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Lesson 1-1: ITS Organization

Figure 1-1 £ |
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Figure 1-1

The central ITS department is housed in the Wool Center, next to the dog park on
Lindell Boulevard. It is important to know, however, that there is direct ITS support
from a designated technician in all areas of the University.

ITS is led by the University Chief Information Officer and Vice President and is
organized into six primary areas: Customer Service, Enterprise Products,
Infrastructure Operations, IT Security and Compliance, Research Technology, and
Technology Transformation. Below is a little explanation of each area.

Customer Services Group assists all students, staff and faculty with accessing and
utilizing SLU applications and systems, as well as providing support for clinical
and research functions of SLUCare and the School of Medicine.

Enterprise Application Services is responsible for all Banner products, email and
calendar system, all academic technologies, reporting and database services.

Infrastructure Operations Group maintains and operates campus-wide voice and
data networks, servers and data centers.

IT Security and Compliance ensures compliance with laws and policies by
developing, documenting and maintaining policies, standards and best practices
to secure SLU’s information assets.

Research Technology Group provides support for faculty and students’ research
initiatives.
Technology Transformation Group focuses on activities related to implementing

new technologies, particularly those that differentiate SLU, and includes the ITS
Project Office and the Instructional Media Center.
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Lesson 1-2: ITS Mission,
Strategic Plan and Goals

ITS Mission Statement

Support and enhance the vision, mission and values of Saint Louis University by
providing effective and reliable information technology services founded on the

Information Technology Services
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Lesson 1-3: IT Services
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Chapter Two:
SLU Net ID

Chapter Objectives:
1 Learn what is your SLU Net ID and what is your Banner ID
1 Become familiar with password.slu.edu

! Learn to manage your SLU Net password

|
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Lesson 2-1: SLU Net ID
iInformation

Your SLU Net ID your unique username that is system generated using different

algorithms. In addition to a SLU Net ID, you will have a Banner ID,and a SLU Email Tip:
Address. )

Remember to keep your
SLU Net IDs and Email addresses are based on the names provided to the password safe and
University. In order to change your SLU Net Id or Email Addresss you will need to secure.

update your name with Human Resources first.

Your Banner ID is a number used like a SLU Social Security Number. It is a way to
identify your record in SLU’s system. It is not printed on your picture 1D for your
protection.

Used alongside your SLU Net ID and your SLU email address is your SLU Net
Password. Before you change it, it will be set to “Id” (capital i, lowercase d) followed
by the last six digits of your Banner ID number. For instance, if your Banner ID is
000123456, your initial SLU Net Password would be 1d123456.

a

You are required to change your SLU Net Password before accessing SLU systems
and then again every 180 days. Learn how to change your password for the first time
in the next section. This password is a universal password for all systems on
campus.

Information Technology Services
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Lesson 2-2: password.slu.edu

To change your SLU Net password, visit password.slu.edu. Your SLU Net Password
will expire every 180 days, or about every six months. You will receive four reminder
emails - 21 days, 14 days, seven days, and three days prior to expiration.

To create a strong password, you must follow the rules below:
1 Use at least eight characters, letters and humbers

1 Do not include your username, three consecutive letters from your legal
name, or SLU-related names

1 Do not include a complete word
1 Make it significantly different from previous passwords
1 Include at least one capital and one lowercase letter
1 Include at least one number
1 Do not include any special characters (: *% !. ,)
A few Don'ts for your password are:
1 Don't use names of spouses, children, girlfriends/boyfriends or pets
1 Don't use phone numbers, Social Security numbers or birthdates

1 Don't use your SLU Net ID or any variation of it

You also want to be sure you can remember your password. Some ideas are:

1 Create an acronym from a phrase that is meaningful to you
1 Substitute numbers, symbols, and misspellings for letters

1 Relate your password to a favorite hobby or sport

|
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Lesson 2-3: Login2.slu.edu
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Steps for setting up your contact information:

Go to login2.slu.edu
Click Edit Contact Information
Log-in with your SLU Net ID and SLU Net Password
Click Submit
Type your date of birth: mm/dd/yyyy as the initial pin
o For example, if your birthday is Jan. 5, 1818, enter 01/05/1818
0 Make sure to include the / between the numbers
1 Typeinyour phone numbers
0 Please include area code and number
0 Provide at least two different numbers, examples being
= SLU desk phone
= Mobile phone
Click Update
Click Restart Login
0 Once your information is updated, a confirmation email will be sent to
your SLU email address

= . _—a _a _a

= —.

When you log in to a SLU web-hosted application (mySLU, Banner, SLU email, etc.),
you'll enter your password as usual. After which, you will be prompted to verify your
identity using a verification code that will be sent to you according to the method you
set up in the first phase. For example, if you provided your mobile phone number,
you will receive a verification code via text message.

You won't be prompted for a code at every login if you are logging in from a familiar
location or browser. The verification will just be used when something about your
login seems different to the system, like being on a new computer.

For more information about Login2, including how-to videos, please visit its.slu.edu
and look for the Login2 under Password Help.

|
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Chapter Three:
mySLU.slu.edu
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Lesson 3-1: Accessing mySLU

|
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1/

Lesson 3-2: The Tools tab

Once you are logged into mySLU you have access to several systems via the Tools
tab. You will be able to access the following:

Office 365 Email: SLU's email and calendar application is a Web-based system
designed specifically for the academic setting. More information to come in later
chapters.

People Finder: A dynamic search engine of all individuals at SLU. As you type,
results display automatically and narrow with additional criteria.

Banner Self-Service:

L
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Internet Native Banner: Used by office staff to administer applicant and student
records; package and award financial aid; enter, approve and track financial
transactions; control the hiring process; run payrolls; and track donor giving and
potential donors, and more.

Cligbook and Concur: The University's online booking and reimbursement tool.

Oasis: A Medical School application to facilitate medical school scheduling, record
keeping, and curriculum tracking.

WebXtender: A document-imaging program that allows for scanning, importing, and
retrieving of documents in a database and queries.

Activity Insight:

Information Technology Services
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Chapter Four:
SLU Banner Self-
Service

Chapter Objectives:

1 Learn how to access SLU Banner Self-Service, your teaching schedule,
your summary class list, and a detailed class list

1 Learn how to email your class/advisees

1 Learn how to access grades

Once you ha

|
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Lesson 4-1: Accessing SLU
Banner Self-Service

From the tools tab in mySLU, you can access the SLU Banner Self-Service
area. Here, you will find helpful information as a staff member, faculty member, or
student.

1. From the Tools Tab in mySLU, click on SLU Banner Self

L
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Lesson 4-2: Accessing Your
Teaching Schedule

Figure 4-2
Select a Term: rzll 2016 v

Accessing your teaching
schedule begins by

clicking on Term Selection. R

SLU Banner Self-Service can be used to access your teaching schedule online.

To access your teaching schedule through Banner, follow these steps:
1. From the Faculty/Advisors Services menu, click the Term Selection link.
2. Select the current term from the Select a Term: drop-down menu.

3. After selecting the term, you are returned to the main menu to make
selections based on that term. From the Faculty/Advisors Services menu,
click the Faculty Detail Schedule link.

4. Your detailed teaching schedule for the selected term appears.

On this screen, you can add information, a syllabus, or a roster for your
courses, and your office hours. To do this, click the Add link next to the
item you wish to add and follow the screens.

|
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Lesson 4-3:. Accessing Your
Class List

To access your summary class list through Banner, follow these steps:

1. From the Faculty/Advisors Services menu, click the Term Selection
link.

2. Select the current term from the Select a Term: drop-down menu.

3. After selecting the term, you are returned to the main menu to make
selections based on that term. From the Faculty/Advisors Services
menu, click the Class List: Summary link.

4. From the CRN drop-down menu, select the course you want to view
and click

Information Technology Services
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Lesson 4-4: Emailing Your
Class/Advisees

To email your class, you will need the following information:

Subject abbreviation

Course number

Section number of the course
Term abbreviation

= = —a —a
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Chapter Five:
Blackboard Learn

Chapter Objectives:

1 Get to know Blackboard Learn



28  Faculty IT Manual 2017-2018
s ——

Lesson 5-1: Accessing
Blackboard Learn

From the tools tab in mySLU, you can access Blackboard Learn.
1. From the Tools Tab in mySLU, click on the Blackboard Learn icon.

2. The Blackboard Learn Home Tab page will appear

|
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Lesson 5-2: Faculty Support for
Blackboard Learn

L
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Lesson 5-3: Additional Tools
Avalilable with Blackboard Learn

Tegrity Lecture Capture
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Creating a new Calendar

Tip:

Sharing your calendar with You can create a new calendar for teams and committees.

individuals who routinely Note: Room calendars are created by ITS only.

invite you to events can be Follow these steps:

very helpful for scheduling

purposes. 1. Inthe left column on the Calendar home screen, right-click Your

Calendars.
2. Choose New calendar
3. Fillin the appropriate information
4. Click Enter

Sharing a Calendar

Sharing your calendar allows others to see if you are free or busy. By default, your
calendar is already shared with this level of permission. You may choose to allow
others to read, edit, or manage your calendar.

Follow these steps.

1. Inthe left column on the Calendar home screen, right-click on the calendar
you would like to share.

Click Sharing Permissions

Type in the email address of the person you want to share with

Choose the appropriate sharing options

Click Done

ar®ON
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Lesson 6-3: Google Drive

Google Drive is a free service from Google that allows you to store files online and
access them anywhere using the cloud. Google Drive also gives you access to free
web-based applications for creating documents, spreadsheets, and more.

L
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Lesson 6-4: Microsoft Office
365

Figure 6-4
Office 365

What is
1] Office 3652

Figure 6-4

In Summer 2017, Saint Louis University transition faculty, staff, and students off
Google Apps for email and calendaring and on to Microsoft Office 365.

Why Move?

The move is necessitated by the need to ensure that SLU's email and
calendar services -- particularly those involving personal health
information -- are protected by contractual assurances.

What Moved

Email, calendaring, and contacts are now being provided by Office 365.
Google Apps for Education -- including Google Docs and Google Drive --
will continue to be available for any applications not involving protected
health information.

How Did We Decide to Move?

Information Technology Services formed a committee of faculty, staff,
students, physicians and researchers to review email providers for the
University. As a result of this collaborative effort, the University selected
Office 365 as the next provider of email and calendar for all faculty, staff,
and graduate students. Undergraduate students will continue to use
Google for email and calendaring.

What if I need training?

Our website dedicated to the Office 365 project has the most
update to date information, how to guides, and training
information available. Please visit www.slu.edu/office365

Information Technology Services
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Chapter Seven:
Getting Connected
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Lesson 7-1: Billiken Wireless
(SLU-users)

SLU's Billiken Wireless network, SLU-users, is available to all faculty, staff and
students on campus and can be accessed by authenticated users. The wireless
network acts like an umbrella over most areas of the campus, including many outside
areas, and provides instant access to anyone under it.

Get Connected
1. On your computer, click your Wireless Antenna or Wireless Network icon
2. Click SLU-users from the list of available networks
3. Enter your SLU Net ID and SLU Net Password for the credentials
4. Click Continue to accept the Security Certificate
5. You are now connected to SLU-users
F.A.Q. for Billiken Wireless
Why am | unable to connect to SLU-users after | configured my computer?

This is very typical if the wrong username and password were used. Make
sure to connect using your SLU Net ID and SLU Net Password. This is the
same username and password you use to log into mySLU.

Can | connect my mobile device?
Yes, visit wireless.slu.edu for the most up-to-date configuration guide.
How many computers can share one wireless router?

The exact number of devices that can connect and effectively share a
wireless router varies. However, each router should be able to handle
between 25 - 30 individual connection points. In some locations and areas of
campus, routers may be saturated and connections are not available. If this
is the case, you should try moving to a different part of the building with less
individuals connecting.

Why is the wireless slow sometimes?

When routers are saturated with connections, the amount of available
network is spread very thin. Think of a highway, during rush hour traffic. The
cars move very slowly because the available road is minimal. However
during non-peak hours, the road, or the available network, is more available
and speed is increased.

Information Technology Services
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Tip:
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Lesson 7-3: Network Drives

SLU ITS provides shared network servers where individuals and departments can
share files. You will hear people refer to these online spaces as the shared drive,
network drives, and T and U Drives (the letter can change, and can be almost any
letter). All of these terms refer to the same thing. Most SLU employees will
automatically have access to their department’s shared drive, as well as a personal
drive commonly referred to as the U drive.

U Drive

The U drive was created as a place for university employees to save documents and
files related to their work at SLU but that may not or should not be placed in a shared
space.

Department Share

The department shares provide collaboration spaces for departments. All users within
the department have access to these drives. Individual folders can be locked down.

Requests for locked down folders should be made to the IT Service Desk who will
route them to appropriate technical staff. Users with additional questions about
securing documents on this drive should contact Information Security.

How to access the network drives from a University computer on-campus:

1. Log into your SLU computer

2. Click Windows Explorer

3. Click My Computer

4. Under Network Locations notice your DEP T: drive and the Home U: drive
How to access the network drives from a University computer off-campus:

1. Log into your SLU computer and connect the Billiken Secure Connect

VPN client
2. Click Windows Explorer
3. Click Computer
4. Under Network Locations notice your DEP T: drive and the Home U: drive

How to access the network drives from a personal machine
1. Loginto mySLU.slu.edu
2. Click Tools
3. Click MyFiles

Information Technology Services
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Lesson 7-4: SLU Mobile App

You can reach the SLU Mobile web application by going to m.slu.edu on your web
browser on any Internet-enabled mobile device. SLU Mobile can also be downloaded

as an app onto any one of your mobile devices. This app will help you gain access to
all SLU news, events, shuttle services, email accounts, etc. at the convenience of

L
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Lesson 8-1: Password and
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Lesson 8-2: Sensitive Data

Protecting the University's sensitive data from exposure is everyone’s responsibility.
Follow these tips to help you keep information secure.

Sensitive Data:

Always lock your computer screen when you are away from it.
Enable a pin code on your mobile devices to protect access to sensitive data.
Keep your computing devices physically secure. Invest in a cable lock.
Properly dispose of sensitive documents using shredding devices or secure
disposal bins.
1 Use secure wireless networks when accessing sensitive information
electronically.
Use the SLU VPN when accessing sensitive University information.
If using a personal device to conduct University business, make sure it is
updated with a current operating system and applications, running anti-virus
software, and has a firewall enabled if possible.

f  Symantec anti-virus software is free for your personal devices. The

download can be found on the ITS website at

1
1
1
1

= —=
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Chapter Nine:
IT Service Desk

Chapter Objectives:

1 Get information about IT Service Desk
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Lesson 9-1: Services Provided

The IT Service Desk will handle all requests for services via telephone, email, fax and
in person in an expedient manner. In the event the service request cannot be

L
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Lesson 9-2: Classroom
Support, 7-4099

Information Technology Services seeks to assist all faculty members of the SLU

Tip: community with technical needs so that class sessions may progress smoothly and
Please visit uninterrupted. In the event that something does not go well, we are dedicated to
slu.edu/4099help for more providing full support until the issue is resolved.

information

In class and need IT help? The academic technology support team is here to help!

Just press the 4099 Support button on the classroom

touchscreen.

Or, call 314-977-4099 to get connected with the first available support staff. Before
classes begin, please visit slu.edu/4099help for more information about the support
button and general information about classroom support.

Support hours during the semester for the 4099 line are:
1 Monday - Friday: 8am - 5pm

Although we strive to be able to triage and resolve your issue immediately.
Sometimes certain repairs can take longer. Please always have a backup plan in
case the technology in the classroom fails.

Examples of times when resolutions may take longer than a class period:

Teaching computer is locked, approximately 2 - 8 hours
Sound in the room is not working, approximately 4 — 8 hours
Projector’s bulb is burnt out, approximately 24 hours

Lab machines need software, up to 3 week turn around

= —a _—a _a

Support is NOT provided for:

1 Non-standard software or hardware
1 Non-academic/non-University related devices
1 Non technology related needs, such as white boards, chalk, or markers
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Lesson 9-3: After hours
Emergency Support
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