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Small things that can help in a BIG way!
Shortcuts, Email, Helpdesk, Saving Energy, Web 2.0, and more…
Shortcuts: Sometimes people don’t see the Shortcut for a program on the desktop and presume the program isn’t on their computer.  Before you contact us please do two things…

1. Go to the START menu and select Programs.  Search here to see if you can locate the program for which you are looking.  If you find it and you want a Shortcut on your desktop, RIGHT click on it and select “create shortcut.” Now drag it onto your desktop.

2. If you don’t see it in the Start Menu( Programs then go to My Computer and select the “J” Drive.  In the J Drive is a folder called Shortcuts.  You can drag any of these to your desktop

Email:  When email is first used by a user it may need certain settings added.  This may occur even if the email on the same computer works for a different user. Here is what to do… when you launch First Class, before you type in your ID and password, click on Setup. (If you can’t see Setup you may have a newer version, click Advanced and then Setup). Now find the line that says Server. Type in 10.10.6.1 and click Save at the bottom.
If you are accessing email from home, and you have turned off the proxy settings, you should type in mail.mtsd-vt.org (rather than 10.10.6.1) on the line that says Server and click Save.

HelpDesk:  The HelpDesk is the best way to get help for your computer, printer or other digital device.  But if it is to work for all of us, it needs to be used correctly.  Here are a few important tips…

1. Try Self Help first.  Many quick answers are available to some of the more common problems in Self Help
2. If you need a printer cartridge… PLEASE tell us if it is B/W or color AND we need the make and model of the printer.

3. Please give us a CLEAR description of the problem.  “It doesn’t work” doesn’t help us much.

4. If you have more than one issue please submit the issues on different HelpDesk tickets.
5. If you have additional information to add to a problem that you have already submitted a ticket for, please do NOT start a new ticket.  Search your old tickets and add to it, save, and we will be updated.

6. When you get a ticket back from HelpDesk please READ IT CAREFULLY. It is often your friendly technician requesting clarification or additional information.  If you don’t answer the question your ticket may sit in limbo for a long time.

Web 2.0: Interested in learning more about Web 2.0? Be watching for information coming out on professional development opportunities later this month.

Open Office:  You will find Open Office on your computers.  Try it instead of Microsoft Office.  Download it for free on your home computer.  It is an excellent open source suite of programs and has all the applications of Office Pro.  Watch for more information on Open Office in a later edition of “Did You Know.”
Saving Energy by Shutting Down: (Elementary School) If you are the last group to use a computer lab for the day, please shut all of the computers down to help us save energy.  If you're not sure whether you're the last group, shut them down anyway to be safe.  You should shut down the computers nightly in your classroom, too.  Kids in younger grades don't always understand how to shut down a computer, so you'll need to walk them through it, and do a quick check to see if the power light on the front of the computer is really turned off to be sure.  It only takes a moment to save a whole night's worth of energy costs!

