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The AskI.T. Service

Askl.T. provides computing heknd training to UQ students study management applications like
my.UQ and Blackboard, Microsoft Office Training, and I.T. fundamentals like file management,
printing and laptop setup.

ContactAskl.T:

Our Helpdesks:
St.Lucia Campus Level 2, Duhig Building (building 2,
Ipswich Campus Level 2, UQ Ipswich Library (building 8)
Gatton Campus Level 1, UQ Gatton Library

By Phone: (07) 3365 881 or Australia wide 1300 738 082
Website: http://www.library.uq.edu.au/askit/
Email: help@askit.ug.edu.au

The Askl.T. Website

http:// www.library.ug.edu.auand clickAskl.T.or go to:http:// www.library.ug.edu.au/askit/

The Ask |.T. website, accessed
via the UQ Library website SEC-JRSi W CR g
contains I.T. information and WP sosransin e

resources for UQ studesit thaARe | CATONE  AERVICESTOM  sEAw e

Use this site andhe additional
links provided to get more
information on the topics
outlined in this booklet.

Consider bookmarking useful
pages to compile a list of easy
to access resources to assist
your studies. Quick Guides Computing @ UQ Training

= Blackboard elLearning System 2 Computer Availability 2> Exercise Materials
AskI.T. Training

http://www.library.uq.edu.au/ask -it/‘computing-training/training-classes

As_k _I.T. provides training for pQ students._ Tt Microsoft PowerPoint 2007 Level 2
training courses icdlude Microsoft Office e e e
applicationﬁor Windows and MAC. A guide to enhancing and presenting slideshows effectively.

See what '’ s o f f eplaeed duriagn Microsoft Word 2007 Advanced
. View Class Schedule and Book
SemeSter On th@SkI -T- Slte- Attendees will learn of the most important features of Word which assist in the creation and

maintenance of lengthy formal documents.

Notes

© University of Queenslandibrary 2011 30f12 Askl.T. Computing @ UQ



Phone: (07) 3356 8811 or 1300 738 082
Email: help@askit.uqg.edu.au
Web: http://www.library.ug.edu.au/askit/

LIBRARY (&3

Enriching world-class scholarship for

57 THE UNIVERSITY
N? OF QUEENSLAND

AUSTRALIA

Library Workstations

Public workstations in UQbrary branches aravailable for student use. Library computers dual
boot, They run bothMicrosoft Windows XP and MAC Snow Leopllgkthe operating system you
prefer.

Select your Operating System:
Welcome to the UQ Library

This Macknosh i capable o runsleg both e 05 X ﬂwdePpelgylms
Slect the operating system (05) that youfeel most comfortable

Click the Operating System Logo:

Login with your UQ usernameand password
Your user name is in the form:
s<the first 7 digits of your student number>

4

Mac OS X Windows
*Mac 0S5 X 10.6 « Windows XP
Note: guest users will be logged in with a limite B b oo it

. » Refworks * Refworks
I’Ofl | e oiLife'11 « Specialist Applications
p . « Firefox » Firefox

» Safari « Internet Explorer

MAC OS X Snow Leopard

Use MAC to access: ¢
e Microsoft Office 2011 Mac OS X
e Open Office A TR O
e Endnote

o iLife
e Firefox/Safari

Password:

©® @ ® @

Sleep Restart  Shut Down LogIn

Microsoft Windows XP

ﬁ THE UNIVERSITY
‘\m” OF QUEENSLAND

AUSTRALIA Enriching world-class scholarship

Use Windows to access:

e Microsoft Office 2007 i Ee U2 Usenane

e Endnote Uapasswora

e Refworks Concat

o SpECialiSt Applications Visitars login as "Guest" with no password.

e Firefox/Internet Explorer S enees e e

only your LI usemamne and passwaord when logging in and acoe:sng online
Library services - pou will nao longer be able to authenticate using your Library
barcade and PIN.

Switch to Mac 0S X

To switch between operating systems, restart the machine to return to the operating system
selection page.

Notes
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Student Data Storage

You areunablet o save data to UQ Library public worksta:

your files are saved externally before you log out.

You can: e Save to your UQ student daséorage space
e Save to a USB device
e Uploadto SkyDrive via your Student Email+ account

UQ Student Data Storage Space

The University of Queensland provides all enrolled students and staff, in conjunction with their
Internet Access Account, 100MBs of freawerked data storage space. This space can be accessed
from any Library workstationThe space is mapped to your student account on login to a Library
Public workstation.

Access your Student Data Storage at University

- e Z'LE-"'EH) OnWindowsf i nd t he \"miéveip MydCorfptiter

—

[\ On MAC, find the ‘' Homes'’ dri vr-r

TOTTES)

Access your Student Data Storage at home
You can access your student data storage from any computer with an internet connection

e Login to my.ug.edu.au
e Click the myFiles service in tlegt Channels menu

» UQ Phonebooks 4 File Permissions

Sign in to access your e-mail, mySI-net,
e-Learning, myCalendar, myStudy &
much more

>
" ]
Username: | | > VvProfile ]
Nl Downloads drwx———-———
Password: : a

- @ Help - UQ Postcards v [fa Eduroam drwxr-xr-x

a AssignmentFolder drwWwrRr-xr-x

For more information, seéttp://wwwe.library.ug.edu.au/ask -it‘computing-ug/file -storage

Notes
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Student Internet Access

Wired and Wireless Internet access is widely available across UQ campusespaoddsed by

UQconnect. Enrolled UQ students receive 1GB of Internet quota a month to use on campus.
Additional quota can be purchased from UQconnect. ICTE students receive 150MBs a month.

Il nternet use at UQ is subjemdicet o the University’

Accessing the Internet

The UQ Internet Traffic Management System

When you access websites external to the | y — @
. f . ou mustiogin before you can access

domaln, addl’eSSGS tha‘d 0 n t e n d W,l external websites. By logging in you accept

you will be required to sign into th&Q Internet The Internet aceess lerms and cundins.

Management System

Username

Password

Use your UQisername and password.

Note: You can also access this pagdaggn.uq.edu.au
Login

Continue the webpage you wanted to view.

@O H ¥ @

Continue
%
Logout

The Login Status (exclamation) tab shows yot : Q
remaining monthly Internet quota. o O H ¥ D '
Any additional purchased quota will be listeelow i [Student User| %
your monthly Internet balance. It will only be used Quotaleflt gy more

you monthly allocation is exhausted.

Certain web sites are r

use any Internet quota to view. Use tieaffic Type DO H YD 9
Lookup (Binoculars) tab to check if a websiie Hosthame or IP
metered. I n general, UuaQ ‘Wgwgmmau Lagkup

UQ Internet code of Practice www.uq.edu.au/hupp/index.html?page=25322&pid=25320
UQ Internet Management http://ugconnect.net/student/student -free/student-download

Notes
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Wireless Internet

Wirelessinternet is widely available acrosg
UQ campuses and is being upgraded f
increased capacity, reliability and security.
you wish to connecta wireless capable
device such asa laptop, tablet, or smart
phone to Wi-Fi at UQ you will need ta
configure thke device for the Eduroam
network.

Eduroam

Edwcation Roarming is a secure network which is deployed in numerous Universities and research
institutions worldwide— once configured you can access Eduroam at any location which deploys the
network.

How do | configure it?

You are required to configure your device so that your wireless connection is secure. View the
configuration guides for different mobile devices at UQconnect and the configuration videos made
by Askl.T. (See the links below]j.you experience difficulties, contadskl.T. for support.

Note: your Eduroam usernamtgas a different format to othetJQ authenticationYour username is in the
format: s1234567@ug.edu.adgusing the first 7 digits of your student number> your passweitie same
as your UQ login.

Once your connection is configured you may not need to authenticate to sign in to the Internet.
When you connect to Eduroam, you are automatically signed in to UQ Internet Traffic Management
and your quota is deducted for meted sites as normal.

For more information, see: http://ugconnect.net/helpdesk/wireless/
http://www.library.uq.edu.au/ask -it‘computing -help/wireless
http://www.eduroam.edu.au andhttp://eduroam.org

Notes
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UQ Study Management Applications

There are a number of study management applications to be aware of when studying at UQ. They
are: my.UQ, Blackboard, mysdt and Student email+

my.UQ
http://my.uqg.edu.au

G’f ~ | https:/jmy.va.edu.aup
my.UQ is the student portal for Ut | &¢ & @my.uq-Time out0:28:34

study management applications. g) THE UNIVERSITY

W LQUINSIAND, o ETRR) QENYIE (R

It providesaccess to: N Explore my.UQ Welcome UQ Student

iy
> mySknet
L] myS‘I'net > Library
St d > eleamning - - vai T 111
e mystu _y AT * Intercampus Bus Timetable Update
e elearning (Blackboard) > UQ Answers = Summer Sport Opportunities
. = Academic Calendar
° myMa||+ Search For & wi ;
° myFiles [wua __H
L] myN ewsGrou ps I You are not registered for any courses in semester 1 of 2011
Channels
enabling you to access stuc |" miewseees
. . > myProfie
resources and files saved in yo |, .. Yon ove ot npiored B Sy CommmEe
Student Data Storage space from a |+ varosicoss
computer connected to the Internet. |[services
s
Adelaide
Help Area Max 16
> Help A few showers
G Max 14
» Feedback Rain at times
> AskIT
» myMais FAQ Max 31
Afternoon shower or thunderstorm
Got a Question?
It is important to be familiawith all ;nyAvisbr 0 g
of the Services available via my.UQ * Personalise my.UQ | S N Eioserira

for students

Courses For Semester 1 -
| You are not registered for any courzes in semester 1 of 2011.

e P4 =

Go Direct To Help Area Channels
P mySknet P Help F  myNewsgroups
P Library > FAQs P myProfie
; P Feedback :
P eLearning = myFiles

For more information, see: TheHelpAreainside my.UQ
http://www.library.uq.edu.au/ask -it/quick -guides/myugguide

Notes
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eLearning (Blackboard)

http://elearning.ug.edu.auor viamy.UQ

Blackboard is eLearning software used for coL
delivery.

It provides:
e Course notes
e Lecture Recordingé ectopia)
e Collaborative tools
e Turnltin Electronidssignment drop box

Note: your school may have specialised syste
to supplement course delivery.

Info:

Student Email+

Courses you are teaching:
Other Courses

|Blackboard Student Training from AskIT

Courses in which you are participating:

Semester 1 2010
JIntroductory Academic Program

Streaming:

flash

|_9_| quicktime

windows media

turnitingJ)

Download: Learning Materials

IZ| media

ttached Files [} Computing at UQ Presentation |

http://www.library.ug.edu.au/ask -it/quick -guides/elearningblackboard

https://outlook.com or viamy.UQ

i

e
UQ student email+ is a Microsdfibosted email Inbox
that students can keep after they graduate. =
has 10GB of storage spacéou can also stor: , 1] Inbox (3 )
office documents in the MicrosokyDrive evices -~ Unread Mail (3
ra—— U= Sent Items

Since your e_mail is exte_rnally hosted, you \ Mabile Options  Account
need to sign into UQ traffic management befc Downloads - -|
it will be accessible. Al services Oraanz= S

Settings
Info: See the UQconnect email + FA( Phoe hel

http://ugconnect.net/helpdesk/student/email/ Block or Allow

mySknet
Viamy.UQ UG HOME SEARCH

mySinet is UQs online enrolment system. U
mySinet to enrol in your courses, pay your fee
apply for financial assistance, view your rest
andsign up for classes like tutorials.

Changes made to your enrolment at the start

semester may take a couple déysto propagate
to other student systems.

Info:

THE UNIVERSITY
N OF QUEENSLAND

mySl-net

AUSTRALIA

Student Home Page

This page summarises your current program information for all active semesters. Refer lo
enrolment due dates for cut-off dates for adding and dropping courses

You are not currently active in any programs or terms that are open for enrolment.

Frequently Asked Questions

How do | get support?

How do | sign on to a class?

What do the numbers mean on my Studies Report?
Why can't | add a course?

How do | chanoe mv oroaram?

See Frequently Asked Questions in mySl|

See Quick Guides http://www.library.ug.edu.au/ask -it/

Notes
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Printing in the Library

Printing, scanning and photocopying services are available in the Library. Printer functions are clearly
signed.Use your student ID card to hold the balance of your print credit and to pay for printing

services

On Library Workstations

o 2]
[Printer
Mame: & Wlib-mgmt1.fibrary.ug.edu. au|lib-PUB-sZone-Queus Properties |
Status: )
Type: [ :_3 \Wlib-rgrak 1. library, ug.edu, auilib-PUB-Economics-Queue
Where: I Print ta file
e ib-marnt L ibrary.ug =du, aullib-PUB- ™ Manual duplex.
rPage range-| | |
& 4l [ :_}_ \Wlib-magmt 1. library,ug, edu, aulib-PUB-Fryer-Queus 3
© Current |
@ [= :_3_ Yilib-ragrt 1. library.ug.edu. aullib-PUB-Gatton-Cueue e
Typepal |
separatd [ :_] \Wib-ragrt 1. library . ug. edu, aulib-PUB-HML-Queus
start of - =
example, type 1, 3, 5-1Z or plsl, plsZ,
P1s3-ps3
Print what: IDncument j Zoom
Print: IAI\ pages in range j Fages per sheet: 1 page ]'
Scale ko paper size: | Mo Scaling vl

Dptions, ., | Cancel

MAC

Presets: | Gray Scale

Copies & Pages

Copies: 1 [ ™ collated

Pages: @ Al
(O Current Page
electior
O From: 1
to: [1

() Page Range

Enter page numbers and/or
page ranges separated by
commas (e.g. 2, 5-8)

< « lofl » >

™ Show Quick Preview

___Page Setup... )

@) (poFv ) _ Preview (Cancel ) ( Pprint )

&% lib-PUB-eZone-Queue on lib-mgmt1.library.ug.edu.au Properties 2lx|

£ MyTab | Basic | Lavat| Firish | Cover Made | Stemp/Compestion | Qusity | ther |

Untitled ~| A4 Edt

Diiginal Driertation Copies
& Pomal [ = s
€ Landscape

Faverite Setting

Driginal Size: I~ Offset
] gp——
[24 —V Piirt Type: “
& Paper Size | sided N
Same as Oiiginal Size ]
Select Color
uto Color -
E‘:l ¥ Combination
A |:| < 2in1 -
VA (5m]

Piiterview | Priven iesion. |

Bin1
g 91
16in1

W 2w

ClickPresetsfor quick print options

Standard

Last Used Settings Note: Duplex is double

il sided printing
Colour & Duplex

v Gray Scale
Cray Scale & Duplex

Save
Save As...
Rename...
Delete

For advanced opiions clikopies and Pagder

instance:multiple pages per sheefiaLayout
Layout ]

Pages per Sheet: | 1

£y |

)
ayout Direction: [ril | - | | (V3| | N
l Border: | None ]

Flip horizontally

(@) (_PoFv ) ((Preview ) Cancel ) (Print)

ClickPrintto send the print job to the printer queue.

For printing costs:

http://lwww.library.uqg.edu.au/services/printcosts.html

General Information: http://www.library.ug.edu.au/ask -it‘computing-ug/printing

Notes
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Collect your job from the Printer

Note your workstation ID number on th
desktq wallpaper of youworkstation

e (o to the nearest network print station

e ClickRefreshfor the latest list of print
jobs ordered by Workstation 1D

e Select your print job from the queue

e ClickPrint
e Touch your student ID or print/copy car

e ClickPrint
Note: if you haveinsufficient credit you will be
unable to complete the print job.

&1 uQ Library Printing Services

p—
«10UQ Library Printiny, Services

) i, by, Print Delet: T
@» Print. X ‘ @’ rini Xm .} - re:
| erTIe ag [~ Computer name | Document | Pages | Cost | Printer
@) ezn-scanner Itinerary pdf 9 2,70 Duhig eZones Print Que Bzn-scanner Ttinerary.pdf 9 2,70 Duhig eZones Prink Queus, ©
Unicord T Accounting I Y

Please present card on the reader -

Card Number ||
o ] oo |

Total cost required: 2,70
Available credit on card:  33.37

Print from a laptop

e Visit theAskl.T. site to install the printer
on your Laptop

e Print to the UQ networked printer Wireless Printing

http://www.library.uq.edu.au/ask -it‘computing -ug/printing/wireless-printing

Print to PDF

Printing to PDF is a means of protecting — =

document from modification. Visit thé\sk I.T. e e

. . . ) ave as PostScript...
site for more information on converting T Fax PDF ..
documents to PDF with various so#ve. Mail PDF

Save as PDF-X
Save PDF to iPhoto
Save PDF to Web Receipts Folder

I Edit Menu...

Flepame:  fcomputing@uq_2011_v2.docx
Save as tyPe: |\yord Document (*.docx) [v|
Word Template (*.dotx) -
Word Macro-Enabled Template (*.dotm)
Tools |~ Word 97-2003 Template (*.dot

XPS Document (*.xps)
Single File Web Page (*.

http://www.library.uq.edu.au/ask -it’‘computing -ug/printing/print -pdf

Notes
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Trouble -Free Computing Tips

Backup your work

Manage your files and folders

As t he
copy ofi s

sayynfgilgeegou
a file you don’
e Savedocumens to different locations suct
as a USB, laptop, email account etc.
e Save a file when you begin and save regul
to prevent data loss

Use Styles in word documents

Structure your files and folders logically and t
informative file names so you can alwdgsate

your files. \)
T

.,,//“

Undo your mistakes

Consider using styles for faster and mc
consistent formatting of your documents.

For styles and other tips consider coming to
Askl.T. class.

Use a reputable virus scanner

If you make a mistake in a document @rweb
form, undo your mistake immediately.

If you save the document and close your file, y

will be unable to use undo to fix the mistal
later.

Come to a class

Viruses can slow down or abuse your comput
resources. Reputable fre®irus scanners are
available online but for comprehensi
protection you should consider investing in
virus scanner for your personal computers.

UQ students can download the Sophos vi

scanner from Information Technology Services
http://www.its.ug.edu.au/student -software

Use Eduroam wireless on campus

Ask |.T. offers a range of training sessic
Consider coming to a class to improve your sl
in things like Microsoft Office.

Remember, you can view resources online
http://www.library.uq.ed u.au/ask-it/

Be Information Literate

Eduroam wireless network has an encrypt
connection. This helps gvent your data beinc
accessed.Configure your device for Eduroa
and take advantage of speed, convenience :
security.

Use sites like YouTube and search engines
Google to find out general information on thing
you're interested in.

For more info: http://www.library.uq.edu.au/ask -it/‘computing-help/computing-tips
http://www.its.ug.edu.au/it -tools-student-online

Notes
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