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0B0BAccessing and closing the college network 
 

When you switch on the computer it will connect with the college 
network. 
 

 
 

 Type in your username and password, which gives you 
access to the college network, internet and your own user 
area on the P:\DRIVE 

 Press the Enter key or click on OK when you have  
entered the details 

 
 
 

You may also use the Learning Centre login: 
Username: LC (no password is required) 
This login does not give you access to the internet, college e-mail or your user area. 

 

Note: The username and password are case sensitive. You will be locked out of the system if 
you enter these details incorrectly three times in a row. Please ask for help if in any doubt. 

 
 

A Network and Internet User agreement appears 
 

 Read this carefully 

 Click on I Agree 

 
The Windows desktop will appear 
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To access Microsoft Office programs such as Word, Excel and Publisher  
 

 

 Click on Start in the bottom left hand corner of the screen 
then move your mouse to All Programs 

 Move your mouse to MS Office and click the application you 
wish to use 

 

8B8BTo close down the computer 
 

When you have finished your session on the computer, please log out correctly. Resetting or 
switching off the computer without first shutting it down correctly can cause damage.  

 
 

 Click on Start 

 Click on Log Off 
  

 

Logging off completely is important as it leaves the computer ready for the next user, and helps to 
keep your work safe. 

 

 
Saving work 
 

All students have their own óuser areaô; this is called the P:\DRIVE, and can be used to save 
work on the college network. Our servers are backed up on a regular basis so work you save 
here is safe from data loss and is also private. 
 

With your own username and password, you can connect to your own user area from any 
college computer. 
 

WE RECOMMEND YOU SAVE ALL IMPORTANT WORK TO YOUR P:\ DRIVE 
 

Saving work to your P:\DRIVE, Memory Stick  
As you work in your program (e.g. Word, Excel, Access etc) click 
on File from the menu, and then click on Save As 

 

 On the displayed dialogue box, click on the arrow at the right-hand end of the Save In list 
box  

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 To save to your user space (your P:\DRIVE) click on your username in the drop 
down box, give your file an appropriate name and click save 
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 To save to a 
memory 
stick, Click 
on File from 
the menu, 
and then 
click on 
Save As 

 

 Click on the 
arrow at the 
right-hand 
end of the 
Save In list 
box 

You should see a list 
similar to the diagram 

above with your make of Memory Stick or Removable Storage. 
 

 Click on your make of Memory Stick or Removable Storage to select it 

 Click in the File Name box to edit the file name ï give the document a meaningful 
name  

 Click the Save button 
 
We are trying to discourage the use of floppy disks. Computer manufacturers are now 
building computers without floppy disk drives.  
 

Remember, when saving any work on your memory stick, or P:\DRIVE, always use a sensible 
file name, rather than Doc1.doc, Leon Fitz 1, Leon Fitz 2 etc! An example of good practice is: 
Unit 1 Health and Safety Leon Fitz.doc 

 
1B1BOpening saved work 
 
To open a file or document from your user area (P:\DRIVE), Memory Stick 
 
Double click the My Computer icon on the Desktop 
This will display a list of all the available drives 

Double click on either your P:\DRIVE 
(your user name will normally be the 
first word) or your memory stick (might 
display removable disk) 
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This will list all the available files and folders stored 
in your user area (P:\DRIVE), memory stick 

 
 Double click on the required document name to 

open it 
 
This will then launch the appropriate program to 
open the file 
 

 

  

2B2BPrinting your work 
 

To print work in the Learning Centre, you need to buy paper from the Issue Desk - 10 sheets 
for 20p.  Colour printing is available at an additional cost (see Learning Centre Staff). 
Different computer areas in the Learning Centre print to their designated printers. To ensure 
that your work prints to the most convenient printer for your computer, follow the instructions 
below. 
 

 Type your work (saving regularly)  
 

Always remember to save your work before printing as problems can sometimes arise when 
work has been sent to the printer. 
 

Printing 

 Click File, Print ï the following box should then appear 

 Choose the nearest printer for your computer.  If in doubt 
please ask Learning Centre Staff 

 Put your paper in the printer 
Go back to your computer and press the OK button and your 
work should start to come out of the printer 

 
Working with other versions of Office or Works 
 

 
Most people have Microsoft Works on 
their home computers. This is sometimes 
not compatible with College applications. 
You can change the file type of your 
document on your home computer by 
using the drop down menu next to óSave 
File as Typeô and selecting Word 
document or Word 97 ï 2003 document 
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Online Resources  
 

The Intranet Homepage is your starting point for accessing our online resources. 
 

Accessing the Intranet  
 

When you have logged onto a computer, using your username and password, you can 
access the intranet. 
 

 Click the Start button 

 Click on Internet Explorer 
 
The Intranet Homepage will appear 
 
 

 
 
 
 
To access web pages on the Internet 
 

 Click on the Google logo to access the 
Internet or Web search & Web 
reference for a variety of suggested 
search engines, subject catalogues and 
reference sources  

 
 
 

3B3BAccessing the Online Library 
 
 
This useful resource gives access to online journals, full text-newspaper articles and easy to 
search reference banks which offer definitive results for your online research. 
These are easily accessible from the Library and Learning Centres web page 
 

 Click on Library and online resources from the Intranet front page to go to the Libraries 
and Learning Centres homepage 

 
 
Locate your subject area from those listed to access the online resources and web links for 
your course. If your subject is not listed have a look at the subject index  
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 Find your specific subject area 
 
 
 
 
 
 
 
 
 
 

 
 

 You can access the various online library resources by 
clicking on the appropriate icons 

 
 
 
 
 
 
 

 
 A full list of the resources the library subscribes to can be found by clicking on 

Electronic Resources and Web Links from the menu  
HHUUhttp://library.west-cheshire.ac.uk/websearchandwebreference/websearch.htmUU 

 
 
 
 

Examples of resources available are: 

 
InfoTrac Journals - a source of articles on a wide range of topics: business, 
computers, current events, economics, education, environmental issues, health care, 
hobbies, humanities, law, literature and art, politics, science, social science, sports, 
technology, and many general interest topics. 
 
MarketLine Business Information Centre - provides profiles of 10,000 companies and 2000 
industries in 50 countries in the industries of Automotive & Logistics, Consumer Markets, 
Energy & Utilities, Financial Services, Healthcare and Technology sectors. 
 
Key Note - 140 analysis reports covering industries relevant to most subjects taught at the 
college 
 
Fact File 2007 - This is a key online reference resource. There are graphs and tables in 
English, Sociology, Maths, Economics, Geography, General Studies, Science, Religious 
Education, Citizenship, Personal and Social Education. 
Please contact us if you would like help finding or using these or any of the other resources 
we have on offer. Phone, email or just pop into one of our Learning Centres. 
 

 

There are suggested resources for your 
course in your specific subject area 

Canôt find your area? 
Have a look at the 
subject index 


