Welcome

End of this August 2010 we are celebrating
our fifth year in this new building. As you may
have perceived, it is a state of the art building
carefully designed to serve our students,
faculty and staff in the best possible way. The
technology infrastructure that we have in
place is capable of handling the constantly
increasing demand for information services.

We strive to give you enterprise services with
a personal touch as best as possible. Our
commitment to “do better and better every
day” is visible in our way of serving you.
Managing priorities is one of the most difficult
challenges as well as maximizing our
resources versus constraints at the same time
aiming to increase the throughput of our
services.

“The Office of Technology & Information
Services is responsible for the
implementation, integration and enhancing
technology in support of the TWU educational
environment.” Information Technology

Services — Houston team is here to meet your
‘ I nformation technqlogy ngeds .and prov%dg related selTvice.s.
T My point of view is that this is only possible if
' eChHOIOgy we work as a team. That’s my philosophy and
S . practice.
ervices
HOUSTON Welcome to this great place to work, place of
great accomplishments and great student
community.

I truly hope that our commitment to serve you
is noticeable and we make a great team
serving our utmost student community.

I. Carlos Da Silva, M.SC.
Manager, Technology and Information Services
— Houston




TABLE OF CONTENTS

HOUSTON SUPPORT STAFF ...ttt ettt 2
HOW TO DIAGRAM.......ooeveeeeeeeeeeee et ee e ee et ee st 3
ORGANIZATIONAL CHART ..ottt ee s 4
INFORMATION TECHNOLOGY SERVICES ......ouvieieeeeeeeeeeeeeeeeeeeeeeeeee s eeesee e s e 5
VOICEMAIL AT TEXAS WOMAN'S UNIVERSITY ....oeieteeeeeeeeeeeeeeeeeeeee oo 6
GETTING STARTED WITH VOICEMAIL .....oivveoeieeeeeeeeeeeeeeeeeeeeeesseeees e esessee s 7
FUNCTION KEYS....oooveeoeeeeeeeeeeeeeeeeeseeeeeesseeee s ses e eseeeaseseee s es e eeeseees s eeeessee s eeseeeessres 9
FUNCTION KEY ACTIVITIES w..ooooooeeeeoeeeeeeeeeeeeeeeeeeeeeseeeeseseee e es s eeessse e snes 9
SYSTEM FEATURES ....oovveeoeeeeeeeseeeee oo eeesseeeeseseee e esee e esse e sse s eesse s 10
FEATURES OF SINGLE LINE PHONES ......ooivveeereeeeeeeeeeeeceeeseeeeeeeeeeseesesseeseeseseseeseeseese e 10
FEATURES OF MULTI-LINE PHONES ......ocoiitveeeeeeeeeeeeeeeeeeeseseeeeeseeseeeeseeseeeeseseeseesesse e 10
ADMINISTRATIVE DIALING INSTRUCTIONS ......oiovveeeeieeeeeeseeeeeeeseseeseeeesseesseesees e sesseeee 11
ABOUT PIONEER PORTAL ....ooieeeeeeeee oottt 13
HOW TO CREATE A PIONEER PORTAL ACCOUNT ......ooomiiereeeemeeeeeeeseeeeesesesssessssesseesesssenes 14
HOW TO FORWARD YOUR TWU EMAIL .....ooovveoeeieeeeeeeeeeeeeseseeeeeeeseseseeseeseseeseseesseseeseseeseesssses 16
ACCOUNT TO YOUR PREFERRED EMAIL ADDRESS ........omiivveomenieeereeeeseeessseeeeeseessseesesneeee 16
REQUESTING PAYSLIP ACCESS .......ooiieeeoeeeeeeeeeeseeeeeeoseeeeeeseseeseeesessseeseesessesesessseeseseseeeseesesne 17
HOW TO VIEW/PRINT YOUR PAYSLIP ...ttt 18
COMMONLY ENCOUNTERED PROBLEMS.........ovveeoeeeeeeeeeeeeeeeeseeeeeseseesee s eeeesse e 19
HOW TO LOGIN TO THE LIBRARY DATABASES ......ootitieieeeeeeeeeeeeeeeeeee e, 20
PHOBENIX ..ottt ettt ettt e e et s e, 22
PHOENIX: TIMECARD ENTRY (Staff ONIY)....veeeeeeeeeeeeeeeeeeeeeeeee e s 23
BLACKBOARD ...ttt ettt e et e e et e e et e et eer et n e 24
HOW TO LOGIN TO AND NAVIGATE BLACKBOARD .......coovioveeeoemereeeeseeeeeseseseseeeeseeeeseseeenens 25
TROUBLESHOOTING COMMON BLACKBOARD ISSUES ......cvveeeeeeeereeeeeeeseeeeeeereeseeeeseenenee 28

A I nformation
7 chhnology
’ Services

HOUSTON

ITS-HOUSTON Page 1, Updated 9/30/2010



HOUSTON SUPPORT STAFF

I. Carlos Da Silva, M.Sc.

Manager

Technology & Information Services-Houston
HIHS 4128

csilva@twu.edu
(713)794-2118

Jeff Brown, B.S.
Instructional Producer
HIHS 4120
jbrown@twu.edu
(713)794-2351

Srinivas 'Shawn' Nadella, A+, MCSE
Support Specialist Il

HIHS 4130

snadella@twu.edu

(713)794-2052

Jinlan 'Iris' Du, B.A., M.S.
Instructional Producer
HIHS 4118

jdu@twu.edu
(713)794-2010

Help Desk

TECHNOLOGY

TEXAS WOMAN'S UNIVERSITY
DENTON - DALLAS - HOUSTOM

Hours: Mon.-Thur. 7:30am-9pm, Fri. 7:30am-5:00pm, Sat. 8:00am-5:00pm, Sun. Closed.
Phone Support: from campus 813971. Off-campus: dial (713) 794-2044, then 813971.
Web Support: http://www.twu.edu/help-desk/
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HOW TO DIAGRAM

NO
Computer R Telephone
problems? g problems?
l YES

Is this an
urgency?

Is this an
urgency?

NO NO

A 4 \ 4

Contact Helpdesk at Contact Helpdesk at

ext. 81-3971 and
submit a work order

ext. 81-3971 and
submit a work order

\4

Helpdesk will page
ITS-Houston staff

A 4

A 4

A 4

Work Order will
be assigned to

Helpdesk will page
Carlos/ITS-Houston

Work Order will be
assigned to Carlos

immediately. ITS-Houston staff. immediately. DaSilva.
\4 A 4
ITS-Houston ITS staff will contact Carlos DaSilva Carlos will help you
staff will go to you and complete the WI|| go to help and complete the
help vou. work order. work order.
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ORGANIZATIONAL CHART

Information Services
Bill Palmertree

Lynne Vriezen
Ext. 81-3980

Information Technology Instructional Support
Services Services
Robert Placido Patricia Edwards

f

!
Cindy Mayes Julie Muller :
Ext. 81-3978 Ext. 81-3299 !

Technology & Information - _]’
Services — Houston
Carlos Da Silva

Jeff Brown
Instructional Producer

Shawn Nadella
Support Specialist 1T

Iris Du
Instructional Producer
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INFORMATION TECHNOLOGY SERVICES

Services and technologies available to the Houston campus include:

116 seat computer lab with 5 laser printers and 3 scanners.
3 computer classrooms totaling 113 computers.
4 videoconference classrooms for connecting to all 4 TWU campuses and to participating
partners across the USA and foreign countries.
Digital video camera for recording lectures and seminars.
Digital video services:
o Convert VHS tapes into DVDs.
o Create audio/visual content that can be streamed campus-wide or posted in
Blackboard as flash videos or a Podcast.

Computer training classes:

o Blackboard training

o Pioneer Portal training

o Microsoft Office 2007 programs training, including Word, Excel, PowerPoint,
Outlook, and Publisher
Colleague R18 navigation training
Windows XP operating systems
Instructional Design
Online Teaching Tools
Web development
Classroom Technology
Software Applications
Scanning

o CD/DVD burning
End-user software and hardware one-to-one training as needed.
Poster design and printing services.
CD/DVD duplicating services.
Scantron grading.
Telephone and voice mail services.
Wireless Network accessibility throughout the building.
Technology Resource Room 4116 is available to faculty and students by reservation in a
3-hour block. It's equipped with a PC with photo and video editing software, a microphone
for audio recording, a Canon scanner, a Samsung DVD recorder, a JVC deck, a digital
multi-card reader, and a 24” wide-screen monitor for ease of viewing.

O 0O O O O 0O o0 O
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VOICEMAIL AT TEXAS WOMAN'S UNIVERSITY

Voicemail is often characterized as an answering machine. Where a home answering machine
works for one telephone number, the voicemail equipment at TWU links together hundreds

of telephones and voicemail boxes. The voicemail equipment also provides message annotation,
forwarding to TWU phone numbers, distribution lists, call screening and other features.

A voicemail box is the collection of messages that have been recorded by callers to a TWU
extension. Most TWU extensions which are assigned to faculty or staff have or will have a
voicemail box working with the extension. The voicemail box number is the same as the
extension number. The extension in your office is answered by a voicemail box with the same
number. When a call to your extension is not answered, it will automatically be routed to the
voicemail box for your extension if you have forwarded your phone to voicemail. The caller will
then be able to record a message.

CALLING THE VMX SYSTEM: within TWU: 81 4646 outside TWU: (713) 794-2044
HOW TO FORWARD YOUR CALLS TO VOICE MAIL

Here is the information necessary to activate voice mail in your department. The first step is to

clear your phone of all forwarding. Please go through these steps even if you do not think your

phone is forwarded. This is done by picking up the receiver, press the # sign, press 1, and then
hang up. Then, pick up the receiver, press the # sign, press 2, and then hang up. This must be
done in two separate actions.

There are two ways to forward your phone to voice mail. Pick up the receiver, press the * key,
then 1, then 81 4646, and then hang up. This action will forward all calls immediately to voice
mail. Please be aware that this option will not give you the chance to answer the call. To undo
this action, press the # sign, and then press 1.

The other way to forward your phone to voice mail is to pick up the receiver, press the * key, then
2, then 81 4646. This will allow the phone to ring in your office about 4~6 times before voice mail
picks up the call. Voice mail will immediately answer the call if you are on the phone.

To check phone forwarding, call your phone number from your own phone. If voice mail answers,
you have forwarded your phone correctly. If voice mail does not answer, follow the steps above
to completely clear your phone and reset phone forwarding.

For guestions concerning voicemail, please contact Voice Mail at voicemail@twu.edu .
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Getting Started with Voicemail

Setup voicemail from your desk phone:

4.

5.

6.

1. Call the voicemail system extension 81 4646.
2.
3. The system will ask for a security code, enter 1234. The system will prompt you to enter a

When the system answers, press # to access voicemail.

new security code between 4-10 digits. It cannot be the same or similar to your phone
number

The system will prompt you to record a nametag. This is your name or name and
department only.

The system will prompt you to record a greeting. This will play for callers when they reach
your voicemail.

When finished, hang up.

Setup when voicemail will answer:

1.

2.

Clear all previous forwarding.
a. Pick up the receiver, press #1, hang up.
b. Pick up the receiver, press #2, hang up.
Forward your phone to the new voicemail system.
a. For all call forwarding, meaning all calls go directly to voicemail, pick up the
receiver, press *1 81 4646, hang up.
b. For partial forwarding, meaning calls go to voicemail if there is no answer or busy,

pick up the receiver, press *2 81 4646, hang up.

Common functions of the voicemail system:

Access from office phone call 81 4646, enter security code
Listen to new press 11

Listen to saved press 12

Save a message press 1

Fwd a message press 2

Delete a message press 7

Reply to a message press 52

Call back the sender of a message | press 51

To bypass a greeting press #

To record a greeting press 541

Listen to greeting press 542
Change security code press 553
Time/date message stamp automatically read
Log out of box hang up

See Voicemail Manual on next page for detailed functions.

ITS-HOUSTON
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COMMUNITE MAIN g‘iﬂﬂt’fl‘n‘;ngi“
nter the Sys
MENU 1. Dial voicemail system number.: 814646

Manage Voice Messages... 0 2. Enter mailbox number, then #:
3. Enter the passcode, then #

Manage Faxes........ocom o Features Available at all Times:
. Return to previous menu: ok
Manage Email............... ° Finish a key entry: #

During playback you can:

: s Save current message 1
Send Voicemail............. o Eiwdi b weaeen 2
. Skip to the next message 3
Manage Personal Options. e Replay current message 4
Rewind 6 seconds 5
Fast forward 6 seconds 6
Calendar Access............ e Dol e e 7

Manage Voice Messages
Listen to New Messages 1
Listen to Saved Messages 2

1 Save current voicemail
2 Forward message to extension
Enter number followed by # +
2 Dial by name +
3 Dial by personal group +
4 Dial by personal contact +
5 Dial by system distribution list+
+These options will be repeated to you
wntil you press #to finish addressing
recipients.
3 Skip to the next message
4 Replay current message
5 Reply to current message
1 Call back to this number, then listen to

Manage Faxes
IManage New Faxes 1
Manage Saved Messages 2
1 BSave current fax
2 Forward message to extension
Enter number followed by # +
2 Dial by name +
3 Dial by personal group +
4 Dial by personal contact +
5 Dial by system distribution list +
+These aptions will be repeated to
you vntil you press #to finish ad-
dressing recipients.
3 Skip to next fax
4 Receive fax. Enter destination
nurmber followed by #
7 Delete current fax and play next

Manage Email
Manage New Email ... 1
Manage Saved Email ... 2
1 Save current email message
2 Forward email to extension
Enter number followed by # +
2 Dial by name +
3 Dial by personal group +
4 Dial by personal contact +
5 Dial by system distribution list +
+These gptions will be repeated fo yoi
wuntil you press #to finish addressing
recipients.
3 Skip to next email
4 Replay current message
5 Reply to email with voicemail
Record your message and . . .

Access another Mailbox... e

Send Voicemail

Enter number followed by # +

2 Dial by name +

3 Dial by personal group +

4 Dial by personal contact +

5 Dial by system distribution list +
+These options will be repeated to
youwntil you press #to finish addressing
recipients.

Record your message and ...
Send message
Hear special options
To send, hand up or:
2 Review
3 Rerecord
4 Send, return to main menu
5 Cancel, return to main menu
6 Set priority
7 Bchedule future delivery
Set time (in military format) 1
Set date 2
Finish or skip 3

*Cancel replay and return
- @

Hang up
1

Manage Personal Options
Set User Status

1 Available

2 Away from Desk

3 At Lunch

4 Do Not Disturb

S Gone Home

6 In aMeeting

7 Out of the Office

8 Out of Town

9 On Vacation

10 Working from Home

Manage Personal Options (contf’d)
Manage

Personal Prompts 4

1 Record voicemail greeting

2 Listen to voicemail greeting

5 Record your name

6 Listen to your name prompt

9 Toggle greeting on and off

Administrative Options 5
1 Manage Personal groups
3 Set your Passcode
4 Playback options
1 Set verbose or brief playback
2 Sort by oldest or newest first
3 Play high priority messages first
4 Play mailbox confirmation
5 Play status confirmation
6 Configure message types
5 Notification Options
1 Change method
2 Reason
3 Schedule
4 Phone number

ITS-HOUSTON

call options.

2 Reply with voicemail. Listen to reply
options, Record message. Hear special
options.

6 Play text in message body
7 Delete this message, play next
8 Play envelope information

Manage Personal Options (conf’d)
Manage Deleted Messages 7
1 Manage Deleted Voicemail
1 Save current voicemail
2 Forward message to extension, and listen for
more options.
3 Skip to next message
4 Replay current message
5 Reply to current message
1 Call back to this number. Listento options.
2 Reply with voicemnail, record message, listen
for special options.
6 Play text in message body
7 Delete current voicemail (final)
8 Play envelope information

2 Manage Deleted Faxes...

1 Save current fax

2 Forward fax to extension, and listen for more
options.

3 Skip to next fax

4 Receive fax (enter destination number
followed by #)

7 Delete current fax (final)

8 Play envelope information options.
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8 Play envelope information

Send message Hang up
Hear special options 1

6 Play text in email body

7 Delete e-mail, play next

8 Play envelope information

Manage Personal Options (contf’d)
Manage Deleted Messages (cont’d) 7
3 Manage Deleted Email ...
1 Save current email
2 Forward email to extension, and listen for more
options
3 Skip to next email
4 Replay current email
S Reply to current email
1 Call back to this number. Listen to call
2 Reply with voicernail, record message, listen
for special options
6 Play text in email message
7 Delete current email (final)'
8 Play envelope information
4 Restore all messages...
5 Erase all messages...

Calendar Access
To listen to today’s appointments, press 1
followed by #

To listen to appointments for a specific date, enter the
two-digit month, two-digit date, and two-digit year.
Access another mailbox folder 6
Follow the prompts to access your customn subfolders,

your Sent Items folder, or your Deleted Itemns folder.

Press 0 to return to your Inbox.

9/30/2010



KEYS AND LAMPS

FUNCTION KEYS

ANS (Answer)
When LED on this key is lighted, press key
to answer a waiting call.

CNF (Conference)

Press key to establish a three-way
conversation.

LED on key lights when key is active.

FNC (Function)

Used to activate terminal setup functions and
to program One-Touch Speed Dial/Feature
Keys.

HOLD
Press key to place an internal or external
call on hold.

LNR/SPD

(Last Number Call/Speed Calling)

Press key to activate Last Number Call redial
and Speed Calling.

RECALL
Press key to terminate established call and
reseize internal dial tone.

SPKR (Speaker)

Controls the built-in speaker which can be
used for Hands Free dialing/monitoring. LED
on key lights when key is active.

TRF (Transfer)

Allows the station user to transfer established
calls to another station, without attendant
assistance.

UP/DOWN (A V)

Used to adjust LCD contrast,
speaker/receiver volume, and
ringer volume.

* LCD Contrast:
Press Aor Vkey while idle.

» Speaker/Receiver Volume:

Press Aor Akey during conversation.
* Ringer Volume:

Press Aor Akey during ringing.

ITS-HOUSTON
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FUNCTION KEY ACTIVITIES

FNC + 1 = Turns microphone on or off.

FNC + 2 = Adjusts handset receiver volume.

FNC + 3 = Selects ringer tone.

FNC + 4 = Adjusts transmission/receiving volume.
FNC + 5 = Activates hands-free operation.

FNC + 6 = Deactivates hands-free operation.
LAST NUMBER REDIAL

TO RECALL THE LAST NUMBER DIALED

*Press LNR/SPD. Receive dial tone.

*Press *. Outside or internal station is
automatically redialed.

* When party has answered, lift handset to
converse.

TO ORIGINATE A CALL USING SPEED
CALLING (ONE-TOUCH BUTTONS)

* Press desired SPEED CALL button, or press
SPKR and SPEED CALL.

TO PROGRAM

(Available only on D*™ stations with speed
calling keys.)

* Press FNC button.

* Press desired SPEED CALL button.

* Enter desired telephone number or feature code

on the keypad. Display indicates digits dialed.
* Press FNC again to save the number.
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SYSTEM FEATURES

CALL FORWARD ALL CALLS

Dial * 1 + the four digit extension to which
you are forwarding your calls. Dial #1 to
cancel.

In this mode you will receive a fast busy
when trying to use your phone.

CALL FORWARD/NO ANSWER OR
BUSY LINE

Dial * 2 + the four digit extension to which
your calls should be forwarded. Dial #2 to
cancel.

The call is forwarded if busy, or if not
answered after about six rings. Using this
feature will not interfere with the normal
use of your phone.

CALL PICKUP GROUPS

Certain departments assign extensions
within an area to call pickup groups. This
allows any phone to answer an incoming
call of any other extension within the
pickup group. To answer, lift the handset

and dial * 8.

FEATURES OF SINGLE LINE PHONES

CALL PARK

To park a call, press FLASH and dial * 3.
To retrieve a call at the same location, dial
#3. This frees your line to make another
call.

You may retrieve the call from any other
extension by dialing #4 + your extension
number.

CALLBACK

If the on campus extension you are dialing
is busy, press FLASH and dial *5. Your
phone will ring when the party's line is free
and the party's line rings when you lift the
handset.

ITS-HOUSTON

HOLD

Press FLASH * 4 to put a caller on hold. To
retrieve the call hang up and the call will ring
back.

TRANSFERRING CALLS

Press FLASH + the extension. You may stay on
the line and announce the caller or hang up
for a blind transfer.

CONFERENCE CALLS

With one party on your line, press FLASH and
dial the second party's phone number. When

the second party answers, press FLASH again
to initiate the conference.

FEATURES OF MULTI-LINE PHONES

CALL PARK

To park a call, press TRANSFER and dial * 3.
To retrieve a call at the same location, dial #3.
This frees your line to make another call.

You may retrieve the call from any other exten-
sion by dialing #4 + your extension number.

CALL BACK

If the on campus extension you are dialing is
busy press CALL BACK. Your phone will ring
when the party's line is free and the party's
line rings when you lift the handset.

HOLD

You may place a call on hold by pressing the
red HOLD button. To retrieve, press the
desired line.

EXECUTIVE HOLD

To restrict any other phone from retrieving a
caller on hold press HOLD twice. Display will
show EHD. You will only be able to retrieve the
call from your phone.

TRANSFERRING CALLS

Press TRF and dial the extension. You may
stay on the line and announce the caller or
hang up for a blind transfer.

A I nformation
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CONFERENCE CALLS

With one party on your line, press TRF
and dial the second party's phone
number. When the second party answers,
press CNF to initiate the conference.

SPEED DIALING

To program any speed dial buttons, press
FNC key, and then press the button you
wish to program, dial the complete phone
number or extension, and press the FNC
key again. You will see SPD SET on your
display. To use speed dialing lift the
handset and press the desired button.

LAST NUMBER DIALED
To redial the last number you dialed lift the
handset and press LAST # (LNC).

RECALL
If you misdial or wish to disconnect, press
RECALL to receive dial tone.

ADMINISTRATIVE DIALING
INSTRUCTIONS

ON CAMPUS CALLS
Dial the four digit extension number.

CAMPUS TO CAMPUS CALLING

Dial 8+ the campus code of the campus
you wish to call + the four digit extension
number.

CAMPUS CODES

81 Denton 83 Preshyterian
82 Parkland 84 Houston
LOCAL

Dial 9 + the seven or ten digit phone
number.

LONG DISTANCE

Dial 9, 1 + area code + seven digit phone
number, wait for the prompt (beep-beep)
and enter your private authorization
code (PACQC).

ITS-HOUSTON

Includes USA, Canada, Virgin Islands
and Puerto Rico.

INTERNATIONAL

Dial 9, 01 + country Code + city code

(if applicable) + number, stay on the line
for operator assistance.

Note: Your University PAC cannot be used
for international calls.

DIRECTORY ASSISTANCE
Check with your local directory assistance for
the exact charges.

CREDIT CARD AND OPERATOR ASSISTED

Direct Dialing

Dial 9, 0 + area code + seven digit number,
wait for "Bong Tone" and enter your phone
company calling card number. To use other
credit cards stay on the line for operator
assistance.

Operator Assisted

If you need assistance in dialing the
number, dial 9, 0 and stay on the line for
operator assistance.

Credit Options

Calls may be charged to the following:
Phone Company Calling Cards (GTE,
Southwestern Bell, etc.), Sprint's FON card,
American Express, Diner's Club, Discover,
Visa, Mastercard, Carte Blanche, JCB
(Japan Credit Bureau), collect and third party
numbers (domestic numbers only).

Your University PAC cannot be used for
operator assisted calls.

NOTE: Proprietary long distance cards,
such as MCI, require special access. To
place a call, please follow the directions on
the back of the credit card.
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TOLL FREE

Dial 9, 1 + 800(or 877, 866) + seven digit

phone number.

USING YOUR PAC

Security of your Private Authorization
Code is your responsibility. Do not use
it for personal calls or share it with
anyone.

The PAC is individually and uniquely

assigned to you. If you want to make

long distance calls, your manager will
sign the request form for you and will

assign which account the calls should
be charged to.

In case you change departments, you
need to request a new PAC and inform
Information Technology Services of
your move.

If a wrong or inactive PAC is
entered, a fast busy is heard.

SERVICE REPORTS
To report trouble, please send email to
voicemail@twu.edu .

ITS-HOUSTON
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ABOUT PIONEER PORTAL

Here is a list of things that you could do in your Pioneer Portal:

You can access your TWU email account by clicking My Email on the left side of menu.

My Info will display information that’s related to you.

My Links can be used to create your own custom links.
My Resources include academic calendar, catalogs, class schedule, policies and
procedures, faculty handbook, etc.

Under My Settings, you could change your portal password, customize your portal and

forward your email.

You can access different tools in My Tools depending on your status — faculty or staff.
You can use TWU storage online for your documents as well as back-up location. It's

located under My Tools/Faculty Staff Tools/File Storage.

ITS-HOUSTON

2} Pioneer Portal - My Start Page - Microsoft Internet Explorer provided by TWLI

Ele Edit ¥ew Favorites Tools Help

Pioneer Portal

Gﬁack - |ﬂ @ h /,_‘Jsearch ‘{'_‘\L_(Favnr\tes €& R :,; <] - ] @é
ddress [4E] hitps:iportal b edufmystaripage. asp v Bl | nks >

My Start Page =Fionser Partal>

Full Mame:| JPioneerl -

< Looking for
Help Desk | Calendar Username:| JPioneerl carpool info?
My Start Page Email Address:| JPioneerl@twu.edu A e o
My Email TwU ID:| 78167 AltexiNet T
My Info : i

f Click Here

My Links Student ID:| 0556847
My Resources
My Settings Announcements
My Tools
Log Qut

Printer Frisndly

Find Someone

IReminder !
<

e Career Workshops

e Sth annual TwuU well Wwednesday Community Health Fair

® The HelpDesk has Live Online Support

e 4ctivate Your TWU OnecCard

# Free and confidential HI¥ testing every Wednesday (except

s Get your technology questions answered at the STERP seminars
® REGISTRATIOM BILLS WILL MOT BE MAILED

3/1E5/20067

| 3

| 5]

2y @ Trusted sites

Back | Help Desk

——
| Pioneer Portal

My Start Page
My Email

My Info

My Links

My Resources
My Settings

My Tools

Log Out

Reminder !

Remember to log out.

Quick Links: 1SS ITS Payroll Tr|

Faculty /Staff Tools
¢ Account Translation {Colleague to Phoenix)

e DARS - Degree Audit Report System
e DARS - Help (PDF)
* File Storage

Fixed Asset Lookup

Grading

Hourly Timesheet

Institutional Development - Data Request Form
Institutional Development - Project Routing Form
Institutional Development - Payroll Deduction Au
Inter Departmental Transfer

Payslip Information

Personnel Transaction Form (PTF)

Phoenix Account Lookup

Recreation Signup Form

|

File Storage

Request Phoenix Financial Inquiry
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HOW TO CREATE A PIONEER PORTAL ACCOUNT

1. Open your browser and navigate to http://www.twu.edu .

2. Click on the Pioneer Portal link on the left-hand side of the browser.

»

e o | TWU Texas Wamnan's University - Home | [ & - B deh v |hPage - () Todls -
] - T .Y
e — " Q“lck Admlt " Fall 2008 Opening of
- FAQ Handbook
Giing to TWU Fall 2008 Semester
ETEER T The Fall 200& Opening of St
Its nottoc late to apply for the Fall 2008 Handboaok is now available
PAY ONLINE Semester! PDF.
Who Is My Adviser? WU College of Nursing New Online Degrees
Learn hew to contact Receives $600.000 Federal Information Center
your undergraduate advizer.
Grant for DNP Program
= Pioneer Ports| “Cmmm— Learn more about online de
m Blackboard College of Mursing has been awarded our Online Degrees Informa
= Class Schedules a5614,959 faderal grant for its doctor Center.
B ebmail of nurse practitioner (OMNP) degree
= Heln Nesk e P e TR T e TAM I Darkinn Nanale ™

3. Click on the Create Portal Account link to create your account.

Address ﬂj https:/fportal.twu.edufdefault. asp ~ E GEo Links *
~

TWU's Pioneer Portal

Llzarname: |

Forgol pouy urername?

Password:

Forgot powy pass word?

[ Logln ]
sl Create Portal Account Email Need Help?

Optimized for Internet Explorer .0, Click here to download,

El é @ Trusted sites

4. Fillin the fields and click on Create My Account. Password field requires minimum of 8
characters. Make note of your user name and password.

\ x I nformation
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o b | & Pioneer Portal | | & - B iy - |:ok Page v {CF Tools - »
~
Create a Pioneer Portal account
Last Name ||
SSM '
Birth Date |Manth ¥|Day ¥ |Year ¥
Password “min & chars]
Strength Meter - .
Re-type
Password
Secret Please choose one... v
Question
Secret
Answer
[ Create My Account ] 2

5. Go back to the login page after a few minutes and login using the user name
and password you just created. ** Password is case-sensitive.

6. If you forget your password, go to the Pioneer Portal login page, and click on the link below
your password field.

TWU's Pioneer Portal
Username: |

Password:

h

[ Loglin ]

Create Portal Account Email Need Help?

Optimized for Internet Explarer 7.0, Click hers to download.

7. Enter required information in the fields to reset your password.

Reset Pioneer Portal Password

Username: |
Social Security
Number:
(min & chars)
Strength Meter

Mew Password:

Confirm Mew
Password:

\ x _{_nfonnation
7 echnolo
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HOW TO FORWARD YOUR TWU EMAIL
ACCOUNT TO YOUR PREFERRED EMAIL ADDRESS

1. Open your browser and navigate to http://www.twu.edu .

2. Click on the Pioneer Portal link on the left-hand side of the browser and login.

3. Under Important Links: EMAIL, click on Forwarding.

e Free and confidential HIY testing every Wednesday {except
3/15/2006)

e Get your technology questions answered at the STEP seming

¢ REGISTRATIOMN BILLS WILL MOT BE MAILED

—

Find Someone | GO

Reminder !
Remambear to lo .
aut. E Important Links
Need Help? s COURSES SCHEDULES
Click here! o HTML
o PDF
* EMAIL

o Instructions

o Forwarding <« m—
¢ FINAMCIAL

o Account Summary

o Financial Aid By Year

o Pay your bill online with PortalPay
* Help Desk

4. Type in the email address you most often check, and then click on Forward Your Email.
You can change this later if the need arises. Log Out of the Portal when you are done by
clicking on the Log Out button located along the left-hand side of the window.

My Start Page=Fioneer Portal=Forward My EMail

Email Forwarding

If you would like to forward your email, please type in the email address that you
want your Portal email forwarded to:

| [ Forward vour Email *—

‘ I nformation
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REQUESTING PAYSLIP ACCESS

1. Login to your Portal account, then scroll down to the link that says "Payslip Access
Request". You should receive a confirmation screen after you click on the link.

— Fayslip Access Request
o TWIL's Bad Weather Information Phone Lines
o Weather Info (Other)

2. Your payslip will be accessible through Pioneer Portal.

Back | Help Desk Quick Links: 1=3= ITS Payroll
PHOENIX
[ [ p——p—w— e = _ .
| Pioneer Portal Q%T s Universi
&
Pavslip
Choose a payslip: |---SEIect one--- v| [GO!]

3. Choose a payslip from the list, and click Go button. Your payslip will display in the window.
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HOW TO VIEW/PRINT YOUR PAYSLIP

1. Login to Pioneer Portal and select My Tools from the Navigation panel.

2. Under Faculty/Staff Tools, click Payslip Information.

Faculty /Staff Tools

Account Translation {Colleague to Phoenix)
DARS - Degree Audit Report System

DARS - Help (PDF)

File Storage

Fixed Asset Lookup

Grading

Hourly Timesheet

Institutional Development - Data Request Form
Institutional Development - Project Routing Form
Institutional Development - Payroll Deduction Authorization Form
Inter Departmental Transfer

Payslip Information D

Personnel Transaction Form (PTF)

3. Choose a payslip and click Go button.

s University

az of 3fze/z2007

Payslip
Choose a payslip: |~ g--- |"; G—
3/1/2007
2/1/2007
1/2/2007
12/1/2006

4. Print or view your payslip as needed. Please pay special attention to the vacation and sick
days (if staff) in the Accruals section. Notify the Payroll department at 813562 (713-794-2044,
then 813562 from off-campus locations) if you see an incorrect entry on your payslip.

Accruals
Description Rate| Balance|
—|  Sick 8.00 289.00 | mm—
Yacation 10.00 272.00
Compensatory Time 0.00 0.00
‘ I nformation
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COMMONLY ENCOUNTERED PROBLEMS

PROBLEMS

SOLUTIONS

1. ’'m having trouble
creating my Pioneer Portal
account. What should 1
do?

If you are a new hire, it's possible that your paper work
has not been processed in the system. Please contact
your hiring department on the process.

2. | entered my username
and password, but it didn’t
let me login.

Make sure you entered correct username and
password. Remember that password is case-sensitive.
If you can’t remember password, go to the Pioneer
Portal login page, and click on the link Forgot your
password? and follow the instructions to reset
password.

3.l am not able to receive
or send emails recently.
What should | do?

Currently, 500MB limit is set for faculty/staff email. If
your mailbox reaches 450MB, the server will issue a
warning. If you reach 500MB, server will prevent you
from sending and receiving email. Please delete old
messages or backup them to your local computer. Also,
make sure that you empty the Deleted Items folder.

4. | need to work on some
files at my home
computer. What's the best
way to transfer files from
my office computer to
home computer and vice
verse?

There are several options:

A. Use your X:\ drive storage. Save your files to X:\
drive from your office computer. Login to your
Pioneer Portal when you are home. Under My
Tools, click on File Storage link. You will see
three folders — My Personal Folder, My Shared
Folders, and My Web. Click Enter to open the
folder, and click View to open the file you need to
work on. You can save the file to your home
computer, and work on it. Once you are done,
upload the file back to the File Storage in your
Pioneer Portal. You can continue working on the
file at your office. There’s a limit of 3GB storage
space in My Personal Folder in X:\ drive.

B. Copy your files from office computer to a flash
drive. Take it home and work on the files. Save
the files in flash drive and bring to your office.

C. Copy your files from office computer to a CD, and
then take it home. Save the files from CD to your
home computer and work on them. After you are
done, copy the files to a CD and bring to your
office.

ITS-HOUSTON
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HOW TO LOGIN TO THE LIBRARY DATABASES

1. Open your browser and navigate to http://www.twu.edu .

2. Click on the Library link on the left-hand side of the browser.

TEXAS WOMAN'S UNIVERSITY

Fic

AZ Site Index | Directory | En|
1

3 | Class Sch

Denton - Dallas - Houston

neer Portsl | Bl

[ Search

Future Students

Faculty & Staff

Alumni, Visitors & Friends

Admissions

Academics

About TWU

Student Life

ibrary

Continuing & Distance Ed

Research

Athletics

sich uPNOWFoOR T

PIONEER ALE

SYSTEM

Sign up NOW for the n4
PIONEER ALERT SYST|

Apply to TWU
Get info about TWU
Visit TWU

ASK TWU

Upcoming Events

2. Click on the Databases A-Z Title List to browse the online databases.

TEXAS WOMAN'S UNIVERSITY

Pioneer Portal | Bladostd | Class Schadul

TWU Home | A-Z Site Index |

Denton - Dallas - Houston

TWU Libraries Home

Student Senvices —
Visitors & Friends

Faculty & Staff Services
Catalogs

Research

{TWU Libraries

‘ Search

sicN uP NOW For 1|

PIONEER ALE
SYSTEM

Sign up NOW for the nfl
PIONEER ALERT SY ST

General Info

o Welcome Message

o Hours & Directions
e Library Policies
e Library Suggestion Bof

University History

Research Search...
Senvices
Training & Tutorials 2 et TR 1
3 ¢ * Catalogs Keyword vl
o Datahases A-Z Title List 50 records per page |
conor o o E-Journals, Magazines. & [ Search the Catalog ]

Newspapers A-Z

e Honorary Degrees

Doing Research: Tuto
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3. Select a database (e.g., CINAHL) by clicking on the letter link in the Databases A-Z.

TEXAS WOMAN'S UNIVERSITY
Denton - Dallas - Houston Pione
TWU Librari TWU Libraries
Student Services Databases A-Z Tifle List
"\u’iaitora‘&Friends Research Databases A-7 Title List | Databases Titles & Descriptions = Subject Guides =
: Research Tools | Subject Specialists | Rgg@orks Exportimport Instructions | Database Tut
Faculty & Staff Senvices /
Research
© ACP PIER & AHFS DI Essentials
U@Ecademic Search Complete =z
4. Type your Portal user name and Portal password, and then click on the Login button.

Login for TWU Database
Use

Please Enter Your Portal Usernatne: G—
Please Enter Your Portal Password:

h

WARNING: You are about to connect to a secured information system. Access to this system is
for official business only. Any misuse of this information system or the data it contains will be
prosecuted to the full extent of the law.

‘ I nformation
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PHOENIX

Phoenix Login

Tser Name |

m ﬂ
PHORNIK oo

Please log in with your portal username and password.

Phoenix is TWU's internal system for the entry and management of the following:
e Payables/Receivables

Purchase Orders

Requisition Creation

Personnel Records

Financial Records

Timecard entry

For security reasons, Phoenix can only be accessed from a TWU campus computer.
Tutorials covering all aspects of the Phoenix system can be found at:
http://www.twu.edu/itds/phoenix-colleague.asp

‘ Informatlon
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PHOENIX: TIMECARD ENTRY (Staff only)
* Always make sure your pop-up blockers are turned off when using Phoenix.

1. Loginto Phoenix and select TWU Self Service from the Main Menu.

e

Public Sector Purchasing Feceiver

Public Sector Purchasing Bequestor
T4 Financial System Inguiry

WU haintain EmQIDxEES - DEQartmEntS
TWl PO Summary

TWU Self Service | <umm—

2. Click on Timecard Entry and follow the instructions linked below based on your
employment type: (Portal login may be required).

Exempt: http://www.twu.edu/downloads/iss/exempt timecards.pdf
Non-Exempt: http://www.twu.edu/downloads/iss/nonexempt timecards.pdf

Navigate | TWU Self Servic

PTWU self Service |{Z! Timecard Entry —

@ Timecard Search
@ Templates

@ Payslip Information
(2} W-2 Information

If you do not see anything in your menu, please contact the HelpDesk at 813971 (or 713-794-
2044, then 813971 from off-campus locations).

For instructions on how to view and print your Payslip in Pioneer Portal, please refer to page
17 of this manual.
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BLACKBOARD

Blackboard is TWU's online course
management system which allows students,
faculty, staff and organizations to
communicate, educate, and learn in an online
academic setting. Courses may range from
100% online where a course resides
completely in an online environment to
supplemental in which various aspects of the
classroom environment like syllabi, grades or
assignments may reside online.

Blackboard may be accessed from any
computer with Internet access. Course
materials and communication features are integrated in the program, and you will be able to
access course materials, view announcements, take online tests and check grades,
communicate with faculty, students and peers, and participate in collaborative or group
assignments.

You will find a variety of information and resources at http://www.twu.edu/blackboard .
We hope that you will find that your Blackboard experience is user friendly and rewarding.

Blackboard Sample Course

Would you like to see what an online course at TWU looks like?

Log into TWU's Blackboard system at http://online.twu.edu using:

Username = online
Password = online

For Blackboard questions, contact your local support staff:

Jeff Brown: [brown@twu.edu, (713) 794-2351
Iris Du: [du@twu.edu , (713) 794-2010

Main Blackboard support email: blackboard@twu.edu
Blackboard support page: http://www.twu.edu/blackboard
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HOW TO LOGIN TO AND NAVIGATE BLACKBOARD

1.

Open your browser and navigate to http://www.twu.edu .

2. Click on the Blackboard link on the left-hand side of the browser.

- @] Tex... X I&Pioneer...l?http:ﬂ... I

=Y

E - = v [mhPage - i0F Tools +

TWU Adtractions
Giving to TWU

Careers at WU

PAY ONLINE

Who Is My Adviser?

Learn how to contact

= {uIicK Admit
Fall 2008 Semester

m *

Its nottoo late to apply for the Fall 2008

Semester!

TWU College of Nursing

yvour undergraduate adviser.

= Pioneer Portal

= Blackboard h

m (Clazs Schedules

= Webmail
m Help Desk

Grant for DNP Program

of nurse practiticner (OMNP) degree

program. More on "College of Mursing

Receives $600,000 Federal

Cuollege of Mursing has been awarded
a $614 958 federal grant for its doctor

TEm ZUOU STy uT

FAQ Handbook

The Fall 2008 Opening of S¢
Handbook is now available
EDE.

MNew Online Degrees
Information Center

Learn more abeout anline de
our @nline Dearees Informa
Center.

TWU Parking Decals
| ¥

3. Type your Portal user name and Portal password in the User Name and Password

fields and then click on Login. * Do not forget that the password is case sensitive.

i Blackboard Guest iy

Home

Q@ Her

<38 Logn

Just Ask I.T.

TEXAS WOMAN’S UN RSITY

Blackboard 9

» @ Announcements
» [&] Calendar

Let's chat!

Instantly cennect
with your
clazzmates or
teachers on the
cobeingtant

Dentc

Courses

Notifications Dashboard

Biackboard Sample Gourse

Would you like to see what an online course at TWU

Username = online
Fassword = online

locks like? Log into TWU's Blackboard system using:

Getting Started Guide

Flease go through the system check and
crientation below to learn about taking online
classes at Texas Woman's University.

+ System Check *
* MNew Online Student Getting Started Guide™®

* Mote: This link will gpen in 2 new window,

Stay Connected

Blackhboard weekly tips can be found on our Blog.
\Want to keep up with Web 2.07 Follow us on ”
Twitter.

EBecome a fan of TWL Tech Know on I i Facebook.

ITS-HOUSTON
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A Change Text Size ® | High Contrast Setting

WARNING

You are about to connect to a secured
information system. Access to this system
is for official business only. Unauthorized
access is prohibited. Any misuse of this
information system or the data that it
contains will be prosecuted to the full
extent of the law.

By entering the TWU Blackboard website,
you are signifying that you have agreed to
all applicable guidelines and policies.

Username: | \ ‘
[ |

Password:
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4. The Blackboard system welcomes you by name and lists your courses under My
Courses. The courses are broken down as follows: Courses you are teaching and
Courses you are enrolled in. To enter a course area, simply click on the link. For
more assistance on the Course List, browse to:

httE://www.twu.edu/blackboard/control-ganeI.asg
i Courses Organizations Faculty Library I Student I Help I SA

» Bl Personal X atter the class start date, and you have conhirmed
Information |B|a‘:kb‘:’amI Suppor‘t Team ith the instructor that the course has been made

available, please contact the Help Desk at 940-

» [ Calendar "
My Courses El =0 |398-3971 or visit hitp/fwww twu edu/help-desk/
Hot Spots = ourses you are teachin.g:. My Organizations % B

LI Houston TS Shell (unavailasle)

” M & Organizations you are leading:
E:Wg,ﬂ‘gi_ () D9FANF 5531460 NUTRITION & HUMAN (I HCA-Orientation
‘W METABOLISM (unavailable) . )
4 Announcements:
¥ i \
’ [ovivc ] (2 10FANF$503350 EATING BEHAV & EATING Tutorials and MAT
Help Desk =
h DISORD L Clinical Competencies Learning Laboratory
[P —— W N
< "'l'“"' 3 — I 10FANF 5531450 NUTRITION & HUMAN Announcements:
METABOLISM # MNew Alaris Pump Reference

» CCLL Lab Practice
Blackboard =N | (2 10FANFS571350 HUM RESRCE MGT NUTR

7 CARE SYS [L1]S Houston

. ~ Announcements:
Looking fc®| | @ 1oranurssozses women's wears eamiy > Classroom list per type

COMPET
BIaCKboar' [ ITSHOU SHELL (unavailable)
79 I 10FANURS303599 ADULT HLTH
: COMPETENCIES | L1 TS Houston Orientation
T I 10FANURS361261 INTRO TO RESEARCH -
Follow this lin— @ BN Students :—Iouston
Announcements:
| | KJ10FANURS361460 NSG ASSMT LIFE SPAN * RMs invited ta TWU Good Samaritan Fall

rd Y (ungugigaiel =

5. The default course entry point is the Announcements page. Course
announcements are posted here for easy viewing by the students. The left-hand side
of the browser window lists the tab or text links for the course content and tools.
Each link launches in the browser frame to the right, below the blue tabs at the top of
the window.

Couses | Organizations | Facuy | Libray | Student [ Helo | sa
08SPHOUITS0001 Houston IS Shell V- EINNIENIS edit Mode is: RN
+ E .

# 0§SPHOUIT 50001

{Houston ITS
Shell)

Announcements

Create Announcement

Course Information

v test fac
d ,*: Friday, January 15,

1 Hello [¥

Course Link /Course Documents/PPT

v: Jeff Brown
n: Thurzday, January

g
I Welcome to TWU! ¥

Flease take alook atthe services we have to offer: 14, 2010
hitp: e twu. edushouston-its!

Announcements

v: Jeff Brown
n: Thurzday, Juby 17,

Tools & F 1 Assessment Posted |¥

Instructor Info & The following Test has been made available in Assignments: 21
Test 1.

2lie o]
===

B e e e T o N T T e
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6. To post course content, update grades, manage students in the course, etc., scroll
down and click on the Control Panel link along the left-hand side. This takes you,
as the instructor or TA, behind the scenes to manage your course.

@i Jinian Du ﬁ.‘iﬁ My Places lm Home e Help .2 Logout Just Ask I.T. __:_-\)

TEXAS WOMAN'S UNLVERSITY

Blackboard 9 Courses i Organizations Faculty Library

<

My Grades ¥ Tue., Apr. 5, 9am-11am
Blogs Sign-up avaiatle from 9.00 am on Wednesday the 31st of March
0/10 places filled
Tue., Apr. 12, 9am-11am
2
Sign-up availakle frem 9.00 am on Wednesday the 31st of March

¥ |55 Group » 00 places filled
T e Tue., Apr. 19, 9am-11am
COURSE MANAGEMENT ‘ Xy Sign-up avaiatle from 9.00 am on Wednesday the 31st of March

0/10 places filled

# Control Panel
# Files »

# Course Tools
+ Evaluation »
# Grade Center »

# UUsers and Groups
« Customization »

¥

+ Packages and Utilities

“ Help

Please check TWU Blackboard Support website for useful handouts on new features in
Blackboard 9.1.

http://www.twu.edu/blackboard/control-panel.asp

12.When you complete each Blackboard session, click on the Logout button located
at the top of the browser window. ,

@ JinlanDu i MyPaces {ffy Home (@ Hep =3I Logout Just Ask I.T.~7§

TEXAS WOMAN'S UNLVERSITY

Courses { Organizations

See the troubleshooting table on the next page for solutions to a few common issues
with Blackboard.

Check out the student support page on Blackboard at the link below:
http://www.twu.edu/blackboard/student-support.asp
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TROUBLESHOOTING COMMON BLACKBOARD ISSUES

PROBLEM

SOLUTION

| can't login.

Have an Account? Login Here.

Enter login infarmation here and clidi the Login
butten below,

Uszername:

ibrcin|

F azaword:

Login )

Could not login. Valid authentication
credentials were not provided.

If you just created your Portal account, wait a few
minutes and try to login again.

| do not see the course | am
teaching in my Quick View list

Contact Jeff Brown (jbrown@twu.edu) or Iris Du
(ildu@twu.edu) with the Course Number and section.
You will be contacted when you are set up as the
instructor.

My students say that they do not
see my course in their Blackboard
list.

Login to your course in Blackboard and go to the
Control Panel. Click on the Customization link
and then go to Properties. Set Availability to Yes in
3, and click on Submit. This will make your course
appear in the students' course list.

| need two or more sections of a
course combined into one
Blackboard course.

Prior to the semester send an email with the Course
and section numbers to be combined to
blackboard@twu.edu . During the semester, contact
Jeff Brown jbrown@twu.edu) or Iris Du
(ldu@twu.edu) for instructions on copying students
from one class to another.

ITS-HOUSTON

R In ormation
”ge:h.nol;gy
Page 28, Updated 9/30/2010



mailto:jbrown@twu.edu
mailto:jdu@twu.edu
mailto:blackboard@twu.edu
mailto:jbrown@twu.edu
mailto:jdu@twu.edu

