Your CCSF Contribute Connection Key
Installing your “Key”
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You connect to your site transparently using Contribute and a “key” sent as an attachment to one GroupWise email.  You also need the name and password for the key—sent to you via another GroupWise email. 
Keep both emails!

You only have to install your connection key once on any computer that you want to use. Make sure that you keep your key in a safe place (by, for example, storing the email message containing the key in a GroupWise folder, along with the email containing the password). If you download the key to your desktop (or wherever) you should delete it after installing—especially if you are working on a shared computer. You’ll still have the copy in your email.
Installing your “Key”

1. Open the GroupWise email containing your Contribute password. Write down the name, email and password supplied in the email.

2. Ensure that Macromedia Contribute is installed on your computer. If it's not installed on your CCSF computer (desktop or laptop), contact the Help Desk to schedule installation. CCSF laptop users can schedule a time to bring their laptop in to the Help Desk for installation (310 Batmale Hall, Ocean campus).
3. On CCSF Windows computers or Macs, log on to the computer using your personal account login and password before installing your key. If you don’t have a Mac account, call the Help Desk to arrange for one.
Note: At a CCSF machine, you must log on to the computer, not just to GroupWise!
4. Once you are logged into your personal account, log on to GroupWise and open the email containing the Contribute key.
a. In the Web version of GroupWise, click the Save As link beside the key attachment. On Windows, you can then click Open to start the Contribute connection dialog. On a Mac you may have to save the key to the desktop and double-click it to start the dialog.

b. In the Windows version of GroupWise, double-click the connection key e-mail attachment. 
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A dialog box appears in Contribute. Complete it—enter the name, email address and password that you noted in step 1. Then click OK. 
Installing the key on other computers

Keep both the email with the key attached and the email that contains your password. You must install the key on any computer with which you use Contribute: and you also need the key and name/password entries for every computer on which you use Contribute. 
The simplest way to make the key easily available to you is to create a Contribute Key folder in your GroupWise email and move both messages to that folder. Then you can access the information and open the key on any Internet-connected computer (that has Contribute installed).
Using Contribute on CCSF computers

Call the Help Desk (239-3711) to arrange for ITS to install it on your computer. Users of CCSF laptops should call the Help Desk to schedule a time to drop off their laptop. Depending on the ability of staff, you may have to leave it for a few days.
Copies of Contribute are installed on all Windows PCs and Macs in the Technology Learning Center Lab in Batmale 313, Ocean campus. Log on to your own computer  account and install your key before you use Contribute on any of these machines.
You need a separate copy of Contribute with its own serial # to install on a home or office computer. Note that you don’t enter the Contribute serial number when you first install, but when you actually first use the program.[image: image4.png]Name: jdoe
Enaii: jdoedccsf, edu
password: jdosso3|
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You are setting up a Contribute connection key to:
hitp: fwww.cesf.edu/Resources  Contribute/tv/vfascio/

What is your name?

jdos

What is your e-mail address?

doe@ccst.edu

What s the connection key password?

Contact the sender of the connection key if you don't know.
*/ the password.
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