Technology Checklist for English 414

To ensure your equitable participation in our course, please perform each of the following technology tasks. After successful completion of a task, click on the gray square next to that item. Do not forget to fill-in the gray text boxes in the How-To column. 

Once you have completed this form, save it using your <last name> + <_tech> as the file name (e.g., since my last name is Kimme Hea, I would save my file as “kimmehea_tech”). Tip: The line in this file name is an underscore. Use the key between zero and the equal sign on your keyboard to produce it. Before you come to class on Thursday, January 22, 2004, print a hard copy and sign it. The completed form is due on January 22 at the very beginning of class. 
If you are unable to complete any of these tasks, ask me for help or contact the CCIT Support Desk:  CCIT 218 or (520) 621-HELP (4357), M-F 8am-5pm. Lastly, please consult the “technology responsibilities section” of our syllabus for additional information about technology requirements. 
	X
	Task
	How-To

	 FORMCHECKBOX 


	A) Be certain you have a UA NetID.

If you do not have a UA NetID, create one. 

OR

If you have a UA NetID but cannot remember your password, set a new one.


	Creating UA NetID

Before you begin, have your student ID, 4-digit pin, and birthdate information ready.

1) Go to https://netid.arizona.edu/newid.html.
2) Follow the steps as prompted. (You will be asked to create a username and password and select/create a secret hint for your UA NetID.) 
Your UA NetID username and password will be used to access both your email and U-System accounts. Commit this information and your secret hint to memory. For security reasons, never share your password or secret hint with anyone! 

Tip: 

Your username will become the prefix of your University of Arizona email address and part of your web page URLs. Thus, select a professional, rather than “cute,” username.   

Resetting a Forgotten Password

Before you begin, have your student ID, 4-digit pin, and birthdate information ready.

1) Go to https://netid.arizona.edu/chgid_forgotpw.html.

2) Follow the steps as prompted. (If you have not registered a secret hint, you will be asked to create/select one. You also will be asked to create a new password—at least 8 characters long.)

Your UA NetID username and password will be used to access both your email and U-System accounts. Commit your new password and secret hint to memory. For security reasons, never share your password or secret hint with anyone! 



	 FORMCHECKBOX 

	B) Record your UA NetID username.
	While you should never share your password and secret hint, your username is public as part of your email address and your web page URLs. 

For example, my username is kimmehea. It appears in the prefix of my email address, kimmehea@u.arizona.edu, and in my web page addresses, as in http://www.u.arizona.edu/~kimmehea/html/414.htm.

Record Your UA NetID Username

1) Type your UA NetID username:

     



	 FORMCHECKBOX 


	C) Check and record which University of Arizona accounts you currently hold. 
	Check which University of Arizona Accounts You Hold

1) Go to https://account.arizona.edu/.

2) Click on the “Create CCIT computer accounts” link.

You will receive an “Enter Network Password” dialogue box.

3) Type in your UA NetID username and password.

4) Click on the “OK” button.

You will receive a page that displays your existing accounts.

Record which University of Arizona Accounts You Hold

1) Here, type the names of the accounts listed after “You have the following accounts:”
     
If you have do not have any accounts listed, continue to Task D. 

If you have listed only an email account, continue to Task D.

If you have listed a U-System account, you automatically have an email account, too. Immediately check the box next to Task C and continue to Task E. 



	 FORMCHECKBOX 

	D) Create a U-System account.

 
	A U-System account provides you with both email and web server space with the University of Arizona. If you already have a UA email account, the U-System account will not delete that account, you will only be adding web server storage capabilities to your existing account. 

Creating a U-System Account

If you are still on the “You have the following accounts:” page, 

1) Select the radio button next to U-System.

2) Click on the “continue” button.

3) Continue through the rest of the prompts.

OR

If you are starting from a new browser window, 

1) Go to https://account.arizona.edu/.

2) Click on the “Create CCIT computer accounts” link.

3) You will receive an “Enter Network Password” dialogue box.

4) Type in your UA NetID username and password.

5) Click on the “OK” button. 

6) Select the radio button next to U-System.

7) Click on the “continue” button.

8) Continue through the rest of the prompts.

Note:

I cannot provide further steps for this process since I already have my accounts established. If, however, you experience any problems creating your U-System account, please contact the CCIT support desk, M-F 8am-5pm, (520) 621-HELP (4357).



	 FORMCHECKBOX 

	E) Send your completed student information form as an email attachment via your UA email account.
	Complete the student information form assignment: http://www.u.arizona.edu/~kimmehea/html/student_info.doc

Follow the composing mail instructions on this web page to compose your email message and attach your completed student information form: 

http://www.ccit.arizona.edu/help/email/webmail/compose.html.

Note: 
The documentation does not state the most obvious step: once you have attached the document, click on the “Send Message” button. Also, remember to hit  the  “Logout” button when you want to end your emailing session.



	 FORMCHECKBOX 

	F) Save and open an attachment from your UA email account.


	Before you can begin the saving and opening process for a WebMail attachment, you must have an attachment to open. Thus, send yourself a test Word file attachment (or ask a classmate to send you one).

Saving and Opening a WebMail Attachment

1) Go to https://www.email.arizona.edu/webmail_login.php?reason=login.

2) Type in your UANetID and password.

3) Click on the “Login” button.

4) Once your inbox appears, locate the email message with the attached file.

5) Click on the “From;” or “Subject:” link of the email message.

6) Once the message opens, locate the file in the Part(s) line of the email header.

The line will resemble this one:

Part(s): [image: image1.png]


 2 kimmehea_info.doc application/msword 26.00 KB 


7) Click on the download icon (red arrow over drive image).

You will receive a “Opening Name-file” dialogue box.

8) Select the radio button next to “Save it to disk”. 

Warning:

Email attachments can transmit computer viruses. While virus protection software can help prevent viruses, it cannot either guarantee protection from newly developed bugs or work properly if not frequently updated. If you are not certain of an attachment’s safety or ready to live with the potential problems it could create, delete the email message without opening the attachment!

9) Click on the “Okay” button.
10) Using the arrow beside “Save in:” window, locate a place to save your file.

You may have to click on folders in the main window of this screen. Usually, you will want to save your attachment to the “My Documents” folder or a folder within the “My Documents” folder. Keep in mind that file saving an attachment is similar to saving any other file.

11) Once you have located the proper place, click on the “Save” button.

You can retrieve the file by locating the place where you saved it. 

	 FORMCHECKBOX 

	G) Read the course listserv message titled, “Welcome to English 414!” and select the correct “code” word.
	Record the “Code” Word from the “Welcome to English 414” listserv message
1) Select the correct code word:

 FORMDROPDOWN 




	 FORMCHECKBOX 

	H) Visit or course schedule and cut & paste the “for next class” information from Thursday, January 15th into the table cell to the right.
	Visit Course Schedule and Cut & Paste 1.15 “For next class” Information
1) Go to http://www.u.arizona.edu/~kimmehea/html/cs.htm
2) Under “For next class” column on 1.15, highlight the bulleted list of homework assignments.

3) From the Edit pull down menu, select copy.

4) Locate your open “techcheck” Word file.

5) Click on this gray box:

     
6) From the Edit pull down menu, select paste.



	OPTIONAL: If you want to continue using a non-UA email account, you can have your UA email forwarded to that mailbox.


	Forwarding your UA Email to Another Email Account

1) Go to https://www.email.arizona.edu/webmail_login.php?reason=login.

2) Type in your UANetID and password.

3) Click on  the “Login” button.

4) Once your inbox appears, select the “Mail Rules” link.

5) 
Click on the 

 HYPERLINK "https://www.email.arizona.edu/horde/ingo/forward.php" 

[image: image4.png]


 Forward
 icon.

6) If you want to be able to check your message through WebMail too, click on the checkbox next to “Keep a copy of messages in this account”.

OR

Leave this box unchecked if you do not want to use the WebMail to check your UA email account.

7) In the “Addresses to forward to:” window, type in the email address where you want your UA email sent. 

As stated, you may list more than one forwarding address, but be certain to hit the “Enter” key between email addresses.

8) Click on the “Save” button.

You will see the [image: image5.png]


  Changes Saved icon.

Important: 

You should test your forwarding instructions by sending an email to your UA email address. If you receive it in the forwarded mailbox(es) you specified, then you are assured that you completed the process successfully. If you do not receive the message, either try to set-up the forwarding rules again or seek help from the CCIT support desk, M-F 8am-5pm, (520) 621-HELP (4357).



Your Name:      
Signature:

Date:      
Technology Checklist                                                                                                                                                                                   1
Due at beginning of class on Thursday, January 22nd                                                                                                                                                                               

