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Technology Department Contact List

AiCASF Campus Help Desk

aicasfhelpdesk@aii.edu
http://aicasf.info/forms



Phone: 415.276.1000




Option 1: 1170 Helpdesk



Option 2: 10UN Helpdesk



Option 3: Corporate Helpdesk




Hours of Operation:



M-F: 7:30AM – 10:30PM




Sat: 8:00AM – 4:00PM




Closed Sundays

AiCASF Faculty Technology Account Information

Faculty at the Art Institute of California – San Francisco have several electronic usernames and passwords that coordinate with the services provided by the school:

· Faculty drive – supported by the local helpdesk

· “In” folder - for students to turn work “in”

· “Out” folder – for instructors to hand work “out”
· All filed deleted every other quarter
· Email – supported by the corporate helpdesk

· Email can be accessed from any computer using the internet at http://webmail.edmc .edu. You can be on or off campus

· Email can be accessed off-campus through an email client such as Outlook or Mac mail

· OLS Account – supported by the corporate helpdesk:

· Academic Services sessions with real-time access to classroom rosters, instructor schedules, and other school information.

· 50MB of webspace to store class websites, student work, password-protected grades, ETC.

· Instructor Login to access  computers:
Login: Instructor

Password: pa55word
Backing Up Work

CDR’s, CD-RW’s, DVD-R’s, DVD-RW’s USB or FIREWIRE disk drives are all great ways to backup files that need to be transferred back and forth. The Supply Store, located in the basement of the main building, has CD’s, external hard drives, and small USB drives for sale to students and instructors. Instructors receive a discount in the supply store.
 Instructors can also obtain CDRs or DVDRs for class purposes from Crystal Ledesma, Assistant to Academic affairs, on the 7th floor. 
USB and Firewire drives can also be found at any computer or office supply store, in a variety of sizes.
For more information on these services, please contact: 
Annie Fisher, Director of Faculty Development 
afisher@aii.edu   
(415) 276-4023
The Equipment Library (EL)

Location 1: 1170 Room 620


Location 2: 10UN 204a

Phone: 415-276-1000

The EL is a place where students, faculty, and staff can check out equipment. Equipment can be requested for Non-DFVP and Non-AP classes by completing the Instructor Equipment Checkout Form found at http://aicasf.info/forms. You can also email the details to aicasfhelpdesk@aii.edu.
There is a separate process for reserving equipment for DFVP and AP classes. That process is outlined at http://wiki.aicasf.info.

Reserving equipment

The easiest way to reserve equipment is to complete the Instructor Equipment Checkout Form found at http://aicasf.info/forms. You are prompted for all the info that the Tech department needs. This form also lists all the equipment available for
When reserving equipment by email, please be very specific as to what you want, i.e if requesting a computer cart please state PC or Mac; if no platform is stated, the EL staff will deliver whichever is available. Please also include as many details as you can: time, date, location, and whether it is a one-time request, daily request, or weekly request, etc. 
If you are planning to reserve any equipment for your class, please request it ahead of time at least 24 hours in advance. Equipment requests are fulfilled on a first-come-first-served basis.
When equipment is due

All non-DFVP/AP equipment checked out before 5PM are due the same day at 10:30pm Monday thru Friday, and on Saturday at 4:00pm. Most equipment checked out after 5pm Monday-Friday are due the next day at 12pm.
All DFVP/AP follow the processes and policies outlined at http://wiki.aicasf.info
Overnight equipment checkout

Instructor overnight checkout are possible; please work with your Academic Director and the Director of Technology to make sure students are not impacted. 

Classroom Technology

There are permanently mounted TV-VCR/DVD units in the following rooms:
1170 Market St. – 015, 318, 403, 510, 612

10UN Plaza – 501, 502, 503, 505, 506, 507, 601, 602, 603, 605

Classroom Technology
Software and Hardware APL for Computer Labs
EDMC corporate provides guidelines to each campus regarding software and hardware that is approved for use. Your Academic Director has access to this list and will work with you to ensure that the cost of licensing is covered and coordinate the installation with Technology. 

If you would like to add hardware or software to the “Approved Software List”, work with your Academic Director, who has the information needed to complete this process.

Faculty How-To: Requesting Personal Copies of Software
1. Complete the Faculty/Staff Personal Software Request Form at http://aicasf.info/forms
2. Print out the form and have your Academic Advisor sign the area next to their name

3. Put the signed form in Justine Nguyen’s mailbox on the 7th floor of 1170 Market.
Faculty How-To: Logging into a Mac

1. If the computer is already logged in, please logout. At the login screen enter “Instructor” in the username field. 
2. In the password field enter “pa55word”. 
3. Click log in.
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4. A Warning Window will appear, alerting you that the system is protected by a utility which restores any settings back to its original state upon reboot. This also means that files saved on the desktop will be deleted. 
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The default username for logging into PCs is “student” and the password is “student”
Faculty How-To: Logging into a PC

PC’s ARE SET TO AUTOMATICALLY LOG-IN
1. If the computer is already logged in, please logout.
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Students and faculty should not work from the desktop or save their files to the desktop. The only location that files will remain after the computer reboots is the ‘Storage’ or E:\ drive. To minimize the risk of losing your files, save your work in the “Storage” or E:\ drive , accessible from the desktop shortcut.

Faculty How-To: Accessing the Network, Internet, and Printers

1. Login to the computer

2. You will see a CCA login prompt. Login with your webmail username and password. Make sure to choose the correct authentication provider!
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For security and liability purposes, Corporate Services has implemented Cisco Clean Access to protect the classroom networks and to monitor the traffic on those networks.  If you do not connect to CCA, you will not be able to browse the internet, access the Faculty Drive, Transfer Drive or Print_Jobs drive, nor print.

If you are unable to login to CCA or webmail, please call the corporate helpdesk at 415-276-1000 option 3
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Students login to CCA using their myAIcampus username and password. If they do not know this information, they can stop by 1170 620 or 10UN 204a.

System Operational Guide – Wallmount Control Panel
	1. DISPLAY ON/OFF Powers projector On/Off
2. AUTO IMAGE Makes any necessary picture adjustments automatically
3. LAPTOP – Selects laptop input to projector.
4. CPU – Selects desktop PC input to projector. 
5. DVD/VHS – Selects DVD or VHS playback input to the projector.

	Audio/Video Wallmount Control Panel for Room 601 and 602[image: image12.emf]



The Faculty Workroom

The Faculty Workroom has a multifunction unit that has copy, print and scanner functions. The Faculty Workroom also has assigned cubicles with computers and phones, as well as shared cubicles with computers and phones. There are also laptop stations with Ethernet cables that can be used.

Please do not store anything on the surface of the cubicles or desks. Because this is a shared space, items may not be where you originally placed them.

Faculty How-To: Installing the Faculty Workroom Printer

The IP Address of the copier\printer is 10.245.84.61. 
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You may need to authenticate to CCA on your laptop prior to being able to connect to this printer.
The Campus Technology Dept. recommends that you place your files that need printing on a USB key drive and use one of the “shared” computers in the Faculty Workroom. The printer is already setup on those computers.
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The campus Technology staff cannot provide any support on equipment that is not owned by the school. Please do not contact the local helpdesk staff if you have problems with CCA or adding a printer on your personal equipment.
The Faculty Drive

The Faculty Drive is a server with disk space for instructors to store class information. This drive accessed from any classroom and Faculty Workroom computer.
The Faculty Drive has a total storage space of 750 Gigabytes and is available via a desktop shortcut. Make sure that you and your students have at least a second copy of all work stored on the faculty drive. 
If you would like to use the Faculty Drive for your class, please request an account by completing the Instructor Helpdesk Request Form at http://aicasf.info/forms.
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The Faculty Drive may be deleted at the end of each quarter, so please back up any work there at the end of each quarter. You will be notified 2 weeks before the end of the quarter if the Faculty Drive will be deleted at the end of that quarter.
The Transfer Drive

The Transfer Drive is a server with 250 gigabytes of disk space for students to use to transfer work from place to place. This should not be considered a permanent storage space either, but is a convenient way to move work from computer to computer. Anyone can add and delete files from this drive, there are no restrictions in place.
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The Transfer Drive is wiped every day at 1:30am and has a storage capacity of 250 gigabytes. 

It is against campus policy to download and save copyrighted music and video using the school’s computers or network. If you see any student saving or accessing copyrighted digital materials from a campus computer or network drives (Faculty and Transfer Drives), please ask them to stop and delete the file(s). 
It is also a violation to use school computers to download, install, or save unauthorized (pirated) software.

Faculty How-To: Accessing the Faculty Drive
1. Login to the computer.

2. If you are using a Mac computer, clicking on the Faculty Drive desktop icon will prompt for your username and password. It will use the default student logon account to log in automatically – you should change this. The student account has limited access to the faculty folder.

[image: image17.jpg]SMB/CIFS File System Authentication

Enter the workgroup or domain and your user name
and password 1o access the server "AISFFSOL"

Workgroup or Domain

AI-CASF

Name
INSTRUCTOR

TR

Passwor

1 Remember this password in my keychain





3. If you are using a PC, you will see this window after logging in:
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Click OK once you’ve entered your login window, and OK again to open the Faculty Drive folder.
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 If you do not already have a Faculty Drive account, you can request one by completing the Instructor Helpdesk Request Form at http://aicasf.info/forms.

4. A faculty drive window will open like the one below. Find your name and open that folder.
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Your faculty folder comes with two folders already in place:

IN – a place for students to hand in work. They can move files and folders there, but cannot create folders or delete anything. Students cannot view other files.
Out – this is where instructors can give students access to syllabi, handouts, and other files that relate to the class. Anyone can copy the files from this folder, and students can view all the contents.
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GO GREEN! Remember that the faculty drive can be a great place to store handouts. If your students are comfortable using the electronic version of your handouts, it will save you time at the photocopiers.

Faculty How-To: Accessing the Transfer Drive

1. Login to the computer
2. Look for the Transfer Drive desktop shortcut
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When you are finished using the computer, please log out. This will ensure that your faculty folder will not be available to the next user.

Faculty How-To: Synchronizing Webmail, Faculty Drive, and OLS passwords
1. Complete the Instructor Helpdesk Request Form at http://aicasf.info/forms.
2. A Campus Technology Analyst will work with you to synchronize your passwords. Please note that your OLS login will still be unique from the Webmail and Faculty Drive login.
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EDMC requires that the Webmail password be changed every 90 days. If you have your passwords synchronized, you will need to repeat this process every 90 days to ensure the passwords stay in sync.
AI Faculty Email 
Faculty How-To: Accessing your AI Email Account

To access your email account for the first time, go to https://wam.edmc.edu/wam/
You will be asked to provide the following information:
· Employee ID (found on your pay stub). 

· Name (be sure to capitalize your last name)

If you where previously signed up for an Outlook email account, then your account has already been activated. Please call the corporate helpdesk at (415) 276-1000 option 3 to have your password reset.

Once you receive your username and password:

1. Log into your email account from any web brower by going to http://webmail.edmc.edu
2. Type in admin\<username>in the first box

3. Type in your password 

4. Click log on

In addition to accessing your email over the web, you can use an email client such as Outlook Express, Mac Mail, or Entourage.

Here are the key settings to configure your email client:

Mail server configuration: imap 

Incoming mail server: email.edmc.edu   

Outgoing mail server: securemail.edmc.edu
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You may need to inform your ISP of this information. Some ISPs block third-party email servers to prevent spammers. 

More information is available at http://www.edmc.edu/support/messaging/2007.html#IMAP and http://www.edmc.edu/support/messaging/supportdocs/pdfs/IMAP_Settings_2007.pdf
Your email account includes access to a calendar and a list of contacts. Faculty access the same email server used by staff and administration of the school. Everyone on campus is listed in the address book.
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Faculty How-To: Forwarding AI Email to other Email Accounts
1. Log into your email account from Microsoft Internet Explorer on a PC  by browsing to http://webmail.edmc.edu
2. Check the radio box next to ‘premium’ under client

3. Enter your username and password and click Log On

4. Once you are successfully logged in , click on ‘Rules’

5. Click on ‘New’ to create a new rule

6. An ‘Edit Rule’ window like the one below will pop up. Here you will want to fill in the appropriate fields:

· Rule name(optional) give a name for the rule[image: image26.jpg]A TR RN TRRRAE Mo lARSRSN TR RSN ERR AT

9 Edit Rule : Outlook Web Access -- Webpage Dialog

:Rule Name (optional) Al Emails Forward to jrddg@grmail.conjr

When a message arrives

£ Where the
" From field contains
Subject contains
Importance is Any %5
Sent to
L People or Distribution List
Oris " Sent only to me
Then
" Move it to the specified folder
" Copyit to the specified folder
" Deleteit
————» Forwardit to jdoe @gmail.com

[¥ Keep a copy in my Inbox

]https:,f,femail.edmc.edufexchange,fnguyenl;‘?cmd=editru|e lo Internet




· Leave everything under ‘when a message arrives’ blank

· Under  ‘then’ check the radio button next to the ‘forward it to’ and enter the external email address to which you want all your @aii.edu email to go to.

· Click ‘Save and Close’ to save settings.

7.  Click ‘OK’ to confirm.

8. Your saved rule will be listed. This indicates that you have successfully created a forwarding email rule for your account. 

Faculty How-To: Changing your Webmail password
1. If you are using a browser other than Internet Explorer:

a. Browse to Webmail
b. Make sure that the Security option is set to “This is a private computer”

c. Login to Webmail

d. If you are prompted to change your password, select “Cancel”. You should be taken to the Webmail “home” page.

e. Select Options

f. Select Change Password

g. Type in your Old Password, New Password, and Confirm New Password

2. If you are using Internet Explorer:

a. Browse to Webmail

b. Make sure that the Security option is set to “This is a private computer”

c. Login to Webmail

d. If you are prompted to change your password, please do so.

e. Type in your Old Password, New Password, and Confirm New Password.
[image: image27.png]


When creating a new password you will need to make sure that it contains a combination of three of the following categories: 


Uppercase characters (A thru Z)


Lowercase Characters (a thru z)


Numeric (0 thru 9


 Non-alpha-numeric characters (?,/,&,*,%, ect….)

The password may not contain all or part of the user’s account name. 

AiCASF Printshop

Location1: 1170 – 620 Phone: 415-276-1000 Option 1
Location2: 10UN-204a Phone: 415-276-1000 Option 2
The print shop is a place where students, faculty, and staff can request color prints.
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All documents must be in PDF format. The printshop will not print any other types of documents.
 Faculty How-To: Submitting Print Jobs
1. You can submit your request online at http://aicasf.info/faculty_printjobs/
2. Put the files on the Print Jobs folder by locating the file(s) that you want to print
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3. If you are paying by Printcard, go to the 1170 620 Printshop to pay for your prints.
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 Do not put any files in this location unless you are requesting print services from the printshop. 
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The print_jobs folder is cleared every Friday at 2:00am.

Faculty How-To: Creating a PDF
1. When saving your work, go to “Save As…” under the File menu or the Windows button.
2. Change the file type under the appropriate dropdown menu, look for the one that says (.PDF)

The following programs that suport this feature:

Excel

Word

Photoshop

InDesign

Illustrator

AutoCAD
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You should compress the layers in AutoCAD, Illustrator, and Photoshop. 
Telephone Instruction Guide
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For Help:  Open a Work Order at help@edmc.edu

	THE BASICS
	DESCRIPTION

	OPTIGUIDE KEYS

(<

>)
	(<)  This key allows you to scroll backwards.

(() The checkmark (Select) key is used to select/confirm a function.

(>)  This key allows you to scroll forward or access the feature menus.

The menus change depending on the state of the phone (i.e., idle, ringing, busy, talking)

	VOLUME CONTROL KEYS
	Handset and Speakerphone volume can be adjusted only while they are being used.

· To increase volume:  Press the (+) key

· To lower volume:  Press the (-) key

To save adjustments, press the (() checkmark

	CHANGING RINGER VOLUME
	While your phone is idle (handset in its cradle):

1. Scroll to and select “Setup?”

2. Scroll to and select “Audio Settings?”

3. Scroll to and select Ringer Volume?

4. Press the (+) and/or (-) buttons to adjust volume level.

5. Press the (() checkmark to store the setting.

	VISUAL SIGNALS
	Blink:
Incoming call

Flutter:
Call is Holding

Flash:
Line is Forwarded

	SPEAKERPHONE
	Press speakerphone button or any line button when phone is idle to access the two-way speakerphone feature.  If you are on a call hang up the handset after pressing the speakerphone button.

	MUTE
	Press MUTE button to activate mute function.  When activated a red light appears beside the button.  The person on the call cannot hear you; however, you can still hear the caller.


	FEATURES


	DESCRIPTION
	OptiGuide 

Keys?
	State of Phone

	TO ANSWER A CALL

INCOMING CALL MENU OPTIONS

ACCEPTING A SECOND CALL
	· Pick up the handset

· Press the Speaker button

· Select “Answer Call” from the menu

· Answer Call

· Refuse Call

· Deflect Call – Dial the number where you wish to send the call you are deflecting

If you are currently conducting a call and another call comes in, your display will automatically indicate the caller ID information for the new incoming call.  If you would like to take this new call, ask your current call to hold, and select “Answer Call?”  Your current call will automatically be placed on hold.

To end this call and return to your original call, select “Disconnect and return?”
	Yes
	Ringing

	MAKING CALLS
	You can enter a phone number with the handset on or off-hook.  Enter the phone number and:

· Press the speaker button

· Select “Dial?”

· When the Auto Dial Timer has timed out, the number is dialed.
Note:  To call an exteral number, press 9 before entering the telephone number.
	Yes
	Ringing

	HOLD


	Press the HOLD button or scroll to and select “Hold?”

Callers will hear music.  A fluttering red light appears next to any button on hold.  

To return to the caller, press the HOLD button or select “Reconnect?”.
	Yes
	On a call

	
	
	
	

	TRANSFER

Unannounced

Announced

To reconnect to the original caller:


	Allows you to transfer a call to another party.

For unannounced transfers (blind transfers):

1. While on a call, press TRANSFER button. 
2. Dial the extension and confirm the number (()
3. Select “Compete transfer?”
4. Hang up.
For announced transfers:

1. Press the TRANSFER button

2. Dial the extension and confirm the number (()
3. Announce the call and hang up.

If the call is refused or if voicemail answers, scroll to and select Disconnect and return?  To disconnect from the current party and return to the first party.

OR 

Scroll to and select “Alternate?” to return to the first party and place the current party on hold.
	Yes
	On a call

	CONFERENCE

 (3 Parties)
	1. While on a call, press the TRANSFER button. Call is put on hold and you are given a new dial tone.

2. Dial the extension or outside number you wish to conference and wait for an answer.

3. Press CONFERENCE  to join all parties.
	Yes
	On a call

	REDIAL
	Note:  The number can be either an internal extension or outside call.  You can scroll through the last 6 numbers dialed by using your right arrow.
	N/A
	Dial tone

	FORWARD


	To forward your extension:

1. Press Forward button

2. Select “Unconditional?”

3. Select “New/change target?”

4. Select “Use keypad?”

5. Dial the extension number where calls should go.

6. Press (() to store number

Note:  You can specify the types of calls you would like to forward.  For example, you can select busy or no answer calls.

To activate and deactivate forward:

1.   Press the forward button.

To change forwarding destination:

1. Scroll to and select “Setup?”

2. Scroll to and select “Function Keys?”

3. Select “Non-shifted keys?”

4. Press the FORWARD button.

5. Select “Forwarding?”

6. Select “Unconditional?”

7. Select “New/Change Target?”

8. Select “Use Keypad?”

9. Delete the previous number by using your left scroll key

10. Enter new forwarding destination and press the (()
11. You can now clear the menu by taking the receiver off-hook and replacing it.  
	Yes
	Idle

	VOICEMAIL


	To access your voice mailbox:

· Dial 20100499
· Your extension is 10 digits, i.e. 4152761000


	No
	Dial Tone or Idle


Xpressions Voicemail Information Sheet

Your Xpressions Mailbox:

Mailbox identification number:
 

Your 10 digit extension number 

Initial password:  




111111#

Minimum length:  




6 digits

Maximum length:




24 digits

Messages:





Varies
Xpressions Access Numbers

Internal Direct Access:



20100499



External Direct Access (Toll-free):

(888) 222-0040

Forward Access:




20100498
To forward your phone directly to voicemail:

1. Press Forward button

2. Select “Unconditional?”, “New/change target?”, and “Use keypad?”

3. Enter 20100498

4. Press (() to store 

To turn the forwarding on or off, press the Forward button
Transfer Access:




20100497
To transfer a caller directly into another Xpressions box: 

Press TRANSFER, dial 20100497, and then dial the extension number of the individual the caller wants to leave a message for.  Press the # key twice and hang up.

Guest Access




20100498

To leave an Xpressions message directly in another mailbox: follow the prompts.

Logging in to your Xpressions mailbox:

1. From your office phone, dial 20100499.
IMPORTANT:  The first time you access Xpressions, you will need to use the Default Password 111111 followed by #.  You will then be prompted to change your password and record your name.

You are now logged in.  From this point you can access the Xpressions features.

Changing Your Voicemail Password (if you need to change it in the future):
1. Log in to Xpressions

2. Press “9” for mailbox options

3. Press “3” to change password

4. Enter your new password, then press “#”.  Xpressions will verify your new password.

Recording Your Name:
1. Log in to Xpressions

2. Press “8” for answering options

3. Press “4” for recorded name

4. Press “* #” when you complete the recording 

Recording or Changing Your Personal Greeting:
1. Log in to Xpressions

2. Press “8” for answering options

3. Press “1” for personal greeting

Press “2” to record “regular” greetings which then allows you to record options 2-5 below OR press “3” to record an “alternate” greeting which is one message for all callers.

Below is a selection of greeting types.   There are five different greeting types to select from.

1. Alternate – when turned on this overrides all other greetings 

2. Busy – plays for both internal & external callers when you are on the telephone  

3. Internal – plays for internal callers on “ring no answer” 

4. External – plays for external callers on “ring no answer”

5. After-hours – currently not available.
Note:  If greetings 2 – 4  are going to be used, a greeting must be recorded for each greeting type. 

You may record up to a total of 9 different greetings.  Once a greeting type is selected, press “1-9” to select the greeting number to be recorded. 

Press “1” to record your greeting. (While recording your greeting, you can press “* 7 3” to stop and replay the greeting, or “* 6” to delete and rerecord the greeting.)      

Press “* #” when you complete the recording.

TIP:  If you would like to record only one greeting and have it play for all your calls, press 8 1 3.  You do not have to listen to all the prompts.  You will be taken directly to the prompt to record your greeting. 

To Change the Referral Extension:
1. Log in to Xpressions

2. Press 8 – for Answering Options

3. Press 3- for Referral Extension

4. Press 1- to change the referral extension

5. Follow prompts

Recording and Sending a Message:
1. Log in to Xpressions

2. Press “1” to record 

3. When prompted, record your message.  Press “* #” when finished

4. Dial the extension of the person the message is for and then press “#”, or press “*” to enter the person’s name, last name first, followed by “#”. (If there is more than one person with the same last name, a list will be provided for you to choose from.)  

5. Press “#” when finished entering all the destinations of the message.

6. Press “#” again for regular delivery, or press “3” for special delivery, then follow the prompts.

Special Delivery Options include:  

· Press “1” – Return Receipt

· Press “2” – Private

· Press “3” – Urgent

· Press “4” – Future Delivery 
Listening to Messages: 

1. Log in to Xpressions.

2. Press 3 to Listen

3. After you listen to the message, press:

“7” to replay the message – OR -

“4” to save the message - OR -

“6” to delete the message - OR -

“#” to reply

“2” to skip to next message

After you have saved or deleted the message, you may:  

· Press “#” – To Continue

· Press “1” – To Answer the Message (Internal subscriber only)

· Press “9” – To Forward the Message

· Press “7 then 0” – To Call the Person who sent the Message (Internal subscriber only)

Playback Controls

While listening to your messages. . .


  



 Press

Skip message header - proceed directly to message 





3

Skip message header and put out next message header




2

Jump back to previous message header






7 2

Pause playback









*

Resume playback









3

Skip message and play next message (current message is kept as new)


*2
Save message










* 4

Delete message









* 6

Speed up a message
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Slow down a message









7

Repeat message playback








* 7 3

Repeat associated message header







* 7 7 

Replay the previous eight seconds







* 7 8

Skip forward eight seconds








* 9 8

Jump ahead to next message category






* 9 1

Jump ahead to the end of the message






* 9 3

Return to the main menu








* 7 #

To skip someone’s personal greeting
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