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Introduction

General information relating to the ECC Information Technology
Department has been assembled in this Information Technology
Services Guide. If additional information is required, it can be obtained
by contacting the IT Help Desk (see section below entitled “Help Desk”
for contact information). Our Help Desk technicians will see that your
question is forwarded to the appropriate area in IT if it cannot be
answered immediately.

College websites, computers, computer labs, networks, and
administrative computing systems are examples of resources available
to ECC students, faculty and staff within the Elgin Community College
technology environment. These resources are provided to support the
programs and mission of the College and should be used in accordance
with the provisions of Administrative Procedure 2.303, “Use of College
Assets”.

Use of the College’s Computers and Software

Use of the College’s Computers and Software: Faculty and staff are
expected to use computer equipment and software for purposes related
to instruction, coursework, research, and administration only. The
resources are not to be used for commercial use or reselling of network
services if it is not directly related to the mission of the College. The
College computing and network facilities may not be used for improper
or iflegal purposes.

Examples of misuse include unauthorized use of licensed software, intent
to breach security, sending chain letters, and intentional introduction of
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computer viruses. Access to or transmission of pornographic or sexually
explicit images or text unrefated to bona fide College teaching, research,
or administrative responsibilities are prohibited.

From: Administrative Procedure 2.303 Use of College Assets

Note: This Technology Services Guide may not include all applicable
references to all published Administrative Procedures. Please
reference the accessECC portal http://portal.elgin.edu for a complete
listing of all Information Technology-Related Administrative
Procedures (see Section 7).
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Help Desk

The Information Technology Department maintains a Help Desk to
handle all technology-related services. It is the best place to start with
any technology-related question or problem.

Help Desk Hours

Summer Hours:

Fall/Spring Hours:
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Monday — Friday: Monday — Thursday:
7a.m.-10 p.m. 7a.m.-10 p.m.

Saturday: Not Staffed

8a.m.-4p.m. Friday, Saturday or Sunday*

(*) The Help Desk can be staffed for any “off” hours if prior arrangements are made.
Please contact the Director of Technology Services for assistance at 847-214-7334.

Contacting the Help Desk

Method What to do

On-line Fill out the Help Desk Request Form
located at eNet.elgin.edu/forms/IT

Email Send an email to helpdesk@elgin.edu.

Telephone Dial 7979 from any phone on-campus.

(on campus)
Telephone Dial 1-847-214-7979 from a cell phone or
(off campus) | other off-campus phone

Note: At times there is only one technician on duty, so please leave a detailed
message if your call is routed to voicemail. Please be sure to include your name, your
location, your contact information and a description of the issue including any error
messages you may have received.

ECC Desktop & Notebook Computers

Hardware

Desktop and notebook computers provided to College staff and faculty
are purchased and maintained by the IT Department. All support
questions and repair requests must be reported to the Help Desk, as it
is essential that only authorized technicians attempt diagnosis and
repair. Most equipment is covered under the manufacturer’s warranty
for its entire useful life. This information can be verified by any ECC
authorized technician.

Computer hardware is replaced under life cycle management
schedules that are periodically reviewed and adjusted for changes in
technology and computing requirements. Exceptions are made for
special requirements, and any special needs should be initiated
through the Help Desk.

NOTE: Due to liability reasons, ECC cannot provide technical help if you
are having trouble with your personal or non-ECC computer.

College Owned Software

College computers are loaded with a standard suite of software
applications and utilities. Additional software requirements must be
funded by the requesting department and coordinated with IT and
Purchasing. All software installed on College computers must be tested
for compatibility by an IT staff member and must possess a valid
license. Only ECC authorized IT technicians are permitted to install
software.




Elgin Community College
TECHNOLOGY SERVICES GUIDE

The standard software suite was selected to satisfy most desktop
computing needs. The packages and versions included are periodically
evaluated and updated based on user/community requests, new
technologies and budget allowances.

The Help Desk should he notified for assistance with all software
issues.
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Academic Technology

The Academic Computing Department, a department within
Information Technology, supports all computer hardware and
software technologies for the instructional (non-office) side of ECC.
This includes classroom wiring and room configuration, computer and
server purchases and related installation/support, computer furniture
purchases, and software purchases and installation/support. This
department also supports all student access technologies located in
public areas around the College as well as within some departmental
areas such as Student Services. Additionally, all technology purchases
for instructional use are coordinated by this office which allows the
College to take advantage of volume pricing and technology
standardization for reduced maintenance costs.

Help Desk/Support for Academic Technology

Any issues with technology in the academic classrooms and labs must
be reported to the Helpdesk at x7979 or helpdesk@elgin.edu. Each
instance reported will be logged and dispatched for earliest possible
resolution. Please provide clear and complete information including
your contact information to help diagnose the problem and to speed
up resolution.

Refer to the section “Help Desk” for more information about this
service.
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Purchasing Academic Technology
All purchases for academic technology must be coordinated by the
Academic Computing Department.

Remember:

* Proper planning and communication will speed
implementation. For planning and technology purchases for
the academic environments, contact the Director of Academic
Computing at 847-214-7957.

* Requisitions for academic technology created without prior IT
approval will be rejected by Purchasing, and this could delay
your purchase.

* The use of College purchasing cards or check request
reimbursements for software or hardware purchases is
prohibited. If you have any questions regarding this procedure,
please contact the Director of Business Services 847-214-7365.

Hardware

New purchases

New purchases for academic hardware are funded by departmental
budgets. Please contact the Director of Academic Computing at 847-
214-7957 to initiate this request.

Existing Computer Replacement

Replacement of existing computer equipment for academic use is
funded and scheduled in accordance with the Student Technology
Replacement Plan.

10
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Software

Software packages available in computer classrooms vary by
department. All computers have a standard suite of applications
including virus protection, MS Office Suite, and an Internet browser
provided by IT for all instructional computers. In addition, some
departments may purchase specialized application software with their
departmental funds.

All instructional software is tested, customized, installed and
maintained by the Academic Computing Department technical staff.
The Academic Computing staff can recommend possible software
packages to serve instructional needs, test or install demonstration
copies and otherwise assist faculty members to insure that classroom
technology supports their program goals.

All software purchases made on behalf of the College must be initiated
through the College Software Licensing Coordinator by contacting the
Help Desk (see section entitled “Help Desk” for contact information).
The Software Licensing Coordinator will coordinate everything from
reviewing requests for compliance and obtaining quotes and creating
the requisition to generating the work order for the installation of the
software itself.

Your assistance in following this process is extremely important. This
will allow the Information Technology Department to review the user's
needs and the software's compatibility with current systems. You will
need to build time into your process to ensure that the software
compatibility can be reviewed by Information Technology, the contract
can be approved (if applicable) by IT and the Business Office
(Purchasing), and the implementation of the software can be
completed in a timely manner.

11
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Academic Classrooms & Labs

The Academic Computing Department provides the technical support
for all instructional classrooms and labs. These rooms are scheduled
by academic departments and used for general instruction. For

security purposes, the computer classrooms and labs must remain
locked when not in use.

Public Access Computers

Academic Computing also provides the technical support for the public
access computers located in the Library and the kiosks around campus
as well as the Student Service computers at First Stop, Registration,
Counseling and Student Clubs & Organizations in Student Life. Other
areas of support are the Testing and Tutoring as well as classroom
rentals, continuing education, and business/corporate training
programs on Main Campus and at Streamwood Village Hall.

Smart Classrooms

Most of the College’s classrooms are designated “smart classrooms”
which indicates that they are equipped with an instructor’s lectern
including a computer, a ceiling-mounted video projector, a screen and
all related peripherals. All classrooms contain a live data jack for
Internet access where instructors can plug in a notebook computer or
portable workstation.

12
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Open Labs

The College also provides computers for student use in the Main
Computer Lab and Library; these are rooms where classes are never
scheduled. Rules for acceptable use of College computers are posted
in the open labs and all computer classrooms. Depending on student
worker availability, Academic Computing will also supply lab aides to
staff departmental labs.

The Main Computer Lab is located in ICT-125. It is open for computer
use and staffed with student lab aides to answer questions and supply
basic assistance to students.

ICT-125 Lab Hours
Summer Hours:

Monday — Thursday:
8a.m.-10 p.m.
Closed: Friday, Saturday &

Fall/Spring Hours:
Monday — Thursday:
8a.m.-10 p.m.
Friday: 8am.-7 p.m.
Saturday: 9a.m.-4 p.m. Sunday

The Library lab is located on the first floor of the Library in Building C.
It is open for use and is equipped with additional laptop computers
which are available for checkout for use within the Library.

Library Lab Hours
Summer Hours:

Monday - Thursday:
7:30 a.m. - 10 p.m.

Fall/Spring Hours:
Monday — Thursday:
7:45a.m.-10 p.m.
Friday: 7:45a.m.-5p.m. Closed: Friday, Saturday &
Saturday: 9a.m.-2 p.m. Sunday

13
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Purchasing Office Technology

If you are planning to purchase technology for your office,
standardization is very important with regards to technical support.
Please contact the Director of Technology Services for assistance at
847-214-7334. The best product at the most reasonable price will be
selected, and you will be assured that the IT staff can support the
purchase. A requisition including all part numbers and pricing with
educational discounts applied will be created by the Director of
Technology Services. The requisition will be returned to the originator
for entry of proper budget code and approvals.

NOTE: Technology purchases for academic purposes must be
coordinated through the Director of Academic Computing. Refer to the
section on Academic Technology.

14
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Audio/Visual (AV) Services

Most classrooms are equipped with “smart” type technology. If you
need assistance identifying your equipment needs, call 847-214-7335
(or x7335 from a campus phone). Please be sure to schedule your
classroom with the Facilities Rental Office prior to making your
equipment reservation.

Scheduling AV Services

The following is a list of available technology which can be scheduled
by calling 847-214-7335. Some equipment is limited, so please make
your reservations 24 hours in advance. Please contact the Help Desk to
set up an appointment for assistance with operation.

Equipment Available

* Flipchart easel (paper pad not included)
* Overhead projector

* CD player — boom box

* Audio cassette tape player

* DVD player with color monitor

* Video projector with computer

* Document camera with projector

Telephone Services
ECC provides telephone services including local, long distance and
voicemail. Adjunct faculty will receive voicemail services.

15
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Dialing Instructions

Calling number that is Numbers to dial

Off-campus S+ 1 + area code + 7-digit
number

On-campus 4-digit extension

Accessing Voicemail
Accessing Voicemail
1. To access your voicemail:
a. On-campus: Press the button labeled “Voice Mail”
on your telephone or dial 5459
b. Off-campus: Dial 1-847-608-5459
2. When prompted for your password, use 99999 (at first
login only)
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3. Change your password to a number with at least 5 digits

The voicemail system is navigated by a series of audio menus and a
built-in help function. A complete guide to all the system features can
be found on the accessECC portal at http://portal.elgin.edu under
Information Technology Documentation.

Wireless Communication Devices (Cellphone, Pager,
Smartphone)

The Information Technology Department administers College maobile
telephone contract and all mobile telephones and pagers for College
staff whose position requires such a device. The mobile telephone
policy and related request forms can be found in Administrative
Procedure 7.107 entitled, “Employee Cellphones and Smartphones”.

16

Classroom Telephones

Each classroom has been equipped with a telephone. The classroom
telephone is set up to allow outgoing calls to 911 and other on-campus
phone numbers. To prevent classroom disturbances, the phone does
not allow incoming calls. To prevent misuse by unauthorized people,
the phone does not allow calls to off-campus numbers including all
local and long-distance numbers.

17
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Reporting Emergencies

Be prepared to give your location on campus, including the building
name, floor number, room number and/or the address. Do not hang
up until instructed to do so.

Dial from any campus phone
911 City of Elgin Police/Fire/Ambulance

7777 ECC Police Department (RECOMMENDED)
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7778 ECC Police Department (Non-Emergency Voicemail)

Dial from any pay phone or cell phone

(appropriate payment may be required)
911 City of Elgin Police/Fire/Ambulance

1-847-214-7777 ECC Police Department (RECOMMENDED)
1-847-214-7778 ECC Police Department

(Non-Emergency Voicemail)

You will be asked for your name and the nature of your call. The
nature of the emergency will determine how the call is dispatched.
While the call is being dispatched, you may hear tones on your phone.
Do not hang up as this is normal and indicates the call is being
dispatched to the appropriate receiver.
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Campus Network Services

Network Accounts and Passwords

College faculty and staff are provided a network account that manages
access to resources such as e-mail. New accounts can be requested by
your manager via e-mail to helpdesk@elgin.edu.

Care should be taken to select a secure password which is not
disclosed to anyone under any circumstances. The Help Desk can assist
you if your password needs to be reset. Please reference
Administrative Procedure 7.102 entitled “Password Policy” for more
details.

File Storage and E-mail

Every network account includes personal file storage on the network
in the “My Documents” folder. Files stored in My Documents are
backed up on the network file server and are also available when
College resources are accessed from an off-campus location through
the Remote Desktop system.

Shared folders are provided for departments that need to share files
within a workgroup. These folders are also backed up by network file
servers daily. Contact the Help Desk for more information about
shared folders.

A majority of College employees have e-mail accounts. Your e-mail
address is your network username “@elgin.edu”. College e-mail is also
accessible remotely from any Internet attached personal computer at

19
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http://webmail.elgin.edu. Domain, network username and password
entry are required to obtain access to your e-mail account remotely.
Please contact the Help Desk if you require assistance locating this
information.

Wireless Networking
The College provides the convenience of wireless data network access
in most public areas throughout the campus. Wireless networking is
provided as an added supplement to the College’s wired LAN and is
not considered a replacement for wired access. Use of the wireless
network is in conformance with the ECC Electronic Communications
Guidelines. Public access to the wireless network is available to the
College community.
Two wireless network names are broadcast throughout the campus:
¢ ECC Connect is a secured network that requires login using
your accessECC credentials.
« ECC Wireless is an open network that only requires an email
address in order to connect.

20
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ECC Websites and Applications

http: //www.elgin.edu - ECC Public Website
This website is the ECC window for student, community and other
public viewing. Use this website to access the many resources offered
at ECC such as:
* Review general school information, campus maps and facility
overviews
* Review College job postings
* Review campus calendar, events and news
* Access links to online classes (D2L), accessECC and the ECC
eNet Intranet
* Purchase books from the ECC Bookstore
*  Purchase tickets for Arts Center events

ortal.elgin.edu - ECC student and employee web

portal
This portal serves the students and employees of Elgin Community
College by providing a link to all online services, news,
announcements, emails, and self-service functions such as registration,
tuition payments, employee payroll, etc., in one area.
There are two major tabs: Employee and Student.
Use the Employee tab for such tasks as:

e Post and review daily bulletin board messages.

* Review board policies and administrative procedures.

¢ Find and review Human Resources information.

* Seeinternal job postings.

21
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¢ Review the All Event calendar and the Facilities/Catered
Community Events calendar.

Use the Student tab for the following tasks:

* View important student announcements about upcoming
deadlines (like financial aid, payments due, register soon, etc.)

* View “need to address” notifications targeted specifically to
this student such as “not eligible for registration” due to a
problem requiring the student’s action.

* Review the All Event calendar and the Facilities/Catered
Community Events calendar.

Employees are given access to the student tab as well as the employee
tab so that they are familiar with what the student sees to help answer
questions.

Students do not have access to the employee tab unless the student is
also an employee.

Access to this system requires your “academic” user ID (ex.
bsimpson2834) and password.

accessECC Portal — self-service tab contains all the functions that an
employee or student can perform as follows:

Students can...
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Reset password

Faculty can...

Reset password

Employees can...
View compensation
statement

Search for classes

Search for classes

View direct deposit
statement

Register for classes

View class rosters

Drop classes

Enter midterm grades

Pay account balance

Enter final grades

View schedule

View schedule

22

View grades View student profile

Request transcripts

eNet.elgin.edu - ECC Employee Only Website

This website is intended specifically for internal employee
communications. Currently, this system is used to maintain internal
department pages and forms. Information from this system can be
viewed by logging into the accessECC portal and clicking various links
on the Employee tab webpage. A CMSUSER can find the CMS login link
on any “eNet” page in the footer.

23
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Datatel (now known as Ellucian)

The company formerly known as Datatel is now called Ellucian. The
application we use has always been named “Colleague” but “Datatel”
has often been used as the name instead. ECC will be in a transition
period for some time while we adopt the new name within our
systems and documentation.

This application manages our student, faculty and staff records. This
system is the backend system used only by employees to run payroll
and ECC financials, set up class sections, handle walk-in registrations
and payments, etc.

To launch this system, do one of the following (remember that the
name will soon change from “Datatel” to “Colleague”):

1. Godirectly to Datatel Ul4.3:

Enter https://datatel.elgin.edu on any browser URL. Your login
credentials are unique to this system and usually follow this
format: bsimpson

2. Go through the portal and click on the Datatel link (under the
employee tab).

If you’ve never gone this route before, you will be requested to set
up your single-sign on credentials. If successful, you will not be
prompted again. Your login credentials are unique to this system
and usually follow this format: bsimpson

To obtain access, your manager must send a request to the Help Desk
via e-mail at helpdesk@elgin.edu and specify in detail the employee’s

24
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job responsibilities or no access will be granted. Usually, this requires
modeling after another employee with the same responsibilities.

Training on how to use the system is the responsihility of your
manager to arrange with a peer employee/co-worker. Depending on
the task, there may be training available from the “owning”
department. For instance, administrative assistants may need to talk
to Finance about requisitions and invoices and talk to the academic
department about setting up class sections.

ImageNow

ImageNow is an imaging system that retains electronic copies of
essential paper documents for retrieval and historical purposes.
Currently, the areas that utilize a centralized imaging system are:

e Student Records
* Financial Aid

*  Admissions

*  Counseling

Course Applicability System (CAS)

The Course Applicability System is the student academic credit transfer
evaluation system. This system is hosted off-site and requires a login.

Desire2Learn

Desire 2 Learn is used for classes with online components. This system
uses your accessECC credentials to login.

ECC Calendar Events

The ECC Calendar is used to post College events. This system requires a
login to post. Contact the Web Services Coordinator (847-214-7215)
for more information.
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ECC Phone List

The ECC Phone List pulls its information from Datatel and can be found |
on eNet and elgin.edu. If this information is incorrect, please contact A
Human Resources. i

TouchNet
TouchNet is used for student payment plans and is hosted off-site. _
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