Welcome to Sinclair Community College IT Classroom Support


This letter has been prepared as a guide to help you understand how to get the service and support you need in your classroom.  Please set aside some time to read this, it is designed for you. Some questions will be answered and perhaps stimulate others. Please feel free to question or comment on any aspect of our services and procedures. Feedback is encouraged. We are always looking for ways to improve our services and support.

IT hopes you find the Computer classrooms a pleasant and comfortable place. Our staff members will assist in every way possible, providing a friendly, caring and supportive environment for both you the faculty and your students.  Below are the procedures to follow for reporting problems, software, multimedia needs and more.    
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Coordinator Information
If you have any questions or concerns about using the classroom please contact the IT Lab Coordinator for that room.  To find the Coordinator of the classroom go to http://our.sinclair.edu/sites/its/nas/imagereport/allLabs.asp.
Reporting Problems

If you experience problems in your classroom there are several different ways you can request assistance.

1.) Contact the Help Desk.  This can be done several ways:

· Calling 512-4357 (HELP)

· Emailing helpdesk@sinclair.edu or 

2.) Create your own problem ticket through Help Desk tickets Online (HDTO):
· Go to your browser and type http://HDTO.sinclair.edu
· Click on the Help button in my.Sinclair
· Go to http://our.sinclair.edu/, select Tools, and then select Help Desk Tickets Online 
3.) The instructors’ pc has an icon on the desktop called “Report a Problem”.  This can be used to report problems or when additional paper or toner is low on the printer. This message is sent via e-mail directly to the Help Desk.
If the problem is an emergency please call the Help Desk directly.  For information about the Help Desk go to http://www.sinclair.edu/departments/helpdesk/index.cfm.
Software 

To ensure all the required software is installed in your classroom go to http://www.sinclair.edu/departments/its/pub/searchApps.cfm.
If any additional software is required please fill out the software request form and forwarded to the IT Lab Coordinator.  The software request form can be found at http://our.sinclair.edu/forms/docs/image-update.doc.
· You will be contacted for a copy of the software and licensing agreement.  
· All software and information will then be delivered to ITS for installation and testing with the Lab Image.

· The IT Lab Coordinator will contact you or a representative to give you the opportunity to test the application(s) to verify correct configuration prior to beginning of quarter. 

· After testing, please send an e-mail to the IT Lab Coordinator approving or describing problem(s) with application(s). 

· If everything works properly, the application will be installed.

·  Software can take up to 4 weeks to install depending on the time of the quarter.

Multimedia Equipment

If you have not used the Multimedia equipment such as a TV/VCR, DVD player, laptop or data projector contact your IT Lab Coordinator.  They can review with you how to use the equipment. If you require additional training on the Podium or Media equipment, please contact the Instructional Development Support Department at 512-4526.

It is recommended that you test any DVD’s you intend to use this quarter with the equipment you are using to ensure that proper drivers are installed. ITS has found in the past that some DVD’s require additional drivers that are not in the standard install.

Room Access

Your door will be locked prior to the beginning of your class.  If the door is not unlocked when you arrive you can contact security for access.  You can also request a key to this room through Facilities Management or arrange with security to be let into the room.

Please close the classroom door at the end of your class and lock it unless you know a class comes in directly after you leave.  A schedule will be posted the first week of class on the door.  You can also find this information about your classrooms on http://our.sinclair.edu .  Click on College Events – R25, Locations and find the room.

Room Information

· Please no food or drink in the classroom. I understand that some of the Open Labs now allow food and drink but ITS does not have the staff to clean up after each class. Please enforce this rule.

· ADA stations are available in each room. Any students with special needs (equipment or otherwise) should be registered with Disability Services in building 10, Room 10421 or by phone at 512-5113.  If permission is granted for special equipment it will be installed by the Disability Services office and NOT the student. Visit the web at http://www.sinclair.edu/stservices/edu/DisabilityServices/index.cfm for additional information.

· Please do not allow students to stay in the classroom on their own between classes. 

· Students can save data by using the floppy drive or CD-RW drive.
GoPrint
GoPrint has been installed in multiple classrooms.  GoPrint is the pay-for-print system, in select computer classrooms.  GoPrint will require students, faculty and staff to use their usernames and passwords and funds from their Tartan Cards to print in select computer labs.  To help offset the printing fees, students will receive $7.50 a quarter or 150 pages of 8 1/2 x 11 of free prints and faculty will receive $15.00 a quarter or 300 pages of 8 1/2 x 11 of free prints in the GoPrint system.  For more information about GoPrint go to http://www.sinclair.edu/technology/labs/goprint/index.cfm.
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