CLEMSON IMAGED LAPTOP WORKSHOP INSTRUCTIONS
For Workshop Leaders, Summer, 2013 – under construction  
linked on http://laptop.clemson.edu Workshops, Workshop Leaders


As they arrive, ask students to plug in their Ethernet cord and power supply and turn wireless switch off. 
Ask them to go ahead and turn their computers on and log in.  If they have never turned their computer on before, make sure they enter this information as the Out of Box Experience starts:

Computer Name: Clemson user name

Account Name: Clemson user name

Account Password: any but one possibility is Clemson password

Select a volunteer and plug his computer into the projector.  They can “drive” while you talk. 

When it is time to begin, introduce yourself and any helpers in the room.

Mention that all of the links we will discuss will be on the web site address that is on back of handout.
1) Network Registration. Have them complete their network registrations by opening Firefox.  If they get the NetReg screen:

Have them fill it out but do NOT reboot.  Tell them to be sure that under description they put their Clemson User Name – Dell Laptop - Ethernet
Tell them they must register both Ethernet and wireless on each computer they use.  (We’ll do wireless at the end.)  

Tell them that as long as they log in to a browser on campus periodically, they will not have to repeat the registration.

Tell them that they can see their registrations at netreg.clemson.edu and see the policy there under “add registration”.  This address is on the back of their handout and on the Workshop Links page.

2) Have them click on RUN ME FIRST(CCIT Software Installer).  It will take a few minutes to start.  Complete 3) while waiting.  (Some students will have already done this part.  If they are not sure, ask them to click on Start, Programs, Microsoft System Center 2012, Configuration Manager, CCIT Software Center and then click on Installed Software.  If nothing is there, have them click on Available Software and chose CCIT Configuration and Setup)
3) Passwords.   Have the students open Firefox and go to central.clemson.edu
Click on the self service tab. Create your own questions/answers in case you ever have a problem and need to reset your password without knowing your old password.

Next, have them go to: http://ccit.clemson.edu and show them around a little bit. Show them the password reset option.  Show them the Clemson password restrictions.  Tell them to start their password with a character!

Explain the difference between WINDOWS, CLEMSON, and GOOGLE passwords!!!  
(we will cover Google passwords in just a few minutes…)

Go back to CCIT home page.  Show them Printing and Plotting link (mention we’ll get to that in a few minutes) Explain this is already installed on their laptop..

Take them to Help and Support, Laptops.  Go to Workshops, Workshop Links to see all of the links referenced in the workshops.  
Go back to the CCIT home page and show them the Training & Self Learning link.
4) Configuration. Once CCIT Software Installer finishes installing, the configuration will begin.  It will include computer name (user name), account name (user name), password, Office user name (full name upper and lower), and some other CCIT preparation information.

5) Software.  Once CCIT Software Installer opens, check and make sure Trend Micro, PawPrints, and eduroam are installed.  If they don’t have it,have them select these to install:
VPN, Chrome, Firefox

Explain that the VPN is only necessary when off campus trying to use on campus resources.  

Proceed to 6) while waiting.

6) CU Safety.  Open a browser.  Go to www.getrave.com/login/clemson and follow the prompts to register for the Rave Alerts for CU Safety – to get text messages in the event of an emergency. This is optional depending on whether student has cell phone with text messaging.
7) Google Apps  Have them open a browser and go to g.clemson.edu.  Put in user name and password.  If they have not been on before, temporary password will be cu##xxxx where xxxx is last four digits of social security number.  Have them write an email to themselves and respond to it in the summer (probably not necessary move in weekend since they will have used it by then).
If they cannot get in, have them go to www.clemson.edu/emailforwarding.  They’ll log in with their Clemson user name and password.  There will be an option to reset their Clemson Google Apps password.  If there is not a check in Use Google Apps for Education, they should add one.
Mention Proofpoint messages from AskPostman – tell them to look at them since they may include good email.
Show them Arrow beside email address,  Account, Security, Change password.
Have them go to Drive and install it on their laptops.  Mention that it will appear as a folder in their Documents and they are strongly encouraged to drag important files here for backup – and for access when they do not have their laptops.  Mention they can also install an app on their phones or other mobile devices.

Show them Calendar, and Sites, mentioning that  Sites is the recommended tool for creating web sites as a part of the Clemson ePortfolio graduation requirement – and they may begin adding personal information to it at any time.  
8) MS Office Registration.  Open MS Word.  For most students, it should offer to activate MS Office and they should do that or it will stop working in 30 days!  They should also agree to updates.  
Printing. Ask them to click on File, Print and show them CCIT Lab Printers.  Explain that they will need to swipe their ID badge or enter their password at any public printer to get their print.  Tell them there is a print quota and they can see that on the CCIT web page under Printing and Plotting.

9) Update Trend Micro and show them how to scan for viruses.
Have them right click on the Trend Micro icon in the taskbar and left click on Update Now.  Explain that they need to do this periodically to download the newest virus definitions (even though it will do it automatically).  When it finishes, have them right click on the Trend Micro icon and left click on Office Scan Console.  Show them the Scan selection, but tell them to wait and do this later.
Explain to them that if they get a virus, it is a good idea to start their computer in Safe Mode by pressing  F8 right when it’s starting – and scan for viruses.  
Recommend Malwarebytes Antimalware.    They can get this at www.malwarebytes.org.  Explain that Spyware is caused by visiting certain web pages and/or file sharing programs.   Tell them they have Trend Micro – but  If they want additional antimalware protection they can try this. 
Remind them that Malwarebytes will need to have new definitions downloaded regularly – and scans performed periodically to keep the computer running well.

10) Backup.  Tell them that it is important to back up your important academic data regularly.  Walk them through using Roxio.  Mention Google Drive (free 30 GB combined of drag and drop storage), www.dropbox.com (free 2 GB of drag and drop storage), www.mozy.com (free 2 GB of backup – can set to do automatically), and www.skydrive.com (free 7 GB of backup).   
11) Talk about file sharing programs.  Explain that it is illegal to upload or download copyrighted material – which includes most music files.  Explain that downloading copyrighted music, videos, movies, or television shows can cause other problems with their computers including possible viruses and/or spyware – not to mention possible legal problems.  Some (Limewire, Peer Guardian) may prevent them from being able to use the Clemson network. Mention that many Clemson students are cited and/or sued for using the Clemson network illegally.
Recommend www.spotify.com, www.pandora.com or www.jango.com as a legal and free way to listen to music on their computers. Some other popular, legal and free options include Grooveshark, last.fm, and YouTube.
Talk about care of laptops.  Place drinks on the floor or beneath laptop.  Use protection in backpacks.  Keep backpacks with you at all times – treat it like a purse.  Use cable locks if laptop is left where it could be stolen (in unlocked dorm room).   Laptop theft is a big concern and the most common times are during football games and breaks when few students are in dorms.  Remember: Complete Care covers accidental damage, but not theft, fire, or flood.
Talk about laptop etiquette.  Turn off sound in class or group situations.  (Demonstrate mute key.)  Do not email, instant message, web surf, or play games during class or your behavior could result in everyone being asked to close their laptops – preventing some from taking notes.

Show them Blackboard in June/July.  Ask them to start a browser and go to bb.clemson.edu.  Get them to log in and look at their classes.  

12) Wireless. Help them find their wireless on/off switches for the laptops that have that feature.  Talk about speed of Ethernet vs wireless.  Have everyone unplug their Ethernet cables and help them get on wireless.  Have them click on the “talking computers” in the taskbar and select eduroam.  Tell them to select “more information” and put in their user name@clemson.edu, password, and leave logon blank.  They will need to provide “more information” a second time and click OK.  Mention the Guest wireless – which should not be used by students.  Recommend carrying an Ethernet cable in their backpacks!
Once they are online wirelessly, have them open a browser.  If it goes to the network registration page, explain that they need to register once for Ethernet and once for wireless.  Have them register again – putting “wireless” as a part of the description.

If wireless does not connect automatically, try going to netreg.clemson.edu and a few other pages.
13) Windows Updates. If there is time, have them complete any that need to be done.

14) Extras:

Batteries.  Remind students that battery life will slowly degrade and they may need to buy a new battery after 2-3 years.  Batteries have a one year warranty.

Discuss Training Options.  Tell them we have instructor led training, Tech Talks on Tuesdays at 2:00,  web pages with links to self-help on various Windows, Apple, and Microsoft products – as well as Google, Audio/Video, HTML, and a lot of other topics.  Tell them to go to http://ccit.clemson.edu and click on Training for more information. Another useful free tool they will find there is eLearning with Skillport.
Remind them that if they go to http://laptop.clemson.edu and click on Workshops, Workshop Links they can see a link to all of the web pages mentioned in the workshops.

Explain the different support options.  They can call their vendor -  especially from home.  They can email or call the CCIT Support Center (ithelp@clemson.edu or 656-3494).  They can visit the CCIT Support Center on the second floor of the library.
       If they do not need help, they are finished and may turn their computers off


For orientation only, there is a special wireless set up:

orientation

Clemson13
For use by parents and on rare occasions for a student who does not have a user ID or some other circumstance beyond his control.  It is important that students get their own user ID working, so this should be avoided if at all possible!



