LOGGING ON THE SCHOOL'S NETWORK

(District – Both Buildings) – (Teachers/Staff)
Why should you log on?[image: image1.wmf]
· The network allows you to have a private location to store your files, such as tests, documentation about students, etc. 

· The only person who can access your files is the administrator of the network (Tech. Coordinator), but not other teachers or staff.

· Your files are automatically backed up each night, so you don’t have to worry about losing a floppy disk or your computer’s hard drive crashing.

· This is a good place to store your files, while keeping a back up of your tests and assignments, files, etc. on a floppy disk, cd, or memory stick.
What is your login name?  It consists of the first 4 letters of your last name, and the first 2 letters of your first name.  For example, John Smith has a login name of ‘smitjo’ that he uses to individually log onto the network system.  What is yours?  Write it here:

___________________________________
Password.  You must have a password that is 4 or more letters long that accompanies your login name.  KEEP THIS PASSWORD CONFIDENTIAL!  The only sure way to keep it confidential is to NOT tell anyone your password. Make it unique and something people couldn't easily guess.  For example, your children's/pet's names are not good passwords!  Our system requires you to change your Novell password every year, but you can change it more often if needed.  Give yourself a hint, but don't write the actual word down:  _______________________________________
To log in:  

· When you start your computer up, it should stop at the Novell login screen --OR--
· Click Start, Programs, Novell, and Netware Login –OR-- 
· Click Start, and Log Off . 
· Type your login user name in the top box, and your password in the bottom box.  If you have never logged in before, try your last name as password.  It will then ask you to set a password as soon as you attempt to log in the first time.  
· The next screen will be the Windows login..  Windows XP computers enter in user name, password (if any), and click on “OK”.  (Just use default user name and no password, unless you have your own for Windows XP).
To log out:  You MUST log out before leaving the computer to prevent someone from damaging your files or having access to programs reserved for staff.  

· Click Start, log off, and leave computer on.  It should come up to the Novell log in screen. 

· Or, Start, Shut down, and the computer will log off and power down.
To lock workstation:  It is a good practice to lock your teacher workstation if you are going to be away from it for awhile.  This just helps with security and keeping your teacher files private.
·  Hit Control-Alt-Delete all at once.

· The Novell Client Login Box should come up with various options.

· Click on “Lock Workstation”.

· To unlock – just type in your Novell password.
Please save this in a confidential location!

