniquel D@muohio.edu--unless you change it back again. Y ou might send your self a test messageto

Uniguel D@muohio.edu to make sure your e-mail isbeing forwarded. Be sure to use your own Uniquel D, not the word
“UniquelD”.

If your other e-mail isincapable of complying with course requirements, then you should use your Miami e-mail. All Miami students
are provided with free Miami e-mail so that they can comply with cour se requirements. Please ask your professors whether you
may use non-Miami e-mail for their courses.

What isMy Miami E-mail Password?
Your e-mail password is the same as the same as your login password.

6. USING YOUR MYMIAMI E-MAIL
Y ou may access your MyMiami e-mail (also known as Squirrel Mail) on the Internet at http://myMiami.muohio.edu.

Login to myMiami
Click on e-mail, as indicated below.

Y our MyMiami e-mail looks like the screen shot below. Y ou should be able to figure out how to useiit.

Click “Compose” to create an e-mail.
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Please Note:

a. Deleted messages are not actually deleted until you “Purge” them.

b. Messages that you have sent remain in the “Sent” folder for only 30 days, and then deleted automatically. If you want to keep them
longer, create a new “Folder” and “Move” them there.

¢. When sending a message to multiple recipients, if any one is undeliverable because of a bad address, the message won't be sent to
anybody. Y ou will have to delete the bad address and send again.

d. Y ou can attach many files to the same e-mail message, with atotal size of 25 MB. See screen shot below for attaching files. Click

“Browse’.

Find the file you want to attach. Click “Add” to add the file to your message.
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Repeat “Browse”, “Add” as many times as desired to add more files to attach. When done, click “Send”

7. WHAT COMPUTER FACILITIES ARE AVAILABLE FOR MY UsSe ON CAMPUS?

Computer labs are equipped on both campuses with the computers and software that you need for this course. These labs are generally
open whenever the campus is open. These labs are staffed with student technicians who can help you with login, e-mail and computer
crash problems. Generally, however, they are not knowledgeable about Microsoft Office or how to solve your homework projects. The
computer labs are available on afirst-come-first-served basis. Hamilton campus computer labs are in rooms 304 and 306 Mosler Hall
and in room 119 in University Hall. The Computer Center on the Middletown campus is located in the basement of the Gardner-
Harvey Library building.

Help Desks

HAMILTON CAMPUS: To receive assistance with your MIDDLETOWN CAMPUS: To receive assistance with your
computer on the Hamilton campus, visit room 304 Mosler Hall, computer on the Middletown campus, visit the Computer Center
or call (513) 785-3279 or send an e-mail message to (basement Gardner-Harvey Library building), or call (513) 727-
hamhel p@muohio.edu 3356

OXFORD CAMPUS: To receive assistance with the M Unet softwar e or dialing into Miami from home, call (513) 529-7900 or send
e-mail to supportdesk@muohio.edu . Additional computer assistance can be obtained by going to www.muohio.edu/kb. Knowledge
base will help you solve problems related to computers, Banner, MUnet, electronic mail and more.

8. WHAT Is MICROSOFT OFFICE SPECIALIST CERTIFICATION?

Many people feel that certification is away to demonstrate to employers that they have these skills. Microsoft Office Specialist
certification exams (for which fees are charged) are offered throughout the country. There is no need to take these examsin
connection with BTE computer courses, and reference to them here does not constitute an endorsement by Miami University. For
more information, please talk to instructor or visit http://www.microsoft.com/learning/mcp/officespecialist/ on the Internet.
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9. WHAT IF | WANT To UsSe My HOME COMPUTER? (OPTIONAL, NOT REQUIRED)

All hardware and software required for your courses is available on campus. But if you prefer to work from home, you should
consider the following items for equipping your home office:

Setting Up Your Home Office
You can access most Miami services, including your Miami e-mail, via the Internet without installing any special software.
Hardware:
Windows XP or later computer capable of running Microsoft Office 2003
CD- or DVD-drive for installing software
Modem or cable modem or DSL (for doing e-mail and connecting to the Internet)
Software and services:.
- Microsoft Office 2003 (including at least Word, Excel, PowerPoint, Access). Thisis available for under $30 in the bookstore with
signed license agreement and proof of current-student status. Visit http://www.muohio.edu/microsoft for details and forms.

An Internet connection viaan Internet Service Provider (I1SP) such as AOL. (Be aware that 1 SPs charge monthly usage fees.

L ong-distance tel ephone charges might apply. Dial-up telephone connections to the Internet are very slow and often cost $20 per
month. For faster Internet speeds, you might want to consider high-speed Internet access (cable modem or DSL) such as
Roadrunner service provided by Time-Warner cable for somewhere around $40 per month.

If you are thinking of buying a computer, please talk to me first. A system such as the following will be perfectly adequate for this
course and should cost less than $500.
Windows-based, Pentium computer; 256 Meg memory; 20 Gig hard drive; 56K modem or cable modem (such as Roadrunner), or
DSL; CD- or DVD-drive; aminimal sound system; 15" color monitor; Ink-jet printer. (Please realize that your system will be
“obsolete” as soon as you buy it. Also understand that the less you spend, the sooner it will become “obsolete”).
Y ou might want to consider a notebook computer that you can bring to campus. A notebook computer with the above
specifications costs around $700. It should include a wireless network card.

10. USING MYMIAMI

myMiami is the university’ s academic and administrative Web portal for accessing most university services. It is one of your most
important access points. Y our myMiami page will look different from the one below.
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Y ou can also customize the contents and layout of your “My Tab” page, asindicated below.

Under “Contents’, you can select whatever content you want to appear on your “My Tab” page. Be sureto include Calendar, so that
you can maintain an electronic calendar so that you can access it from anywhere in the world viathe Internet.

Under “Layout” (2 screen shots above), you can display your selected Contents however you wish on the page (see screen shot
below). Also click on “Content System” tab for advanced customization.
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A. BannerWeb (login required)
Register for courses
View or Print your Class Schedule
View or Print Grades
View Account Summary By Term
View or Print your DARS (Degree Audit Report System). Tracks your progress in meeting your program reguirements for
graduation.

B. Blackboard Course M anagement System (login requir ed)

Increasingly, professors are using the Blackboar d course-management system. This Web-based system is designed to facilitate the
educational process. Increasingly, students will want to become proficient in using Blackboard resources. Y ou can access Blackboard
from any computer—anywhere in the world—that has an Internet connection.

Y ou can login to Blackboard directly at http://blackboard.muohio.edu or by link from http://MyMiami.muohio.edu . Login is by
Uniquel D and login password. Once in Blackboard, you will have links to all courses that you are registered for where the professor is
using Blackboard. Depending on your instructor, your Blackboard Web site might contain some or all of the following: course
documents for downloading, assignments, chat room, grade book, online resources, e-mail, and linksto related sites.

The screen shot below indicates the resources available (including Blackboard) to instructors for their courses. Students will see links
to the Blackboard sites for courses for which they are registered.

Below is an example of the home page for a course Blackboard Web site.
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C. CourseLists: View available courses by semester to help you determine your course schedule for coming semesters.

D. Phone Directory (PH): Electronic phone directory to look up faculty, staff and student Uniquel D, phone number, e-mail address.
To usg, “Search” for “Miami People” on myMiami “My Tab” page

E. Knowledge Base: Search for information relating to Miami’s computers and networks. For example: “How do | change my
password?”’

F. Libraries: Access Miami’slibraries, aswell as OhioLINK (linking most of the universitiesin Ohio).

G. Technology: Access Miami’s Technology resources, asindicated below.

H. Time Entry: Classified staff and student workers clock in and clock out to record hours worked.
|. Training: Online computer training in awide variety of software. Available to all students, staff, faculty.

J. e-Mail (top of screen) (login required): Access your Miami e-mail using Internet-based SquirrelMail

K. net Disk (top of screen) (login required): Access Miami’s computer network from off campus viathe Internet. See details further
below in this document.
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Calendars. Find important dates, for example, when final exams begin. Go to http://events.muochio.edu

11. IMPORTANT BUSINESS LINKS

A. You should consider setting the following Web address as afavorite in Internet Explorer: http://www.ceoexpress.com. It has links
to avast quantity of important business Web sites. Y ou will need to access business-information resources throughout your Miami
career. This site should be a good starting point.

B. You should get comfortable searching for business-related information on the Web using search engines such as
http://www.google.com.

C. You should get comfortable using general-purpose information Web sites, such as http://www.yahoo.com. For example, their
finance Web site has much useful business information: http://finance.yahoo.com.

D. You should get comfortable searching for books, magazines, journals and databases using Miami’s and OhioLINK library
resources through myMiami.

12. CREATING SCREEN SHOTS

To create screen shots such as those in this document, simply:

1. Get your computer screen showing the stuff you want to screen capture.
2. Pressthe Print Screen key (might say Prt Scr) on the keyboard.

3. Click in document where you want the screen shot

4. Paste

5. You can crop the picture to eliminate parts you don’'t want by clicking on the Cropping tool on the Picture toolbar. Drag each
handle (top, bottom, left, right), as desired. Y ou can uncrop by dragging outward to restore what you cropped.

Y ou can re-size by dragging sizing handles

Y ou can reposition by dragging wherever you want in your document.

if you want, you can screen capture just the active window (the only window with a blue title bar; the other windows' title bars
will be dimmed).See the Display Properties screen shot below as an example. To screen capture only the active window, press
<alt><Print Screen> keys on the keyboard.

© N o

13. SETTING SCREEN RESOLUTION

Y ou can adjust your screen’s resolution to either a smaller or bigger font. To do so:

Click the “ Start” button.

Click “Control Panel”

If using “Classic View", click “Display”. If using “Category View", click “ Appearances and Themes’, “ Change the Screen
Resolution”.

Click “Settings’ tab as indicated in the screen shot below.

Drag the “screen resolution” marker left for bigger font (fewer pixels), or right for smaller font (more pixels).
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14. UNDERSTANDING THE TASK BAR AT THE BoTtTOM OF THE SCREEN

Notice at the bottom of the screen shot below, to the right of the “ Start” button. The Quick Launch toolbar has shortcut-buttons to
launch Word, Excel etc. The Task Bar shows that the following programs are running: 4 instances of Internet Explorer, Eudora,
Windows Explorer, Word. Y ou can click on these buttons to go to thesefiles.

NOTE: Thisisa picture of my desktop, with Windows Explorer open. Y ours will look different.

15. CONFIGURE DESKTOP AND QUICK LAUNCH TOOLBAR TO SuIT YOUR NEEDS

The desktop is the screen you get after you log in. Y ou can customize your desktop to more easily access features you use frequently.
The screen shot below shows several shortcuts on your desktop. Double-clicking these shortcuts will open these programs or drives or
folders. Notice the last shortcut “ Shortcut to M-282 Folder” . Double-clicking that will open Windows Explorer and put you at M:\ 282
HW 02. Y ou will be adding this shortcut to the desktop later.

The taskbar is at the very bottom of the screen. Immediately to the right of the start button is the Quick Launch toolbar. Y ou can add
whatever shortcuts you want here. Immediately to the right of the start button are shortcuts to launch Windows Explorer, Word, Excel,
Access, E-mail, Internet Explorer, a specific Word document, and the Q-drive. Single clicking will launch any of these. Y ou will be
adding a shortcut to the Quick Launch toolbar later.

A. To add a shortcut on the Desktop to your (for example) 282 HW 02 folder on your M-drive.

1. Open Windows Explorer

2. Re-sizeit so that some portion of your desktop isvisible

3. Click on the 282HW 02 folder of your m-drive

4. CAUTION: DragWITH THE RIGHT mouse button onto the desktop. Release the button

5. From the pop up menu, Create Shortcut Here or Copy Here

6. You can drag thisicon anywhere you want on the desktop

7. To change the words below the icon, click on the icon. Wait for a second. Click again, Re-type whatever you want. Please type
the following: Shortcut to M-282 Folder

8. (If you want to delete a shortcut, simply drag it to the recycle bin). But do not do this.
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9. Totest the shortcut:
Close Windows Explorer
Double-click the shortcut
Did Windows Explorer open and go to the 282HW 02 folder of your m-drive?

B To add a shortcut on the Quick Launch toolbar to your M- or 1- or Q-drive.
Right-click in a blank area of the gray taskbar at the bottom of the screen
From the pop-up menu, Toolbars. If Quick Launch is not checked, click oniit.
Open Windows Explorer
Click on your M- or |- or Q-drive
CAUTION: Drag the M- or I- or Q-drive WITH THE RIGHT mouse button onto the Quick Launch toolbar. Rel ease the button
From the pop-up menu, Create Shortcut Here or Copy Here
Y ou can re-arrange icons on this toolbar by dragging them Ieft or right
(If you want to delete a shortcut, simply drag it to the recycle bin). But do not do this.
To test the shortcut:
Close Windows Explorer
Click the shortcut
Did Windows Explorer open and go to your M- or |- or Q-drive?

©CoNoTA~AWDNE

NOTE: If you wanted, you could right-drag any of the icons on your desktop to the Quick Launch Toolbar: Excel, Word, Access, etc.
See screen shot below for what your Quick Launch could look like.

16. MiIAMI’'S NETWORK DRIVES FOR YOUR USE

WARNING: Do NOT save your filesto the C-drive or the My Documents folder on the C-drive on campus computers. This folder
and drive are frequently cleaned out and you are likely to lose your work.

Of course you want to be well prepared for work in the business world. Then consider minimizing your use of floppy disks and
maximizing your use of network drives. The more you know about using networks, the more valuable an employee you will be.

Quick Overview: Serversare computers that coordinate the use of other computers, such as the ones in the classrooms. Each campus
has one or more servers, as follows:
HAMILTON isthe name of the Hamilton-campus server that you will be accessing
Mumserver 1 is the name of the Middletown-campus computer that you will be accessing.
In addition, there are 7 Muserver serversin Oxford that provide students with Univer sal Disk Space (UDS). Which server
provides your UDS depends on your last name.

Y ou can only access those servers and services that you are authorized to access. These servers contain drives, folders and files for

your use. You can use the following server drives for the following purposes:

- P (public) drive: Each campus has a p-drive where professors store files for your use. Hamilton-based students will access this
drive onthe HAM L TON server; Middletown-based students, on the Mumserver 1 server.
M-drive: Thisisyour UDS on one of 7 Oxford-based M userver servers. You can save files here and al so create Web sites that
will be available world-wide on the Internet.
| or Q-drive: Thisis campus-based drive space for your use in saving files. Hamilton-based students will access this drive on the
HAMILTON server; Middletown-based students, on their M userver server.

Y ou can accessthese 3 drives from any computer on any campus and also world-wide via the Inter net.

17. CONFIGURE WINDOWS EXPLORER (MY COMPUTER) FOR MANAGING FILES

Microsoft Windows uses Windows Explorer (also known as My Computer) to manage your files, for example, your Word
documents. This can be accessed in several ways, for example, thereisusualy a“My Computer” icon on the desktop to double-click.
Alternatively, you can click the start button: All Programs, Accessories, Windows Explorer. Finally, you can right-click the start
button: Explore.

To maximize the amount of useful information displayed, you might want to configure Windows Explorer as follows in screen shot
below:

1. Foldersbutton on toolbar isturned on. This displays the left pane.

2. PathinblueTitleBar (Q:\___ Courses Q\ 200520\181\Files For Students\Homework Files)

3. Pathin Address Bar (Q:\ ~_Courses Q\ 200520\181\Files For Students\Homework Files)

4. Drive-structure in |eft pane
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5. Foldersand filesin right pane. Y ou can re-size either pane by dragging border between panes.

6. “Details’ view inright pane, showing Name, Size, Type, Date Modified. Y ou can click on each of these column buttonsto sort
ascending; click again to sort descending. Y ou can drag or double-click columns wider or narrower.

7. File extensions showing: .doc = Word document; .xlIs = Excel workbook; .pdf = Portable Document Format, etc.

NOTE: Thisisa picture of my Q-drive. Yourswill look different.

To accomplish 1-7 on above:
a. Settheright-pane view to “Details’ (Views button on the Tool Bar)
b. From the menu, click Tools; Folder Options. View tab (see screen shot below).

c. Makesurethat “Display the full path in the address bar”, “ Display the full path in the title bar” are checked. This achieves
objectives 3 and 2 above.

d. Make sure“Hide extensions for known file types’ is not checked. This accomplishes objective 7 above.

e. Click “Apply to All Folders’ button. This accomplishes objective 6 above. BUT note that you had to set “Details” view before
going into this dialog box.

f. Click OK.

NOTE: These settings will stay until you log off. Depending on how your computer is configured, they might need to be re-set each

time you log on. Hopefully not. At home or at work, the settings should stick until you change them again.

Why Did We Configure Windows Explorer ThisWay?
Generally, the more information you have available, the better. This configuration maximizes your useful information in finding and
working on files.

18. SERVERS, NETWORK DRIVE-DESIGNATIONS, FOLDERS, PATHS, UNIVERSAL NAMING CONVENTION (UNC)

A server isapowerful computer to which many other computers are connected and from which these computers draw information and
coordination. For example, all the computers on the Hamilton campus are connected to and are coordinated by the Hamilton server.
Similarly, all the computers on the Middletown campus are connected to the Mumserver 1 server. Miami University has dozens of
servers—one of your tasks will be to count exactly how many.
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Inturn, all these servers are connected to Miami’s computer network. Miami uses Novell Netwar e software to run its network.
Network administrators keep Miami’s network and servers running. They also grant permissions to individual users as to what servers
and computer services they can access. Accessis by secure log on with Uniquel D and password. For control and security, the network
administrator is usually the only person who can fix certain problems, for example password problems. Student access to the campus
network administrator isin room 306 Mosler Hall at Hamilton and the Computer Center in the basement of the library at Middletown.

Computer drives are of several types, each with aletter designation. For example, the following drives, together with their letter
designations, are physically within your individual computer:

Floppy-disk drive (A)

Hard drive ( C)

Removable disk, such as Zip drive, CD drive, DVD drive, etc. (D, E, F, etc)

Network drives are on individual servers. The following drives are of interest:

P-drive: public drive on both the Hamilton and Mumserver1 servers. Professors put course material here for student access. Students
can download files from the p-drive, but cannot save filesto it.

M-drive: each UniquelD hasits own m-drive, also known as Universal Disk Space (UDS). There are 7 separate serversfor UDS.

Y our last name determines which is yours. For example, users whose last name begins with Sare on Muserver5. You can also create a
folder on your M-drive public.www that will be accessible viathe Internet. Students use this folder to create their own Web pages
(take BTE 286 to learn how to do so).

| or Q-drive: Hamilton-campus users have Q-drive disk space on the Hamilton server. Middletown users have |-drive disk space on
either Mumserver1 or else on the same server astheir UDS.

These network drives can be accessed from any computer at Miami, using Windows Explorer. Y ou can also access these drives viathe
Internet (see later in this document for how).

Notice that there is a p-drive on both the Hamilton and Mumserver 1 servers. Thus, adrive designation does not identify a unique
location within a network. More about this later (see UNC, below).

Just as you use paper folders to better organize your papers, you can create folders on any of your drives to better organize your
computer files. But unlike paper folders, you will often want folders within folders within folders, etc. For example, you might want to
create 2 folders on one of your drives, one for School and one for Personal Stuff. Within the School folder, you might want a folder for
BTE 207 and another for ENG 111. Within the BTE 207 folder, you might want subfolder for Homework and Term Project. Within the
Homework folder, you might want subfolders for each homework assignment.

A path is the complete designation of drive, folder, subfolder, sub-subfolder, etc. that one would follow to get to the desired file. For
example:
M\ BTE 207\ Honewor k\ HW 04\ My Honmewor k Proj ect 04.xl s

Interpretation: The final item My Homework Project 04.xIsis the file name. It is an Excel file (indicated by the .xIs extension). This
file can be located on the M-drive, in afolder named BTE 207 in a subfolder named Homework, in a sub-subfolder named HW 04.
NOTE: M:\ isknown asthe root directory of the M-drive.

Another example of path and file name:
P:\sommerrv BTE 109 181 282 285\ BTE 282\ Fil es For Students\Honmework Files\HW02\282 HWO02 Instructions. doc

Thefinal item, 282 HW 02 Instructions.doc is the file name. It isaWord document (indicated by the .doc extension). It is located on
the p-drive in afolder named sommerrv BTE 109 181 282 285, in a subfolder named BTE 282, in a sub-subfolder named Files For
Sudents, in a sub-sub-subfolder named Homework Files, in a sub-sub-sub-subfolder named HW 02. NOTE: P:\ is known as the root
directory of the P-drive.

But, there is a p-drive on both the Hamilton and Mumserver1 servers. Thus p:\ is not a unique identifier of the path to this file. Instead,
we could have used Univer sal Naming Convention (UNC). This designation starts with the name of the server, and thus is unique.
First, let’s state exactly where the p-drive isin the Hamilton, and Mumserver1 folder structure, using UNC:

UNC Designation of Campus P-drive Location Comments

Thisisthe UNC designation of the Hamilton-campus P-drive. It ison the
\\Hamilton\PUBL I C\public Hamilton server in afolder named PUBLIC, in a subfolder named public.

Thisisthe UNC designation of the Middletown-campus P-drive. It ison the
\\M umserver1\Users\Shared\depart Mumserver1 server in afolder named Users, in a subfolder named Shared, in a
sub-subfolder named depart.

NOTE: If you are reading this on screen, you will notice that these UNCs are hyperlinks. Clicking on them will take you to that location, if you are on campus. Try it.
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Now let’s specify the UNC path of the P-drive path we used above on the Hamilton server:

Previoudly designated path:
P:\sommerrv BTE 109 181 282 285\ BTE 282\ Fil es For Students\Honmework Files\HW02\282 HWO02 Instructions. doc

Same path in UNC
\\ Hami | t on\ PUBLI Q publ i c\sonmerrv BTE109 181 282 285\ BTE282\ Fi | es For Student s\ Homework Fil es\ HW 02\ 282 HW 02
I nstructions. doc

Notice that the WHamilton\PUBL | C\public isthe UNC equivalent of P:\. But it has the advantage of being a unique identifier.

19. How Do | Use THE NETWORK PuBLIC (P) DRIVE?

Each campus has a public (P) drive. All authorized users may access these drives. But only professors may add or delete files from the
p-drive. Many professors use the p-drives as alocation for course files for students.

The campus p-drive is automatically attached at login from any campus computer. If you login at the Hamilton campus, you will be
attached to the Hamilton p-drive. If you login at the Middletown campus, you will be attached to the Middletown p-drive. Itis
possible to attach (see below for details) to the opposite campus p-drive, using Windows Explorer and “My Network Places’.
Hamilton's p-drive is on the Miami server named “Hamilton”; Middletown’s p-drive is on the Miami server named “Mumserver1”.

Below is a screen shot of the Hamilton-campus p-drive, showing the folder structure for BTE 181. Notice the path indicated in the
address. A path indicates “how to get there”—you simply follow the path to get to where you want to go. This path is:
\\Hamilton\PUBL I C\public\Sommer RV BTE 109 181 282 285\sommerrv Rob Sommer\BTE 181 Sommerrv\Homework Files.
This means that you are on the Hamilton server in afolder named “PUBLIC”, in afolder named “public”, in afolder named
“SommerRV BTE 109 181 282 285", in afolder named “ Sommerrv Rob Sommer”, in afolder named “BTE 181 Sommerrv”, in a
folder named “Homework Files’. In the right pane of the screen shot below, notice that there are several files within the “Homework
Files’ folder. These are the homework files for this course.

20. How Do | Use My UNIQUEID NETWORK DRIVE SPACE (M-, |-, Q-DRIVES)?

Each user who logsin under her Uniquel D has one or more network-drive storage areas for her exclusive use. These might be
designated as M and/or | and/or Q, depending on which campus the student is affiliated with. Y ou can easily recognize themin
Windows Explorer because the drives are prefaced with your Uniquel D. These storage areas are useful for storing files that are too big
for floppy disks. In addition, your M-drive can be enabled to create your own Web site.

Y our Eudoraincoming and outgoing e-mail, your Eudora setup specifications and your incoming Eudora attachments are stored in
your network storage area on your M or | or Q-drive. The screen shot below shows the path where your incoming Eudora attachments
are stored. Thisexample is on the “Hamilton” server; Q-drive; in afolder named Eudora; in a subfolder named attach. The right pane
shows some of the incoming attachment files stored there.
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Y our network storage areas have advantages and disadvantages. | encourage you to consider using them in addition to or instead of
floppy disks.

Advantages of Using Y our Network Storage Areafor Saving Your Files
Can store files that are too big for afloppy disk (>1.4 Mb)
Usually runs faster that a floppy
Accessible from any computer on any Miami campus with Uniquel D login
Accessible via the Internet.

Disadvantages of Using Your Network Storage Areafor Saving Your Files
Students are less familiar with network drives than with floppies and accordingly have more problems using them at first.
If server isdown, your files are not accessible
If you can’t login under your Uniquel D, you can't access your files
Filesin network storage are accessible from home via the Internet but might be very slow via modem, or might involve long-
distance phone charges, depending on what Internet service you have.

The screen shot below shows the content of my M-drive, which | use to store some files. Notice how it is organized with folders and
subfolders for various courses. Notice also the public.www folder. This folder is used when you want to create a Web site that is
available to anyone using the Internet. Y ou must first request (electronically viaMyMiami) that it be created. Y ou can then construct
your Web site using DreamWeaver or Microsoft Front Page (consider taking BTE 286 Business and the Internet to learn Web
development). If you create such a Web site, its address will be:  http://www.users.muohio.edu/Uniquel D

Please note that only the files that you place in the public.www folder will be available to Internet users. Filesin any other folder will
not be available to anyone but you.

21. How Do | GET ORGANIZED?: CREATING FOLDERS ON YOUR M-, |-, AND/OR Q-DRIVES

Just as you use paper folders to better organize your papers, you can create folders on any of your drives to better organize your
computer files. To create folders, in Windows Explorer, follow the screen shot below:

1. Intheleft pane, click on the drive or folder where you want to create afolder or subfolder.

2. Fromthe menu, File, New, Folder.
3. Typethe name you want for the folder.
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4. Continue creating folders until you have the structure you want. CAUTION: Always be sure you have highlighted the folder
where you want to create a subfolder before going to File, New, Folder. Otherwise you will get a subfolder where you didn’t
expect it.

22. DEVELOPING A LOGICAL FOLDER STRUCTURE TO ORGANIZE YOUR FILES.

Y ou can organize just about any recording medium (network drives, memory stick, CD and floppies) with folders. For example, if you
aretaking BTE333 and ENG 111, you could organize your m-drive with the following folders and subfolders (indentations indicate
subfolders):

BTE 333
HW 01
HW 02
Submitted Files
HW 03
ENG 111
Book Reports
BR 01
BR 02
BR 03
Term Paper
Research Documents
Drafts
Final Version

If you wanted the above folder structure on your m-drive, you would create these folders and subfolders on your m-drive in Windows
Explorer, asindicated in the screen shot immediately above. Y ou would then save your filesto the appropriate folders.

23. ACCESSING YOUR NETWORK DRIVES ON CAMPUS VIA WINDOWS EXPLORER
When you log on, you are automatically connected to your M- and | or Q-drives and the campus P-drive.

To connect to the other campus' P-drive, or any Miami server, click on the following in the left pane of Windows Explorer.

Depending on how your computer is configured, you might have to do either or both of the following. Unfortunately, nothing
isever easy because different computer configurationsrequire different clicksto get where you want. And sometimes you can
encounter either or both of the following choice-sequences depending on how you first arriveat " My Network Places' --for
example, through the left pane of Windows Explorer or through the " Search” feature of Windows Explorer.

A. Some Versions of Novell NetWare:

To Connect to Any Miami Server:

My Network Places Entire Network Netware Services Netware Servers Click on the server you want
(NOTE: You can only connect to servers that you are authorized to access).
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To Connect to Hamilton P-Drive:
My Network Places Entire Network Netware Services Netware Servers Hamilton

To Connect to Middletown P-Drive:
My Network Places Entire Network Netware Services Netware Servers Mumserverl

B. Other Versions of Novell NetWare:
To Connect to Any Miami Server:
My Network Places Novell Connections MU MU Click on the server you want
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To Connect to Hamilton P-Drive:
My Network Places Novell Connections MU MU HAM HAMILTON _PUBLIC public

To Connect to Middletown P-Drive:
My Network Places Novell Connections MU MU MUM MUMSERVER1 USERS .SHARED .depart

REMEMBER that you might haveto go through either or both of the above click sequences (pages 23-25) depending on your
computer’s configuration and how you arrived at “My Network Places’.

Making the Other Campus P-Drive a“ Favorite” for Easy Access
Once you are on the other campus’ P-drive from the stepsimmediately above, add it to your “Favorites’ so you can easily connect

whenever you want. To do so:
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1. InWindows Explorer, click the exact drive location you want in the left pane. Y ou want the opposite-campus p-drive. If you are
taking this course on the Hamilton campus, you want the Middletown p-drive. If you are taking the course at Middletown, you
want the Hamilton p-drive.

2. Fromthe menu, click on Favorites

3. Addto Favorites

ToTest it Out

Click on some other drive in the |eft pane.

From the menu, Favorites

Seeit listed, for example, depart or public

Click on it

Were you taken to that location?

agrwONE

24. ACCESSING NETWORK DRIVES VIA THE INTERNET (NETDISK).
Y ou can access network drives (M, |, Q, P) from anywhere in the world with an Internet connection. To do so:

WARNING: Drive, Folder and file configurations are subject to change. These instructions are current as of this printing. If these
instructions no longer work, please be brave and experiment. | have confidence that you can find what you' re looking for.

1. Go to MyMiami at http://MyMiami.muohio.edu and login. Click on netDisk.

2. Click on netDisk.

3. Your M-drive, otherwise known as your Universal Disk Space (UDS) is the default, and comes up automatically when you login.
You will be on one of seven different Muserver servers, depending on your last name. People whose last name begins with “S’ are on
Muserver5, asindicated in the screen shot below.

The aboveisthe folder structure of my M-drive; yours will be different.
4. To access your Home Directory (could be your Q-drive, or |-drive or something el se depending on your campus and

student/faculty/staff status): Click “Jump to” button. And select “My Home Directory”. Thisisyour Q-, or |-, or other-drive. (Mineis
the Q-drive, and is on the Hamilton server; yours might be different).
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My Home Directory (Q-drive) looks like the screen shot below. Y ours will be different.

Accessingthe HAMILTON p-drive:

To access the Hamilton campus P-drive, click on “Jump to” and select “ Any directory”. Type HAMILTON/PUBL I C/public and then

click “OK" to go directly to the p-drive. Alternatively, you can start at “HAMILTON" and click until you ultimately arrive at the p-
drive.

On 11-9-2004, the Hamilton-campus p-drive looked like the screen shot below.
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Accessing the Mumserverl p-drive

To access the Middletown-campus p-drive, click on “Jump to” and select “any directory”. Type the path:
Mumserver 1/USERS/SHARED/Depart and then click “OK” to go directly to the p-drive. Alternatively, you can start at
“Mumserverl” and click until you ultimately arrive at the p-drive.

On 11-09-2004, the Middletown-campus p-drive looked like the screen shot below:

25. SET FOLDER(S) AND/OR FILE(S) TO SHARE WITH OTHERS
Y ou can set files and folders on your M- |- and Q-drives to be shared with others. Here’ s how:

1. LogintoMyMiami and click on NetDisk, or else go directly to http://files.users.muohio.edu

2. Onyour UDS (M-drive), or your Home Directory (I or Q-drive), find the folder(s) or file(s) that you want to share. Click the
“Share” button. Follow instructions on screen. Y ou will enter the other user’s Uniquel D.
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3.

Enter the Uniquel D(s) of the person(s) you want to share the folder or file with (sommerrv). Click the various check boxes to
indicate sharing privileges (what kinds of sharing you want to allow).

NOTE: Your path and file name(s) will be different from the screen shots above. This screen shot is simply to show sharing privileges
granted.

26. To ACCESS ANOTHER USER’S M-DRIVE OR HOME DIRECTORY (Q- OR |- OR OTHER-DRIVE) WHO HAS
DESIGNATED IT AS SHARED WITH YOU

1.
2.

3.
4,

Click on the “Jump To” box

Select either “ Another User’ s shared UDS’ (M-drive) or “Another User’s shared Home Directory” (I or Q-drive), depending on
where the other user’sfileislocated.

Y ou will be asked to enter the other user’s UniquelD.

Y ou should now be able to access any folders and files that the other user designated as being shared with you.

27. FILE PROPERTIES DIALOG BOX
In the right pane of Windows Explorer, right-click on any file, Properties.

Computer Usage in Business Technology Fall 2007.doc 8-13-07 28



Notice the information shown on the General tab. The other tabs contain additional information about thisfile. Y ou can enter virtually
any information you want about the file under the Custom tab, such as Author, Reviewer, Typist, Department, Division, Approvals,
Dates etc. Notice the Location (this path can be copied and pasted to create a hyperlink to the file at this location), file size, date
created, modified and accessed. The Read-only box is checked. This means that the file cannot be modified. Any modifications you
make would have to be saved to a different file name. Alternatively, you can remove the Read-only, then open the file, then make
changes, then save, then make Read-only again.

28. CREATING A HYPERLINK IN A MICROSOFT OFFICE DOCUMENT

You are familiar with hyperlinks (or simply, links) from using the Web. Text in blue, underlined that you point to and get a pointing
finger are links. Click on them to go to a designated location.

To add a hyperlink to a Microsoft Office document that users can click to go to, do the following:

1. InWindows Explorer, click on thefile.

2. Click the pathin the Address Bar to highlight it. Click Edit Copy, or right-click Copy.

3. If that isdoesn’t work, you could try right-clicking the file name, Properties. On the General tab, highlight the path indicated
under “Location” (see screen shot above). CAUTION: Be sureto highlight the entire path. If it'salong path, it probably doesn’t
show completely. So highlight beyond the end of what’s showing. Right-click, Copy.

4. Switch to the Word, Excel, PowerPoint or Access file. Click where you want to insert the hyperlink.

5. Paste.

If the path was a UNC designation, it should automatically display as a hyperlink that you can click to go to that location. If the path

shows but not as a hyperlink (blue, underlined path that you can point to), you can make it a hyperlink viathe Word, Excel etc. menu:

Insert, Hyperlink. Alternatively, in Excel, click on the cell that contains the path. To make it a hyperlink, click at the end of the pathin

the Formula Bar. Hit <enter>. That usually convertsit to a hyperlink.

Try out the link. Does it take you to your file?

29. VIRUS CHECK FILES BEFORE OPENING THEM

On campus, we use McAfee Antivirus software. Y our virus-protection software might be different at home. (Y ou do update and use
anti-virus software regularly, don’t you?). You can download McAfee Antivirus software to your home computer for free at
http: //mww.muohio.edu/software, if you want.

ON CAMPUS, to scan adrive, folder or file for viruses, do the following:

In Windows Explorer, highlight the drive, folder or file you want checked.

Right click onit.

Scan for Viruses

When the Scan dialog box opens, browse if necessary to make sure you are scanning the desired objects.
Click Scan Now

Observe scan report to see if any viruses were detected.

If any viruses were found, you will be guided through how to handle them.

NogakwdpE

30. COMPRESSING (ZIPPING) LARGE FILES

Large computer files can be compressed to save storage space. The type of file and the types of objectsin the file determine how much
compression can take place. Compression is achieved by deleting bits and bytes that are not really essential. Compression software
accomplishesthis.
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ON CAMPUS, to compress afile:

1
2.
3.

4.

Open Windows Explorer

Right-click on thefile

Click “Compressto <file name>.zip” or “Compress to Zip with Options...”, whichever you need. “ Compress with Options’ gives
you choices over how the compression is done.

You will get an additional file in the same folder asthe original file. The .zip extension indicates that it is a compressed Zip file.
Compare the size of the original file to the size of the zipped file to see how much compression took place.

Double clicking this .Zip file should open it correctly in Word, for example. If not, you probably don’t have the correct software
installed on your computer.
OFF CAMPUS: You can zip filesin net Disk.

31. SEARCH FOR FILES ON MUMSERVER1 AND HAMILTON SERVERS

Y ou can use Windows Explorer to search for files you want. Y ou can specify as much or as little information as you want to narrow
or broaden the search. Y ou can search an entire drive or only the selected folders and subfolders you want. Search times and results
vary with your sophistication in using “Search”.

The screen shots below indicate the methods and options available.

1.
2.
3.

4.

5.

In Windows Explorer, click the drive/folder that you want to search

Click the Search button.

Notice in the two screen shots, on the next page, that thisis set to search the entire C-drive including its subfolders, looking for
the word “Saigon” in the file name. It islooking for large files that were modified in the last month.

Y ou can search for anything indicated below. When trying to find files, you would mostly use either Documents or All files and
folders. All files and folders only looks for search-words in the file or folder’ s name. Documents looks for search-words anywhere
in the document itself. Searching Documents takes M UCH longer because every document’s compl ete contents has to be
scanned.

Y ou can specify as much or aslittle as you want in the screen shot below. Specifying “A word or phrase in the file” will result in
atime-consuming search if you have alot of files.
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32. SUMMARY: TIPS FOR ORGANIZING YOUR WORK

A.IMPORTANT POINTSTO CONSIDER

1. Best way of accessing the instructor’s course files and your own filesis as follows:
a. From any computer on campus: Use Windows Explorer to access the M-, |-, Q-, and P-drives. Actually, you can do this from any
Miami University computer on any campus, but it’s a bit more complex.
b. From home (or anywhere in the world that has an Internet connection—Ilike an I nternet café in Cancun when you're on spring
break): Use the Internet (http://myMiami.muohio.edu). Log in and click on “Blackboard” for instructor’s course files. Click on
“NetDisk” for your own files. Y ou can also access the instructor’ s course files via NetDisk, and going to the p-drive.

2. A server isapowerful computer that controls the activities of many individual computers. Hamilton is the name of the Hamilton-
campus server, (which contains the Hamilton p-drive); Mumserver1 is the name of the Middletown-campus server, (which contains
the Middletown p-drive). Muserver1 or Muserver2 or Muserver3 or Muserver4 or Muserver5 or Muserver6 is the name of the server
which contains your m-drive, depending on your last name. Download means to copy afile from a server to alocal computer. Upload
means to copy afile fromalocal computer to a server.

3. Network drives of interest include:

a. Your own personal network disk storage space. Y ou have: (1) an m-drive, also known as your UDS (Universal Disk Space) on one
of 6 Muserver; (2) probably an I-drive and a g-drive, also known as your Home Directory. Hamilton students have these drives on the
Hamilton server; Middletown students, on their Muserver.

b. Campus p-drive (public drive where professors store course materials). Hamilton p-drive is on the Hamilton server; Middletown is
on the Mumserver1 server. Students can download files from the p-drive, but cannot save to it.

4. When you are working on afile, be sureto SAVE regularly, especially before you do something you're not sure of. Always make
backup copies of your files. The backup should be to a different drive or storage device from the one your main “save” ison. Floppy
disks generally work OK for backups, although their capacity is small.

5. Some places you can save your files: (1) floppy disks; (2) campus m-, i-, or g-drive; (3) hard disk (c-drive), but only on your home
computer; (4) read/write DVD/CD drive; (5) memory stick or flash drive or jump drive (there is no standard terminology yet). Never
saveto the c-drive of any campus computer. It is periodically erased, and you risk losing all your files. Students can download from
the p-drive, but cannot save to the p-drive—only professors can. A memory stick is very convenient and holds 90, or 180, or 360
floppies, depending on the size you get. They comein 128 MB, 256 MB, 512 MB and 1GB sizes, and cost between $30 and $80, half
that on sale and with rebates. Y our computer must have an available USB connection to plug it in. Campus computers have a USB
connection on front of computer. Lift the silver “Dell” panel. Biggest problem islosing them, they are so small.

6. Until you get comfortable with more advanced methods, floppy disks will probably be the most convenient and fail-proof. But they
are so yesterday! | encourage you to get good at other methods, especially your network drives. In addition, many files are too big to
store on afloppy.

7. Accessing your fileson-campusand at home. Typical situation: (1) Start working on file on campus, (3) continue working on it at
home; (2) continue working on it next day on campus; (4) continue working on it at home; (5) etc. until done. How to do this??
a. Simplest method, use floppies. Carry the floppies between campus and home.
b. Use amemory stick to save your files. Carry the stick between campus and home.
c. Usearead/write CD and carry it between campus and home. But it must be a multiple-write CD, and the computer must be
capable of writing to a CD. This can get complicated. | don’'t recommend it.
c¢. E-mail your self the files between campus and home. Open your e-mail, and download thefile.
d. On campus, save to your network drive, for example, your m-drive (have you set up alogical folder structure on your m-drive to
organize your files?). At home, download the file from your network drive using NetDisk. To do so, point to the file and right-
click, “Save Target As’. Save to your home computer c-drive (have you set up alogical folder structure on your home c-drive to
organize your files?). Open your file and continue to work on it at home. When done at home, make sure that you have been saving
it to your c-drive. Still at home, in NetDisk, upload the file to your m-drive. On campus, open the file from your m-drive. Continue
to work on it on campus. Make sure you are saving it to your m-drive. Go home, download file from m-drive via NetDisk.
Continue this process, alternating between campus and home.
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B. Summary of Stepsto Use Your M-Drive Instead of Floppiesto Work on Campus and Away From Campus (Home, Work,
I nternet café):

If You Start a File On Campus If You Start a File Off Campus

1. On campus, Create and Save the file to your M-drive 1. At home or office, create and Save file to your C-drive

2. At home or office, download file from M-drive via netDisk 2. Upload file from your C-drive to your M-drive via netDisk

3. Continue to work on file at home 3. On campus, download file from M-drive via Windows
Explorer (faster) or via netDisk

4. Save file to your home computer C-drive 4, Continue to work on file on campus. Save to M-drive.

5. Still at home, when done, upload file from C-driveto M-drive | 5. At home, download the file from your M-drive via netDisk.

via netDisk Continue to work on file at home. Save to your C-drive.

6. Back at campus, open file from M-drive either via Windows 6. Repeat steps 2 — 5 until finished with project.
Explorer (faster) or via netDisk.

7. Continue to work on file on campus. Save to M-drive. 7. Besureto ALWAY S make backup copies somewhere every
step of the way.

8. Repeat steps 2 — 7 until finished with project.

9. Besureto ALWAY S make backup copies somewhere every
step of the way.

Upload means to copy a file from an individual computer (up) to a server. Download means to copy afile from a server (down) to an
individual computer.

CAUTION: Uploads and downloads can be very slow and uncertain, depending on the speed of the Internet connection you have.
Slow dialup connections might give unsatisfactory results, as might very large files.

Learn to use and be comfortable with network drives. Floppies will soon be obsolete. Many files are too big for floppies.

33. TIPS FOR SUBMITTING THE CORRECT FILE

Question: | have several versions of my homework file. How can | be sure | am submitting the correct one?

Following are some tipsto help ensure that you submit the correct file(s).

1. Minimize the use of floppy disks—they are inherently disorganized. They only hold a few files, so you need a whole stack of them.
They get lost and you can’t figure out which one holds the file you want. If you must use floppies, confine their use to making backup
copies.

2. Use your network drives (M, I, Q) and/or amemory stick. Network drives are accessible on campus via Windows Explorer, My
Computer and net Disk (myMiami.muohio.edu). They are accessible off campus via net Disk.

3. Organize your network drives, memory stick and floppies with folders. For example, if you are taking BTE333 and ENG 111, you
could organize your m-drive as follows (indentations indicate subfolders):

BTE 333
HW 01
HW 02
Submitted
HW 03
ENG 111
Book Reports
Term Paper

4. It istrue that | have specified file names for you to use, for example Uniquel D 333 HW 02.doc. | have no objection if you add
whatever you want at the end of the file name, for example:

Uniquel D 333 HW 02 First Draft.doc or

Uniquel D 333 HW 02 Second Draft.doc or

Uniquel D 333 HW 02Final Version.doc or

Uniquel D 333 HW 02 Submitted 2-16-06.doc
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5. Save all versions of the file except the final version that you submit to the HW 02 folder.

6. Create a new subfolder of the HW 02 folder. Name it something like Submitted. Save the final version that you will submit to this
folder. Do not put anything in this folder except the file(s) to be submitted. Thus, the file(s) for you to submit could be located in a
path such as this: m\BTE 333\HW 02\Submitted\ Uniquel D 333 HW 02Final Version.doc

7. Set View to “Details’. This can be donein the left pane of Windows Explorer (My Computer), “Open”, and “ Save” dialog boxes,
and in the “ Attach File” dialog box in your e-mail. Thiswill show the file names plus the date and time they were created/modified.
These dates and times can help you better identify the file(s) you want. NOTE: Depending on the width of the window or dialog box,
the date and time might not be visible even though it is set to “Details’. In this case, you can drag previous columns narrower to reveal
the date and time. Y ou can also do a Windows Explorer “ Search” based on the file' s date and time.

8. If you are submitting your file(s) to your instructor by e-mail, you can make yourself a cc (courtesy copy) to the message. That way,
you will be receiving exactly the same message and file(s) you send your instructor. When you receive your e-mail, you can open the
attachment(s) and confirm that you did, in fact, send the correct file(s).

34. ALWAYS MAKE BACKUP COPIES AND SAVE FREQUENTLY

Please get in the habit now of saving frequently whenever you work on the computer. Thiswill save you untold grief when your
computer crashes and you lose everything you have worked so hard on. Unfortunately most of us have to learn the hard way and so
won't heed this advice. When you first create a Word document, for example, SAVE it (File, Save As). Give it afile name and
indicate where you are saving it (floppy, M, |, Q-drive, etc.). Then, every few minutes thereafter, especially before you do something
you're not sure of, you simply click the “Save” button to save it again.

ALWAYSMAKE BACKUP COPIES OF YOUR FILESON A DIFFERENT DRIVE. For example, you might save to your g-
drive asyou work on afile. Then, when done, make a backup copy to a floppy.

ALWAYSMAKE BACKUP COPIESin case you lose files, accidentally delete them, or the computer crashes. Backups should be
to adifferent computer, different server, different drive, and different storage medium (floppy, CD, memory stick, etc.) from where
you originally save the file. For example, if you save both the original and backup copies to different folders that you create on your
m-drive that provides protection against accidentally deleting the original copy—you still have the backup copy. But it does not offer
protection from a server crash. If the server crashes, you could lose both copies. NOTE: At Hamilton, your m-drive and your g-drive
are on different servers. That is good. But at Middletown, your m-drive and your i-drive are both on the same server. That is hot as
good.

35. ESPECIALLY FOR FACULTY

Y ou can access many school services through myMiami at http://myMiami.muohio.edu. Following isapartial list of activities
available (in addition to those services listed earlier in this document):

View your class schedules

View, your classlists

Record student grades (midterm and final)

Access administrative information (Miami Policy and Information Manual, Faculty Handbooks, Miami Bulletin, etc.)
Asindicated previously, you can customize the “My Tab” page to include such items asin the screen shots below.
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