Student Electronic Services - Student version
Frequently Asked Questions (FAQs)

STUDENT ELECTRONIC SERVICES FAQs
1. How do | access the student electronic services?
Simply click on the link at the top of www.elgin.edut i t 1 ed “stwudent portal” or g

www.elgin.edu/studentportal.
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Welcome to ECC!

2. What new student electronic services are available?

Computeraccounts:

You can now log on to classroom and lab computers using your AccesseCC userlID and password.
Eventually, you will be required to log on to a classroom or lab computer, but for now the
system remains voluntary. Remember to log off when finished using any computer. Do NOT
share your userID/password information.

Network storage:

You now have 200MB of storage s p@conputedowith ECC’ s n
your computer account, data stored on the desk
network and available on any lab or classroom computer you log into. You can also access and

save files to the network from your personal (non-ECC)c o mput er by wusing the *“;,
tool from the student portal page (www.elgin.edu/studentportal). Instructions on how to

remotely access your “Access Files” are posted
Student email:

You now have an ECC email address. The first part of your email address is the same as your
AccessECC userID (userlD@student.elgin.edu). As with all your ECC student electronic services,
your userID and password are the same as what you use for AccessECC. For more details on
student email, see the FAQs listed below.

3. Who do | contact for help with any of the student electronic services?

If you are having trouble accessing any of the student electronic services, please follow the steps as
listed below:

1. If you are having any trouble with your account, the first thing you should try is resetting your
AccessECC password by going to accessecc.elgin.edu -> Account Information -> Get/Reset my
Password.

2. When logging in on a campus computer, you will be prompted for a userID and password. If you
don’t know Yoganwith:, you may

1 FINAL 8/24/09


http://www.elgin.edu/
http://www.elgin.edu/studentportal
http://www.elgin.edu/studentportal
mailto:username@student.elgin.edu

Student Electronic Services - Student version
Frequently Asked Questions (FAQs)

userlD: help
password: blank (empty)
This will start a special windows session that goes directly to the AccessECC account
maintenance page where you can reset your AccesseECC password.

3. For additional support, call the FirstStop staff at 847-214-7570 or stop by to see them at the
FirstStop desk located next to the student lounge on the first floor of the Student Resource
Center (SRC).

. Why should | use my computer account login?
e 200MB of FREE storage space;
e Allinformation saved on the ECC network is backed up nightly, and
e Access your files anywhere with internet access.

STUDENT EMAIL FAQs

1. Why was student email implemented?

e Email accounts are commonly issued at colleges and universities to conduct college business.
ECC has implemented student email accounts to help you: Conduct college business (for
example, via D2L, AccessECC, and student payment plans);

e Communicate with your instructors and staff-they recognize your emails more quickly;

e Stay in touch with what is happening at ECC.

2. Do all students have email accounts?
Yes! All current ECC students, which includes those taking credit, non-credit, ESL and/or ABE/GED
classes, have been assigned an ECC email address. You will be able to stay connected to ECC when you
graduate because your ECC email does not expire.

3. What is my ECC student email address and how do | login?
Your email address is your AccessECC userID. All ECC email addresses will be in a common format
(userID@student.elgin.edu).

To activate your student email account you must first reset your AccesseCC password. You can reset it to
the same password you are currently using. You may also need to setup security questions to establish
an extra level of security for accessing your login information. To reset your password, go to
www.elgin.edu/studentportal and select MANAGE ACCOUNT SETTINGS.

Once you have reset your password, select the STUDENT EMAIL button to access your email from the
student portal page.

4. How do | change my password?
When usinga personal/home computeto reset password,
1. Go to www.accessecc.elgin.edu and click STUDENT PORTAL then choose MANAGE ACCOUNT
SETTINGS button.
2. Cl i ¢ k Redetng Ragsword” , enter your wuserlI D (i.e.
Answer the security question prompts and click Submit.
4. Enter your new password twice and click Submit.

w
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When you are using any ECC lab or classroom computer

1. Press “ CTRL ,toadkdssthe logh kcrleen. T E ”

2.1l n the “Ustymamen ‘Dloel Ppsiwordboxblank. 8I@TE: Eaketsuree
the Domain box hasthe“ A C A D Eoptibrdisted, then press OK or enter.

3. From the Account Maintenance page, click“ G eRdset my Password” , enter your use
(i .e., “jstudent1234”) and click Submit

4. Answer the security question prompts and click Submit.

5. Enter your new password twice and click Submit.

In keeping with established single user ID and password process, the new email service will utilize the
same password as used with AccessECC, D2L and other electronic services. Changing the password for
any one service will automatically change the password for all.

5. How will ECC use student emails?
Student email will be used in a number of ways. It provides an easy and consistent way for your
instructors to identify you as an ECC student. This year, some of the student services departments will
also begin using student email to share important college information. Some of the improvements
coming in the near future include:

Reminders of when it is time to register for classes;

Notifications of when the current semester class listing is available;
Confirmation after making changes to your class schedule;
Notifications when grades are available on AccessECC;

Program evaluation reports;

Academic standing notices;

Payment due date reminders;

Student newsletter; and

Emergency notifications.

LN REWNRE

Finally, the student email system will allow you to stay more connected with what is going on at ECC. In
the near future, we will have opt-in newsgroups you can choose to join.

6. Howdolfind out fellow studentQad SYI Af? I RRNS&aasSa
The best approach is to directly ask them for their email address. To help protect your privacy, there is
no general student email directory available. Students may share their email addresses with anyone
they choose. ECC faculty and staff will use your student email address to communicate with you when
appropriate. If your class utilizes the D2L course management system, student and faculty email
addresses are automatically available to classmates by viewing the course's "Class List".

7. How can | check my ECC student email from Outlook or another mail client?
You can forward a copy of your ECC student email (also referred to as Gmail) to another email account
(such as Yahoo or Hotmail or AOL) as well as set it up to interact with email client software such as
Outlook, Thunderbird, and Apple Mail on your computer, iPhone, PDA or other cell phone using either
POP, IMAP, or ActiveSync protocols. For detailed instructions, refer to page 5 of this document.
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8. What else can | do with my ECC student email account?
In additiontothebasi ¢ “compose”, “read”’
You can also use the additional free services such as:

, “forward”, “reply

e Googl e’ sfeatira.l endar

e Google Apps Document, Presentation, and Spreadsheet applications. Files created by these
applications can be shared among a group of people who can collaborate and edit them , thus
making group projects more interactive.

9. Is student email secure?

Since the student email service will be provided over the Internet, communication should not be
considered secure. Therefore no personally identifiable information should be sent via student email.
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Configuring Outlook for Gmail

Below is the information needed to connect Outlook 2003 or 2007 to an ECC Gmail account.

Enabling or Changing your Gmail password:

If you don't know your Gmail password or wish to change your password, you need to log on to
AccessECC and change your password there. Your AccessECC username and password synchronize to
all of the other electronic student services, including the Gmail accounts, so changing your password on
AccessECC changes your Gmail password as well. If you've never used your Gmail account before,
resetting your AccessECC password enables your Gmail account and syncs the password to your
AccessECC password.

To Set / Reset your Access ECC password:

1. Open a web browser and go to accessecc.elgin.edu.

2. Click the link that says "Click here to get your Account Information".

3. Click the link that says "Get / Reset my password".

4. You will be prompted for your AccesseCC username. If you don't know yours, click the link
labeled "What's my User ID" to look it up.

5. If this is the first time you have been to AccessER:G you will be prompted to create a set of
security questions. Follow the instructions.. You will then be able to set your password. OR If
you've already created your security questignaen you will have to answer one of the
guestions you set previously and enter the CAPTCHA. You will then be able to set your
password.

6. Remember your AccessECC username and new password! You will need them to log on to
classroom computers on campus, access your Academic Gmail, log on to Desire2Learn, etc.

First time use¢Configure Gmail to allow Outlook connections:

Before you can configure Outlook, you need to agree to Gmail's terms of service and enable IMAP to
allow Gmail to accept connections to your account. Please note that this is a one-time configuration —if
you've already followed these steps for your account, you won't need to do them again.

Log into the student webmail and agree to the terms of service
1. Open a web browser and navigate to: mail.student.elgin.edu.
2. Type inyour Access ECC username and password.
3. Agree to the terms of use. This will fully enable your mail account.

Enable IMAP access for your student email account
1. While logged in at mail.student.elgin.edu, click on Settings at the top of any Gmail page.
2. Click Forwarding and POP/IMAP.
3. Select Enable IMAP.
4. Click Save Changes.
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Configuring Outlook 2007:

Important Note: configuring Outlook in classrooms/labs:

If you are in any classroom or lab and wish to configure Outlook to check your Gmail, make sure you are
logged on to windows using yopersonal Windows logon amibt an anonymous logdnConfiguring

Outlook while logged on as an anonymous account could potentially let other users access your email. If
you are unsure, or if you sit down at any computer and it is already logged on, hit the Start button in
Windows and select "Log off". At the Windows logon screen, enter your AccesseCC username and
password. Remember to log off Windows again before you walk away from the computer.

1. Open Outlook 2007.
2. When asked if you want to setup an email address, select “Yes”.
3. The email address field may get auto-populated with incorrect info. Change your email address
to your <AccessECCname>@student.elgin.edu.
4. Enter display name, email address (including '@student.elgin.edu'), and password.
5. Click “Manually configure...”
Add Mew E-mail Account @

Auto Account Setup

My Mame

username@gmail.conm

deskekiabbokik

Herkkekbkokoh

[¥IManually confiqure server settings or additional server types:

< Back l[ Text = Jl Cancel

6. Select “Internet E-mail”.
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Add Mew E-mail Account @

Internet E-miail Settings
Each of these settings are required to get vour e-mail account working.

User Information Test Account Settings

Yo Mare: My Mame After filing aut the information on this screen, we
recommend you kest wour account by clicking the

E-mail Address: username@amail.com button below. {Requires network connection)

Server Information

Test Account Settings ...

Account Type: IMaP |Z|

Incoming mail server: limap.gmail, com
Gutgaing mail server (SMTPY | amen, qmail.com
Logon Information

User Mame: usernarme@gmail.com

Password: ********l

[ Reguire logan using Secure Password Authentication (SPA) I
Maore Settings ..

| < Back ][ Mext = J| Cancel l

»

Type in your name and full email address (including '@student.elgin.edu’).

7.

8. Set Account type to IMAP.

9. Set Incoming Mail Server to “imap.gmail.com”
10. Set Outgoing Mail Server to "smtp.gmail.com”

11. Username should be full Gmail address, including “ @student.elgin.edu".

12.Click on "More Settings.."
13. Click on the “Advanced” tab.

Internet E-mmail Settings @

| General Foldsrs | Outgoing Server Connection | Advanced |

Server Part Numbers

Incoming server (IMAPY: 993 Use Defaults
Use the following type of encrypted connection: | 35L IE‘
Qutgoing server (SMTP): 587
Use the Following tvpe of encrypted connection: | TLS Iz‘
Server Timeouts
Shart I Long 1 minute
Folders

Rook Folder path: ||

[ K J | Cancel |

4

14. Set the Incoming Server encryption to "SSL".
15. Set the Outgoing server encryption to "TLS".
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16. After doing the above, change the incoming server port number to 993.
17. After doing the above, change the outgoing server port number to 587.
18. Click the 'Outgoing Server' tab.

Internet E-mail Settings @

General | Folders | Cutgoing Server | Connection | Adwvanced

N outgaing server (SMTPY requires authentication:

@) Use same settings as my incoming mail server

) Log onusing

Remerber password
Reguire Secure Password Authentication {SPA)

[ [a] 4 H Cancel I

4

19. Make sure 'My outgoing server (SMTP) requires authentication' is selected. The radio button
'Use same settings as my incoming mail server' should also be selected (this is the default).
20. Hit “Ok”. Then hit "Next" to finish up.

When you first get into Office 2007 you will get a few nagging windows.
1. Onthe "Welcome to the 2007 Microsoft Office system" window, hit "Ok".
2. When you get the box for "Windows Desktop Search", check the box for "Do not show this
message again" and hit“ ©'.
Hit "No" on the message about saving the RSS feeds.
4. When you send a message, you may get a message box titled "Sent Items Folder Setup", asking
you to choose a folder to save your sent messages in. Select, "Use Default Folder".

w

If you are on campus, remembéw log off Windows when you are done using the computer!
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