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Accessing the college network

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

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

e Press the Enter key or click on OK when you have
entered your username and password

% Windows

Note: Your 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.

West Cheshire College - User Agreement

A Network and Internet User agreement appears ®

L Read thlS Carer”y ' rt of staff involved in supporting
e ClickonlAgree

or unath

12

tof Intirn
found in all Learning Centres and on the Collage Web site

copy of which can be

The above abuses will lead to disciplinary action in the form of verbal and written
warnings. Repeated abuse of the network could lead to a disciplinary hearing and
suspension

The Windows desktop will appear

To access Microsoft Office programs such as Word, Excel and Publisher

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

EReE=ozEEN

¢ Move your mouse to MS Office and click the application you wish to use
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To end your session on 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.

e Click on Start

e Click on Log Off you will not be asked for

confirmation to logoff

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 ‘user area’; 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

As you work in your program (e.g. Word, Excel, PowerPoint)

W

[ save
» & save As
v

Click on File on the Title Bar, and then click on Save As =

On the displayed dialogue box
select your P:\Drive in the left
hand pane, you may need to scroll
the pane down to find it

[55 Open

[ Close

e

@ Save As =
@\;‘/v‘ E » Libraries » Documents » - | 43 | [ Search Documents o]
Organize » New folder = = (7]

@ Microsoft Word

Templates

Click on the selected P:\Drive,
which  should display your
username

Give your file an appropriate name
and click Save
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7l Libraries
3 Documents

5 path (\\atlas\staff) (P:)

J'- Music
= Pictures
B2 Videos

1M Computer

5# work (Y\apollo) (G:)

File name:

Docl.doc

Documents library

Includes: 1 location

Name

4 path (\\atlas\staff) (P (38)

< |

\atlas\staff
. 2008 - 2009 feedback
. Access - 2010
. Activ Software
. Adobe
Cert Ed

Arrange by:

Date modified

08/03/201011:30
21/06/2010 16:59
04/06,/2009 18:05
01/07/201015:42
25/06,/201011:38

Type

File folder
File folder
File folder
File folder

File folder

m

Folder =

Save as type: [Word 97-2003 Document (*.doc)

Authors:

“ Hide Folders

wee

[[] Save Thumbnail

Tags: Add atag

Title: Add a title

Tools - Save

J |

Cancel
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e Saving work to your Memory Stick
As you work in your program (e.g. Word, Excel, PowerPoint)

e Click on File on the Title Bar
e Thenclick on Save As

You should see a list similar to the diagram above with your make of Memory Stick or
Removable Storage.

e Click on your make of Memory_Stick || 4 computer
or Removable Storage to select it ’ e ASH'S MEMOR (D)
e Click in the File Name box to edit e
the file name — give the document a meaningful name
e Click the Save button

\We no longer use floppy disks|

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

Opening saved work

To open a file or document from your user area (P:\DRIVE) or Memory Stick

Click on the Start icon on the Desktop [

\

Page: 4 of 13 | Words: 2367 | 8 |

@] Microseft Outlook
& Internet Explorer
@ Firefox temp360

Recent ltems

Computer

—

Then Click on Computer to see your available drives

» All Programs

Organize v System properties Uninstall or change a program Open Control Panel - O @

4 Network Location (2)

. work (\\apollo) (G:) . temp360 (\\atlas\students\temp)
7 7 ®)
-

.,}/ 88.6 GB free of 253 GB

These are the drives you have available on the

18 Computer

College network. You are only able to save to your || =i .
own personal (P:) drive.

Double click on the drive and a list of documents
you have will appear. Double click on the
document you would like to open and it will open
with the correct application. SR e s
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Printing your work

Each computer in the Learning Centre prints to a specified printer; follow the instructions
below to check which printer your work will print out on before printing.

e Click on File, on the toolbar at the top of the page, the following page will appear

_ill e  Info
-

e Select Print —the options page

below will appear \_
e Check the assigned printer in -

the Printer drop down list (2), if

there is more than one printer -
choose the one nearest to your
computer

e Select the required print settings
(3) such as number of pages to
be printed, margins and page
layout

i3

| e e gree e R ——]
View (2]
pA-iguide

Recent T

New N

Print

Save & Send e

Help

|21 Options

[ Exit

e Choose number of copies and Press print (1)

e Put your paper in the printer and your work should start to print.

If in doubt where the Erinters are Blease ask Learning Centre Staff

F'w-i-p-ZOlO-ed'rtidh'-'v—”guide.’dd&' [Compatibility Mode] = Microsoft Word s

ert Page Layout References Mailings Review View
1 ) Print
> @ Copics: 1 P
Print
Printer
2 Ow HB-LCOFFICE on Learnwise .
> «#, Rcady
Printer Properties
Scttings
3 4 Print All Pages .
’ . Print the entire document
Pages: i
‘| Print One Sided &
4 Cinly print nn one side of the page
DD Collated =
1,23 1,23 0
i j Purliail Orienlalivn -
Ad .
A cmx9/cm
| Custum Margins v
1 Paye Per Sheel v
Page Setup
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Check the assigned printer in the assigned Printer drop down list If there is more than
printer choose the one nearestto your computer. If in doubt where the printers are
please ask Learning Centre Staff

© ;| HB-LCOFFICE on Learnwise
:‘.W Ready

Print preview
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Note

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

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.

Working with other versions e.g. Office or Works

If you have Microsoft Works or Open Office on your home computer and want to transfer work
from your home to college you will need to make sure you save your work as a Word
document when saving work at home. To do this:-

. . (W] Save As - e (=22
b C“Ck on Flle on the top \:j\j/' |3 » Libraries » Documents » - | 4y | | Search Documents r=3|
toolbar Organize = Mew folder == - @
e Click on Save As (] Microsoft word | Documents library -_ .
. Templates Includes: 1 location -
i Mame - Date modified Type S
=a Libraries 3 =
e In the drop down menu ) oeies__ + bath (\atias\etar (7 (38)
next to ‘Save as type’, &5 path (atlasist \Natlas\staff
. o Music | 2008 - 2009 feedback 08/03/2010 File folde
Select the option for Word = S | Access - 2010 2170 File folde
document or Word 97 — B videos PVt o S

& Computer 4 Cert Ed 25,/06,/2010 File folde -

2003 document.
S# work Mhapollel 0 T 1 T o
File name: Deocl.dec
q Save as type: [Word 97-2003 Document (*.dec) -]

Word Document (*.docx)
Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dotx)
Word Macro-Enabled Template (".dotm)
=~ Hide Folders PDF (~.pdf)
HPS Document (*.xps)
[P

P R Y

Authors:

Note
If in doubt about saving or opening any documents, please ask Learning Centre Staff

Online Resources

The West Cheshire College Intranet has a range of information for students ranging from
accessing Internet Search engines and online resources through to information to help
students with their studying and beyond.

Searching for information for your assignments can be a time consuming and confusing task.
Our online library gives you quick access to online journals, full text-newspaper articles and
easy to search reference banks which provide you information from resources that have been
verified and checked by subject specialists. These are easily accessible from the Library and
Learning Centres web page in college or from home.

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

You can access the intranet at West Cheshire College by logging on to any computer with
your own username and password and opening a web browser i.e. Internet Explorer or
Firefox 7 E -

42

e Click the Start button
e Select All Programs
e Click on Internet Explorer
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To access the online library

i Fovortes | Gy 48 00

e Click on the Library and online @~~~ Intranet Home
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Accessing the Library Catalogue

e Click on Library catalogue link on the Intranet Home -

page

e Click on the ‘Enter Online
Library’ button

You can now search for specific resources by title or keyword, to search for an author use the

Advanced search on the left.

e Type in either a Title, Subject or keyword

e Click Search

The results from your search will be displayed showing allthe  =-_ -~

resources available.

Click on the title or book cover image to find out more details

about an individual item

[ =0
i o

Heritage Online

search

YITIY

v

Details of each title you click will be displayed including:-

Type of loan - This could be a Normal loan
(4 weeks) or a seven day loan

The Location at which each resource is
located - This could be Chester, Ellesmere
Port, Capenhurst, Northgate Arena or the
EPIC

Type of resource - This can be a book, CD,
DVD or Online resource (e.g. e-book).

Class Number — a number to identify where
the resource can be found on our shelves

Status - Whether resource is available or on
loan

Induction guide 2010
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Accessing the Intranet from home

West Cheshire College subscribes to electronic resources so that our students and staff may

access these services 24/7.

To access the Intranet and resources from home go to the College’s external website by
typing www.west-cheshire.ac.uk in the address bar of your web browser.

e Click on Intranet, you will be asked for your college username and password.

& West Cheshire College - home - Windows

I = [© rito//wwmaest-cheshire.ac.u

ules/standard)/viewpa

v[‘7|><”/" Google

i Favorites | 4 (@ Suggested Sites v (2] Web Slice Gallery v

& West Cheshire College - home

5~ ~ [ @ v Pagev Safety~ Toolsv @~

west
cheshire
college

\Aaccess to opportunity

&$ Print Page

College hotline: 01244 670600
Employer hotline: 01244 67049

ronter » Press Office

Celebrating Success in Inspection 2010
We have received 14 ‘outstanding’ grades in

our latest Ofsted inspection report

“The College’s focus on developing work skills

and work readiness is extremely effective.”

Ofsted

West Cheshire College is recognised
o

0,4
m provkting the highest standards of service to our e

Chester students win hospitality
and catering awards

o idents are celebrating after
st Cheshire College’s

“In 2008/09, we
worked with over
1000 employers”

Catering student, James Roberts, has been

e Click on Electronic Resources — |
and Web links to see a list of the
electronic resources that the
college subscribes to.

Federation

: The resources that carry the
Shibboleth

Federation Shibboleth symbol are
accessible from home or workplaces using your
college username and password.

e Click the link that says either “federated
access”, “Shibboleth” or similar (not
Athens).

e Select West Cheshire College (WCC)
from the dropdown list. You will then be
asked to login using your WCC college
username and password.

i
pr— [x »
& % 1 Suggested Sites . ) Weh Sice Gatlry >
. S5« West Cheshire Coliege - h..._ 4 West Chashie Colege . Bv B v @ Pagev Swayv Tosk @+
West Cheshire College e - ; =

o @ Intranet Home

College Website

e T )
/ Extomal wekaile
J
EC s a i 3

apsart Wast Chashire Coitnge by doim your varching rar barst

wee, &

>fronter

2 revotution
in learning <

intute

G

lEmerald

Please ask for help at any Learning Centre if you need any further support to access

materials.
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Logging in to fronter

Fronter is a virtual building, representing your actual college. Use your username and
password to gain access to your building. Rooms have been created within the building for
working together and learning.

Either select the link from the West Cheshire College website, Intranet or enter...

http://fronter.com/cheshire in the address bar of an internet

: >fronter
browser. This can also be done from your home computer. S ——————c—:.
Please make sure the word ‘Cheshire’ appears within the login T EEE—

Cheshire
box.
Username: |
i . Password:
This will take you to the log-in screen... R -
e Enter your username and password in the relevant boxes. Login

. Log in Tz a
When you click you are — ===
taken to your Today page ... i i
Each Student |S glven access to a R é:?i:tLeammgR-esul.lrceisurvey-WINan iPod shuffle

‘room’ or ‘rooms’. This is where your @“
course resources are kept for you to
use. &

bonuses cut

ity and Diversity Week 2010 - Fecus bullying and harrasment

ta edit your students ILP without the need to download the documeant each time? Then click here to find out

Dupiges R

Walcome to the new Fronter Office - pleass have a look at our first usaful guide 'How to make a rcom a favourita' B mors

[ Emtrunce Han | =

The Today page is your personal start page. It contains information relevant to you, and is
always up-to-date. This information comes from ‘rooms’ of which you are a member and may
include news, new documents and discussions, etc. You have the permission to change the
layout and design of your Today page. /2 Cheshire - Windows Internet Explorer

@:. - I # http:/ffronter.comfcheshire/main. phtml
Wk Hﬂlvl /€8 Directory Results | > Cheshire

e Click on the drop down menu on the white bar 3 stckies |53 - _
that says Choose room. You will then have a list ~ |=2 Teday b= Stickies 5 Search | [Ty My Files
of rooms that you have access to » |[Choose room.. "®

G~ [ mymmaaman o B

G S || 8 ooy Wt s, | >0 | | G- - - e @

e Clicking on any of the links to any room Will 5. & a o o o & o 5 oo S e
take you to directly to the resources inthat [ Foaieam L
roo m B 2003-Aug-24

2007-Sep-10
2008-Aug 27

Rooms that have 2 chevrons (>>) are ones that “a
will take you to the course you are enrolled on.

>fronter O) I~ ) EAL NVQZ Performing Enginesring Ogeratians
Sr=r=— e

Bsan] @ - f WTewert. | [ rbox- Woo... (@2 oot - [UNTan P | Simin0 | E)wip20oped.| B 0RTasude.. | [l ] smem
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To make your curriculum room a favourite

If you make a course room (e.g. >>BTEC National Diploma in Sport) your favourite room, this
will make navigating to your course information easier and quicker for you.

¢ Click in the white box next to your course room and a
tick will appear

e Scroll down to the bottom of the page

e Click on Add to favourite rooms

Now when you click on Choose room, your course room wi
be at the bottom of the drop down menu

/2 Cheshire - Windc ws Internet Explorer

@:_: - I >Ifm:.r'.r'fronter.co‘"_':“ES"'E_“"a".:r":‘"'

File  Edit \-'iew/Favurites Tools Help

w ke )C%ashire | | —
@ Today /g Stickies 8\ Search D My Files @ I
|Choosero ~l @ Go

& Choose room...

Display alffrooms

-+ Favouftes -

“TESTROOM

-Enginedring Resources

>>BTEC National in Engineering and Operations and Main

= lnductiang D

In the folders of your room, there could be a mixture of resources. Examples of these could
include:

¢ Word documents — such as assignment briefs, notes on assignments from your
tutor P (=) Fromer Induction doc

Web links — direct links to websites your tutor wants you to visit F'™ 5% B8 vebste

e Tests — quizzes are set by tutors so that you can check your learning progress "™ =@ =
Accessing your ILP (Individual Learning Plan)
Your Individual Learning Plan is a word document that will follow you on your course at
College to set your goals and record your achievements. Your tutor will help you to complete

parts of your ILP and will discuss and record your future aspirations.

When you logon to any computer in the College your ILP will be found on
the desktop.

Just fill in any details and save, your tutor will be able to see your ILP as
you continue through your course.
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Accessing U-explore T careers guidance

U-explore

u-explore 1 your guide to exciting career opportunities
www.u-xplore.com

U-explore will help to guide you to a job that matches the skills you learn at West Cheshire
College

You will gain an insight into the world of work and links to the business community. It will
inspire you to think about your career path and present this through personal student
experiences, video clips of real work environments, interactive virtual tours and many other
exciting resources.

You will be able to access clear career guidance and store information on CV writing, job
applications, covering letters, work experience and many others aspects of finding the right
career for you.

mpm
O« ME!

WANTED

Photographer

Radio Station

+ Photographic Studio

Television Runner
Television Studios
Graphic Designer

Film / Video Editor
Glass Maker

How to get started

To get started login to Fronter and click on the U-Explore link at the top of the page

WA Ve E'E'I - I 2 LIrecTary Hesuts I A unesie F I

E Today @ Stickies @ Search E Calendar @ My Portfolio @ - Explnre m E-mail

Once in the u-explore site click on the red u-explore button and then Not Registered yet?

After you have registered you will be able to use all the facilities on the site.
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Our Learning Centres

You can borrow fiction books, DVDs, CDs, CD-ROMs and magazine as well as your text
books. There is no charge for borrowing items from the Learning Centre and most books are
issued for four weeks. Most multi-media items are issued for one week.

You can borrow and return books at any College Learning Centre. We do charge fines — most
items are charged at 5p for each day they are overdue. We will renew borrowed items twice if
no-one else is waiting for them, but if you build up £2 worth of fines, you won’t be able to
borrow any items until you pay up.

We have PCs in all our Learning Centres and we also have laptops for you to borrow on
campus. This is a free service where all you need is your library card. Printers are located
around each Learning Centre. Paper for printing is charged at 20p for 10 sheets. Colour
Printing is available and costs 25p per A4 sheet.

Our stock of stationery for sale is expanding! This includes blank CDs and DVDs,
presentation wallets, highlighters, paper for the printers and pen drives (USB sticks/memory
sticks). Our prices are competitive and we are happy to take suggestions for sales. Good
presentation always helps to show off your work in a professional manner.

When are we open?

Chester Capenhurst Ellesmere Port
Monday 8.30am-9.00pm 8.30am-9.00pm 8.30am-8.30pm
Tuesday 8.30am-9.00pm 8.30am-9.00pm 8.30am-8.30pm
Wednesday 8.30am-9.00pm 8.30am-5.00pm 8.30am-8.30pm
Thursday  8.30am-9.00pm 8.30am-9.00pm 8.30am-8.30pm
Friday 8.30am-4.30pm 8.30am-4.30pm 8.30am-4.30pm
Saturday Closed Closed 9.00am-12.00noon

During College holidays we are not usually open in the evenings. Contact us before visiting if
you are unsure of our latest opening hours. Holiday hours are usually displayed in the
Learning Centres a few weeks before the beginning of the holiday.

Contact Us

Chester Learning Centre Ellesmere Port Learning
Centre

01244 670348

Capenhurst Learning Centre
01244 670574/6 01244 670451
Email: library@west-cheshire.ac.uk

Website: http://library.west-cheshire.ac.uk

Twitter: @wecclrc
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