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Accessing 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 a P:\DRIVE 

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

 
 
 

 

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. 
 
 

A Network and Internet User agreement appears 
 

 Read this carefully 

 Click on I Agree 

 
The Windows desktop will appear 

 
 

 
 
 

 
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 
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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.  
 

 
 

 Click on Start 

 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)  
 

 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 
 

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

 Give your file an appropriate name 
and click Save 
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 Saving work to your Memory Stick        
As you work in your program (e.g. Word, Excel, PowerPoint)  
 

 Click on File on the Title Bar 

 Then click on Save As 

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 – give the document a meaningful name  

 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 Doc1.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 
 

 
 
 
 
Then Click on Computer to see your available drives 
 
 
 
 
 
 

 
 
 
These are the drives you have available on the 
College network. You are only able to save to your 
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. 
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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.  
 

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

 

 Select  Print – the options page 
below will appear 

 

 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 
 

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

 

 Choose number of copies and Press print (1) 
 

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

If in doubt where the printers are please ask Learning Centre Staff 

 
 

1 

2 

3 

Print preview 



Induction guide 2010                                 6  25/08/2010 
                    

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:- 
 

 Click on File on the top 
toolbar 

 Click on Save As  
 

 In the drop down menu 
next to ‘Save as type’, 
Select the option for Word 
document or Word 97 – 
2003 document. 

 
 
 
 
 
 
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 
 

 Click the Start button 

 Select All Programs 

 Click on Internet Explorer 
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To access the online library  
 

 Click on the Library and online 
resources link on the Intranet Home 
Page   

 
 
 
 
 
 
 
 
 
This will open a page with an alphabetical list of subject areas 

 
 
 
 

 Select your specific subject area  
 
 
 
 
 
 
 
 
 
 
 

This will open a page with a range of resources specific to your area of study 
 

 

 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 bar 
on the left  
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Accessing the Library Catalogue 
 

 Click on Library catalogue link on the Intranet Home 
page 

 
 
 

 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.  
 

 Type in either a Title, Subject or keyword 
 

 Click Search 
 
 
 
 
The results from your search will be displayed showing all the 
resources available. 
 
Click on the title or book cover image to find out more details 
about an individual item 
 
 
 
 
 
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  
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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. 

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

 
 

 

 

 

 

 

 

 

 

 

 

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

The resources that carry the 
Federation Shibboleth symbol are 

accessible from home or workplaces using your 
college username and password.  
 

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

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

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

http://www.west-cheshire.ac.uk/
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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 
browser. This can also be done from your home computer. 
Please make sure the word ‘Cheshire’ appears within the login 
box. 
 
This will take you to the log-in screen… 

 Enter your username and password in the relevant boxes. 

 
When you click      you are 
taken to your Today page … 
 
Each student is given access to a 
‘room’ or ‘rooms’. This is where your 
course resources are kept for you to 
use.  
 
 
 
 
 
 
 
 
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. 
 
 

 Click on the drop down menu on the white bar 
that says Choose room. You will then have a list 
of rooms that you have access to 

 
 

 Clicking on any of the links to any room will 
take you to directly to the resources in that 
room 

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

http://fronter.com/cheshire
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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 

 Scroll down to the bottom of the page 

 Click on Add to favourite rooms  
 
 
 
Now when you click on Choose room, your course room will 
be at the bottom of the drop down menu 
 
 
 
 
 
 
 
 
 
 
 
 
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  

 Web links – direct links to websites your tutor wants you to visit  

 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 ïcareers guidance 
 

 
 
 

u-explore ï 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. 
 

 
 
 
How to get started 

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

 
 
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.

http://www.u-xplore.com/
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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 
Capenhurst Learning Centre 

01244 670574/6 01244 670348 01244 670451 
 
 
 
Email: library@west-cheshire.ac.uk 
 
Website: http://library.west-cheshire.ac.uk 
 
Twitter: @wcclrc 
  

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

