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This comprehensive Student guide is particularly useful when working off-campus. It provides
a complete overview of the Library, Learning and Information Services offered at Hope and is
utilised as supporting documentation for many programmes at Hope and in particular Network
of Hope students. PLEASE NOTE - Hope’s web site is currently under review and some of the
information i.e. links to various services may change in the near future.

Student Accounts

There are now only 2 IT accounts required in order to access the IT Systems at Hope:

Network Account

From August 8" 2005, ALL Students will receive only one Network Account In order to:

= Log into the network on Campus ( P 4)

= Log into the network off-campus ( P 4- 7)

= Access the ”Learnwise” Virtual Learning Environment (P 8)
= Access E-Mail (P 10)

= Access E-Sources (P 14)

In previous years, separate accounts where required in order to access these systems. Details of the
Network Account username and Password are given below:

Your Username for this Account is your Student Id no (see your ID card) e.g. 05000000

Your Password will be as follows:

= |f you are a new student\have never logged into the network enter the first 2 characters of
your surname followed by your date of birth e.g. Student Peter Smith with Date of Birth
24/12/89 would enter sm241289

* If you are a returning student and are logging in before the 8" August 05 enter the
password you were using the last time you logged in

= If you are a returning student and are logging in for the first time after 82 August 05
enter the first 2 characters of your surname followed by your date of birth e.g. Student
Peter Smith with Date of Birth 24/12/89 would enter sm241289

= If you have logged in after the 8" August 05 and changed your password enter your new
password

Library Account

To access your borrower record for information on loans, reservations, outstanding fines, and to be
able to renew materials, a PIN number is required. This number is also required to be able to issue
items on the self service machine in The Sheppard-Worlock Library. This can be obtained from the
Issue, Security or Enquire desks, or by emailing issuedesk@hope.ac.uk from your Liverpool Hope
GroupWise account. Please note you must quote your ID number. PINs cannot be given out over the
telephone for Data Protection reasons.

Author: Denise Kerrigher, Library, Learning and Information Services
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Logging into the Network On-Campus

1. Power up the Pc and the network login screen will be displayed:

i'_u Novell Login

Novell Client o
for Windows* i‘( N m

Username: |1I]I]I]I]I]I]I]

Passwaord: IW

ok I Cancel | advanced»l

2. Enter your Network Account Username and Password (see P 3 for information)

3. Click on Ok - You will now be prompted to change your password, failure to do so will
lock your account after 6 logins:

» PressY on the Keyboard
» Type in a new password (min 5 numbers or letters ) and press Enter
> Retype the new password and press Enter

Your password has now been reset. This is the password you must use for future logins.

4. You are now logged into the network. When you have finished your session, close
down all applications and shut down the computer.

NOTES ON PASSWORDS

Passwords expire every 365 days. At the point your password(s) reach this expiry, you will be prompted to
change\reset your password when you login to the network (on or off campus). Please remember to use a password
which hasn’t been used previously.

Logging into the Network Off-Campus

You can now Log into the network whilst off-campus in order to access your network drives\data,
email etc. The current facility (login.hope.ac.uk), explained below will shortly be replaced by
Virtual Office (P 7):

Login.Hope.ac.uk

e Galle 1. Go to our website at www.hope.ac.uk and click on Welcome
jtiea . to Hope under Quick Links then Network Login (off
i | |«E-reporter campus) within the Hope Online section. A Security Alert
<anformatian parta will pop-up warning you that you’re connecting to a secured
IT@Hope .
j “mnscion site. Press Yes.
LN 41T Services
4 Library Resources
Metwork Login
| foff camous b
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e 2. At the next screen, enter your
Network Account Username and
Password (see P 3 for
information)

3. Click on Login.

T T 5 e

") JIes = WM

4. At this stage you will get a pop-up box, titled *The Secret Store is currently locked” Close
this box using the X in the top right of the Window.

o 5. You should now see the main
screen. If the pop-up windows
appear, keep closing them down
and continue to follow the
v S procedure until you get to the
ez, | screen.

Arersimg Fmatl

1. Having connected to the site (see Connecting to the site above), Click the Change
Password link on the left. You will then see the Change Password screen;

E
T G e Peewtes e e

[
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2

e o B =]
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2. Enter your Current password and your new password. > Re-type your new password

(must be more than 5 characters). You should get a Password has been changed
confirmation.

1. Having Logged into the site (see P4), Click the Net Storage link on the left;

i -

2. If this is the first time you have tried to access === C—
Net Storage, you will be asked to confirm your
Network Username and Password > Enter this — w.. = = _
information and the Net Storage screen will be =~
displayed (you will not be asked for this information
again).

e
A Guide to Login. Hope.ac.uk
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1. Having Logged into the site (see P4), Click the GroupWise Mail link on the left;

(o] TE A

Hetware. Webaccess [ReTp—
Homa

—_— A Guide to Login.

Aceensing your Network Drives

res CrmapWine you wil b asdead to confim your lmad Uismame sd Pasrword — 2|

If this is the first time you have tried to access GroupWise via login.hope.ac.uk, you will
need to enter your Network Username and Password (see P 3 for information) - you will
not be asked for this information again.

Virtual Office

Virtual office is an enhanced version of Login.hope.ac.uk. Further to evaluation,
there will be a link available on Hope’s home page www.hope.ac.uk. Its graphical
interface and improved functionality will allow users of the College’s Novell network
to access resources from a browser on or off campus. Enhancements include Virtual
Teams which can be set up by Library, Learning and Information Services to allow
departments, project groups etc. to function regardless of location — unfortunately this
is not a service offered to Students.

1. There is currently no link for this. Open up your Browser on or off campus and
Go to vo.hope.ac.uk

2. Click on Yes to proceed past the security certificate

]

3. At the next screen, enter your Network Account Username and Password (see P 3 for
information)

4. Click on Login to authenticate.

Author: Denise Kerrigher, Library, Learning and Information Services
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The Virtual Office Button Bar

Qoeeee

» Home Returns you to the Virtual Office home page
Teams Accept or decline invitations and manage your virtual team Memberships
(staff only)

» Files Store and retrieve network files on or off campus

» eGuide On-line, searchable directory of other users on the network

» Email Access your Email without a separate login

» Links Manage (access, store, remove) links to your favourite sites

Email Gadget

The first time you log into Virtual Office you need to setup the email gadget:

sl
L
[N fea] _J
Hge s
B () ot g =

Wabtame 1a Virhasl Offsca

To do this:

1. Edit the Email Address in the Email Section of the main screen to show id@hope.ac.uk
e.g. 10000000@hope.ac.uk

2. Enter your Network password (see P 3 for information) in the Password space and click
on Save

wintue
Advanced Search netwo
intern

& email left si
Searc

. ~| o c
Folder: | Weox K ompase from
From Subject page.
=1 Denise Kerrigher Annual Leave Help*
=1 Denise Kerrigher Annual Leave the pe
=] Denise Kerrigher Annual Leave abaut
=1 Denise Kerrigher Annual Leave wirtua
=] Denise Kerrigher Annual Leave Serwic
Total wessages:1p0  Display Next | E Mail
gadge
7 MyBookmarks Zddre

+ Novell Enter
passw

The main screen will now change slightly to show a condensed view of your emails. This is
the Email view you will see for all subsequent logins.

Author: Denise Kerrigher, Library, Learning and Information Services
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Learnwise Virtual Learning Environment

Materials relating to most courses are accessible via Hope’s Virtual Learning Environment,
Learnwise. Your Tutor will give you clear directions re. what you need to do to access the information

relating to your course.

How to Log in

1. Go to Hope’s website at www.hope.ac.uk and click on [E-Learning Resources] or
Welcome to Hope under Quick Links then E-Learning Resources within the Hope

Online section.

- TE)
&

e R < B fra|

=l e ks =

hnp? HopeLIVE

Lauering s Viruaty Everywhems

| HopolVE | Group\ise | W

ro—

‘Acadamic Dishenwite [~ et Limikes.

[Ty
The e Sastie
Hatumid at g
Remniun

Shuds Rassuries

Linmussl fienn It
Gnlan.

2. Click on the Learnwise link. (If working on-campus you can also access this page from
the Intranet by Clicking on the Hope Live link and selecting Learnwise).

Everywhers | Hopetn e | ¥

Learnwise

Mansgement of Chitde s Provisse

Sugeoring Lasring & Teschng

= Pariotl s sderhip (Roman Cathole Cortaxt)

S PDP for Hope Park (Daytime Students)

&l T B v

4. At the login screen, enter your Network
Account Username and Password (see P 3 for
information).

Note:

If at this point, your password has expired or if
this is the first time you have logged in with
your Network Account, then you will be
prompted to set a new password. You must do
this before you can log into Learnwise.

3. At the Next Screen, Click on
your chosen Learnwise
Module. (See your course
Tutor for information)

Fis Dt Vew Favorbes  Took  delp i

ek - 0 - (%] [F] | sk o raertes et )| C0- L -

Address [ ] hitos: w2 hope.ac kIR ogn T Tte: W2 hope.ac. uk b, jogin. herd = e

Paspword:

Login et —

e T —

[
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Troubleshooting

Although the “Getting Help” Section of this Guide (P 17) takes you through all the
General support options available (contact numbers etc.), the following guidelines
relate specifically to campus use of Learnwise. Please read these Guidelines before
contacting a Helpdesk;

To access Learnwise from home you must have;

e A PC with an Internet connection. The computer must be a PC — Learnwise
cannot be accessed on a Mac.

e The computer must be installed with an appropriate standard web-
browser, either Microsoft Internet Explorer (IE) version 5.5 or
higher, or Netscape version 6.2 or higher.

e Certain software must not be installed on the computer, or if it is installed,
users need to understand how to switch it on/off or configure it to allow
access to Learnwise. An example of such software is pop-up window
killing software. (Note: this is explained more fully in another document
in this section). Other software may also be required, not to access
Learnwise, but to access the content tutors upload into it. For example,
word-processing software such as Microsoft Word, or software used by
specific subject areas e.g. Sibelius — used by Music.

e A Liverpool Hope University College network account (username and
password).

Make sure you are using the correct username and password. If you need
assistance with this and\or your password resetting, contact Library, Learning
and Information Services (see “Getting Help” P 18).

Make sure you are using the correct browser and a high enough version i.e.
either Microsoft Internet Explorer (IE) version 5.5 or higher, or Netscape
version 6.2 or higher. If problems persist, try installing a new browser as well
as leaving the ISP provided browser installed on your PC. The latest versions of
IE and Netscape can be downloaded from:

Internet Explorer - http://www.microsoft.com/windows/ie

Netscape - http://channels.netscape.com/ns/browsers/download.jsp

For example, if your ISP is AOL then connect to the Internet as usual using the AOL
provided browser, leave the AOL provided browser open, and open a separate IE or
Netscape browser window. Use this separate IE or Netscape browser window to
access Learnwise.

Author: Denise Kerrigher, Library, Learning and Information Services
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The standard configuration of an appropriate browser is normally sufficient to allow
access to Learnwise, however, browser configurations may be modified (by you or
other people using your home PC) and the configuration may prevent Learnwise from
being accessed or functioning correctly. Using Internet Explorer as the example,
following settings are important and should be applied only if you are confidently IT
literate;

1. On the Menu bar click on Tools and then Internet Options:

2. On the General page, click on the Settings button in the Temporary Internet
Files section, and select “Every visit to the page”.

3. On the Security page, click on Default Level button and adjust the security
level for this zone (internet) to Medium. Then:

4. Click on the Custom Level button, and set the five “ActiveX controls and plug-
ins” parameters to Enable.

5. On the Privacy Page, adjust the settings to Medium.

EMAIL

At Liverpool Hope we use an Email system called GroupWise. Students access email using
GroupWise WebAccess. This has the benefit of on or off campus to email and is also a method
employed by staff to access email from home/ a remote location.

Externally your address would be student id number@Hope.ac.uk €.9.10000000@hope.ac.uk

Connecting to Hope Email

From any browser, you can connect to your Liverpool Hope e-mail at any of the
following addresses:

5 ways to access email whether you’re on or off campus:

» www.hope.ac.uk then click on the [Email] link at the bottom of the page

» www.hope.ac.uk then click on Welcome to Hope under Quick Links then E-
mail in the Hope Online section

» webmail.hope.ac.uk

» Vo.hope.ac.uk (see “Virtual Office” P 6)

» www.hope.ac.uk then click on Welcome to Hope under Quick Links >
Network Login (off campus) in the Hope Online Section (see *
Login.hope.ac.uk” - P 4)

» Once logged into the network > double click on the Internet Explorer icon
to display the Intranet Home Page (http://172.16.0.58/) then Click on the

button.

Author: Denise Kerrigher, Library, Learning and Information Services
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Logging into your Hope Email Account

Unless you are accessing email using login.hope.ac.uk (P 4) or Virtual Office (P 6),
you will need to log into your email account as follows;

1. Connect to Email (see Connecting to Hope Email P10 ) then Click on GO against
GroupWise Web Access and you will see the Login screen:

A Novel Web Services- icosol Interne Explorer -Ia[x]
e Eft Vew Favorks Tk Heb ‘
ko -4 Qo s o 35 303

AddessEhttpUwehma\kho[e‘at‘ukf j @Go Lis ”
Web Services 5 Novell 1

Group'Wise Webdctess: Englsh v ﬂ

@ Copyright 199°-200 Novall, Irc. Al rights resenved

2. Atthis screen, enter your Network Account Username and Password (see P 3 for
information).

rusall Inbrrnet Explorer
P w Took  Hep
T E e sewth Feorte WPMeds £ )0 LR 0 R

s [ o 172,160 4051300 ervetfosbice A8 |wsn
18] =] A swth -

Ea o
[} |
& Paapword:

A Capyrin TR 2000 Wl . A1 rghs resard
e b3
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3. Click on Login and your GroupWise email account will now be displayed:

) howel WehAccess - Mcrosolt Internet Dplorer

=l51x
Fie B Vew Foode Took e i
Qs - ) - f &) G| Fsewh et Mok ) - L - D H R
dckress | ] b1 7216042 510t > ER

v Strdrd Tron [@l=lE Novell.

Mailhox - 1 messages displayed

Ui eleda Glegid Duivn | tova| _SumdLs | Acowst | Duvie | Compinn|
Subject Date From

™ ) Betwirk AccountsGrage Logn

1S T A 1T ety
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Understanding the Main Window

After logging in (see Logging into your Hope Email Account, P 4), you can now see

the main window:

A rovelWenoness el Intemmet Esplerer
Pl f Wew Foote Toh b

et 2 0 Qe ot G 3 G- IF-

PE e —

Pt 392 ()
e i

)

Novell

The Folder List

“The GroupWise Folder List appears on the left

Dars

Hathos .1 mesages dnplayed

aten | ] _wut o | Srongt | Dviion| G|

side of the main window. The Folder List
displays the folders used to organize the iteme
you've sent and received. You click a folder tc
display the contents of the folder in the Iten:_|
List. The Meailbox folder is the default folder
that is apened when you first log in. You car
add adkitional personal folders to further
organize your items. The Cabinet is a container
for all your personal and shared folders. You
can share personal folders with other users.

N s Temensgn

Date From

Recipients of the shared folder receive
notification explaining thet you have shared the

folder with them

The Toolbar

The GroupWise toolbar appears at the top and left of the main window. The toolbar displays options
to view your Meilbox, compose an item, search the Address Book, view your Calendar, menage other
ailboxes, open Help, change your GroupWise WWeb/Acoess options, and exit Group\Mse WebAccess

The Folder List Explained

Lists all calendar appointments, tasks, and notes

% Mail Test
& Mailbox Lists items you've received
&l Unopened ltems Lists received items you have not yet opened
&l Sent ltems Lists items you've sent
[ Calendar
(&) Task List Lists all tasks in your Calendar
£l Cahinet Lists folders you've created
2§ Trash Lists items that you’ve deleted

Sending a Mail Message

1. From the GroupWise WebAccess main window, click the Compose icon

2 Nuvell WebAscess Cotmuse Messaue - Mitrusoll Titeriel Enplurer:

Ve ravanres  tanks  Hein

Mail Message

Appeinmmens | _Tosk | ot | _phone

L

1.

)

Type a recipient's
address in the To, CC,
or BC box or Click

Address Book to add

recipients to these
boxes. The address can
be a GroupWise user
ID, or external e-mail
address. Separate each
address with a comma.

2. Type a subject and message. You can include Web site locations in these boxes

3. (Optional) Click LSpellCheek | o spell check the message. Or Click

Attach

4. Click ZSend ]

to attach files to the message.

Author: Denise Kerrigher, Library, Learning and Information Services
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Timing Out

Specific actions, such as opening or sending an item, generate a call to the Web server.
Other actions, such as scrolling through items in the Item List, composing a message
without sending it, or reading Help topics, do not generate a call to the Web server. If,
for a period of time, you leave GroupWise WebAccess alone or perform actions that
don't generate a call, WebAccess logs you out. Doing so provides security for your e-
mail and ensures that the Web server and GroupWise WebAccess run efficiently.

Forwarding Hope Email

Many users (students and staff) have email accounts outside Hope e.g. hotmail. It can
be difficult to operate more than one account and quite often our users forget to check
their Hope email account and as a result, miss vital information\contact with tutors and
Hope colleagues. It is advisable that if you have one or more email accounts that you
set up a RULE to forward your email;

In the following example, the resulting rule will forward any email received
into your Hope email account to the email address,
Sam_Brown@hotmail.com;

1. Login to your Hope email account (see Page 11 for instructions).

e T =il

Fia B Ve Froies Twk M
i D34 Qs reein Bew 3 - GF A _

- = o—
e [0 et e o e et B

o — e TS L SO0 PR 2. Click on the Options | %] icon
b AV .- and select the Rules tab to
R B et e s display the following screen

=10l =]
Fin Bl Vew Favores  Took  Heb =
Google-[ <] ihseachweb - R g3 | Poefiet ) - | Edomies (§
Create Rule - Forward Movell 2]
3. Complete the relevant details (as e name: [Forvard s Fowmal emal socount
Illustrated) Define Optionsl Comdition - i s comition i not defimmd, Uis b wil spety 1 sl tew mesags.
# [To =] [Comains =] F1@nopa acuk
then, do the action defined below
4. Save the Rule and return to your
GroupWise mailbox window o o
[
E:I;::;m-.: from Fope smad account
] ) fj't ..... 5
5. Exit using

Erseven | Eessea )

Author: Denise Kerrigher, Library, Learning and Information Services

Page 13 0f 19



E-Sources

The ATHENS Access Management System was initially deployed in the Higher
Education sector in 1996 and is a web site which controls access to the web-based
Electronic Resources subscribed to by Liverpool Hope and other academic institutions.
Such resources provide access to a host of research materials beneficial to both students
and staff.

To Access these Electronic Resources, a separate account called an ATHENS account
was generated by Library, Learning and Information Services - although these accounts
can still be used to log into ATHENS resources, this is no longer required to access
many of the resources. You can access these resources along with other Electronic
resources using your Network Account Username and Password.

Benefits of this method include instant access to resources and no need to remember
additional usernames and passwords.

Accessing Electronic Sources

3 Lrverpond Hope Lniwrersily alioge - Marssolt Inkbernet Epliesr alix|
Fe BN e Frete Tol te

f =] Paewd s g oo | T Pt Meded157) = o ol ) Mesenge (0 st

1. Connect to Hope’s main Web site at m=fie—w- Jge s

www.hope.ac.uk > click on Welcome
to Hope under Quick Links > E-
Learning Resources in the Hope
Online and select > E-sources

Liverpool Hope

University College

Sl Welcome to Liverpool Hope University
College

Or

Connect to Hope’s main Web site at
www.hope.ac.uk > [Library
Resources] at the bottom of the page
> Obtaining information > and select
E-sources

2. Select a Link from:

E-Books
E-Journals

E-Newspapers
Online Databases

3. If you select Online Databases you will be required to log in using your Network
Account Username and Password (see P 3 for information).

Author: Denise Kerrigher, Library, Learning and Information Services

Page 14 Of 19



Network Printing on Campus

Network printers are located in Student public Access areas at all Hope sites. In order to print,
it is necessary to purchase print credits. Every new student is given £2.50 worth offprint
Credits. Additional credits can be purchased at vending points using the student number on
your ID card and your network password. Vending Points (with clear instructions) which allow
you to credit your print account are located in the Library, Everton and IM&C.

Internet Connections - Halls of Residence

In previous years, students staying in Halls of Residence had to request Internet connections and
pay a deposit\fee to Library, Learning and Information Services. As part of a new re-structure,
Internet connections will be available by default in New Halls of Residence at no charge. If
you are staying in older Halls of Residence and require Internet Connectivity, please contact
Library, Learning and Information Services for more information (see Getting Help P 17).

Student Click ™ Laptop Rental Scheme

Student Click™ is a University approved scheme, run for students by students. You can rent a
specification laptop computer at a price you can afford with a host of added extras.

What’s included in the scheme

Flexible rental periods designed to suit you
Rent to buy option available

Full Manufacturer's Warranty

Cover for Accidental Damage, Fire and Theft
On-campus support

MS Office included

Carry Case

Pre-configured for the University Network

Free Stuff

We are offering you an added bonus if you decide to order a laptop before 30th
September 2005 for 12 months or more, we will throw in a free A4 Colour Printer. But
if you order for 24 months or more you will receive a free A4 Colour Printer and USB
Memory Stick. These free accessories are non — returnable items.

Author: Denise Kerrigher, Library, Learning and Information Services
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What’s Next

Sounds good? Simply visit www.studentclick.co.uk and contact us for more information

or visit the Library, Learning and Information Services Helpdesk HCA109,
Telephone: - 0151 291 2100 (DDI), ext 2100 (Internally) or E mail: -
itshelp@hope.ac.uk and we will be happy to answer any questions you might have.

Information Portal

The Information Portal is becoming increasingly important as a means of communication.

Logging in to the Information Portal

1. Go to our website at www.hope.ac.uk and click on [Information Portal] at the
bottom of the page or Welcome to Hope under Quick Links then Information

Portal within the Hope Online section.

T Ty ey F i |

]
LY 3

2. Inthe Login id and Password Boxes, enter Network Account Username and
Password (see P 3 for information) > Click on Login.

Exam Results

All exam results at Hope are delivered via this Information Portal.

Self-Service Registration

September 2005 registration for all Liverpool Hope students will be delivered via the
web, our aim is to remove the need to queue to register. All new and continuing
students will be able to register online from anywhere in the world at anytime by
accessing our Information Portal using their Hope network login account and password.
We also plan to offer you the facility to pay your tuition fees online. For further

information about any of these services, please contact the IT helpdesk on ext: 2100.

Author: Denise Kerrigher, Library, Learning and Information Services
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Getting Help

There are a number of ways you can obtain Help and Support both ON and OFF campus;
Library, Learning and Information Services operate a centralised Helpdesk called Sunrise which
you can contact by email or telephone (see Contact Numbers and Email Support P 18). There
are also a number of student helpdesks on campus to provide first level IT support in public
access areas (see Helpdesks on Campus P 18).

Before contacting a Helpdesk please check out the Library, Learning and Information
Services Web site at www.hope.ac.uk/itswebsite.

Qmp«) L rerecl e Ui (Srsiliores

Home | Undergraduate | Postgraduate| International | Research | Enterprise & C

ervices (ITS) welb site
(ITS) was ulMiciclly eslablishied
Cal rle of IT in Lhe successiul
Ll teducating the whole

af up-to-date infarm
cation Technology pre

Directed by Joy Kumar, the Service has approximately 3G
members of staff wha operate in 5 units

lwurk anu Telecummunications)

7] »
= [ [ [ ieemet =

This site contains a number of electronic guides\documentation links and a collection of on-
line tutorials (see IT@HOPE below).

IT@Hope - /T Induction on-line

IT@Hope is an important element of your introduction to Liverpool Hope’s IT
provision. A number of on-line tutorials designed to build on your existing knowledge
by providing a basic understanding of hope’s Campus computer Network and how to
access the provision effectively to achieve your goals.

Not all tutorials apply to Distance Learners, for example logging in on Campus. To
access the IT@HOPE tutorials, go to www.hope.ac.uk from any browser then click on
IT@Hope under the Hope Online section. Full instructions are supplied on-line.

(h.-.-;-.-@ Liverpool Hope University College

e | Unidsrgraduste | Graduste Schol | Bnisenatienal | Bosearch | Gnterpesns & Cam

Walcome to IT@EHope

Peastin: This Nast and Provieus Buttsns will snly apgoar whon a4
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Helpdesks on Campus

First Level IT support is available at the following On-Campus locations;
» First Floor of the Sheppard Worlock Library
» FML 417 (IM&C, 4™ floor Frances Mary Lescher)
» The Cornerstone, Hope at Everton

Where a problem cannot be resolved, it will be escalated to the Library, Learning and
Information Services Helpdesk.

Contact Numbers

» LIBRARY, LEARNING AND INFORMATION SERVICES Helpdesk
External No 0151 291 2100

» Library, Learning and Information Services Helpdesk Internal Number 2100

» Library, Learning and Information Services Fax No 0151 291 3757

Email Support

When using Email to report Faults, please email itshelp@hope.ac.uk stating your
Course Title as the Subject. Please follow the example below; supplying as much
information as is possible about the problem;

=-iail To: @hope.ac N [ T
File Edit View Actions Tools Accounts  Window Help
F A 5 E. D | o2 o8 HF b u 7 (6@ Q3=
B [0 Blogas cc | Il .
EEETE oe: | oot If you do not receive a response
Subject: Mursery Management On-line - -
. - . | within 24 hours, please contact the
o : My Student Number is: 10000000
- | Helpdesk on one of the numbers
i | above.
'You can email me at this address: jobloggs@acl.com _ Address
&
Attach
2l =y
Polici

A number of IT related policies exist at Hope:

IT Acceptable Use Policy

Subject to the following paragraph, the network may be used for any legal activity that
is in furtherance of the aims and policies of Liverpool Hope. In using the IT resources at
Liverpool Hope, you have agreed to the guidelines laid out by this policy, which forms

part of the Liverpool Hope IT Code of Practice
www.hope.ac.uk/itservices/Guides/pdfs/UseofComputerFacilities.pdf
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The network may not be used for any of the following:

The creation or transmission of any offensive, obscene or indecent images, data or
other material, or any data capable of being resolved into obscene or indecent
images or material;

The creation or transmission of material which is designed or likely to cause
annoyance, inconvenience or needless anxiety;

The creation or transmission of defamatory material;

The transmission of material such that this infringes the copyright of another
person;

The transmission of unsolicited commercial or advertising material to other users.
Deliberate unauthorised access to facilities or services accessible via the network;
Deliberate activities with any of the following characteristics:

Wasting staff effort or networked resources, including time on end systems
accessible via the network and the effort of staff involved in the support of those
systems'

Corrupting or destroying other users' data;

Violating the privacy of other users;

Disrupting the work of other users;

Using the network in a way that denies service to other users (for example,
deliberate or reckless overloading of access links or of switching equipment);
Continuing to use an item of networking software or hardware after Liverpool Hope
has requested that use cease because it is causing disruption to the current
functioning of the network;

Other misuse of the network or networked resources, such as the introduction of
'viruses'

Where the network is being used to access another network, any abuse of the
acceptable use policy of that network will be regarded as unacceptable use of
Liverpool Hope's network;

Any other actions that infringe current legislation.

Any breach of the above will activate Liverpool Hope's code of student discipline.

Email and Passwords

Student E-mails and appointments remain available for 250 days, after which they
will automatically be deleted

Student Email is not archived or backed up

For security reasons, Email communication between staff and students should be
via the Hope Email Account

Student mailboxes are limited to 7mb — automated messages are sent out once the
mailbox is 85% full. Failure to clean out the mailbox may lead to problems
receiving E-mails.

Network Passwords expire every 365 days.
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