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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.  

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. 

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) 

J U L Y  2 0 2 2  

To access the WSU Tech network, 

login to a WSU Tech computer from 

any campus. If you’re on a personal 

computer click on the myWSU Tech 

icon on the wsutech.edu website 

Your login user name is your first 

initial with your last name.  

For example, John Smith would have 

the username  “jsmith”. 

If there is more than one person with 

that username you will have a num-

ber at the end of your login like 

“jsmith99”.  

Be prepared to provide your school 

email (username@wsutech.edu), 

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 

( !, $, #, %)     Don’t use @ or & 

Cannot contain your name, the 

word “password”, or the word 

“WSU TECH”. 

Cannot be a repeat of the last 5 

passwords used. 

If this is your first time logging into the 

WSU Tech computer system, you will 

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. 

 

 

https://wsutech.edu


 

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. 

 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 

menu for the Banner database. 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 permis-

sion for you.  

Banner access is granted by a supervisor submitting an IT-Systems Access 

Request form from 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:

 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. 

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

Office 365 Cloud. The college uses SharePoint for file sharing and stor-

ing important work documents among WSU Tech Employees only. 

Upload of new documents on SharePoint is controlled by individual 

departments 

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

WSU Tech Computer and may be accessed by Remote Desktop Con-

nect or Office.com. Across the top of the page you will notice that eve-

ry work section has their own page within SharePoint and documents 

shared with the entire college found on the “All College Shared” site.  

 

https://wsutech.edu/
http://blackboard.wsutech.edu
https://www.office.com/


 

With Remote Desktop Connect you can access your WSU TECH 

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.  

 

Apple or Android users may have to download the Microsoft 

Remote Desktop  app from the appstore. Look for an icon like 

this: 

 

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!  

 

 

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. 

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. 

 

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 ->. 

Apple/IOS Android 

https://my.wsutech.edu/web/mywsutech/employee


 

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 

 



 

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

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

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

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

Select: WSU Tech Secure 

Password:  SpEbe7p33arapRA 

Or select:  WSU Tech Student Secure 

Password: wsutechis#1 

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 

the Conference PC. 

Login to Conference PC with your WSU TECH login 

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 

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 

*The microphones are extra sensitive, be aware that absolutely any sound made can 

be heard on the other side of the Teams/Zoom call. 

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/docs/DOC-1680#firstheading


 

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 

All employees and students have free access to 

LinkedIn Learning 

  

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 

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 

 

Employees also have access to free Teams Meeting 

Videoconferencing from their Outlook Calendar or 

from inside the Teams app. 

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. 

 

Employees can access Office 365 Online by going to 

Office.com and logging in using  WSU Tech credentials 

https://www.microsoft.com/en-us/home-use-program
https://www.office.com/getOffice365
https://zoom.us/
mailto:itas@wsutech.edu
office.com


 

Select employees who require access to Banner Application 

Navigator must use DUO Multi-Factor authentication to pro-

vide another layer of security beyond a password.  

 

DUO is a free app that can be downloaded to any 

smartphone or tablet.  
 

WE HIGHLY RECOMMEND TURNING ON RECOVERY/

RESTORE MODES FOR ANY MULTI-FACTOR AUTHENTICATOR 

 

 

The IT Department strongly 

recommends employees 

never reuse passwords, 

especially your WSU Tech 

computer password. 

 

To help “remember” pass-

words and accounts we 

recommend the use of 

LastPass Password manag-

er to securely store pass-

words and accounts. 

 

A unique password for all 

your personal professional 

accounts provides the best 

IT Security for the college 

and your personal accounts. 



 

WSU Tech uses Microsoft Office 365 Products 

Login to Office.com with your WSU Tech login 

credentials to get access. 

WSU Tech is migrating all employ-

ee files to OneDrive. Please con-

tact an IT Technician for assistance 

in moving your files to OneDrive. 

https://office.com

