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A Guide to IT services
This guide can be made available in a variety of formats. For further information please contact the IT Service Desk. A text only version can be found on the IT Services website at:

www.manchester.ac.uk/itservices/gettingstarted
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Disclaimer

Every effort has been made to ensure the accuracy of the information contained within this guide. Please note that this is subject to alteration or revision at any time. Please visit our website or IT Service Desks for the latest information:
www.manchester.ac.uk/itservices 
Regulations and policies

As with all University services there are rules and regulations you will need to adhere to. Please take the time to read and understand these before you start using IT services for your course. Remember ignorance is no excuse in the eyes of the law. You can find 
the regulations and policies at:

www.manchester.ac.uk/itservices/policy 
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Introduction
Welcome to the Student Guide to IT services at The University of Manchester. This short guide introduces just a few of the key facilities available to students at Manchester. We hope you find it useful.
The University has one of the largest academic computing facilities in Europe, with a wide range of IT Services for students. Students at the University have access to a wealth of resources including research support services, PC clusters, email and Internet access, wireless access, Microsoft applications, printing facilities, network document storage, student portal, eLearning environment and the extensive electronic resources managed by John Rylands University Library. 
As a new student you will be introduced to the University’s IT facilities at your induction. In addition to your Faculty and School IT provision, you will find IT facilities in areas of high student use, such as University Place (George Kenyon cluster), John Rylands Library and the Joule Library. The two libraries also house the IT Service Desks where you can get help and information.

You will find the most up-to-date information about our services on the IT Services website, so throughout this guide you will find web addresses which direct you to more detailed information on the web site: www.manchester.ac.uk/itservices
 We hope you have an enjoyable time at the University and wish you good luck with 
your studies.

Getting started
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IT Signup and Registration

To access any of the University’s IT facilities, you require a computer user account. Your account details (including a username and password) can be obtained by using the IT Account Manager system available on computers based in the University PC clusters. 

If you are off campus you can do your IT Sign up via the IT Account Manager website. (Please see section on Students off Campus): www.manchester.ac.uk/itservices/itaccountmanager
Your University student identity number is required, as you will be asked to enter this number during the IT Signup process. 

Important note: Once you have received a username and password from the IT Account Manager system YOU become responsible for any activity or usage of your account.

IT Account Manager

Follow these simple steps to start using IT services.

Note: If you encounter problems at any stage of this process, note any error message given and contact IT Service Desk for advice: www.manchester/servicedesk
1
Find a vacant computer displaying the Ctrl-Alt-Delete screen.

2
Simultaneously press the Ctrl-Alt-Delete keys to display the login dialog box.

3
Type ‘signup’ (in lowercase without the quotes) in the username box and ‘signup’ (in lowercase without the quotes) in the password box.

4
The IT Account Manager system will now start automatically and on-screen instructions will guide you through the process of obtaining your username, password and email account details. Make sure you follow this IT Signup procedure through to completion and choose a secure password which is a combination of letters and numbers. For advice on choosing passwords see: www.manchester.ac.uk/itservices/passwords/choosing

You do not need to record all the information the IT Account Manager gives you, as you can always re-access the system. However it may be useful to record your username and email address at this time. (Make sure you can remember your password)

5
When you have completed your IT Signup, log out of the PC by clicking the ‘Log Out’ or ‘Exit’ button on the screen. When the log out process is complete you will see the Ctrl-Alt-Delete screen displayed again.

6
You can now login to the University computer network using your own personal username and password.

IT Signup problems?
A small percentage of students may find that their details are ‘not found’ or ‘not complete’ - such errors are usually corrected within 24 hours. If there are still ‘details not complete’ errors after 24 hours, or if you experience another error, then the University may have incorrect information about you which needs correcting at your School office. The registration helpers and IT Service Desks will be able to direct you to the right location to have your details corrected. 

Academic and Financial Registration

If you haven’t already completed your academic and financial registration and course selection, login and click the ‘Student Self Service’ icon on the computer desktop.

Ensure that if you make a note of your password, you keep it separate from these details.

Username

Email address

Please keep your details safe and secure. 

Students off Campus
IT Signup for students off campus

Students who are off campus can do their IT Signup via the IT Account Manager website:
www.manchester.ac.uk/itservices/itaccountmanager
We particularly recommend students off campus, who cannot come in to the University to provide identification, to record their information recovery details during IT Sign up. This information is personal to you and only you will know it. Should you forget your password, you can re-enter the IT Account Manager, enter your personal recovery information and retrieve your IT Account details. You will then be asked to enter a new password.


Email
Most students (with the exception of Manchester Business School postgraduates and School of Computer Science students) use webmail available from: https://webmail.manchester.ac.uk
A guide is available from: www.manchester.ac.uk/itservices/studentemail
P: drive on the Web
You are provided with an allocation of online, secure file storage space. Access your P: drive via the web, anywhere, anytime, from any PC with an Internet connection (University username and password required) at: https://pdrives.manchester.ac.uk
The Portal

The Student portal brings all your online services together in one place. Access your student portal anytime, from any PC with an Internet connection (University username and password required) at: www.manchester.ac.uk/portal
Extra secure access to services (VPN)

Many campus services can be accessed directly from your home Internet connection, including email and P: drive. However some services such as the Electronic Software Delivery system, some library catalogues and faculty-based services need to be accessed via the Virtual Private Network (VPN) service. For more information see: www.manchester.ac.uk/itservices/vpn
Help and information
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Contact the IT Service Desk

www.manchester.ac.uk/servicedesk
The IT Service Desk is where you go to for all your IT support needs. Within the Service Desk there is a knowledge base facility. The Knowledge Base is your 24/7 interface for your IT help and support requirements. 

When you log in to the Knowledge Base you will be able to: 

•
search for any IT problem you are experiencing

•
view the top 5 solutions 

•
browse the frequently asked questions

•
raise a support call with the Service Desk
Alternatively you can phone the IT Service Desk 0161 306 5544 (or int 65544), 
opening hours are Monday to Friday, 9am to 5pm or visit the IT Service Desk at these locations:
•
The John Rylands Library
 (Building 55 normally accessed at the top of the escalator in the Blue 1 area.) Temporary entrance via stairs until Dec 09)

•
The Joule Library in the Sackville Street Building 
(Building 1). The library entrance is on the E floor.

Accessibility Support

The University is committed to enabling and improving the use of our PC cluster machines by users with accessibility needs. For more information see: www.manchester.ac.uk/itservices/accessibility 
All students with additional needs are encouraged to contact the Disability Support Office by email at: disability@manchester.ac.uk
Getting an extension to your IT account

Extending your student IT account beyond the normal expiry date (corrections, writing up a thesis etc,) is done by your School administration. The IT Service Desk can direct you to the right location to have this done.

Student Services Centre

For help with administrative or general queries about your University student number, swipe card, fees or student loans, visit either the main Student Services Centre in the John Owens building, Burlington Street, or the smaller satellite site on the ground floor of the Staff House building, Sackville Street. For more information see:
www.campus.manchester.ac.uk/ssc
Blackboard Support

For help and support with Blackboard the Virtual Learning Environment see:
www.studentnet.manchester.ac.uk/blackboard  
Security Matters
Do I really need to know about this?

Put very simply: Yes! IT security is a very important issue for the University. We make every effort to ensure our IT systems are secure and install the latest anti-virus software in our PC clusters. However we also need students to be IT security aware. Please take time to find out about securing your personal IT equipment and also about keeping your University account safe and secure. For more information see: www.manchester.ac.uk/itservices/secure-it
Passwords

Choosing and using passwords

Secure hard to guess passwords ensure that only authorised users can access the University’s IT facilities and keeps your stored data and information private and secure. NEVER disclose your username and password to others, not even to University IT staff. For more information see: 
www.manchester.ac.uk/itservices/passwords
Changing your user account password
You can change your password at anytime after IT Signup, by re-visiting the IT Account Manager: 
www.manchester.ac.uk/itservices/itaccountmanager
Recovering your account and password details
During IT Signup (or at any time subsequently) you can record your information recovery details by re-entering the IT Account Manager. Should you forget your password, re-enter the IT Account Manager from the PC cluster login screen, or at: www.manchester.ac.uk/itservices/itaccountmanager
Enter your personal recovery information and retrieve your IT account details. You will then be asked to enter a new password. 

If you haven’t chosen to record your information recovery details, you will have to present your student identity card at one of the Library-based IT Service Desks and a new password will be set for you: www.manchester/servicedesk
Anti-Virus software

A free anti-virus package is available for University students to use on their own personal computers. For more information see: www.manchester.ac.uk/itservices/antivirus
Using email safely

NEVER run or open ANY type of attachment directly from your email client or web browser - even if it appears to have come from someone you know. Attachments should be saved and scanned using an anti-virus program (see above) to check whether they are safe to run or open. For more information see: 
www.itservices.manchester.ac.uk/studentemail/virusprotection
Care of personal belongings

Be vigilant when using your own expensive IT equipment on campus. Always keep your bags and belongings close to you and never leave your valuables unattended - no matter how short a time you are away. 

StudentNet and Portal
 Portal
Together, Studentnet and Portal provide access to all the information and online services you are likely to need on a day-to-day basis. Studentnet is your starting point for a wealth of information about support services, rules and regulations, news and information. It is also your entry point for Portal. See: www.manchester.ac.uk/studentnet
Login to Portal using your university username and password for access to all your online services such as email, the Blackboard eLearning system, your library account, your student record, P: drive and much more. You can also customize your portal page so it’s just the way you want it. To login and check your portal page see: www.manchester.ac.uk/portal
PC clusters
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University PC clusters

Opening times for each cluster will vary but at least two clusters operate 24/7. 

•
University Place (George Kenyon cluster) - open 24/7 (building 37a)

•
Barnes Wallis - open 8am – 5pm (building 9)

•
John Rylands Library - open library hours (building 55)

•
Joule Library, Sackville Street - open library hours (building 1)

•
Owens Park Hall of Residence - open 23/7

For more information about PC clusters see: www.itservices.manchester.ac.uk/pcclusters
Faculty PC clusters

Whilst core facilities are broadly similar for all University PC Clusters, those operated in the Faculties typically provide extra resources (eg specialised software) related to the interests of the Faculty.

PC cluster software

A detailed list of the core software applications available in campus clusters is available at:

www.manchester.ac.uk/itservices/clustersoftware
Printing

Each PC cluster has printing facilities, which are charged for on a ‘per page printed’ basis. In order to print your work you will need to buy printing credits either at the payment kiosks around campus or by using the online epayments system. 
(Please note: unused print credit cannot be re-imbursed at any time.)

Payment Kiosks accept £1 and £2 coins and some also accept £5, £10 and £20 notes. Money paid into the kiosks can be used to pay for central printing, Print Shop jobs and most library fines. 
For more information see:

www.manchester.ac.uk/itservices/printing
Saving Files

P: drive - Secure document storage

Students are provided with 200Mbytes of network storage accessed as the P: drive or
‘My Documents’ folder on any PC cluster computer you log into. If you save or copy files to 
‘My Documents’ in the PC clusters they will be stored on your P: drive. Also accessed via the web at either: http://mydocuments.manchester.ac.uk
 or  https://pdrives.manchester.ac.uk
This file storage space is secure and is the recommended place to store your data files, or backups of files you have saved elsewhere.

Saving, storing, compressing and transferring

Saving your files couldn’t be easier. For more information see: www.itservices.manchester.ac.uk/filestorage
Be considerate to other students in PC clusters

The PC clusters are provided for student study. Please don’t behave in ways that will adversely affect other students. 

•
Keep noise to a minimum

•
Do not use mobile phones in the cluster

•
Do not eat or drink in the cluster

•
Dispose of unwanted printouts in the nearby recycling or waste bins.

For more information about the acceptable use policy see: www.itservices.manchester.ac.uk/policy
Email

Your University account

Important note: The University will use your University email address to contact you throughout your course. You should use this account in preference to any private email provision you may have.

Most new students* will use our webmail client which can be accessed on or off campus. Students are allocated 300Mbytes of personal email space. To access the email client, click the webmail icon on the computer desktop or enter: https://webmail.manchester.ac.uk
into your web browser. You will be asked for your username and password before access is granted.

A userguide is available at: www.manchester.ac.uk/itservices/studentemail
*MBS postgraduates and School of Computer Science students have their own School based email services.

MBS postgraduate students 

MBS services are accessed via their intranet. Documentation is available at the MBS IT Service Desk located in MBS West and on the MBS web site. To access the link you must first sign up for a computer account: http://intranet.mbs.ac.uk/school-services/IT
Computer Science students

Computer Science has its own webmail service for students, available at: https://webmail2.cs.man.ac.uk
eLearning (VLE)
Blackboard is the Virtual Learning Environment (VLE) for the University and provides resources associated with your studies. Blackboard is a web-based, password protected application which you can access from anywhere (on or off campus). Many courses use Blackboard to provide teaching materials and course-related information. Blackboard course materials can include discussion boards, video clips, calendars, assessment and/or surveys. During the course of your studies you will find more courses are implemented using Blackboard.
Please note not all courses have an online element and therefore you will need to have confirmation from your tutor that your course uses Blackboard. 

Your VLE courses can be accessed from: www.manchester.ac.uk/portal
For Blackboard support see: www.studentnet.manchester.ac.uk/blackboard
Software for students
Electronic Software Delivery System

Some software applications which are part of the campus portfolio are available free of charge to University of Manchester students. To find out which applications are available

to you visit: www.applications.itservices.manchester.ac.uk
To download any you might need, visit the Electronic Software Delivery System site at:
www.software.itservices.manchester.ac.uk
Network Roaming Service

Wireless access

The University offers wireless network access in an ever-increasing number of locations around campus. For more information see: www.manchester.ac.uk/itservices/roaming
IT Training
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European Computer Driving Licence (ECDL)

If you would like to be able to demonstrate your competency in different areas of computing, you can, by obtaining the European Computer Driving Licence (ECDL). For information and details about the ECDL (charges apply) see: www.manchester.ac.uk/itservices/trainingcourses/ecdl/
Online training materials

A range of online training materials are available on our web site. The training materials cover many of the popular IT applications used at the University. 
See: www.manchester.ac.uk/itservices/trainingcourses/trainingresources
Research Support Services
Research Computing Services 
Research Computing services provides specialist computing facilities and services to support research and teaching. Services include high performance computing, grid computing, visualization and training courses in each of these areas. 
For more information see: www.manchester.ac.uk/researchcomputing
Halls of Residence
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Hornet Internet in halls

All study bedrooms in our Halls of Residence have data connections to the Hornet Internet service providing high speed access to your University account and the Internet.

The Data Connection Provides:

•
A full internet connection for web browsing, email, instant messaging, Skype, etc.

•
Freewire TV and telephone services. 

•
Access to teaching and learning resources such as the Library, academic course materials and Blackboard.

•
Access to other services such as the eStore for purchasing and discounts from partnered service providers.

•
The ability to access music, radio, video, etc. over the Internet. Some limitations (streaming and file sharing services) exist for copyright and acceptable use reasons.

The service includes use of the Internet connection for the specified period and full Hornet support until you leave the Hall, or until the start of the next academic year. You should find a data cable in your room to connect your computer to the network - just plug-in and get started. 

Hornet is actively policed and users whose computers are displaying malicious

behaviour and making excessive use of the network resources will be disconnected. Hornet requires all users to secure their computers and urges them to learn about safe computing by referring to the information on the Hornet website:

www.manchester.ac.uk/halls/internet
Purchasing IT goods and services
Visit the BuyIT site

The website lists suppliers of value for money IT goods and services: http://buyit.itservices.manchester.ac.uk
PC repairs

A personal PC and laptop repair service is available on campus. The service is chargeable and is provided by Xenon a hardware maintenance company. For more information see:
http://buyit.itservices.manchester.ac.uk/personalpurchases/itequipmentrepaired
Buying a PC, Mac or laptop computer

Thinking of buying a PC, Mac or a laptop? 
Visit the BuyIT website for more information about student IT purchasing options: 

http://buyit.itservices.manchester.ac.uk/personalpurchases/pclaptopandapple
Software

A range of software for personal use is available to both staff and students of the University.

http://buyit.itservices.manchester.ac.uk/personalpurchases/software
Renting a laptop computer

A commercially provided rental scheme is available in John Rylands Library. 
For more information see: http://buyit.itservices.manchester.ac.uk/personalpurchases/rentingalaptop
Poster printing

A colour poster printing service is available from the Online PrintShop in the Kilburn Building (charges apply).

www.manchester.ac.uk/itservices/printing/posterprinting
IT Services Division

The University of Manchester

Kilburn Building

Oxford Road

Manchester

M13 9PL

Tel: 0161 306 5544

www.manchester.ac.uk/itservices
