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LOGIN TO A WSU TECH COMPUTER
Inside This Guide:
To access the WSU Tech network, If this is your first time logging into the Be prepared to provide your school
* Login to WSU Tech p-1 login to a WSU Tech computer from  WSU Tech computer system, you will email (username@wsutech.edu),

Computers any campus. If you’re on a personal

computer click on the myWsSU Tech
icon on the wsutech.edu website

MyWSUTech, Banner, p.2
and Blackboard

WSU Tech SharePoint

Your login user name is your first

* WSU Tech remote p.3 initial with your last name.
desktop .

« WSU Tech Email on For example, John Smith would have
Smartphones the username “jsmith”.

IT Helpdesk Contact If there is more than one person with

that username you will have a num-
ber at the end of your login like
“jsmith99”.

Electronic forms p.4

Secure Wi-Fi p.5

Conference Room PCs

Web Browsers p.6

LinkedIn Learning

Zoom Videoconference

* Password Manager p.7 Other user
* MFA Authenticator [beername |
* MS Office 365 p.8

Sign in to: WATC

How do | sign in to another domain?

TEAMS CHAT AND CALLING

need to reset your password.

If you are using a WSU Tech Computer
you will see a link below the windows
login that says “forgot my password”.

If you are using your own Computer
use the password reset tool from the
“Reset Password or First Time Login”
link on the myWSU Tech login web
page.

Reset Password
First Time Login

LOGIN | | clear

Get back into your account

Who are you?

mobile phone number, and/or per-
sonal email address.

Password rules are as follows:

* Must be a minimum of 8 characters

Must have a minimum of 1 lower
case letter.

Must have a minimum of 1 upper
case letter.

Must have a minimum of 1 number

Must have a special character like
(1,S,# %) Don’tuse@ or&

Cannot contain your name, the
word “password”, or the word
“WSU TECH".

Cannot be a repeat of the last 5
passwords used.

For chats and calls WSU Tech uses Microsoft Teams collaboration software

When a chat is initiated or a Teams Call is
made it will automatically ring/notify the

Microsoft Teams app you are logged into.
Speed dial

To find a person you need to chat/call
please click on the search bar at the top of a
teams chat/calling window and place the
call/chat.

[2] Contacts

History

. [==] Voicemail
When you answer a call you will have a new

dialog screen in the ellipsis that will give
many options such as putting calls on hold
or transferring to another line.

(Search online for more Teams Calling features)
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Device settings

Call health

Hold

Transfer

Consult then transfer

Park Call

Turn on live captions
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WHAT IS MYWSUTECH, BANNER, ELECTRONIC FORMS AND BLACKBOARD?

myWSUTech 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 employees to
submit their time sheets and check leave balances. You can get to the page
from wsutech.edu Look for the myWSUTech on the top of the webpage.

To login use the exact same WSU Tech user name and password discussed in
the first section of this guide.

Once you login click on the “Employee” tab.

WSU Tech
MyWATC WSU Tech
WSU Tech
oy Quick Links

Faculty

Banner is the database used by WSU Tech for most resources needed by
our students and staff.

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

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

Some college jobs require Banner Application Navigator for data entry. Click
on the Navigator Link from the employee page of myWSUTech.

. You will now be greeted with the general
EmlJ'UVEE Links menu for the Banner database. From here
work specific forms may be accessed.
Banner Application Navigator

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 permis-
sion for you.

Banner access is granted by a supervisor submitting an IT-Systems Access
Request form from Etrieve Electronic Forms.

Etrieve Electronic Forms can be found from a link at the top of the
myWSUTech portal. Several college forms can be found within this applica-

tion. The icon looks like this:
#7/ E-Forms

Blackboard Learn is used by students and faculty to access class docu-
ments, assignments, attendance and announcements.

WSU Tech uses the Blackboard Learn Online Learning mod-
ule. Blackboard can be accessed by clicking on the Online
Learning tab within myWSUTech or going to the
blackboard.wsutech.edu webpage directly.

EB My Courses — Blackboar: X
C | @ Secure | https://blackboard.wsutech.edu;

Apps E Center for Digital E [ Etrieve [ Military F

mSu“ TECH

My Courses WSU Tech Announcements W

WSU TECH SHAREPOINT FILE SHARING WEBSITE

The WSU Tech Sharepoint is an internal website located on Microsoft’s

e
Office 365 Cloud. The college uses SharePoint for file sharing and stor- uﬁu@ rome Al colege Shared

ing important work documents among WSU Tech Employees only.
Upload of new documents on SharePoint is controlled by individual
departments

SharePoint - All College Shared

Institutional Effectiveness Marketing Strategic Innovations ¥ Student Services ¥ Recent ¥
# EDIT LINKS

All College Shared Files

The SharePoint page is set as a default page when you login to your

Academics & Faculty ¥ Finance & Administration ¥ Foundation Human |

ws

WSU Tech Computer and may be accessed by Remote Desktop Con- Document Libraries: Links:
nect or Office.com. Across the top of the page you will notice that eve-  *Important - Link o . IT One Stop
ry work section has their own page within SharePoint and documents " - myWSUTech Web Portal
shared with the entire college found on the “All College Shared” site. rtment only « WSU Tech Webmail
e - WSU Tech Internet
« Academics & Faculty « WSU Tech Official Building Hours
. Finance & Administration . WSU Tech Electronic Forms

Last revised: Jul 22, 2022 ithelpdesk@wsutech.edu 2
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WSU TECH REMOTE DESKTOP CONNECT

With Remote Desktop Connect you can access your WSU TECH These credentials will be used to connect

work documents, programs, and emails from home or from

any computer.

From a Windows 10 Computer or Apple Mac download the
Remote Desktop Connect Configuration File from the Employ-

ee tab of the my.wsutech.edu web portal.

Remote Desktop Connect Configuration File for Employees

(ZIP) 4

Click on the link to download the zipped file. After it has
downloaded to your computer, click "open file", double click
on "Employee_RDS.rdp", then click on "Connect".

i Employee_RDS.rdp

q U The publisher of this remote connection can't be identified. COMpUters:

This remote connection could harm your local or remote computer. Do not co
connection came fiom or have used it before

._ Publisher
2 Type:
Remote computer.

Gateway server

[¥]Don't ask me again for connections to this computer

1. RDS.wsutech.edu (RD Gateway server)
2. rds.wsutech.edu (remote computer)

Unknown publisher
Remote Deskiop Connection |

rds wsutech.edu

RDS wsutech edu

‘ Password

Apple or Android users may have to download the Microsoft
Remote Desktop app from the appstore. Look for an icon like

this:

Microsoft Remote Desktop
Work from anywhere
Microsoft Corporation

Free

CONNECT A SMARTPHONE/TABLET TO WSU TECH EMAIL & SERVICES

To get WSU TECH email on smartphones please follow these steps:

* Open your email application/accounts on your device. You will then need
to add a new “Exchange” account. Devices may vary but usually you do
this by going to “Options/Settings” then “Add Account”.

* Next enter company server settings. Enter your WSU Tech email address.
The server is webmail.wsutech.edu and username is email address again.

* If asked, please enable “Use secure connection” and “Accept SSL certifi-
cates. (See Android and IPhone examples to the right ->.

CCOUN

Email address

Domain\username

Password

Exchange server

autodiscover.wsutech.edu

Use secure connection (SSL)

O Use client certificate

ITHELPDESK@WSUTECH.EDU 316-677-9905

At WSU TECH we take pride in our fast, reliable IT sys-
tems. Should you need assistance with any WSU TECH
computer issues or just have a suggestion, please email
the IT help desk at ithelpdesk@WSUTech.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 prob-
lem you may have. Please be sure to share all details of
your IT issue such as location of the computer, name,
contact information, and what specific problem you are
experiencing. Emailing snapshots of the problem using
the Windows 10 snipping tool is appreciated!

Last revised: Jul 22, 2022

Sign out every night, especially on Friday. Do not
turn off computer at end of day, so that updates
can automatically be applied. (this excludes lap-

tops)

Always keep computer fans clean for maximum
airflow so the computer doesn’t overheat.

Don’t store personal music or videos on WSU Tech
computers, you may store them on a personal USB
drive instead.

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 some-

one calls the Employee IT Helpdesk after 10pm or on

weekends.

ithelpdesk@wsutech.edu

Android
EXCHANGE SERVER SETTINGS

Apple/10S

Accounts

iCloud

Add Account

Add Account

& iCloud

Exchange
Email rroebuck@wsutech.edu

Description Exchange
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#7 ETRIEVE FORMS

WSU TECH uses Etrieve Softdocs Electronic Forms
* Click on the E-Forms icon in myWSU TECH

* Login using your WSU TECH login and password

* The form saves continually in the background

* Retrieve Drafts from the Drafts label under Flow

* Attachments must be .pdf, .doc, .csv, .jpg, .png, .txt,
.bmp, or .gif format

* No # & . (period) symbols in attachment name

* Select the history icon to see where a form is in the
approval flow

* Make a habit to check your form inbox regularly

effieve | CENTRAL

< INVC: cbarber Ellucian - 90256... X

E Package Items
AP - Invoice Approval Form

Last revised: Jul 22, 2022

Employee

myWSUTech

(] mywsuTech

Employee

=2 WSU Tech

6 Bl 2 htips://etcentral watcedu/#/form

LA
etrieve | CENTRAL

Flow
L2 Inbox
o Collapse All
P Activity
Academic v
Forms AC - Course Grade Appeal

AC - Early Final Request

Drafts

Finance »

mSuEcH

Invoice Approval Form

INSTRUCTIONS: Fields outlined in red are required. Click "Submit” to send information.

Note: You must attach at least one document to submit thi:

History Clc
Requestor: Banner ID
Catherine A Barber W00043819 Package Hlstory Audit H\story
POIDPY Invoice Number Invoicd Steve Field 07-30-2018, 8:09:36 am
Approved
DPV v Ellucian - 9025611 $
WATC Flow Accnint |
Grant s Facilities Received 07-30-2018, 8:09:41 am

Marie Harville
Approved

07-30-2018, 3:13:49 pm

New Vendor?

07-30-2018, 3:13:57 pm
If unsure, check with A/P before submitting form

Workflow Ended

Yes No

Vendor Name Vendor Banner | Comment

Sa

=

IS

ithelpdesk@wsutech.edu
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WSU TECH SECURE WI-FI CONFERENCE ROOM PC GUIDE

Most WSU TECH Conference Rooms use a Unified Conference PC solution like the
one pictured below. If you are wanting to run a presentation, you will have to use

Select: WSU Tech Secure
P d: SpEbe7p33 RA
asswor ptbe/p33arap the Conference PC.

Or select: WSU Tech Student Secure . . .
* Login to Conference PC with your WSU TECH login

Password: wsutechis#1
* Either load files (Video or PowerPoint) to the Conference PC, or start a Teams/

Zoom call and include the Conference PC along with the device with the files you

< Settings Wi-Fi wish to show. Then share the screen from the device with the files.

Note *Laptops cannot be hooked up to this system. Use Zoom/USB Drive/Cloud to
retrieve/share documents

v WSUTech Secure a be heard on the other side of the Teams/Zoom call.

9)

Wi-Fi
U *The microphones are extra sensitive, be aware that absolutely any sound made can

CHOOSE A NETWORK...

DIRECT-1D-HP
OfficeJet Pro 8710

®
WSU Guest = @
®

WSU Secure a

),

WSUTech
Student Secure @

WI-FI CALLING ON SMARTPHONES

eseco Verizon LTE 5:23 PM v} 7s%mD  ***°° Verizon LTE 6:23 PM 7 % 75% W eseco Verizon LTE 5:23 PM 7} 75% W
< Settings Phone { Phone Wi-Fi Calling
CALLS

= Calendar

Announce Calls Wi-Fi Calling on This iPhone

Notes
Call Blocking & Identification Prefer Wi-Fi While Roaming
Reminders
A Make and receive calls over Wi-Fi with your
Verizon account. About Wi-Fi Calling &
. Privacy...
Calls on Other Devices '

ke Messages
Respond with Text Update Emergency Address
FaceTime
- Wi-Fi calling requires an address to help
emeraencyv resnonse services resnond to

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

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

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

* T-Mobile https://support.t-mobile.com/docs/DOC-1680#firstheading

Last revised: Jul 22, 2022 ithelpdesk@wsutech.edu 5
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SUPPORTED WEB BROWSERS

ZOOM ONLINE MEETINGS

For Blackboard LMS and Banner 9 we recommend the Google
Chrome Browser.

If employees run into software compatibility issues with
Google Chrome please try Edge.

For Intranet, Office.com and Office 365 and Microsoft Soft-
ware we recommend Edge.

Chrome and Edge are found on every WSU Tech Computer.

WSU Tech does not test college software on Safari and Firefox
browsers. Employees/Students that use these browsers do so
at their own risk. IT Staff are not trained to provide assistance
on these browsers.

LINKEDIN LEARNING

— WSU TECH has joined many colleges and business-
. es using Zoom Audio/Video/Web Conferencing
software and services.

Access Zoom by searching Windows for Zoom or
clicking on All Apps and scrolling down to Zoom on
a WSU TECH Computer.

You can also add the Zoom app to

your personal computer, iPhone, iPad
or Android device from an App Store

or go to Zoom.US

Zoom Pro accounts can handle 50 simultaneous users for unlimited time
and can be used to “host” audio/video/web conferences on computers, lap-
tops, smartphones and pretty much any device with a web browser.

To request a Zoom Pro account submit a ticket to itas@wsutech.edu

L
Employees also have access to free Teams Meeting *
Videoconferencing from their Outlook Calendar or ~ Join Teams
from inside the Teams app. Meeting

Teams Meeting

GETTING OFFICE 365 FOR PERSONAL USE

« All employees and students have free access to

LinkedIn Learning
[ cearNinG

» To activate your LinkedIn Learning account
please submit an IT ticket to
ithelpdesk@wsutech.edu

« Faculty should contact ITAS for assistance includ-
ing LinkedIn Learning content to Blackboard

OFFICE.COM & OFFICE 365

» Employees can access Office 365 Online by going to
Office.com and logging in using WSU Tech credentials

& o W
Outlook OneDrive Word Excel
Planner
$ @ D @&
PowerPoint OneNote SharePoint Teams

Last revised: Jul 22, 2022

ithelpdesk@wsutech.edu

Microsoft replaced the $15 Home Use Program for employees with a
30% Discount on Office365 www.microsoft.com/en-us/home-use-program

Employees can also get the online only version of Office 365 for free like
students do at www.office.com/getoffice365

Office 365 Home

$99.99 per year

Login to unlock discount

Office 365 Home includes:

» Share with your household —up to 6 people.

« Premium versions of Word, Excel, PowerPoint, OneDrive, OneNote
(features vary), Outlook, Publisher, and Access.!

» For use on multiple PCs/Macs, tablets, and phones (including
Windows, i0S, and Androidj.2

» 1 TB OneDrive cloud storage per person.

« Collaborate on documents with others online.


https://www.microsoft.com/en-us/home-use-program
https://www.office.com/getOffice365
https://zoom.us/
mailto:itas@wsutech.edu
office.com
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DUO MULTI-FACTOR AUTHENTICATION FOR APP NAV USERS

Select employees who require access to Banner Application

Navigator must use DUO Multi-Factor authentication to pro- M u Iti -Factor
vide another layer of security beyond a password. Authe ntication from / ( ——

DUO is a free app that can be downloaded to any D u o ity
smartphone or tablet.
There’s no easier way to use multi-factor authentication. /
WE HIGHLY RECOMMEND TURNING ON RECOVERY/ Designed for the modern workforce and backed by a zero
RESTORE MODES FOR ANY MULTI-FACTOR AUTHENTICATOR  {rust philosophy, Duo s Cisco’s user-friendly, scalable ' 4

access security platform that keeps your business ahead
of ever-changing security threats.

Employee Links & Dashboard

Banner @ IH
Employee Dashboard ] =

Banner Application Navigator 7 Wy identilym secon= | | Dotsctanympplication Easily deploy Duo in any
— Single Sign-on to Banner 9.X on any device.

PASSWORD MANAGER RECOMMENDED FOR STORING PASSWORDS

environment.

LastPass Password Manager
The IT Department strongly H OW to Insta"

recommends employees
never reuse passwords,

especially your WSU Tech 1. Go to AppStore or Google Play, download LastPass €55

computer password. 2. Create an account-Remember your master password!
Create an account orlogin

To help “remember” pass- .
mail

words and accounts we
recommend the use of
Master Password
LastPass Password manag-
er to securely store pass-

words and accounts.

Strength

Confirm Master Password

. Reminder (Optional)
A unique password for all

your personal professional
accounts provides the best Sign Up - It's Free
IT Security for the college

and your personal accounts. 3. Add your accou nts °
4.Login to LastPass.Com, add browser extension ¢ € @ 0 €

Download the LastPass browser extension

Last revised: Jul 22, 2022 ithelpdesk@wsutech.edu 7
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WSU Tech uses Microsoft Office 365 Products

Login to Office.com with your WSU Tech login

credentials to get access.
Apps

E Outlook . OneDrive

® e @ o, ONEDIIVE

a . o OneDrive
SharePoint Teams )
Save your files and photos to

OneDrive and access them from
ﬁ Sway [I Forms any device, anywhere.

WSU Tech is migrating all employ-
. Planner

ee files to OneDrive. Please con-

tact an IT Technician for assistance
EMPLOYEE IT HELPDESK CONTACT INFO | . . ]
in moving your files to OneDrive.

ITHELPDESK@WSUTECH.EDU :
1] Office 365

316-677-9905 o~ |THelpdesk T EEREDL
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