Office of Information Technology - Quick Reference Card
Need Help?—OIT Help Desk

Password Reset On-Line– Pre-register

The OIT Help Desk is available to assist with your technology needs,
weekdays from 8:00am to 10:00pm & Saturday from 8:00am to
5:00pm.

Pre-register for the ability to reset your passwords online.

Contact the Help Desk: by email at helpdesk@sjfc.edu, by phone at
385‐8016, or in person at Kearney 053, Academic Computing Center

2.

1.

Registration—https://helpdesk.sjfc.edu/tiweb8/
passwordreset/register.htm
Password Reset — http://www.sjfc.edu/campus-services/
oit/services/faq-detail.dot?id=123227

Cloud and Network Storage Space

Printing

Google Docs/Drive

Pharos Printing at SJFC—more info at: http://www.sjfc.edu/
campus-services/oit/services/faq-detail.dot?id=130776
 All computer labs have black and white high speed laser printers.
 Using printers in the computer labs is now even easier and more

Along with your Gmail account at Fisher
all students have access to Google Documents, soon to be named
Google Drive. This allows you 25GB of data storage. It allows users to
create and edit documents online while collaborating in real-time with
other users. The free cloud storage feature replacing Google Docs is
called Google Drive and allows users to store all types of files on the
Google servers.
Google Apps Learning Center- http://learn.googleapps.com/docs is a
good place for additional support. Check out the section on Learn by
App.

convenient. With the addition of the College’s new print manage‐
ment solution called Pharos Printing, you can send your print job
to several areas around campus. The labs with Print Release Sta‐
tions are:

 Kearney Academic Computing Lab, Library Main floor
Pharmacy Computer Lab, Nursing Computer Lab 207
Michael House Computer Lab

 Printing is available 24-hours-a-day, 7-days-a-week via card-swipe
access when the College is open at the Kearney Academic Compu‐
ting Lab.

 If more than one copy of a document is needed, OIT recommends
using Central Services located in the basement of Kearney

 A copier is available on the main floor of the library.
Personal Network Storage Space
Students can securely store files on their network storage drive. This
storage space, which is backed up daily, is sometimes referred to as
the “P” drive.

Computer Labs

How to access from PC:

Each Lab Offers:

1.

 A variety of software, including productivity/academic applications.

2.

From the labs computers including ( ITEC’s, Library computers,
Cyber Café, etc), “My Documents” is defaulted to your P: drive.


From off campus:
Open My Computer >in the address bar enter:
ftp://ftp.sjfc.edu and press enter.

How to access from a Mac on campus: Using a browser, i.e., Firefox
 Enter server address: smb://citadel.sjfc.edu
 Username is: academia/your SJFC username
Additional support on Network Storage Space: http://www.sjfc.edu/
campus-services/oit/services/faq-detail.dot?id=123497

 A variety of hardware, including PCs, printers, and scanners.
The Kearney Academic Computing Lab is available 24-hours-a-day, 7days-a-week via card-swipe access when the College is open.

 Help Desk Techs are on duty through out the week. Monday through
Friday 8 am to 10 pm, Saturday 8 am to 5 pm.

 Trouble with a computer or any machine in the labs please
tell the Help Desk assistants.
 If there are any problems or questions when Help Desk is
closed, please contact the OIT Help Desk by email
helpdesk@sjfc.edu or phone at 385-8016.

Portable Storage Space
Flash drives are portable drives that can be used to store data when plugged into a computer’s USB port. They can range in size any‐
where from 512MB to 16GB of potential data storage. It is recommended that students purchase a flash drive to use at SJFC. Although
not required, they are helpful in many different situations and some classes may require the use of a flash drive.

Fisher Gmail

Mobile Support

To access your Gmail account, launch Internet Explorer, enter:
http://mail.google.com/a/sjfc.edu

To receive email on your mobile
device there are steps that need
to be completed.

or
1.
from http://home.sjfc.edu,
click on the Student Gmail
link.

2.

Log in using your username and password. This is the same
username and password you use to log onto a computer on
campus.

Con-

Confirm your password on
Google.
Add Gmail account to mo‐
bile device

Additional support and docu‐
ments can be found on the OIT
website.
http://www.sjfc.edu/oit/gmail

nect

Password Policy
Note: Our complex password policy will require
that network account passwords meet the following requirements:
1.
2.






About conversations—By default, replies to email messages are grouped into conversations. A conversation makes it easier to keep track of messages and reduces clutter by
keeping all messages together.

English uppercase characters (A - Z)
English lowercase characters (a - z)
Numeric digits (0 - 9)
Non-alphanumeric
(for example: !, $, #, or %)

3. The password does not contain three or more
consecutive characters from the user's ac‐
count name.
Additionally, under the new policy, passwords will
expire every 180 days and you can only change
your password once per day. When you change
your password it can’t be one of the previous four

Gmail Tips & Tricks

Gmail Basics
Your inbox—Unread messages are in bold.

The password is at least eight characters
long.
The password contains characters from at
least three of the following categories:

Enable your Priority Inbox: a different view of
your current Inbox that automatically separates
important messages from those not-so-important
messages.
Click on the small
down arrow to the
right of the Inbox
and select Priority
Inbox.

You can control whether messages are grouped into conversations: Click on the Gear icon
and select Settings. From the General tab, within Conversation View section, select
Conversation view on or off and click on Save Changes.
If Conversation View is off, messages won’t be grouped into conversations, and any existing conversations are ungrouped into separate messages.
If Conversation View is on, you can’t separate messages in a conversation. If you want
to send a reply but don’t want it to be added to the conversation, simply change the subject
line in your reply.

Find more Tips at: http://learn.googleapps.com/
tips-and-tricks/tips-and-tricks
Google Apps Learning Center:
http://learn.googleapps.com/gmail

Think before you download…. Peer to Peer File Sharing
St. John Fisher College does not condone the illegal downloading of music, movies, software, and any
other online data protected by copyrights from campus resources, including computing labs and the wired
and wireless campus network.
The College’s Infringement of Intellectual Property Rights Policy can be found on the OIT Policies web
page: (http://www.sjfc.edu/campus-services/oit/home/policies/dmca.dot)

