
City College Help, Support and Training
During the Desktop Upgrade period, the Technology Learning Center (TLC), at 310-313 Batmale Hall of the Ocean campus will concentrate on Orientations for those receiving new systems.  Most other TLC functions, such as training workshops on other technology-related subjects, will be on hold. However, you can get support/training from several sources.
TLC open lab time

The Technology Learning Center’s open lab, located in 313 Batmale Hall on the Ocean Campus, has new PCs and Mac G3’s and G4s available, as well as printers and scanners.

Regular semester hours: Monday -Thursday, 9 AM – 6 PM; Fridays: 9 AM – 4:30 PM. Special hours will be posted for other periods. Help appointments are available through the Help Desk (see next page).
The TLC/Desktop Upgrade Web site

A Web site supporting the Desktop Upgrade is available from http://www.ccsf.edu/tlc/
Site Organization
Pages on the Desktop site mirror the Orientation modules, with some additions:

· Instructions on how individuals should back up and make other preparations to transfer files and info to the new system

· Desktop Upgrade Overview and Frequently Asked Questions (FAQ)
· Forms used in the deployment process

· Logging on and off

· Your new Hardware/Software

· Support, Help and Further Training
· Windows XP: The New Look (Familiar and new features, the Taskbar and Start Menu, old and new ways to start programs)
· Windows XP: Managing Files and Folders (viewing and organizing My Documents/your network space; creating folders, moving and copying files, etc.)

· Virus Checking
· Email and Groupware: including a personal calendar

Information on the DUI/Desktop Upgrade Web site

Each page on the Web site contains a selection of the following:
· A Brief (1-2 page) Executive summary of the material on the topic.

· Powerpoint modules that you can play from the Web or download to your own computers. These cover the same material as the Orientations so that you can review the material at your leisure.
· Word Documents summarizing the same material as the PowerPoint. Where relevant, these include more detailed step-by-step procedures than in PowerPoint.

· Additional Word Help documents that expand on related topics.

Additional Help

See VTC Online training on page 3. 
Help desk

CCSF’s Help Desk for Faculty and Staff computer users is available at 415-239-3711.

The Help desk deals with:

· Problems with Faculty and Staff  CCSF office computers and printers

· Logging on and password concerns

· Problems with and questions about software on CCSF’s Supported Software list. It may also be able to help with some aspects of software on the Limited Support list.
· The two Help Desk staffers are not experts on all aspects of all software. Advanced questions on, say, Office programs may be better addressed by VTC training modules.

Hours of Operation (regular semester):
Monday – Thursday 9:00 am - 6:00 pm; Friday:  9:00 am - 4:30 pm;  updates for hours during the rollout and special hours for other periods will be posted.

The Help Desk Web site

The Help Desk site, at http://www.ccsf.edu/helpdesk/ is also available as a link from the main TLC site: http://www.ccsf.edu/tlc.

The site contains:

· Information on checking out a digital camera, laptop computer, or projector: http://www.ccsf.edu/Services/Help_Desk/html/equipment__check_out.html
· Links to sites and documents with helpful information and tutorials

· Link to Forms for CCSF resources and for buying software at special prices: http://www.ccsf.edu/Services/Help_Desk/html/forms.html
Following up a request for assistance

If you have phoned in a problem with any computer resource at CCSF, the Help desk most probably has routed it to the ITS person or group who can help.  You can now track the progress of your problem. To log on to the Help Desk tracking database, open a browser and point it to:

http://www.ccsf.edu/helpdesk
Click Customer+Center to see the disposition and progress of your request. 
A document on how to use the tracking database is available at this link. It is also available in the Support, Help and Further Training module of the Desktop Web site.
Help Desk Appointments

The Help Desk can also schedule half-hour appointments for in-person help in the office at 310 Batmale Hall on the Ocean Campus or in the TLC computer lab, 313 Batmale Hall. Call them at 415-239-3711 to schedule an appointment. Even without an appointment, student lab aides may be available for 15-minute help sessions on the spot.
VTC Online training

The software on your rollout desktop computer includes an online training player connected to many high-quality pre-recorded training modules.

Subjects covered include: Windows XP, all the Office 2002 Programs, Adobe PhotoShop

Headphones required

Since the modules include sound and video, you will need a pair of headphones or speakers to hear the narration. Headphones are available for $10-$15 at Radio Shack and many other electronics and computer stores. Plug them into the jack at the front of the computer (see the Computer Components sheet given out during Orientation).
Using the VTC Viewer

1. Open the VTC Viewer (Start > All Programs > VTCPlay.exe)
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2. When you choose a general area from the left pulldown menu 
(1), a list of titles becomes available in the Select Title box on the right 
(2).  Click the arrow to the  right of the Select Title box to see the available subjects.  
3. Scroll through until you see an area that you want. When you choose the subject area, a list appears in the main body of the player.

4. This list first appears as a series of “books” with + and – signs beside them. 
A + means that you can open the book to see several individual modules.
5. When you see one that you want to view, double-click to start it.
Example: Getting VTC Online help on Windows XP

6. Open the VTC Player

7. Click the down-arrow to the right of the left-hand box and choose Operating Systems.
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Click the down-arrow to the right of the right-hand, Select Title box and choose windows XP Fundamentals.

9. When you click your choice, the modules for your selection appear in the center window of the player. A + means that you can open the “book” to see several individual modules.
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10. When you see a module that you want to view, double-click to start it.

Playing a help module

After a short load time, the training segment begins to play on your screen.

You can just let it play all the way through and click the upper-right-hand corner X as usual to close it.  Simple, VCR-like controls, are located at the bottom left of the movie screen.
You can control volume and play using the icons at the bottom left of the movie window.

Windows Help and Support Center
An expanded Windows Help system is available from the Start menu.  To start Help:
Click the Start Button

On the right pane, click Help and Support. The Help and support window appears.

At the top, the Search box allows you to enter a term and click the right arrow to search windows help for results. These may include entries from the Microsoft Knowledgebase, an online encyclopedia of help entries for Microsoft products.

On the left, you can search for Windows XP help in a menu arranged by topic area. When you choose a topic area, you’ll see a series of heading entries that open into smaller modules when you click them.

Finally, as you continue clicking, the entries on the left display module titles that you can click on the right.

This enables you to zero in on exactly what you want to find in the Help system.

Remote Assistance

On the right of the Help and Support Menu you’ll find and Ask for Assistance heading that may allow you to ask the Help Desk to look directly at your CCSF computer. Details of this procedure will be available from the Help Desk as the feature comes on line. Stay tuned!
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1: Click here first to choose the training area  








2: After you have chosen the training area , click here to see the modules available for  that area








Closed folder: Plus sign indicates that it is closed, but contains several subject modules. Click the plus sign to see contents.





Open folder: Minus sign indicates that you can see all its modules. Double-Click a module icon to play it.





Individual module icon.
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