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Introduction

Welcome to the Adam Smith College.

This guide aims to inform you of what you can expect to receive in terms of
ICT for the forthcoming year.

This guide will explain the ICT provisions for 2011/12, including your e-mail,
storage quotas and other available resources like wireless provision. It also
covers responsibilities, both ours and yours.

We hope that these services will aid you in your learning by providing access
to resources from any internet connected PC.

This guide makes use of the following icons to highlight important areas.

m Recommended Practice

A Very important point
i.
@] Video available Online

Please take the time to read this guide and refer to it throughout the year.
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What is my Username?

Your username is your student ID number (found on your ID Card) with
“‘@Student.adamsmith.ac.uk” on the end.

i.e. 0123456@student.adamsmith.ac.uk

This should be used when you are prompted for a username in the
following circumstances.
() e Logging on to a College PC
e Logging on to the Learning & Teaching Gateway
e Logging on to MySite

What is my Password?

The first time you login, your password is set to your date of birth. The format
is ddmmyyyy e.g. for 1% August 86 you should enter 01081986.

You will be prompted to change this to a password of your choice the first time
you login. The password you choose must be a minimum of 6 characters and
should contain both letters and numbers.

Please bear in mind the following when selecting a password.

Passwords are case-sensitive

Passwords can contain uppercase and lowercase letters
Passwords can contain numbers

Passwords maximum length is 16 characters

Password cannot contain your Student ID

Password cannot be less than 6 characters in length
Password cannot be one of your last three passwords
Passwords cannot contain spaces

Passwords cannot contain non-English characters
Passwords cannot contain the answer to your secret question for
Windows Live

HEAHHXAHASLS LSS

NEVER share your password. Keep it secret. If you think

someone else knows your password, change it immediately.
See “How do | change my password?” later in this guide.

It is against the Acceptable Use Policy to use someone else’s

account which can lead to disciplinary measures being taken
against you.
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What do | do if | forget my Username and Password?

Get it changed at any library desk (provide photographic proof of ID such as
student ID card). Your Lecturers can also do this for you through a link in the
college Helpdesk or the Learning & Teaching Gateway.

email or over the phone, so if you are at home and forget your

:E Note that requests for password changes cannot be made via
password, you will need to physically come into College.

How do | Change my Password?

Password compromised? Or you just want to change it? Get it changed at any
library desk (provide photographic proof of ID such as student ID card), your
lecturer can also change it through the Learning and Teaching Gateway,
through the ICT Helpdesk or, change it yourself via your My Site.

To change your password via Change My Password -
your MySite’ enter your old § Your password will expire in 167 day(s) on
password and new passwords, " 13/01/2010 15:43

bearing in mind the password
restrictions, then click on Change
Password. MNew password: |

Old password: I

Once you have successfully confirm new |

password:
changed your password, log off
your machine and log back in Change Password |
again. Do not attempt to change ) o
it again without having first A Warning: This is the supported
logged off and logged in with method of changing password.

your new password. Please do not use any other
methods or you may lose
access to some resources.

What is my E-mail Address?

Your e-mail address is the same as your username, i.e.
0123456 @student.adamsmith.ac.uk
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How do | login to a College PC?

card. This is due to the time taken to provision your college and

:E You can login to College PCs 24 hours after you receive your ID
email accounts.

To login to a PC, press the key combination CTRL and ALT together, then
press the DEL key once. (Shown below: hold down 1 & 2 together and then
press 3 once)

5 R Dos E0E BEE E = =)

EJEJE JE JE JE Je Je Jo Jo Jo JE )6 Joom] ) =) O )
E IO O 6
a3 aanannnn-mm
OO CE ] ,Q@_)
N CEJE)E

N /
2. 3_/

1.

This will display the login window.

Log On to Windows

Copyright & 1985-2001
Microsoft Corporation

User name: | 123456 7@student. adamsmith. ac.uk |
Password: | sessnnsl |
Log on bo: STUDENT

L oK J[ Cancel l Shut Do,

Enter your username in the form of 11234567 @student.adamsmith.ac.uk this
will remove the “log on to” option, type in your password then click OK.

Your Student account will remain active for the duration of your course
whether this is twelve weeks or three years. Shortly before your course is due
to finish you will receive an email telling you what action you should take next.
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After your course end date your account will be available to you for 35 days to
allow you to clear down, remove or save any data you require. After the 35
days the account will be disabled and will sit in a dormant state until 90 days
after the course end date.

If you enrol on another course in the College within the 80 days your account
will be reactivated and you will be able to access the College facilities as
before.

If you do not return to College eithin the 90 days your account along with all
your associated data and email will be deleted. Should you return to College
on anther course after your account has been deleted a new account will be
created for you 24 hours after your details have been entered on the Student
Records system.

Your “MySite”

Once logged in to a College PC for the first time, you will be presented with a
home page this has the link on it to create your MySite.

ADAM SMITH COLLEGE
INSPIRING LEARNING

Where do you want to go?

Learning and Teaching Gateway

e=mc2

=

d—

Google Search

Google
YOUR NEW HOME PAGE

Log in to any student PC and open your browser

Your MySite is your own webpage which provides access to your e-mail,
storage and class sites.

To access your MySite from within the college, open Internet Explorer
(Start>All Programs>Internet Explorer). Select MySite from the homepage.
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Connect to learn.adamsmith.ac. uk EIE‘

To access your MySite from an internet
connection out with the College, i.e.
from Home’ type Cannecting talearn, adamsrmith, ac. uk.
https://my.adamsmith.ac.uk into your e nane g cf
web browser address bar (shown s

below in red), press return and provide
your username and password when
prompted.

[ remember my password

& iGoogle - Windows Internet Explorer provided by Adam Smith College

@.‘ o vl [ * hitps: flearn. adamsmith, ac uki] el e || 3¢ £l

It is highly recommended that you use Internet Explorer as your
~ browser. The MySite is based on SharePoint, a Microsoft
f?) technology, and Internet Explorer provides enhanced functionality
over other browsers.

What is Available to me via MySite?

Your MySite provides the following services:

Email (10Gb)

Personal Documents, Shared Documents & Shared Pictures
SkyDrive (25Gb)

Google Search

My Class Sites

Change Password

My Combined Calendar

How do | access my Email?

E-mail is provided by collaboration between the Adam Smith College and
Microsoft.

On the right hand side of your Windows Live Services v
MySite, you should see the Your Windows Live Services are a new feature
foIIowing. brought to vou by a collaboration between Adam

Smith College and Microsoft &

Click on “Email”. This will open a

. 1 Email
new window.

0 SkyDrive

The first time you use either your e-mail or SkyDrive, you will be asked for
some details about you including your age, location etc. Please enter these
details to continue. You will not be asked for this again.
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versa) you may be asked if you wish to sign up for a Windows Live
Account. Do not sign up! To access the other resource for the first

:E If, during your first visit to E-Mail, you click on SkyDrive (or vice
time, use the link from your MySite.
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How do | use my E-mail

Send an E-mail

Click on the New button. This will open a new Inbox
window (shown below). Lnen ~ X

Enter the email address in the To box, enter a
Subject and type in the message then click Send.

=send o 0 B S Y B3 B ¥V - BE- [ optons.. |HM X%

G T
G} e
Subject:
Tahoma v|w v« B I U S i= EEE WL A ¥

To attach a file to an email, click on the paperclip icon 0

3]

To lookup e-mail addresses, click on the address book icon and type the

name into the search box.

Read an E-mail

Incomln_g me:ssgges Elnew - X S Filter -

appear in a list in the

middle of the screen. P .|
default th Arrange by: Conversation - Meweston top  «

By efault t €y are =i Folder for you from Elaine on Windows Live

arranged by

. . Elaine
Conversation view. You
can Change this view to =y Folder for you from Elaine on Windows Live
Elzine

suit yourself by clicking
on the word
Conversation (could
show as date) and you
get a drop down menu
to choose from.

Once you’ve changed this, it will remember your selection for next time.

To read a message, click on a message and the contents of the message will

appear in the viewing pane on the right hand side of the screen. There is also
an option to turn this viewing pain off if you wish.
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Where Should | Save My Work?

There are three main areas provided for storing files, your U: Drive, your
MySite and the SkyDrive.

Storage | Size Accessed via Externally
Available

U: Drive | 200 MB | My Computer > U: Drive ¥

My Site 200 MB | https://my.adamsmith.ac.uk W

SkyDrive | 25 Gb https://my.adamsmith.ac.uk SkyDrive link o

If you are on a course which requires larger files, you may receive other areas
in which to save your work.

@

ICT Services

ICT highly recommends you keep at least two copies of important
files in different areas, in case of accidental deletion, loss or

corruption.

Each year ICT have many students asking if we can restore files

from broken pen drives, cd-roms etc.
service.

ICT cannot perform this

ICT recommend making use of your SkyDrive for this purpose.

Page 12
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U: Drive

You will receive 200 MB of storage via your U: Drive. Metwork Drives

To access your U: Drive, click Start then My Computer. You - =
should see your U: Drive listed under Network Drives.

Files saved in the U: Drive cannot be accessed outside the College Network.

My Site
As your MySite is limited to 200 My Site Storage -
MB, you may CIUICk|y run out of Total storage: 200 MB

space in this area. You can see
what is left of your quota on the
chart on your MySite.

Free space: 199.69 MB

N Frese
|sed

When you delete documents
from your MySite, they are
added to the Recycle Bin
(similar to Windows). Your
quota includes the contents of
your recycle bin!

You will never manage to have the full 200 MB free spaces as some space is
used automatically by the system (as shown in the chart above).

SkyDrive

The SkyDrive is provided by Microsoft and can take up to 25 GB of files.

It can be accessed from outside Windows Live Services v
the College via the Internet Your Windows Live Services are a new feature
through your MySite brought to you by a collaboration between Adam

; Smith Coll d Mi ft ®
https://my.adamsmith.ac.uk by mi ollege and Microso

clicking on the SkyDrive link (top
right corner)

=] Email
0 SkyDrive

to ensure your important files are backed up. For this purpose, we
have supplied you with the SkyDrive. Please see the sections
“How do | transfer files to the SkyDrive?” and “How Do | Save into
My SkyDrive”

:E ICT do not backup your storage areas. It is your responsibility
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How Do | Save into my MySite?

To save files into your MySite, follow these steps

If you are in the College

1.
2.

3.

4.

Open Internet Explorer (Start>All Programs>Internet Explorer)

Select MySite from the Splash Screen. When your MySite opens, click
on “Personal Documents in the left hand menu.

Place your mouse over the “Upload” button, don’t click yet! Notice it
turns Orange.

Mew = | Upload |=| Actions = Settings -

The button is divided into two by a vertical line; if you click to the right
of the vertical line (down arrow) you will see the following menu.

[ TS T TN T

Upload | =| Actions = Settings -

1]

p Upload Document
gj Upload a document fram your
computer to this library.

Upload Multiple Documents

-
n Upload multiple documents from your

Click on “Upload Document” which will take you to the following screen

MICHAEL NORRIE > Personal Documents > Upload Document

Upload Document: Personal Documents

Upload Document MName:

Browse to the document you intend to upload. |

Upload Multiple Files. ..
Cwerwrite existing files

[ Ok ] [ Cancel

Click on browse to locate the file you wish to upload then click OK.

If you are outside the College (i.e. from home)

hPwphpE

o

Open Internet Explorer

Enter https://my.adamsmith.ac.uk into the address bar

Provide your username and password when prompted.

When your MySite opens, click on Personal Documents in the left hand
menu.

Place your mouse over the “Upload” button, don'’t click yet! Notice it
turns Orange.

Mew ~ | Upload |~| Actions ~ Settings -
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The button is divided into two by a vertical line; if you click to the right
of the vertical line (down arrow) you will see the following menu.

I g

Upload | = | Actions = Settings -

1]

f Upload Document
ﬁj Upload a document fram your
computer to this library.

Ib Upload Multiple Documents

-
{g m nload multiole documernts from vour
- r to th

6. Click on “Upload Document” which will take you to the following screen

MICHAEL MORRIE > Personal Documents > Upload Document

Upload Document: Personal Documents

Upload Document

MName:

Browse to the document you intend to upload. |

Upload Multiple Files. ..
Cwerwrite existing files

[ Ok ] [ Cancel

Click on browse to locate the file you wish to upload then click OK.

A

Some file types may not behave as expected when accessed via
MySite. For example, we expect .doc files to open in Microsoft
Word, pdf in Adobe Reader etc.

As MySite is based on Microsoft technology, all Microsoft Office file
types will behave as expected, however some specialist software
file types may not.

If you come across such issues, download the file to your U: Drive
when in College, or your local PC when at home before accessing
or editing them.

Video available Online at
https://learn.adamsmith.ac.uk/training/HowToVideos/How do |
save into my MySite.html
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How Do | Edit Files in my MySite?

Some file types, predominantly Microsoft Office, have inbuilt support allowing
you to edit them with the relevant program. If the document is for a Microsoft
program, hover over the file you wish to edit then select “Edit in Program” i.e.
“Edit in Microsoft Word” for Word Documents from the drop down menu.

W] | A staff Guide ! Hew -

i Haw can y View Properties
-4 | Edit Properties
3_3 Manage Permissions
IEIJ Edit in Microsoft Office Word
*  Delets
Send To L
_&| Check Out

& Workflows

Alert Me

If you just click on the document, bypassing the menu, it will open in read only
mode and not allow changes.

When you save the file, it will save back to the same place in your MySite.
If a file is of a type not known to MySite, i.e. there is no “Edit In Program”
option, you would be best to download the file to your U: Drive (or your local

PC when outside the college) for editing.

To do this, hover over the file you wish to edit and select “Send To” then
“‘Download a copy”.

pi How can your Library support you -

View Properties
4 Edit Properties

it

—lj Manage Permissions

“L | Edit Document

K Delete
Send To k _‘F Other Location

g | Check Out 2y | E-mail a Link

({{,r Warkflows Create Document Workspace
Alert Me Download a Copy

Browse to your U: Drive (or area on your PC when not in College) and save.
Edit the document from your U: Drive.
Once complete, you can upload it back to your MySite.
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I_: p:.
One of the services provided by Microsoft within your SkyDrive is the ability to edit
online documents from home even if you don’t have Microsoft Office installed, you
can create, view, edit and share Microsoft Word, Excel, PowerPoint and OneNote
files online.

Please note however this is a service provided by Microsoft and not ICT
Services so the policy of backup is the same that applies to SkyDrive.
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How Do | Save into my SkyDrive?

To save to your SkyDrive, click Windows Live Services v
on SkyDrive from within your Your Windows Live Services are a new feature

MysSite.

brought to vou by a collaboration between Adam
Smith College and Microsoft &

Your SkyDrive will openin a = Email
new window. _
W SkyDrive
Once your SkyDrive opens (screen below),
ASC LIVE  Mail Ofice Photos More | MSN
by B windows Live™
SkyDrive Create @) &) @ &) Addfiles View synced folders
My files % Welcome to the new SkyDrive
Documen ts ;‘ We've updated SkyDrive 5o you can easily find all your files, photos, and the stuff you share with groups in one place. Learn more
Phot My files
a Qu]ck views ps:) -om/cid-522983L E3 » SkyDrive
Recent documes s Name + Date modified Last modified by Shared with Size
Docs shared with you
My Document its Oct. 20, 2010 3330007 @student.ad... Some friends (except ... 0KB

You can upload files to folders, but first you need to create the folders in your
SkyDrive, to do this click on the folder icon as shown below.

by B Windows Live™

SkyDrive Create: W] &) &) @) | Add files  View synced folders
My files % Welcome to the r| Create folder k
Documents Q We've updated SkyDrive so you can easily find all your files, photos, and the stuff you s
Photos .
My files
4 Quick views https://profile.live.com/cid-522983D80308AFE3 = SkyDrive
Recent d t
ecent documents MName » Date modified Last modified by

Docs shared with you

W My Documents Oct. 20, 2010 3330007 @student.ad..

You will then be able to create your own folders for use and set your own
permission choices for who has access.

ASC LIVE Mail Office Photos More | MSN
by B windows Live™

Create a folder

Someone on Windows Live » SkyDrive » Create a folder
Name: My Shared Folder

Share with: Everyone (public)

My friends and their friends

Friends (0)
> Some friends (0) Can view files [
Can view files
ME |Can add, edit details, and delete files
Add additional people
Enter a name or an email address: Select from your contact list

[cancel

© 2011 Microsoft Terms Privacy About our ads Advertise Developers

Once you have created your folders you can then upload your files, select the
folder and then from the menu at the top select the Add Files tab

= @ @ If_l] IEE ka Add files

ICT Services Page 18 18/07/2011



Add documents to My Shared folder

Someone on Windows Live » SkyDrive » My Shared folder » Add files

Ofiles (DKE) Photo size: | Large (1600 px) -

Drop documents here or select documents from your
computer.

You can either drag and drop your files or select files from your computer into
the drop zone. Then click continue and your files will have been uploaded into
your folder.

It is not possible to upload folders to the SkyDrive. If you have a

folder containing files you wish to upload, you can Zip the folder
and upload the Zip file. To do this, right click on the folder and

select Send To then Compressed (zipped) Folder.
The maximum upload size is 50 MB.
SkyDrive does not prompt you when you are about to

overwrite a file, i.e. you upload a document with the same
name as an existing document. Please watch out for this.
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How Do | Download files from my SkyDrive?

To download a file from your
SkyDrive, browse to the file,
click on it then select Download
from the menu on the right-
hand side.

This then gives the options to
Open or Save.

If you wish to edit it the file you
must Save it, then edit it, then re-
upload it.

In College, it is recommended that
you save this to your U: Drive
while editing.

File Download 3

Do you want to open or save this file?

@ j Mame: 563 Options, doc

Type: Microsoft Word Document, 36.5KB

From: hhZgpw.bay.livefilestore.com

Open ] [ Save ] [ Cancel

harm your computer. If you do not brust the source, do not open or

= '2“ | “wéhile files from the Intemet can be useful, some files can potentially
k.
= zave thiz file. what's the risk?

) It is recommended that you use your MySite and U: Drive as a
(7») working areas and the SkyDrive for archiving and back up purposes.

ICT Services
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How Do | Transfer files from My MySite to SkyDrive?

From your MySite, click on SkyDrive. This opens your SkyDrive in another
window. Browse to the SkyDrive folder you wish to upload the files to, then
click Add Files, ensuring that the “Drop Files Here” area is displayed.

Minimise this window.

In your MySite, click on Personal Documents in the left hand menu. Click on
the Actions menu and select Open with Windows Explorer.

Actions = || Settings - This will open another Window
; Edit in Datasheet displaying th_e contents of _Personal
/)_;]' Bulk edit items using a datasheet Documents in a normal Windows
| et Explorer window.
' Open with Windows Explorer
Drag and drop files into this library. It is not unusual for the Explorer
Export to Spreadsheet Window to require a refresh (press

Aralvre iteme with 5 resdchest
ANalyze Iems Wit a spreaqasnes

S F5) to show recently added files.

View RSS Feed

Syndicate items with an RSS5 reader

Unfortunately, you cannot use this
window to drag and drop into

v e &l

et e o e SkyDrive. Testing has shown that
tems change. this method presents issues, so,

Add to My Links using this window, copy the relevant
CEDS T T files to your U:Drive (or anywhere on

you f the page.

your PC if at home).

Restore the minimised SkyDrive window, and drag and drop the documents
you require from your U:Drive (or where you saved them on your PC if at
home) into the SkyDrive drop area.

Add documents to My Shared folder

Someone on Windows Live » SkyDrive » My Shared folder » Add files

0 files K Photo size: | Large (1600 px) |

Drop documents here or select documents from your
22 b= com
puter.

=

3 3330007 (\amOLbste lege Jocalstu7S) (Us

57 302005 (Wam0Lbste.student{q"copy to 3330007 (\\amOLbste student.college ocahstu7s ||

€M Network

Continue

Click on Upload to upload to SkyDrive.
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Should you have problems with the Drag n Drop functionality, please try the
Add Files from the top menu in your SkyDrive click Browse select your U:
Drive then the file you want to upload then click the upload button.

For faster, easier uploads install the latest version of Silverlight

Browse..
Browse...

Photo upload size:| Large (1600 px) *

Cancel

Using the standard upload page instead of the Drag n Drop functionality
means that you will have to save the file(s) to your U: Drive or local PC first as
you cannot browse to your MySite.
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My Class Sites

Your MySite will show any classes that you are part of in your My Class Sites
web part.

My Class Sites v

ow BA3sD4: Garment Manufacture: Machine
Sewing Skills for Quterwear

To visit your class site, simply click on the relevant link.

Please see the Class Site section later in this guide for information
("> onthe Class Site.

My Combined Calendar

Your combined calendar shows any events or assignment deadlines from all
the class sites you are connected to. It also displays the contents of any
calendars you set up in your MySite. It does not include the contents of any
other calendars.

Please see the Class Site section later in this guide for information
(*» onthe Class Site.
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Can | Customise MySite?

You are the owner of your MySite, you can customise it by adding web parts.
Web parts are components that you can add, remove or move around your
MysSite.

To edit your MySite, click on Site

. . W =
Acpons (top right) and select B
Edit Page.

Create
] ] _.J.|_J| Add a new library, list, or web page to
This will then refresh the screen this website.
showing buttons allowing you to —  Edit Page
add a web part into a zone. is L1l =4 ﬁsd remove, or update Web Parts an
(Top, Middle Left, Middle Right ~ Ggnl Pags:
r m wooyd | | Lgos | Site Settings
or botto ) illeg Manage site settings on this site.
j} Add a Web Part
), Add a Web Part El Add a Web Part
Search the Web edit v | X Windows Live Services edit~ %
) Your Windows Live Services are anew Feat%lre
( ;0 US [e Sl Coleas and Microsori @ oo een Adem
E E  Email
W SkyDrive
My Site Announcements edit ~
There are currently no active My Site announcements.
. My Class Sites edit~ | %

Get Started with My Site NS saa BA3604: Garment Manufacture: Machine

= Describe yourself and help others find you and know Sewing Skills for Cuterwear

what v dn

Click on “Add a Web Part” in the zone you wish to add it to. You will then be
presented with a list of available web parts.

If any additional functionality is released during the year, it is highly
likely that the functionality will be a new web part. We will inform
you of any new web parts via your announcements area.
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2 Add Web Parts -- Webpage Dialog

Tick the one you wish to add in
then click “Add”

MICHAEL NORRIE

\9)Add Web Parts to Middle Right Zone

[ [ This Week in Pictures
Displays one image from a
Librar

The web part will then be added to
the page.

Miscellaneous

Some web parts allow you to
configure settings, for example,
the “Search the Web” web part
allows you to change the search
provider between Google,
Microsoft and Yahoo.

[ saw My Class Sites

[ 28| My Combined Calendar
Thi

an Image Library and links to a slide show where u:

sers can see al of the images in the Image

Lists 3l the class sites that you are a member of

collates all the events from all your dass site calendars and any personal calendars you create in your My

To move a web part to another
zone, simply drag and drop it.

Search the Web

G

To configure a web part, click on
edit then Modify Shared Web Part.

This opens a configuration panel to the right of your
screen allowing you to change various settings.

In the example of changing search providers, scroll
down to “Internet Search Configuration”, expand it,
then change the settings to your provider of choice.

Click Apply

Once you are happy with your changes, click on Exit
Edit Mode (top right, under Site Actions)

Site Actions -
Exit Edit Mode

You can also create document libraries, lists,
calendars, surveys, and even a blog should you wish
to. To add any of these items, click on Site Actions
then Create.
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Minimize
Close

K Delete

5# Modify Shared Weh Part

4 Search the Web

-| Appearance
Title

Search the web

Height

Should the Web Part have a fixed
height?

O Yes

® No. Adjust height to fit zone.

Pixels v

Should the Web Part have a fixed
width?

OYEE

® No. Adjust width to fit zone.

Pixels w

Chrome State
O Minimized
& Narmal

Chrome Type

Mone b

+| Layout

+|  Adwvanced

-| Internet Search
L £ S

[ Ok ][ Cancel ][ Apply ]
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This then gives you a choice of all the things
you can add. There is a description when you
hover over a selection. Click on the item you
wish to add then provide any information it
requires.

| —— Edit Page

Create
Add a new library, list, or web page to
"'LUJ this website,

[ / Add, remove, or update Web Parts on
i this page.

[ Site Settings
- -@» Manage site settings on this site,

j Calendar

i Create a calendar list when you want a calendar-based view of upcoming meetings,
deadlines, and other impartant events. You can share information between yvour
calendar list and Windows ShareFoint Services-compatible events programs.

Libraries Communications Tracking
8 Document Library 8 Announcements a Links
& Faorm Library a Contacts o Calendar
& Wiki Page Library & Discussion Board a Tasks
8 Picture Library @ Project Tasks
8 Data Connection 8 Izsue Tracking
Library
8 Survey
8 slide Library

Custom Lists Wehb Pages
8 Custom List 8 Basic Page
8 Custom List in o \Web Part Page

Datasheet View
o Sites and Workspaces

a8 Import Spreadsheet

Please do not delete your MySite. If you do delete it, the next time
you visit https://my.adamsmith.ac.uk it will recreate a MySite for

you. However you will have lost all your files and information
saved in your previous MySite. ICT cannot recover your deleted

MySite.
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Wireless Networking

How to: Use the Guest Wireless Network

The college now provides a guest wireless network which is available for
access by users who have a compatible wireless device and Adam Smith
College network account.

To use the guest wireless network, after you have logged in to your device
you must agree to follow the College’s Acceptable Use Policy. If you do not
follow this, and the “Guest Wireless (WiFi) Access Policy — 2010”, your use of
the service will be stopped. The Guest Wireless Access Policy can be
accessed on the Learning and Teaching Gateway on the Induction site.

https://learn.adamsmith.ac.uk/induction/

When the laptop is in a WiFi zone, an icon will show in the bottom right hand
section of the desktop toolbar. Double click this icon and the following screen
(or similar) will appear. (You may need to choose the Show Active Connection
option on your laptop to see this.)

T w r
(6 ‘.‘.’i‘[_e-‘l.‘e-ss_l”-letworl-' Connection (S|
Netwark Tasks Choose a wireless network
g Refresh network list Click an item in the list below to connect to a wireless network in range or to get more
information.

<z e

<2 Set up a wireless network Q) ASCsta Acquiring network §¢
for a home or small office ﬁ address

‘i Security-enabled wireless network (WPA) aﬂ[lﬂ
| Related Tasks ((ﬁ)) ASCGuest e
i L Learn about wireless 't Security-enabled wireless network (WPA) aﬂﬂﬂn

networking To connect to this network, click Connect. You might need to enter additional

¢ Change the order of Holtison

‘ preferred networks

g Change advanced
settings stulASC anual \ff

| ((ﬁ))

‘ ‘i Security-enabled wireless network (WPA) DB[‘M

Connect »‘

e Choose the option to connect to ,ASCGuest" wireless network:
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IR W ireies NetworRiconnect:
L .[N.,;[—A ietworkiConnection

Network Tasks

% Refresh network st

Choose a wireless network

Click an item in the list below to connect to a wireless network in range or to get more
information.

< Set up a wireless network (@) #ststa Automatic g
for a home or small office ﬁ
‘i’ Security-enabled wireless network (WPA) II'HI
ReliedTasks « ﬁ)) ASCGuest Manual g
3 Learn about wireless vwirelass fetwork Cannection - - =3 I“ll
networking

settings

Sf? Change the order of| | The network 'ASCGuest’ requires a network key (also called a WEP key or WPA key). &
preferred networks | | network key helps prevent unknown intruders From connecting to this network.

9# Change advanced Type the key, and then click Connect.

Network key: ssssssse

‘fional

al Sff
atll

Connect | Cancel

e You will be asked to put in a security key, please enter:

ascguest2011g

e To logon to the Guest Access network, open your web browser. You

should be automatically redirected to the Web Logon page.

{2 Web Authentication - Windows Internet Explorer provided by Adam Smith College Gateway

@l\’j v |g| damsmith. ac.ukflogin. rect=

File Edit View Favorites Tools Help
@ share Browser  WebEx ~

w & [@wab.ﬂuthenticanon [ ‘

Welcome to Adam Smith College Guest
Access

Please note access to this network will be recorded and must
comply with both JANET (Joint Academic Network) and Adam
Smith College Acceptable Use Policies.

Please Note access to this network is at your own risk as we
cannot guarantee the security and configuration of any and all
devices connecting to this network.

Please ensure your machine has adequate Anti-Virus and has
the latest Security updates installed before connecting.If you
accept the above terms and conditions-

Please enter your College user name and password

User Name [
Password ‘

ADAM SMITH COLLEGE
INSPIRING LEARNING

Done

(@ @ mternet H100% v

e Atthe Login page, enter your College Email address and your usual

College Password.

Staff yourname@adamsmith.ac.uk

Student | studentid@student.adamsmith.ac.uk
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Learning and Teaching Gateway | MySite | Business Gateway

ADAM SMITH COLLEGE
INSPIRING LEARNING

2|

lama..~ Courses ~ College Info ~ Student Info International ~ News and Events Online Resources

Course Search

Find the perfect course for you using our
extensive search facility

. C Hotli
Courses filling up fast!

Welcome
I — - . St Nawnlnad anr latact j

e Once you have logged in you will be directed to the College website.
You will then be able to access the internet from this point.

Any connection to the Internet from the College Guest Wireless access
points will pass through a filter in the same way as the access from the
Student network does.

Laptops may have different methods and requirements to allow connection to
the Guest Wireless Network. This information is based on the Windows
Operating System and Internet Explorer and only has generic information.
You may need to check your laptop manual or manufacturer for more detailed
set up information.

Note: You will need to use battery power for WiFi so remember to charge
your device before coming in to college.
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The Learning & Teaching Gateway

The Learning & Teaching Gateway (LTG) has been developed in response to
the ICT Strategy requirements to provide on-line access to resources and
systems from anywhere in the world.

The LTG is a step forward in ICT service provision to Students, enhancing the
learning experience and providing online access to materials and files.

The LTG consists of various functional sites

e Induction Site
Student Forum
Library Site

Student Funding Site
Guidance Site
Learning Support Site
Using this Site
Centre Sites
Department Sites
Class Sites

Induction Site
https://learn.adamsmith.ac.uk/Induction

This site has been developed to host induction information and is managed by
Margaret Barrie of Learner Services.

It will contain resource from cross college areas such as Learner Support,
Health & Safety and ICT.

It will be available at all times throughout the year.

This site appears under the “Help & Support” tab on the LTG.

Student Forum Site
https://learn.adamsmith.ac.uk/studentforum

The purpose of the site is to facilitate cross college communication with all
students, irrespective of course etc.

This is where cross-college surveys and such documents as Learner Forum
minutes are posted to keep you informed.

There is also a Discussion Forum for Staff-Student discussions.
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Library Site
https://learn.adamsmith.ac.uk/library

The Library site contains links to various resources, subscriptions and the
library system “Heritage” is also accessible via the site.

There is a host of information available from opening times to how to
reference appropriately.

Shibboleth' resources will be accessed via this site, please see the section on
Shibboleth later in this guide.

Guidance Site
https://learn.adamsmith.ac.uk/quidance

The Guidance site contains various information and resources to aid you
through your studies.

This site appears under the “Help & Support” tab on the LTG.

Learning Support Site
https://learn.adamsmith.ac.uk/Isupport

The Learning Support site contains various information and resources to
support you through their studies should you require any help in areas such
as accessible software tools, scribes etc.

This site appears under the “Help & Support” tab on the LTG.

Using this Site
https://learn.adamsmith.ac.uk/training

This site contains all the help resources in terms of using SharePoint and the
LTG. There are Videos, Interactive videos, guides and forums designed to
be the first stop for you when they are unsure of how to use the LTG, MySite
or Class Sites.

Sites
Each Centre in the College has its own site, accessible via the Centre tab

These sites are there so that you can see what your Centre is up to, share
documents and information and communicate with your Centre.

! Shibboleth is a free, open sourced, web communication system which facilitates single sign
on to many resources from different providers. Please see
http://www.ukfederation.org.uk/content/Documents/Benefits for further information.
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Department Sites

Each Department in the College has its own site, accessible via the respective
Centre Site.

These sites are there so that you can see what your department is up to,
share documents and information and communicate with your department.

Class Sites

Your Class Sites are accessible through your MySite web part and through
the Classes tab on the LTG. You will only ever be presented with your class
sites. Please see the Class Site section for further information.
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Class Sites

Overview

The class site contains a host of features designed for collaboration between
staff and students.

A class site is simply an online extension of your physical class, with the same
Lecturers and Students as members.

Once created, the class site provides;

e Announcements View All Site Content
Lists

e Class Materials

= Annocuncements

e PDP Materials = Class Materials

. . . m PDOP Materials
e Events & Assignments Calendar (including et and Acei X
assignment upload facility) " bvents and Assignments

m Online Resources

e Online Resources List = Reading List

.+ Reading List

m Clazs Discussions

e Class Discussion Forum

To access any of the above, simply click on the relevant heading in the left
hand menu (shown above).
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Assignment Upload Facility

If a lecturer has set an assignment, it will appear in 3 places

1 The Events and Assignments calendar (by clicking on Events and
Assignments in the left hand menu)

27 28 29 30 31

Coursework 1

2 The Events and Assignments web part on the Class Site Homepage

Events and Assignments M

30/08/2002 17:00 Coursework 1! HEw
Coursework 1 covering communication technigues

3 In your combined calendar on your MySite

To read the assignment, click on the assignment (in this case “Coursework
1!’).

Events and Assignments: Coursework 1

Alert Me & Submit Assignment | Export Event

Title Coursework 1

Description Coursework 1 covering communication techniques

Deadline 30/08/2009 17:00

Attachments Agsessment.doc

Created at 07/08,/2009 09:58 by Michael Norrie
Last modified at 07/08/2009 09:53 by Michael Norrie
Your Assignment Submissions

fou haven't made any submissions for this assignment yet, Use the Submit Assignment button on the toolbar above to upload your submission for

s assignment.

Click on the attachment (in this case “Assessment.doc”) and it will open for

you to read.

Attachments Aszsessment.doc

Once you are ready to submit your work against this assignment, click on
“Submit Assignment”
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Browse for the file you wish to submit for this assignment and then dick OK.

Name
Notify Uze thiz option to be notified by email when a lecturer has marked this submission.

Me?

K ] [ Cancel

Click Browse to locate your file and click OK.

The uploaded files will display as below.

Elert Me Eﬁ, Submit Assignment | Export Event

Title Coursework 1

Description Coursework 1 covering communication techniques

Deadline 30/08/2009 17:00

Attachments Assessment. doc

Created at IJF_."IJS_."ZIFIIJG_ 09:53 by Michael Marrie
Last modified at 07,/08/2009 09:59 by Michasl Marrie

Your Assignment Submissions

07/08/2008 10:08:03 Review...

Once your file is uploaded, it cannot be changed.
If the assignment requires multiple files, repeat the steps as necessary.

:E You will only ever be able to see your own work.

Please refer to the “File Restrictions in SharePoint” section

Video available Online at

https://learn.adamsmith.ac.uk/training/HowToVideos/Assignment
Upload Facility.html

© b
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Discussion Forums

There are many discussion forums within the Learning & Teaching Gateway.
They are a more appropriate method to discuss topics than e-mail.

Read an Existing Discussion Topic

To read a discussion topic in a discussion forum, simply click on the subject of
interest.

Discussion

Use the Discussion list to hold newsgroup-style discussions on topics relevant to you.
Mew ~ | Actions ~ View: Subject -
Subject Created By Last Updated
Library Questioniare - ROSS RIDDOCK 4 24/04/2009 10:12

This opens the topic, displaying all the replies.

Reply to an Existing Thread
To reply to an existing post in a topic, click on the Reply button.
Posted: 23/04/2009 13:56 View Properties | g Reply

Type in your reply in the Body textbox and click OK.

Add a Discussion Topic

To add a new topic to a discussion board, click on the new button

Discussion

lUse the Discussion list to hold newsgroup-style discussions on topics relevant to you.

Mew |~ Actions ~

Discussion
.+  Create a new discussion topic.

Library Questioniare ROSS RIDDOCK 4

m
m

Cr

Enter the information required on the following screen. Subject is a required
field. Enter the discussion into the body.
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Discussion: New Item

0K ] [ Cancel ]
LIII Attach File ‘?’Spelling... * indicates a required field
Subject * || |
Body
Ok ] [ Cancel
Then click OK.

@ Video available online at
https://learn.adamsmith.ac.uk/training/HowToVideos/Finished
discussion.html
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Shibboleth Resources

Shibboleth is a free, open sourced, web communication system which
facilitates single sign on to many resources from different providers.

Adam Smith College has signed up to Shibboleth meaning that your
username and password will give access to various other resources.

All the resources are listed in the Library Site on the Learning & Teaching
Gateway https://learn.adamsmith.ac.uk/library

Online Resource Subscriptions
|Using the selection options below, yvou can view the various online resources that the

College subscribes to via Shibboleth, You are permitted to use these resources for
the purposes of vour course(s) whilst a student at the College,

List by letter: 0-9 A-F G-M | M-5 T-Z
List by category: Mews Media History

Your selection:

There are no items to show in this view, please select 3 selection option fram
above.

As we expect the list of resources to grow throughout the year, the resources
are presented after you select an option from “List by letter” or “List by
category.”

Clicking on one of these options i.e. News, will display all the related
resources under “Your selection”.

Your selection:
g MewsFilm Online
MewsFilm Cnline offers access to over 3,000 hours of downloadable television

news and cinema newsreels, selected from the ITH/Reuters Television archives.
Access the service by clicking on 'via direct access' Login option,

To visit one the resources, click on the link (i.e. NewsFilm Online).
There will be an area on the page where you sign in but this may be different

on different Sites, for example it may say Shibboleth Login, or authenticate
here, Login via UK Federation etc.
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For subscribing universities and colleges

via UK federation. [info
via direct access. [info

Search and Browse - Login later to download

Logging in via the UK Federation:

A The UK Access Management Federation for Education and
Research enables secure access using the same username and
password to all external services supporting it; in many cases, but
not all, the username and password is the same as for local services
at your institution. If you have difficulty accessing the service you
wish to use, check your local login procedures with the library staff.

When you Login via the UK Federation you will be redirected to a ‘wayf’
Server, (where are you from). The ‘wayf’ server page will be similar to this:

The UK

Access
Management
Select your home organisation Federation
FOR EDUCATION AND RESEARCH
The service you are trying to reach requires that you authenticate with your home
organisation. Please select an organisation using one of the methods below.
Adam Smith College v
Remember for session |¥ Select
Do natremember
Remember for session
Remember for a week
Search

v Meed assistance? Visit the UK federation web site.

Select your organisation from the drop down list; Adam Smith college.
You can also select how long they want to have the session open using the
‘Remember for Session’ drop down box.

You will now be directed to the Adam Smith College’s Shibboleth Identity
Service Provider for authentication. This will look similar to the screen below,
but will be personalised for Adam Smith College.
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Adam Smith College

Login

The resource that you have attempted to access requires that you log in with your with your
Adam Smith College UID.

Log in using your college Login name i.e. 0123456 @student.adamsmith.ac.uk
and password. You will be redirected back to the original registered site.

Shibboleth Authentication Request Processed

You are automatically being redirected to the requested site. If the browser appears to be hung up after 15-20 seconds. try reloading the page before contacting the
technical support staff in charge of the desired resource or service you are trying to access.

Redirecting to requested site...

History | My Favourites Logged in | Help | Exit

Once authenticated if you keep the Browser open you can access all the
Federated Sites registered by Learner services without having to go through
the login process again.

Once you close the Browser you may be required to authenticate again.

If you experience any issues or have any questions regarding any Shibboleth
resource, please speak to the Library staff in the first instance.
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File Restrictions in SharePoint

As the Learning & Teaching Gateway and MySite are based on Microsoft
SharePoint technology and designed for use over the internet, there are
certain restrictions in terms of file types permitted and file names.

File & Folder Names

# You cannot use the following characters in File Names: “# % & * : <>
2AN{]}~

# Cannot be longer that 128 characters

& You cannot use the following characters anywhere in a folder name ~ #
% &*{}\:<>?2/]

A You cannot use the period character (.) consecutively in the middle of a
file name

A You cannot use the period character (.) at the end of a file name

# You cannot start a file name with the period character (.)
# In addition, file names and folder names may not end with:
files _fichiers _tiedostot _arquivos _fails
_files _bestanden _pliki _dosyalar _bylos
-Dateien _file _soubory _datoteke _fajlovi
_archivos _elemei _fitxers _fitxategiak
-filer _ficheiros _failid

File Type Restrictions

There is a list of file types that are barred, primarily for safety purposes,
because they can harbour viruses, execute malicious code or stop SharePoint
from operating as expected.

If you come across an occurrence of this, where the file type is required for
teaching and learning purposes, please follow the steps below to rectify;

1. For immediate solution, zip up the file (by right clicking on the file and
selecting send to, compressed (zipped) folder) and then upload the zip file
to SharePoint.

2. Inform your tutor who can take the necessary steps to rectify the situation
with ICT.
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Frequently Asked Questions

7]

I’'ve accidently deleted a document, can you recover it for me?
Documents deleted from your MySite will be held in the Recycle Bin for
30 days allowing you to restore the file. ICT cannot restore files for
you.

Documents deleted from SkyDrive or E-Mail cannot be recovered.
Documents deleted from your U: Drive cannot be recovered.

I've changed my password whilst using SkyDrive or Email and now
I can no longer logon to any College machines or MySite. How do |
fix this?

Changing your password via SkyDrive or E-mail will not change the
College passwords automatically, meaning that they are now out of
sync. To fix this, login to a College machine using your previous
password (the one before you changed it). Once logged in, change
your password via MySite as described in this manual.

If | click the link for one of my class sites from MySite, I'm being
asked for my username and password again. How can | stop this
from happening?

This is because your MySite https://my.adamsmith.ac.uk and the LTG
https://learn.adamsmith.ac.uk are different websites, my and learn,
respectively. There is no way to stop this from happening.

I’m having difficulties using my ICT provisions, (MySite, Learning
& Teaching Gateway, U:Drive, E-mail or SkyDrive) who can |
contact for help?

Check out the Using this Site area of the LTG
https://learn.adamsmith.ac.uk/training in the first instance. If this still
doesn’t help, please explain your difficulties to a lecturer who can then
pass it on to the relevant team.

I’'ve had a great idea to improve students MySite, who can | pass
my idea on to?

We appreciate when you share your ideas with us, simply email your
suggestion to ltg@adamsmith.ac.uk or use the Contact Us link at the
bottom right of the LTG.

When | click Upload in a document library, | don’t get the option to
“Upload Multiple Documents” in the drop down menu.

Upload multiple files is only available if you have at least Office 2003
installed on your client. If you do have Office 2003 and still do not see
the Upload Multiple option, the Office installation may be corrupted.
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Quick References
To access the L&TG and MySite From HOME or within any outreach:

Because of the slight changes in the way students log into the Learning and
Teaching Gateway from within the college network connected campuses (St
B; Priory; IAT; Stenton; Leven; Lochgelly; Kelty; BRAG,; etc) this guide
pertains to thoses students accessing the L&TG (MySite etc) from Outreach s
or from HOME (if the student has an Internet connected PC at home).

This is because, students logging into the college network from the network
connected campuses mentioned are known to the system from the moment
they are logged in where as students at outreach are not required (by the
college) to login to the learning s’ PC. These PCs may have local logins but
they are generic in nature. Students connecting from home also are not
normally required (by the college) to log on to their own PC to start using it.

But to use the systems offered by the college, students, whether logging in
from home or a non-network connected outreach , need to log on (via the
internet) using their credentials (username and password) so the system
knows who they are.

1. Open Internet Explorer

1.1.Note because the systems is a Microsoft system you are strongly
advised to use IE 6 and above to use this system. ICT Services
cannot help if you use any other browser.

2. In the address bar type https://my.adamsmith.ac.uk (to access your
MySite) or https://learn.adamsmith.ac.uk to access the learning and
teaching site

2.1.Important note:
2.1.1. The address bar is at the top of the browser. Not the
Google/Yahoo/or any other search box.

=

Q y v .Qhttps:,l',l'm';.f.adamsmith.ac.ukj -...l'"'ll

Google
VRN adamsmith. ac.ui = I:I_:l._nll';

[ Gooylz Searcl [ 1 Feelry Lucky ]

2.1.2. Remember the S in https <=
2.1.3. There is NO www
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At the login screen (which will look similar to the graphic below)

Connect to learn. adammith.ac, uk ﬁ‘g{

2.2. Type your username

2.2.1. This is your student ID number in the format:
studentiDnumber@student.adamsmith.ac.uk.

2.2.2. E.g. 0123452@student.adamsmith.ac.uk.
2.3.Type in your Password

2.3.1. If this is your first time type your initial password as given by
your tutor

2.3.2. Otherwise enter whatever password you use to log into the
stystem within the college

2.3.3. Press Ok
To Change Passwords (Once logged into MySite) :
Password compromised? Or you just want to change it? Change it yourself via
your My Site.

1. Log into MySite (https://my.adamsmith.ac.uk)

2. Look for the Change My Password area
Change My Password v

¢ Your password will expire in 167 day(s) on
" 13/01/2010 15:43

Old password: I

Mew password: |

Confirm new I
password:

Change Password |

2.1. Enter your old password (the one you just logged in with)
2.2. Enter your new password
2.3. Notes on passwords:
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" Passwords are case-sensitive. (word and WoRd are different passwords)
" Passwords can contain uppercase and lowercase letters.

«" Passwords can contain numbers.

" Passwords maximum length is 16 characters.

2 Password cannot contain your Student ID or Staff username.

2 Password cannot be less than 6 characters in length.

2 Password cannot be one of your last three passwords.

2 Passwords cannot contain spaces.

3 Passwords cannot contain non-English characters (accents for example).

Passwords cannot contain the answer to your secret question for Windows
* Live.

2.4. If you have forgotten your password you'’ll need to speak to your tutor
who will arrange a new one. Please bear in mind, however, that this will
take time.

How do | access my Email?

E-mail is provided by collaboration between the Adam Smith College and
Microsoft.

Create Blog

On the right hand side of your MySite,

you should see the following. Collge Services

= IE.IC?;J of mailbox storage.
C”Ck On “Email”. ThiS Wi” Open a neW 4 i:g;r;v\(enur 25Gb of web-based storage.
WI ndOW- = )?g;en:;;;irslt;fd;:;i?;fosrzgrlt:IReglstry

systems, for example: Applications, Enrolments
and Subjects.

The first time you use either your e-mail or SkyDrive, you will be asked for
some details about you including your age, location etc. Please enter these
details to continue. You will not be asked for this again.

Please read the manual which details the above and gives a fuller
explanation. — ask your tutor for the Learning and Teaching Gateway — A
Student Guide if you don’t have one.

Access to the Student Records Portal in MySite

This facility will enable you to perform a number of functions depending on
your position within Adam Smith College. The functions will be accessed
through pages that are identified by tags in the column to the left of the
screen. To go to the page you want, just click on the tag.
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Common Pages

Everyone who can access the portal will see the same 3 tags on the left of
their screen. The HOME tag will be at the top of the left column, the other two
tags will be at the bottom of the left column.

TAG FUNCTION

This page contains the in tray which allows us to send
messages and tasks specifically for you

CONTACT This page enables you to send an e-mail to us if you encounter
us any problems

LOGOUT This page closes your session in the portal

HOME

To access the FUNCTION, just click on the TAG.

In between the HOME tag and the CONTACT US tag will be various other
tags depending on the records you have within Adam Smith College.

Personal Details Page

All Students and Applicants will see the same PERSONAL DETAILS tag
immediately below the HOME tag. This tag will present the users with a

number of options.

TAG OPTION FUNCTION
Personal View This option will allow you to view all the
Details Correspondence |correspondence that has taken place
between you and Adam Smith College.
View Your This option will allow you to see the
Personal Details  personal details we currently have for you.
View/Edit Your This option will allow you to see and

Home Address
Details

View/Edit Your
Term Address
Details

View/Edit Your
Emergency
Contact Details

Application Details Page

change the home address details we
currently have for you.

This option will allow you to see and
change the term address details we
currently have for you.

This option will allow you to see and
change the emergency contact details we
currently have for you.

Applicants will see the APPLICATION DETAILS tag immediately below the
PERSONAL DETAILS tag.
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TAG OPTION
Application View Online
Details Applications

Online Applications

Course
Applications

Student Actions Page

FUNCTION

This option will allow you to view the
online applications that have been
transferred to the admissions process at
Adam Smith College.

This option will allow you to see the online
applications that have not yet been
transferred to the admissions process at
Adam Smith College.

This option will allow you to see the status
of your applications - online and paper
based - that have been transferred to the
admissions process at Adam Smith
College.

When an offer has been made this option
will also allow you to respond to the offer.

Enrolled Students will see the STUDENT ACTIONS tag immediately below

the PERSONAL DETAILS tag.

TAG OPTION
Student View Student
Actions Record of

Achievement

Notify Absence

FUNCTION

This option will allow you to view the
bookings and the results you have
achieved during your course(s) of study at
Adam Smith College.

This option will allow you inform Adam
Smith College of the details of any
unplanned absences from your course of
study.

You will still have to complete an
absence form on your return to college
for student funding purposes.

The number of options you may have access to will increase as the portal is

developed.
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Tips for access problems

What browser are you using? i.e. Internet Explorer, Firefox, Chrome —
Remember Internet Explorer V6 and above is our recommended browser and
we are unable to support any others.

Are you logging on to https://my.adamsmith.ac.uk remembering that there is
NO www and not forgetting the S in https:

Are you using your full email address as the logon details? Your full emalil
address is your ID@student.adamsmith.ac.uk (example

1234567 @student.adamsmith.ac.uk)

You are recommended to at least have a broadband connection from outside
the college to access these facilities.

Changes and Updates

Home Access HTTP Error Access Denied

ISSUE

Reason

Problem

Not being able to
access the LTG from
home even though
putting in correct
credentials (username &
password).

Get a HTTP Error — Unauthorized to view page, due to invalid
credentials

Solution

Add URLSs to Internet Security Settings

Step 1

Open up Internet Explorer (web
browser) select Tools > Options > @ € v O
Security Tab > Click on Trusted Sites

Internet Options @@

General | Security | privacy | Content | Connections | Programs | Advanced

Select a zone to view or change security settings.

> Then Sites
Custom
Custom settings.
- To change the settings, click Custom level.
- To use the recommended settings, click Default level.
Reset all zones to default level
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Step 2
Add in the following addresses:

www.adamsmith.ac.uk
https://learn.adamsmith.ac.uk

If the same problem occurs with
trying to access your MySite then add
the following address also:

https://my.adamsmith.ac.uk

Click on Close and restart Internet
Explorer.

Trusted sites

4 ‘You can add and remove websites from this zone. All websites in
L 4 this zone will use the zone's security settings.

Add this website ta the zone:

Websites:
| v, my . adamsmith, ac.uk

[CIrequire server verification (https:) for all sites in this zone

Close

Note: ignore what you see already in the box above
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