Introduction to Computing
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1 - Information Technology (IT) Security

IT security has become an integral part of the worldwide computing environment, and keeping computers,
networks, and data safe is of utmost importance. In keeping with this trend, CaTS has created a security website
that houses a wealth of information regarding IT security. Please visit www.wright.edu/security/itwright/  to
review this information. You can also view a short security video at the following website:
www.wright.edu/security/securityvideo/flashvideo.html .

2 - Viruses

A computer virus is a program that is infectious and can by highly complex. Viruses implant instructions in other
programs or storage devices that can attack, scramble, or erase computer data.

To check Wright State Uni totheCsTb lomepage (wevw.wrigheedd/cats)o mp u
and click on the Current Computing Information Link. Alternatively, you can call the CaTS hotline at 937-775-

4828. Check these locations for important computing news or alerts such as the latest worm/virus outbreak

information.

The following activities are among the most common ways of getting computer viruses. Minimizing the frequency
of these activities will reduce your risk of getting a computer virus:

e Freely sharing computer programs and system disks
¢ Downloading executable software from public-access bulletin boards
e Opening e-mail attachments from people you don't know

WSU Policy Wright State University is concerned with the health of your computer and with maintaining effective
network resources. In the interest of your computer and the health of the University network, you are REQUIRED
to have up-to-date operating system patches as well as virus and spyware scanning software on your system. In
order to ensure uninterrupted network access, you must keep your operating system and all virus/spyware tools
updated.

3 - Firewalls

A firewall is a system that is designed to prevent unauthorized access to or from a private network. Firewalls can be
implemented in both hardware and software formats. Here at Wright State University, CaTS maintains both
hardware and software perimeter firewalls for the entire campus community that control Internet traffic in and out
of our network. For individual computers, personal desktop firewalls, such as Windows Firewall, should be installed
to help prevent unauthorized access.

For CaTS managed computers on the Wright State network (normally defined as faculty, staff, and administrative
computers), a copy of McAfee Firewall is already installed and managed through our McAfee network server. These
systems should have the Windows Firewall disabled. For students living in the residence halls, a personal desktop
firewall is required. The easiest and most convenient firewall to use is the Windows Firewall, but other popular



programs include Zone Alarm and Tiny Firewall, which can be downloaded from the website
http://www.download.com.

4 - Spyware
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Spyware and adware are two of the most frustrating threats for computer users today. Spyware is software that
watches your activities and collects personal data without your permission. Adware displays pop-ups and other
forms of unauthorized advertising. Because these programs run in the background while you use your computer,
they consume system resources and can slow down your PC significantly.

Virus and Spyware scanning software such as Ad-Aware and Spybot Search & Destroy is available on the

ConnectWright CD. Pick up a copy at the CaTS Help Desk located in 025 Library Annex.

5 ¢ Anti-spam Utility

Unsolicited commercial e-mail, also known as spam, has become an increasing problem at WSU. To reduce the
amount of time involved with managing spam, CaTS offers a spam filtering service for faculty, staff, and students.
The service is currently available to all users with CaTS based e-mail accounts (addresses ending in @wright.edu).
Instructions for using the antispam utility can be found at: www.wright.edu/cats/antispam/ . The screenshot
below shows the new End User Digest, a way to see all the spam that the filter has blocked for your account.
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6 - Logging into the Campus Network

You can login to the campus network with your CAMPUS username and password. When on campus, leave the
oOoWorkstation Onlyo option unc htomekbesdretochedkthas si ng a
oWor kst ati on Ovell Lggih witdowaheo ah hornbe hT e scideashot below shows the Novell

Login window.

¥5 Novell Login v4.83.0.4 SP1

Novell Client

for Windows*

(¢ [I'workstation only)

l 0K } [ Cancel ] [ﬁhutdown,.. ] [Advanoed >>]

7 - Novell Delivered Applications

The Novell Delivered Applications window gives you access to some of the programs you can use on the Wright
State University campus. If the Novell Delivered Applications window does not automatically display, you can get
to it by going to Start > All Programs > Zenworks for Deskops 4 > Application Explorer. The screenshot below
shows the Novell Delived Applications Window.
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8 - Network Drives
H: Drive K: Drive
Personal network drive Shared Departmental Drive

Quota Size = 100 Megs
Your H: drive will be the folder that
includes your username



9 - MyFiles Website

Page|5

With myfiles.wright.eduyou can access your files on your Novell H: drive and have access to them anywhere that
has an internet connection. All you have to do is go to myfiles.wright.edu, click the Open My Network Files link

on the left side, and your files are at your fingertips.

= CaTS' Remote Services

ﬂMy Network Places
Ldelp

[giWeb Browser Access
(FHelp

Peimimivininirtriva SNV Novell

Welcome to My Files

Welcome to My Files, the service that allows you to remotely
access the files stored in your Novell account (H: drive).

Instructions for Windows:

You must be running Internet Explorer 6 or greater or Firefox
1.5 or greater

Click on the "My Network Places" link on the left or click on the
"Web Browser Access" link on the left

Login with your Novell username and password. Here's an

example:
Faculty/Staff: wO0O#abc
Students: wi1##abc

Your H: drive will be the folder that includes Home@WsU

10 - WINGS ¢ Wright Information, News, and Group Services

WINGS is the University Portal. It consists of web pages that act as a starting point for using the Web or web-
based services such as WINGS Express, e-mail, calendars, message boards, channels, and chat. Just log on at
wings.wright.eduand your e-mail that resides on the university mail server will be at your fingertips.

WRIGHT STATE UNIVERSITY WSU HOME

Wright Information, News, and Group Services

Secure Login

User Name:

Password:

Having problems logging in?

WINGS Info

* Getting a3 WINGS Username and
Password

* Reset vour CAMPUS Password

¢ WINGS Intro (1.24 Mb requires

uickTime Plaver)
¢ Frequently Asked Questions
¢ Recommended Desktop

What is WINGS?

= WINGS is a place for the WSU Community to access various © Campus
systems. senvices. and information frem one location. This o Course
secure site provides you with a customizable layout enabling o Personal

you to add channelized content that matters to you

Need Assistance?

If you have any feedback for
us or encounter a problem
with WINGS. please use list before you log in. There
IGERLENGENVGVLELEGRGER are some known issues with
About WINGS tab. If you

INSIDE WINGS YOU'LL FIND:
Welcome to WINGS )

Wright State University's Portal ¢ Email

* Personal Calendar

¢ Announcements

¢ Self Services
© Registration
o Check Grades
© Financial Aid & Scholarships
© Employee Pay Stubs
© Leave Balance
© Wright 1 Card Transactions
© Advisor Services
¢ Campus Events Calendar
¢ Administrative Services
© Banner Admin
o COGNOS

KNOWN BROWSER ISSUES
Please view the
supported browser

browser versions.

need assistance. feel free to
! contact the CaTS help Desk MAINTENANCE TIMES
Resolution at (937)775-4827 or by WINFSS may be u_navailable
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11 - CAMPUS Password

Account management should be done through the WINGS portal (wings.wright.edu). Once you are on the
WINGS login page, clickthed Res et your C AMNPJI& onRha rigist side af tHe&creen and you
will have the ability to change your password.

Your CAMPUS password must be changed every 120 days.
When changing your CAMPUS password there are a few things to keep in mind:

The password length must be 8 to 14 characters

The password must contain a letter

The password must contain at least one of these special characters: 0123456789()-_!$
Do not use names or common words in the dictionary

Do not use the following symbols: % # . @

The password cannot be one that you have used before

12 - E-mail

There are numerous methods to check your e-mail: WINGS (wings.wright.edu), email.wright.edu, Thunderbird,
etc. The most convenient method is through WINGS. Login to WINGS and click the E-mail icon in the top right.

E-mail Quota: Faculty/Staff = 100 MB  Student = 40 MB

Official WSU E-mail Policy: There is an increasing reliance on electronic communication among students, faculty,
staff and administration at Wright State University. Because of this reliance and the acceptance of electronic
communication, e-mail is considered the official means for communication. The University will send official
communications via e-mail and expects that those communications will be received and read in a timely fashion.
Students are expected to check their official e-mail address frequently to stay current with university
communications.

13 ¢ Software Discounts

Wright State University has a special licensing agreement with Microsoft and Apple that allows the distribution of a

broad range of Microsoft and Apple software to employees. The software can be purchased by logging into the

WI NGS port al (wings.wright.edu), clicking on the
oSoftware and Music ServicesoO channel . Available
Macintosh, Windows and Macintosh system upgrades, and various other software titles. To see the list of all

available titles and to read more about software licensing at the university, visit www.wright.edu/software.
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14 - WINGS Express (WE)

WINGS Express is a service that allows faculty and staff to access personal information at Wright State University,
including pay information and grade entering. You can access WINGS Express by logging in to WINGS, then
clicking the WINGS Express icon in the top right corner. Login with your University ID (UID) and PIN.

WINGS

EXPRESS

Search ACCESSIBILITY SITE MAP HELP EXIT
Main Menu

Welcome, Branden D. Combs, to WINGS Express! Last web access on Jul 14, 2008 at 02:35 pm

Personal Information

Updzte adcresses, contact information, change your PIN 2nd security quastion, opt-in text message,

Student and Financial Aid
i 5

Admission Application Summary, Registration, Grades, Billing and Financial Aid

and Advisors
3des anc Registration Overrides, View Class Lists and Student Information

Employee
Timz sheets, time off, benzfits, lzave orjob dzta, paystubs, W2 znd T4 forms, W4 cata,

Finance
Create or review finzncizl documents, budgst infermation, approvals,

15 - Office 2007

Wright State University is moving toward the use of Microsoft Office 2007 for all Windows computers. This new

suite provides better functionality and ease of use than previous versions. CaTS has created videos that give a brief
overview of the Office 2007 system. Visit the WINGS Resource Center (discussed above), click on the Employee
l'ink on the |l eft side, and |l ook for the O0OWhatds

16 C File Encryption

Encryption is the process of transforming information from clear or plain text into a non-readable format so that
only the intended reader can understand or change the message content. Encryption ensures privacy. It is a way to
keep prying eyes from reading confidential information that is sent across the public internet.

Certain software applications have encryption methods embedded in them for sending and receiving secure
information and for the storage of information. There is also third party software available that can be used to
encrypt information.

(continued on nex page)
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For directions on encrypting files, check out the following links:
« Encrypting files using Microsoft Office Word, Excel, and PowerPoint 2007
A http:/lwww.wright.edu/security/datacomp/office_07_encryption.pdf
o Encrypting files using Microsoft Office Access 2007

A http://www.wright.edu/security/datacomp/access_07_encryption.pdf

e Encrypting files using Microsoft Office 2003

A http://www.wright.edu/security/datacomp/office_07_encryption.pdf

e Encryption with the Macintosh Operating System

A http://www.wright.edu /security/datacomp/mac_encryption.pdf

17 - WINGS Resource Center (WRC)

Looking for help accessing your information in WINGS and WINGS Express? Turn to the WINGS Resource
Center, designed to help you more easily navigate WINGS, WINGS Express, and more. In this central location you
will find training videos, documentation, training dates, FAQs, and more. You can find the WINGS Resource

Center at www.wright.edu/wrc/ .



18 - CaTS Resources

Resource
CaTS Website

WINGS

WINGS Resource Center
IT Security

Training & Workshops
Online Documentation
Online Forms

Computer Lab Schedules
MyFiles

Anti-Spam Software
CaTS Bulletin

Free Software

Software Discount Quick List

Web Location

www.wright.edu/cats/
wings.wright.edu
www.wright.edu/wrc/
www.wright.edu/security/
www.wright.edu/cats/train/
www.wright.edu/cats/docs/
www.wright.edu/cats/docs/forms/
www.wright.edu/cats/labs/
myfiles.wright.edu
www.wright.edu/cats/antispam/
www.wright.edu/cats/info/
https://www.wright.edu/cats/cw/

http://www.wright.edu/software/products.html
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