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Employee Virtual Office — For Employees Only!

* Note! Virtual Office is a place where Employees and Students can go to access college resources from home

or on campus. There are TWO different Virtual Office sites. Employee Virtual Office is for Employees

ONLY and is not accessible to students. Student Virtual Office is accessible to both students and employees

and is a place to share information, work in a team environment with students and so forth.

Signing into the Employee Virtual Office: Employees sign into Student Virtual Office the same way.

1
2.
3.
4

Go to the College home page. www.northlandcollege.edu

Hover over MyNCTC/Virtual Office

Click on Employee Virtual Office.

Log in using your Novell log in that you use on campus.
Username is: First 6 letters of your Last Name and the First 2 letters of your First Name
Password is: The same as on campus

IVi rtual Office

HOLLY DESCHENE

- [
d%ﬁ eGuide
& Employee Training
Last Mame:
Create Virtual Team First Mame:

Join Virtual Team
Manage Virtual Team

* Please remember: if you plan to use the Virtual Team feature with Students, you must sign into the Student

fr My Boockmar ks
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@ Virtual Office Company Info

Search

Advanced Search

W Assessment/Quality

+ Calendar

+ Common Course Qutline
+ DesireZLearn

+ HR Forms

+ Student Virtual Office

+ Technology Training

+ Web Change Request Form

Links to Intranet
information

Welcome to Employee Virtual
Office

Virtual Office allows administrators to
bring iFolder, iPrint, eGuide, eMail,
and persenal bookmark services
together in a personalized portal for
corporate users.

Virtual Office also allows corporate
users to create virtual teams to
collaborate with others and share
information within the corporate
environment. To create a new team,
click Create Virtual Team in the left
navigation area. view the shared
information of a virtual team by
selecting a team from the left
navigation frame.

Virtual Office.

Enjoy the flexibility of working at home or on the road.

Enjoy the flexibility of access to your network
information anytime, anywhere from either campus.




Virtual Office — Sign in Procedure for Students

Signing Into Virtual Office: **** Student directions ***

1. Go to the College website — www.northlandcollege.edu

2. Hover over MYNCTC/Virtual office
3. Click on Student Virtual Office | 1
4

« .. .
Log in with your User Name and Password. | Employees S'gn_ inwith
| your Novell Log in. |

User Name: First Name_Last Name
Password: 8-Digit Student ID Number

* |If there are two students with the same name, your username may include your middle initial.

For Example: John_Doe
or * Your Username is made up of the name that
John_S Doe IS on your registration.

‘%a?ﬂa@ﬁ@

Team Folders/Files Printers Bookmarks

W Chat is a “Virtual Team

In the Team area you can:
Only” feature. Youneedto |

e Chat with other team members.
e Save or Print a conversation.

e Share a Team Calendar

e Create a Team Webpage

e Have a Team Discussion

be part of a team in order to
use it.

____________________________________

The Folders Button allows you to:

e Gain access to your folder on the college network from anywhere you get internet service.
e Get access to Faculty Folders for assignments.
e Upload assignments to an instructor’s Inbox folder.

The Printer Button allows you to:

e Get access to install any classroom printers or public printers on the college campus.
e Each public/classroom printer is labeled by location and install with a program called IPrint.

The Mail Button is Only Available to Employees! — Students must use Netmail

e Employees can access their Employee Webmail Account.

The Bookmarks Button is where:

e You can bookmark or add favorite websites for future reference.
e This is a good place to save links to all those “Really Important Websites” your instructor told
you about.



Virtual Office Teams — “Together Everyone Accomplishes More”

TEAMS allow you to collaborate with other members of your class, department, or workplace. Teams make
working together easier.

Below is a list or the items you will find in the Team option of Virtual Office.

e Discussion Board: lets you share messages with other team members.
Chat: lets you set up a virtual “chat” with team members. Chatting is when all members are connected at
the same time and your messages that you type are received instantly by the other members and they can
reply instantly. This would be a good feature to use to have a discussion outside of campus.

e Files: here you can share files between other members of a team. Instead of e-mailing them, you can just
upload the files for other members to view.

e Links: store favorite web links for all team members to have access to. These links are available to team
members from anywhere or any computer. All they have to do is log-in.

e Team Calendar: put important events on the calendar. For example, post the date of the next team chat.

Virtual Office € Chat

I

Chat User Help

- - Co-Workers
& Nakoma Team - Offline
View Calendar

Hugo Parra  03/15/03

I
ek Fonder 03106403 *All team members
will show up here
once they have

wining  Jack Messman 02/10/03

|
| I
i [ Files I I
Edit Properties ==
Set Noticaion | been acceptedto |
Delete this Team QREEERERD 3/06/03
[ 022503 _repart. wa 43415/03 I the team . I
&s Hugo's Staff [ goupaxc farmers I They W|" ShOW as
e T [ picturega.gif azA10/03 ff | I
on or orr-line.
o Q Phane Book I ________ I

5 Standards Board

First name: I

New Virtual Team [t [ .
Links
Join Virtual Team search w

Manage Virtual Ted

Getting Started With Virtual Teams

-
E Creating a Team: DESCHEHO

Bring up the College homepage. www.northlandcollege.edu
Hover over MYNCTC/Virtual Office
Click Student Virtual Office

& Testing out for Mauree

NoookrwdpE

LOg in. & Customer Relations
Click Create Virtual Team.

Type a Team Name and Description. Create virtual Team
Click Create! Monaee Virtual Toam

** Note: The person who creates the team is the “Owner” of the team.
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Virtual Teams Continued...

E Joining a Team:

1. Log into Virtual Office. Please Note! Sometimes it takes awhile for your team to show up for you.
2. Click on Join Virtual Team on the left-side of the screen.
3. If the Team Owner approves your request, you will be added to the team. You must be approved!
4. You will need to return to VO and back to the Manage Virtual Teams area
5. Click on the team name in the Virtual Team Inbox.
6. Click the Join button next to it. This will get you into the team.
- . . i _
E Managing a Virtual Team - Team Owners can: Show team members
1. Manage team membership — who is in, who is out Invite a user
2. Manage the team calendar. Approve a request
. . . Show team owners
3. Manage and configure the services on the Virtual Team page. Show blocked users
4. Manage and maintain the team Web page. Show team properties

& Setting Notification Preferences:

Set notify preferences
Delete this team

1. Log into Virtual Office and open the team *“you” own.
2. Click Set Notify Preferences.
3. Check the check box next to each notification method you want to use.
4. Check the check box next to each notification method you want to use as a Default.
5. Click Save.
Set Notification Preferences Virtual Team Defaults
Send me e-mail notification when: Set defaults for all members
 New Discussion Posts " New Discussion Posts
™ New Discussion Posts for threads I'm in " New Discussion Posts for threads
" Events are created I'm in
® Files are uploaded " Events are created
Send to: ¥ Files are uploaded
Holly.Deschene@northlandcollege.edu
Save Reset
& Configuring File-Sharing Service: e

1. Log in to Virtual Office.
2. Click on Edit in the Files section to change settings

Configuration

Allow Members to Download files

18

for files. A
3. Click OK. P — P
. s Liies o
CF Files "‘@ _ e
Delete | Upload | Create |
Mame in: / Size(KB) Last Modified
Empty Directory T EA M

Together Everyone
Accomplishes More!

Virtual Office Northland College
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Virtual Teams Continued... Accessing the Shared Calendar

1. Click on Show Team Calendar to the far Left of the virtual team screen.

Virtual Office

Poeoeeoe

& Employee Training

&+ Employee Training §  Dpiscussion £ cha
Show team calendar
New Message
Show team webpage Chat  User Help
Logging In...

Shaw t bers Logging In...Daone

IJ o TeSESEEEE [p Files Getting User List.

;“te S HSEE . Mo other users are online

PRrove a reques
Show team owners Ee | Uz lat | Create |
Show blocked users Hame in: / Size(KB) Last Modified

Show team properties
Set notify preferences
Delete this team

Empty Directory

Once you are in the team calendar, click on any day to the view the events for the day.
Click on the New link in the Events screen to add a new event.

Fill in the subject and other important information and decide to send to all team members.
Click on Save!

Click on Create to add mo re events or Close t o stop adding events.

S UA WM

ETE—

& Employee Training

m Calendar
[4] August 2005 B fill Events (Month View)

S M TWT F & New | Delete | View by Day

Show team calendar
Show team webpage

1 2 3 4 5 6 Event Date From
Show team members 7 8B 9 101 m 13
Invite a user 14 15 16 17 18 19 20

Approve a request 21
Show team owners
Show blocked users
Show team properties

22 23 34 35 26 I7
I8 29 30 N

A Calendar - Microsoft Internet Explon

New Evertt H
Subloct: [ calendar
_— 0 s D
v =l e 2] S M TWT F s  HNew]Delete | View by Day
W,“-M_-Llrlncludeﬁme 1 2 2 4 5 6 Event Date From
|L“'d°'" 7 8 9 10 1 13] [™ Testing it out { ITS) 8-13-2005 |
Message: 14 15 16 17 18 19 20

=l 21 22 23 24 25 26 27

28 29 30 31

Newly created Event in Team Calendar

& Hotify Subscribers

o Patify 21l Members

—swe | __Cencel |

Virtual OffieW events screen Northland College 7/25/06



Shared Calendar Continued...

& Allowing team members to add events to the TEAM Calendar:

1. Log into Virtual Office — Please remember that to use this with students you much be logged into

Student Virtual Office.

2. Click on the Virtual Team you want to add the event in the calendar for.
3. Click “Show team calendar” on the left side of the Virtual Office Team screen.
4. Click on the Edit button at the Top Right of the Team calendar window.
5. Set Personalization for the Calendar.
Personalizations for: Calendar
Configure the s=ttings to personalize the gadget. Press Descriptions for more information on each sstting.
" L
@ e s [Et Configuration
S MTWTF § New | Delete | View by Day
12345 6 Event iz G Members can Add and Delete Events @ true
78 9 101 D [T Testingit out { ITS) 8-13-2005 Holly Deschene  false
4 15 16 17 18 19 20
2122 13 M4 25 26 27 Show all Events for Month * true
28 29 30 31 r.. false
oK | Cancel | All Settings | _ Descriptions |

Virtual Office also has Discussion and Chat features as well. These features can aid in class discussions or if
you are part of a college committee and need to get on line with the members for a chat or discussion.

Discussion Screen Shots:

& iscussion [Edit]

& Discussion

Hew Message Collapse Board Expand Board Search Messages

5 12:11:42 PM

Technology Training Ideas for 05-06!  from I s 5.

Personalizations for: Discussion

onalize the gadgst. Press Descriptions for more information on

Configuration

Setting Name setting value

Full Title of the Discussion I

Allow Admins to Create Topics & on * Off

Messages do not Appear After never -

As the Owner of a Team you can
set the restrictions for Discussions

Allow Users to Search @ on € Off
Max Recent Posts Displayed |1 0
oK | Cancel |  AllSettings |  Descriptions |

and Chat.
Chat Screen Shots:
€ cha Personalizations for: Chat

Chat  User Help

Unable to authenticate user Holly Deschene
Logging In..

Mo other users are online

Configuration
Setting Name

Show Logged Out Users

Secure All Messages

Use HTTP instead of Sockets

Virtual Office

Configure the settings to personalize the gadget. Press

Descriptions for more information on each setting.

e <= Team Owners can set

If Less Than 100 'I Up Chat options,

 true
@ false
 true
@ false

7/25/06

0K | Cancel

All Settings |  Descriptions |




Virtual Office Faculty Folders - EGF ONLY!

CHECKING FACULTY FOLDERS:

$ %

(0000000

1. Click on the Folders Button on the Virtual Office Toolbar.
2. Click on Drive P.
3. Navigate to your instructors Folder.
HetStorage
F°l:9[:t = & Location: /NetStorage/DriveP@USERS
EERRISLUIEES fle | Edit | View ilter:
oo U o —
T o FacULTY 01/11/2005 1:21 PM
o Motwork® 2 Install 10/20/2004 11:34 AM}
---J-[I)riveQLi:ST = Network Trash Folder 02/06/2004 2:06 PM
3 lcon 0 02/06/2004 2:06 PM

CREATING A SHORTCUT TO FACULTY FOLDERS:

1.

http://vo-student.northlandcollege.edu/oneNet/Netstorage

> oA W

Click Next
. Typein:

Click Start/Control Panel/Network Connection

Click on My Network Places on the Left-side of screen
Click Add a Network Place
Click Next then Choose another Network Location

10.

(This address is CASE SENSITIVE)

Click Next

click Finish.

Click Next then Log in as you do for the network.
Type a name for this Network Place. (Faculty Folder)

MANAGING FILES IN VO FOLDERS

You can use this as a way to upload your files also.

1. Navigate to the faculty folder and file you need.

Remove check mark from Open this network place when |

2. Click on the check box in front of the file you wish to

download.
3. Click File.

4. Click on the option you wish to perform for this file.

*Please Note! When needing to upload many files at one time, it
is best to do it from the Faculty folder Shortcut.

I Folders

E'":’j MetStorage

H73 Home@NORTHLAND
H] iFolder

573 DriveHEFMII
H] DAveN@USERS

[
[
73 DriveF@5Y5s
[
[

=y DriveP@USERS

= DESCHEHO

[ 0Technology In

File | Edit | View | Help

Name

K3 | ocation: /NetStorage/DriveP@USERS/DESCHEHO/ Training Posters/S

Facultv Folder Screen

Other Places

{} Control Panel
& My Network Places
D My Documents
4 My Computer

Ipre a name for this network place:

IFaculty Folders

- NetStorage - Microsoft Internet Explorer

HNetStorage
Folders
= 3 NetStorage

*17] Home @NORTHLAND
*'7] iFalder

H] DriveF@5YS

I

l_ﬂ DesirezLearn averview 2-17-09....
~ [ DesirezLearn overview 2-17-05....
l'ﬂ Desire2learn overview 2-24-05....
™ 13 Desire2Learn overview 2-24-05....
™ 13 Desire2Learn overview 2-25-05....

™ [ Netmail and Faculty Folders 1-...
B Netmail and Faculty Folders 2-...

"] DriveH@FMII

*2] DriveN@USERS

=23 DriveP@USERS
=23 DESCHEHO
0Technology In

EGF Only

Virtual Office

Northland College

O0Works in Progi
Copy of My Doc

| ™3 Interactive das

ik u sEuin & W Wl m m

New Folder

I 2-17-05....
v 2.17-05....
[ 2-24-05....
My 2-24-05....
o 2-25-05....

Delete

Rename...

Upload...

Download and Lock...
Download...

Mail...

Purge...

Undelete...
Archive...

5] £ Location: /NetStorage/DriveP@USERS

Eulders I

Enlders 2o
-

Properties...
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