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To access the WATC network you’ll  If this is your first time logging into the Be prepared to provide your username,
LOGIN TO WATC |p1 need to login to a WATC computer WATC computer system, you will need  date of birth, and last four digits of your
COMPUTERS . .
SKYPE DIGITAL from any campus or from your com-  to reset your password. social security number.
PHONE YSTEM .
ONE SYS puter to mywatc.watc.edu If you are using a WATC Computer you Password rules are as follows:
MYWATC, BAN- |[p2 ) ) ] will see a link below the windows login .
NER, AND Your login user name is your first . ., * Must be a minimum of 8 characters
BLACKBOARD initial with your last name HAESalS HOIESt I RasSWOrE:
WATC INTRANET . If you are using your own Computer * Must contain a minimum of 1 lower
WATC REMOTE P3 For example, John Smith would have use the password reset tool from the case letter.
DESKTOP the username “jsmith”. .
) “Need to reset forgotten/expired pass- «Must contain a minimum of 1 upper
WATC EMAIL ON If there is more than one person with irst Ti in?” i
SMARTPHONES _ p word? First Time Login?” linkonthe  ¢ase letter.
that username you will have a num-  myWATC login web page.
IT HELPDESK " » Must contain a minimum of 1 number
CONTACT INFO ber at the end of your login like
ELECTRONIC 04 jsmith99”. « Must contain a special character like
FORMS Other user E Self Service Reset Password Management (, $, #, %) Don’t use @ or &
Welcome to Self Service Reset Password Management. This
WI-FI WSU P5 jsmithos] program will help you reset your password if you have forgotten
WI-FI CALLING . VD S  Cannot contain your name, the word
CONFERENCE — Please choose between one of the SSRPM options below: ’
“password”, or the word “WATC”.
PHONES Sign in to: WATC
WI-FI WATC P6 * Cannot be a repeat of the last 5 pass-
ZOOM ONLINE Reset your password words used.
Reset your password if you have forgotten your password and would like to 1
MS OFFICE 2016
$10 SOFTWARE

Skype For Business is a
voice over Internet phone
system made by Microsoft
that has brought phone
communication into the

You will notice that most computers in the college are equipped with a

—
® USB phone or a headset which you may use to make calls.

kype for Business

| Please visit the IT Tab of the Intranet for IT Tips and Guid...

After you login to your computer notice the Skype window that ap-
pears automatically. If Skype doesn’t automatically appear type Skype
in the Search Windows box or look in All Apps for Skype. Pick up your

Randy Roebuck
Available ¥
NCAT ¥

()
§
@

digital age. ° [4) o =y - | headset or handset and click on the dial icon on the right of the Skype
| interface to directly dial a phone number.

With your WATC login ac-  { Fr someone or areom or il numoer Q | You may also click on the contacts icon @ on the left and search for

count you will be issued a | people in the college by name. aa

phone number in the for- | 22

mat 316-677-XXXX or ' 4 5 6 When you receive a call you will hear a ring and new window will ap-

316-512-XXXX . HI KL

When this number is called,
it will automatically ring to
any WATC computer you
are logged into.

o

MNO

pear on the bottom right of your screen, click on the

icon to answer.
WXYZ L

Once you answer, you will have a new dialog screen
that will give many options such as putting calls on
hold or forwarding to another line.
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Redial K, Call

Cell Phone KS

i Pin % Check (Search online for more Skype for Business features)



EMPLOYEE INFORMATION TECHNOLOGY GUIDE

myWatc is the online portal used by students and staff to access
Banner resources offered by the college.

It contains modules for students to check their grades and for em-
ployees to submit their time sheets and check leave balances. You
can get to the page from watc.edu or directly at mywatc.watc.edu

To login use the exact same WATC user name and password dis-
cussed in the first section of this guide.

r v

WATC Employee Faculty Student Library Financial Aid Care
MyWATC , Employee
Time Reporting =: Employee
Preferences WAT|

Time Sheet

Once you login click on the “Employee” tab that is located across the
top of the modules.

Banner is the database used by our college for most resources need-
ed by our students and staff.

On the left side of the page you will notice that there is link under
“Banner Links” that says “Self Service Banner”.

It contains grades, emergency contacts, and HR data etc.

Some WATC jobs require Native Banner (INB) for data entry. If you
need INB for your job click on the link and click on “run” once the
application box appears.

You may be given a Java warning asking if you want to block unsafe
components. Click “no”.

You will now be greeted with the general menu for the Banner data-
base. From here work specific forms may be accessed.

If your job requires access to specific Banner resources please
speak to a supervisor so that he or she may request the appropriate

levels of permission for you.

"8 General Menu GUAGMNU 8.4.2 (PROD) - Friday, May 18, 2012 - Last login Saturday, April 14, 2012 09:26:27 AM

[¥] welcome, Eric Robinson.

nner

Products: B

[Jstudent

JFinance System Menu
JHuman Resources
(OFinancial Aid

(Jgeneral

_Banner Security

_Document Management Suite

Banner access is granted by a supervisor submitting Banner Access
Form found on the IT tab of the Intranet under general links.

Blackboard Learn is used by students and faculty
to access class documents, assignments, attend-
ance and announcements.

WATC uses the Blackboard Learn Online Learning
module. Blackboard can be accessed by clicking on
the Online Learning tab within MyWatc.

3 Blackboard Learn

C M  Ehtps: //blackboard watc edus

My Courses

System & Course Annoeuncements

My Courses

iy Matifications WWATC Annodncements

The WATC Intranet is an internal website built on a Microsoft SharePoint server that the college uses for file sharing and storing important
work documents among WATC Employees only. Each tab on the Intranet is controlled by each department’s administrative section.

The intranet page is set as a default page when you login to your WATC Computer and may be accessed by Remote Desktop Connect You
can also go directly to the Intranet at https://intranet2.watc.edu Across the top of the page you will notice that every work section has their
own page within the Intranet. For example, you may click on the IT link to find useful self help links such as this guide. You may also click on
Human Resources to find various documents needed for your benefits.

The Intranet allows users
to upload and download
copies of documents and
to fill out forms. Please
contact your supervisor
for more information on
how your department uses
the Intranet.

& https://intranet2.watc.ed

P’ ‘ﬁ \X/ATC Intranet Home » Home

Select your area of interest or search for content

WICHITA AREA TECHNICAL COLLEGE

Intranet Home Academic Affairs v Finance v Human Resources v Institutional Effectiveness v 1T~ Leadership Council Media v SCTETA Student Services v


https://firefly.watc.edu
https://intranet2.watc.edu
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With Remote Desktop Connect you can access your WATC work docu-
ments, programs, and emails from home or from any computer.

Other user

On a Windows computer go to: WATC\rroebuc

To get your WATC email on your smartphones and
tablets please use the following steps:

[Domain\Username

. . . . atc\erobinson
e  Open your email application on your device. You b

will then need to add a new “Exchange” account.
Devices may vary but usually you may do this by
going to “Options” then “Add Account”.

Password

[Server
autodiscover.watc.edu
e Next please enter your company’s server settings.
The domain is going to be WATC and the
username will be your first initial and last name.
The server to use is autodiscover.watc.edu

+ | Accept all SSL certificates

e [f asked, please enable “Use secure connection”
and “Accept SSL certificates. (See left for Android
example and see IPhone example right).

At WATC we take pride in our fast, reliable IT systems. Should you need assistance with any WATC com-
puter issues or just have a suggestion, please email the IT help desk at ithelpdesk@watc.edu or call 316-
677-9905. Once your email is received an IT help desk ticket will be issued to our staff to assist you in
resolving the IT problem you may have. Please be sure to share all details of your IT issue such as loca-
tion of the computer, name, contact information, and what specific problem you are experiencing. Email-
ing snapshots of the problem using the Windows 10 snipping tool is appreciated!

Please do not give students the Employee IT Helpdesk number, Students have their own Student IT
Helpdesk at 677-9906. The college incurs overtime costs when someone calls the Employee IT Helpdesk
after 20pm or on weekends.

To prevent document loss and to keep your computer running well be sure to sign off every night and
restart every Friday so that updates can automatically be applied. Updates keep the computer running
efficiently and securely. Always keep computer fans clean for maximum airflow so the computer doesn’t
overheat. Clogged fans are the single biggest reason WATC computers overheat and fail. Don’t store per-
sonal music or videos on WATC computers, you may store them on a personal USB drive instead.

+” |Use secure connection (SSL)

Next a

You will be prompted
with a screen that looks
like a normal WATC login
screen. Now enter your
normal WATC username
and password as you

jll would on campus with
the WATC\ in front of
your username.

Remote Desktop Sign in to: WATC
~»¢ Connection
Now enter the
Compuer | BT  terminal server name:
Username:  WATC\roebuck t t d Once you login you should notice that all the documents and apps
Youwill be asked for credentials when you cennect S.watc.edu that you have on your WATC computer desktop are also available on
Employees may also use these the Remote Desktop Connect server desktop.
~ | Show Oplions Connect .
i student terminal servers as well:  Since the server that hosts your remote desktop connection session
- : is located at NCAT this is a great way to bypass an ailing computer
Health Students | Aviation Students | Manufacturing Students | All Students | and get to your WATC applications quickly.
healthwatc.edu | aviation.watc.edu | man.watc.edu genwatcedu | Apple users will need to install the Remote Desktop application from

the Apple App Store and follow the same directions.

ooooo Verizon = 2:03 PM 90% -

Settings

I'I Mail, Contacts, Calendars

OOOOO Verizon & 2:03 PM 90% W)
< Settings Mail, Contacts, Calendars
Exchange
Mail, Contacts, Calendars, Remr lers, Notes
ooooo Verizon 2:04 PM 90% W)
Cancel Exchange
Email rroebuck@watc.edu v
Server autodiscover.watc.edu v/
Domain watc v
Username  rroebuck v
Password eeeeeccecee v

For assistance with
computer issues
contact the
Employee IT help

desk at:

ithelpdesk@watc.edu
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JElectronic Forms

WATC uses Etrieve Softdocs Electronic Forms

B JElectronic Forms

WATC

e  Login using your WATC login and password T e MYWATC © WATC

R |

e  Click on the Electronic Forms icon in myWATC

e  The form saves continually in the background fr Employee

e Retrieve Drafts from the Drafts label under Flow @ httpsy/etcentralwatc.edu/#/form

e  Attachments must be .pdf, .doc, .csv, .jpg, .png, et?ieve | CENTRAL
Axt, .bmp, or.gif format

e No # or & symbols in attachment name

L2 Inbox
e  Select the history icon to see where a form is in Collapse Al
the approval flow K7 Activity
Academic »
e  Make a habit to check your form inbox regularly
Forms AC - Course Grade Appeal
> )
Drafts .
Finance v

€ ReqProc: CDW Technologies Blayne...

Bl \X/ATC Requisition Processing

| Package ltems INSTRUCTIONS: Fields outlined in red are required. Click "Submit" to send information.
Change Order New Vendor?

Yes ® No If unsure, check with A/P before submitting form

Yes @® No History Clo
C s
Vendor (Company) Phone WAT: el dla
Received -10-2017, 3:51:42 pm
CDW Technologies (800}
Steve Field 08-11-2017, 8:00:19 am
Address Email

Approved

75 Remittance Drive

Suite 1515 WATC Flow Accntnt |
Received 08-11-2017, 8:00:23 am
City
Chicago Denise Kober 08-11-2017, 10:55:08 am

Approved

Requestor Name
08-11-2017, 10:55:14 am

Blayne Beham Workflow Ended
Ship To
4004 N. Webb Rd i| ICom ment Y

= B

History Attachments Source Download Print
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. Most WATC Conference Rooms use a VTECH Conference Phone like the one
Select: WSU Secure pictured below.
Login: Your WSU Banner |ID# e To use Skype for Business press the button below PC SPK
Login: Your myWSU password e You must be logged into the connected computer to hear the audio

e Instandalone mode (no computer) just dial the number on the keypad

e  For better microphone response place one of the 4 detachable micro-
phones close to the person speaking

Wi-Fi @ Note* You must return the microphones to the speakerphone cradle after the
call for recharging!

Choose a Network... 3

NCAT Guest = ©
WATC Secure 8T ©
WATC Student... &= ©

Z
c
g
g
o
)
©

Other >
w850 Verizon LTE 5:23 PM v} 75%mmy %00 Verizon LTE 5:23PM 7 3 75% W eeeco Verizon LTE 5:23 PM 1§ 75% .
{ Settings Phone < Phone Wi-Fi Calling
CALLS
—_——
Calendar
Announce Calls Headphones & Wi-Fi Calllng on This iPhone )
Notes ) s
Call Blocking & Identification Prefer Wi-Fi While Roaming
* Reminders
\ Make and receive calls over Wi-Fi with your
Verizon account. About Wi-Fi Calling &
. Privacy...
Calls on Other Devices Off :
s Messages
Respond with Text Update Emergency Address

s FaceTime

Wi-Fi calling requires an address to help
emeraency resnonse services resnond to

e Sprint https://www.sprint.com/en/support/solutions/services/fags-about-wi-fi-calling.html

¢ Verizon http://www.verizonwireless.com/support/wifi-calling-fags/

e ATT https://www.att.com/shop/wireless/features/wifi-calling.html

e T-Mobile https://support.t-mobile.com/community/coverage/wifi-calling



https://www.sprint.com/en/support/solutions/services/faqs-about-wi-fi-calling.html
http://www.verizonwireless.com/support/wifi-calling-faqs/
https://www.att.com/shop/wireless/features/wifi-calling.html
https://www.att.com/shop/wireless/features/wifi-calling.html
https://www.att.com/shop/wireless/features/wifi-calling.html
https://www.att.com/shop/wireless/features/wifi-calling.html
https://support.t-mobile.com/community/coverage/wifi-calling
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Select: WATC Secure _ WATC has joined many colleges and business-
es using Zoom Audio/Video/Web Conferenc-
Password: SpEbe7p33arapRA ing software and services. WATC has pur-
) chased 20 Internet based Zoom Pro Accounts
or Select: WATC Student Secure Sign In forsianUp) - for employees to use in the classroom and for

business purposes.
zgen20@watc.edu

Access Zoom by searching Win-
o dows for Zoom or clicking on All

m Apps and scrolling down to Zoom
on a WATC Computer.

Remember me

Wi-Fi [ on @)

Choose a Network... 3 droid device from an App Store or go to Zoom.US

You can also add the Zoom app to your personal computer, iPhone, iPad or An-

NCAT Guest =

©

Zoom Pro accounts can handle 50 simultaneous users for unlimited time and

v WATC Secure a= © can be used to “host” audio/video/web conferences on computers, laptops,

b smartphones and pretty much any device with a web browser. (Find your De-
WATC Student... 8= © partments Zoom Pro account listing on the IT Intranet page)

4

.
WSU Secure a= @ Employees and Students may also create a Zoom personal account. Personal
accounts are limited to less than 40 minutes but have the same basic features

Other... > as a Pro account .

Note* Be considerate, please sign out of Pro Accounts after your meeting!

WATC uses Microsoft Windows 10 and Microsoft Office
2016 on desktop computers and laptops. We recommend
students use Microsoft Software and Microsoft compatible
computers/laptops/tablets/phones for best performance on
the WATC network as outlined in Policy 5-29.

B Microsoft

The Power of Office in Your Home
Exclusive for your company, get the complete Microsoft Office Professional Plus 2016

@
_
Only $9.95
suite for your home. Or if you use a Mac, get Office Home and Business 2016 for Mac for
the same low price.
Employees may purchase a $9.95 copy of Office 2016 by “
using code F948C068D7 at microsofthup.com

e WATC IT Intranet Page and IT Self Help Folder : https://intranet2.watc.edu/IT

e Microsoft Skype Online Resource Video: https://youtu.be/8K960yZ003k

e WATC Remote Desktop Guide (expanded): https://intranet2.watc.edu/IT



http://watc.edu/about/consumer-information/chapter-5-academic/
http://microsofthup.com
https://intranet2.watc.edu/IT
https://youtu.be/8K960yZ0O3k
https://intranet2.watc.edu/IT
https://zoom.us/
https://intranet2.watc.edu/IT/Self%20Help/The%20Zoom%20Pro%20Account%20Department%20List.docx

