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CIC STUDENT GUIDE

Introduction

his manual is intended only as a guide to get you started and will

you with a resource forettbasic information that you will need to work

a CIC classroom. An online, frequently updated version of this gu
available dtttp://depts.washington.edu/engl/cic/sgonliriéyou find terms with
which you are not familiar, check in the gloss&nhave tried to provide simpleQ " v
definitions for any technological language that we use. If you feel that yo ,
like more irdepth instructions on Windows, Microsoft Office programs, grap'fhidgm
software, or Web authoring, there are a number of exagtlestayailable online Logging On
and in area bookstores. Additionally,-imatiomputing workshops are conducted Networks, Drives
throughout the academic year by UW Cadtadgst the online course schedule
(http://catalyst.washington.edu/workshops/index.htfat more information on ——
times and dates. | Disk Care

Managingdriles

2 Naming Files

Access to Computers on Campus x Conversions
One of the advantages of taking a CIC course is that you have exclusive §EC@s§st0ring File
the computers in this classroom. Although classes are held in our facilitieeﬁ?ﬂveg—
Monday through Friday, we do have publicshimuMary Gates 076 afternoons icrooft Word
and weekends. During those times, students currently enrolled in CIC courses'iidyfst Pay
use our computers to do their English class work. While you will often find AsheaterPoint
wait times in 076, there may be times when our hours ianiacake one of the « ey, authoring
other labs on campus a better option for you.

A Portfolio

The following computer labs are particularly convenient and suited to the néedgosfary
students enrolled in CIC classes. All labs listed are staffed by attendants familiar
with Windows and Micsoft Office programs. The labs have both Macs and PCs

as well as a limited number of workstations for audio and video editing. There is
no charge for computer use on campus, although there is a small fee for printing.

MGH Computing Resource Center:
Firstfloor of Mary Gates Hall. Telephone:-8881. Open 8:00 a.m. to
11:00 p.m., Monday through Thursday; 8:00 a.m. to 9:00 p.m. Fridays;
Closed Saturdays; 7:00 pIh:00 p.m. Sundays. The doors to the lab
lock 30 minutes prior to closihtp://catalystwashington.edu/
learning_spaces/computing_commons.html

Odegaard Computing Commons:
Odegaard Undergraduate Library. Telephone&i1@B6 Open 24 hours
starting Sunday at 1:00 p.m. and ending Friday at 6:00 p.m. Open
Saturdays 9:00 a.m. to 6:00 phmtp:// catalyst.washington.edu/
learning_spaces/computing_commons.html

Technology Studios:
Various locations in Odegaard and Suzzallo Libraries. Telephene: 543
2990. The Digital Audio Workstation, Digital Presentation Studio, and
Collaboration Studios are opewring library hours and available by
reservation.http://catalyst.washington.edu/learning_spaces/index.html



Should any of
these guidelines
be ignored, we
reserve the right
to insist that you
leave the
computer lab.
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English Department LAN Classroom Policies

Welcome to the English Department LAN (Local Area Network) classrooms.
Courses meet in the LAN classrsotinroughout the week. Enrolled students

have access to the workstations in 076 after class hours. These public hours are
posted on our web sitdefpts.washington.edu/engl/cic/lab.htrahd in 074, 076,

082, and 082A. Any changes to them will be pasteella All students enrolled

in CIC courses may work in the 076 computer classroom during public hours on a
first-come, firsserved basis.

We request that you observe a few simple guidelines when using the English
Department computer classrooms duriags or public hours:

1.

10.

11.

The computer classrooms are available only to students currently
enrolled in computentegrated courses.

Absolutely no foodr drink is allowed in the LAN classrooms. Please
keep your work area tidy. Recycling containers and trash cans are
located at the front of both computer classrooms.

Printing is restricted to CIC course essays, peer reviews, homework
and handouts. Stents may not print work for other courses, online
readings, or other lengthy documents.

Do not sit on the desktops that connect pod workstations. While
sturdy, they are not designed to support human weight.

Accessible stations are located in the frartercpod. Disabled
students have priority for these stations. The desktops on the
accessible stations should only be adjusted to accommodate
wheelchairs or other equipment.

Use of both LAN classrooms is limited to currently installed software.
You maynot install or use any of your own software on the network,
nor may you download software or games from the Web.

The network cannot be accessed via modem.

Do not manipulate any of the hardware. Unplugging cables can cause
the system to crash and peopldose files. If you are having a
problem with your station, consult your teacher or the technical
support staff.

Do not turn off the computers or screens unless told to do so by your
instructor or by a technical support person. Do not touch the monitor
sceen directly with your hands or fingers.

Under no condition should any person alter the icons on the desktop.
This includes creating additional shortcuts.

As a matter of courtesy, always log off after you have finished working.
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12. Copyright law prohibitgou from duplicating software in the English
Department LAN for your own use

Getting Around in the LAN

Logging In and Out of the Network

In order to use a terminal, you should begin by entering into your class di
You canlog onby typing your aks number and section in theer Name box.
Note that there are no colons or spaces in the user narRassiverdis simply

ocic.06 followed by your course number and se
Domans houl d be set OKoncedyBuvetypedsimyouw classCl i ¢ k
user name and password. Remember that i1if vy

class directory, you will not be able to access course materials or save work to your
student folder.

Enter Metwork Password 7] x|
Remember to
D Enter your netwark password for Microsoft Metwarking. always log on
(s when you arrive
= Cancel | in the LAN and
Wser name: |1 11K log out when
you leave.

Passwaord: ch_ c.111k

Doman: IENGLISH

If the login window does not appear on the screen when you first sit down at the
terminal, you may needlég outfirst. The last user did not log out properly, and
you are in another class directory. To exit tieistaly, selettog Off from the
Startmenu in the lower left hand corner of the screen

Understanding Networks and Drives
In order to move around easily within the CIC computer network, you ne
have a basic understanding of how and where inforisagtoned. In particular,
you need to understand the distinctions among four different places where
save information: a floppy disk, a USB port, the internal hard drive, a ZIP disk, a
CD-ROM, and the network. Each of these locations is desigaaedifferent

drive. Although there are numerous drives on our computers, there are only a few
with which you need to be familiar.

A:DRIVE (FLOPPY DISk DRIVE)

When you insert a floppy disk into the computer, the information on that disk can
be found orthe A: drive. If you want to take a file home from the LAN, you may
save a copy of that file onto the A: drive.
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C:DRIVE (INTERNAL HARD DRIVE)

Each of our computers also has an internal hard drive. Information stored on the
C: drive is accessible onlyataser at that particular terminal. Since you will not
always be using the same machine every day and will often need to share your files
with your classmate®) not save your files to the C: drive

D:, E: AND F: DRIVES (ZIP, USBMEMORY STICK AND / OR CD-ROM DRIVE)

When you insert a Zip disk, memory stick ofRCIM into the computer, the
information on that disk can be found on the D:, E: or F: drives. If you are using a
Zip disk or memory stick, you may retrieve files from and save files to your device
on the D:, E: or F: drives. If you are using a CD, you may transfer files from home
to the LAN, but you will not have access to a CD burner which would allow you
to transport files to your home computer.

L: DRIVE (LocAL AREA NETWORK, OR LAN)

Every class in ¢hCIC program has its own public space on the Local Area
Network, or LAN. Any file that is intended for class use should be saved in your
class folder on the L drive, since files on the L drive can be accessed from any
terminal in both computer classrooms.

Managing Files with Windows Explorer

Window8 uses a program called Windows Explorer to manage files. Windows
Explorer lets you view all the files to which you have access, whether they are
located on the hard drive or stored on a disk. You can opgow&/iExplorer by
selecting its icon from the tool bar or by clicking oBtémtbutton and selecting
Windows Explorerfrom theProgramsmenu.

BN Exploring - L:\Class Activities

Click on the S T e

minus sign to & = 14 ¥ ) P = .

collagsea folder Back Fariard Up Cut Copy Paste Unda Delete  Properties | Views

and hide itssub- s [ L\Class Activides =

folders. Click on Folders X | | River Merchant

a plus sign to 29 3% Floppy (] o |2 Thesis Exercise 1 . .

expandthe list to = [C] _I 8] william's Poet Chice - L.doc - Clickon a f_oIder in

show all the sub - =3 Remavable Disk (D] [ william's Poet Choice - LAKS SW.doc the Ie_ft portion of

folders inside of a =& E [ wiliams_Poet_Cheice EE4L,5H_Exercise. doc —— the window and see
=52 111H on TIC (L] — Wi\hams_PnEt_Ehni:e_Exercise doc everything in that

folder. B0 by @ siliams._Post_Choice Ewercise.doc, TS, MM, RP.doc folder appear on

‘ Ea Clase Activities

River Merchant

{21 Thesis Exercise 1
Studert Folders

-] &, Anderson, Lauren
D B. Bennet, Matthew

[ wiliams._Poet_Choice_Exerciss_BC_SKP.doc
hi. "willams_Poet_Choice_E=ercise_st.sp doc

[ wsiliams_Post_Choice_Exerciss4PEEH. doc
[ willams_Post_Chaice_EwercissCGP. doc

11 object(s)

|=ﬂ BKE [Disk free space; 21.7GE]

25 Local intranet

the right.

OPENING FILES
To open a file, just doubtéick on the icon for the file in the Windows Explorer
window.You can also open files by choo$dpgn from theFile menu on the

top menu bar.
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COPYING FILES TO AND FROM A MEMORY DEVICE

In the computer classroom, we sometirsesWindows Explorer to cdpyand
therefore savefiles to and from disks because it allows us to see multiple drives
simultaneously. To copy to or from a memory device, you will need to click and
drag files or folders from one location to another.

COPYING TO AMEMORY DEVICE: REMEMBER:

1.

2.

Insert your device into the USB port onlthekof the computer. Always keep a
back -up copy of
Using Windows Explorer, find your file, making sure that the icon fofeur work on

the document is visible in the riganhd window. disk and back
up your work

Click and drag the document icon from the -lighd window,  "egulan.

releasing it when it rests exactly on top dRémovable Drive(D:,

E: or F) icon. Before dragging your document icon, you may have to
scroll up within the leftand window to see tligemovable Drive

(D:, E: or F) icon.

You will see a messdigat tells you the file is being copied.
Check that your document has been copied by clicking on the

Removable Drive(D:, E: or F.) iconin the lefthand windowthe
contents of theevicewill be listed in the righiandwindow.

COPYING FROM A MEMORY DEVICE:

1.

2.

Insert your into the USB port on thackof the computer.

Show the contents of the device by clicking oReh®vable Drive
(D:, E: or F) icon. Your files will be listed in the righhd window.

Make sure that the folder into which you want ®tb#/file is visible
in the lefthand window.

Click and drag the icon for your file from the +gintd window over
to the folder in the leftand window. Release the mouse when the file
icon rests directly over the folder icon.

You will see a messagiing you that the file is being copied.

Doublecheck that the file copied correctly by clicking on the folder
icon in the lefhand window

MOVING AND COPYING FILES ON THE N ETWORK DRIVE

Youcammovea f il e by clicking toanewlbcatiof. i | eds i con
To copy a file, cl i CdopyfromtheEdit menti.iYbueds i con and
can put the copied file in a new folder by

choosingPastefrom theEdit menu
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FINDING A MISPLACED FILE

If you have loged into the computer properly, your work will be automatically
stored in your class directory. However, we make mistakes, and looking for a lost
file can drive you crazy. Windows provides an easy way to find aJéarche
function.

To find a misplack document, open Windows Explorer or click on My

rch

Computer. Click th&earchbutton # " on the icon toolbar. You will be
presented with a search companion window. Typically, you wilcalkecents

under theWhat do you want to search for@ptions.You canthen modify the

search, based on the information you know, using basic and advanced search
options.

BASIC SEARCH OPTIONS !
Last time it was madifima can search the computer for files created or
modified on a particular date or within a particulardpefitime.

All or part of the documentymancan search for the document by exact or
partial file name. If you forgot to name the file, the computer named it
using the first few words of the document.

-

e S K\ v Eco

Search Companon x o

i i /l 1044
|

Search by any or all of the aiteria below. ~
Last Gme it wie modifiech:

ADVANCED SEARCH OPTIONS !

A word or phraséheéndocuméngou cannot remember the file name, you
can search by typing some of the text contained in the document (your
name, the essayf6s title, etc.).

Look inYou can search for the document by location. If you forgot to
save to your class foldére C: drive should be the first place you look.
Remember, though, that you will need to search the C: drive of the exact
computer you were working on when you created the document. If you
saved to the wrong subfolder in your class folder, you cantotsezseh

your class folder on the L: drive.
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What size is it? You can look for small, medium, or large files. Most
word-processed documents will fall in the small to medium range.

MORE ADVANCED SEARCH OPTIONS !

The series d¥lore advanced search optiasicheckboxes allows you to
search within subfolders (within all subfolders in a single class folder,
within all class subfolders on the C: drive, etc.) and to do case sensitive
searches.

Scanning For Viruses

Our machines have virus protection softwarenidigpdated regularly. Protect
your home computers by downloading virus software  from
http://www.washington.edu/uware/listategory.html#security You should
periodically scan memory devices and hard drives both in the lab and at home.

Open Windows Expteror My Computer

Rightclick on the drive you want to sdafor example,
Removable Drive(D:, E: or F:) or Local Disk (C:).

1 SelecBcan for Viruses

f  The program will begin scanning for viruses. You may * use
or stop ® scanning by pressing the appate buttons



CIC STUDENT GUIDE

Naming, Organizing, and Making Personal Copies of Files in CIC

You arendt the only person who uses your
keeping files organized is very important. Documents that are named properly and

saved to theoerect location are less likely to get lost, overwritten, or deleted.

NAMING FILES

In CIC we use a simple naming system to prevent files from being overwritten.
Each file name in CIC consists of three components: a root name, a personal
identification, ashan extension. You will need to name your files according to this

Different
instructors

have different
systems o ffile

naming. system.
Follow your . . . .
i n thy :J uct o Forexample, a CIC file name might look likeEbgayT.doc
direction . . .
C!reﬂ:"y_s Root Name For each class assignment, your instructor will ask you to use a
particular root file name. The root namié identify the work and also prevent
you from overwriting your own work. In our examipssayis the root. For
work that is not part of a class assignment, you will often have the option to
choose your own root name.
Personal identification Your instrator will assign you a personal identification
code, probably a letter of the alphabet. Any file that you create needs to include
this identification, which is placed immediately after the root name. In our sample
file name, t he nsTi idehtfiestthé autha of the dpcumetht. | et t er
Since you will have a unique identification and, therefore, unique file names, your
work will be safe from overwriting.
Extensions Windowsbased programs wvallitomaticallpdd an extension to the
file name of eaatlocument. These extensions identify the type of document. Do
not change these extensions, or the computer may not be able to read your file. In
our exampledocis the extension and indicates that this is a Word document.
Narmi ORGANIZING FILES
aming your . . . ~
fles properly Namlng_ your files _properl_y |sn_ot enough
i s nebaugh. place. Your files should always be placed in your class directory and either
You must also .
save them in the 1 In afolder that your instraethas created, OR
fight place. 1 Inyour personal folder.
If you are not sure where to save your files, ask your instructor for help
MAKING A PERSONAL COPY OF AFILE
Remember to

Sometimes you will need to make a persopwlof a file that your instructor has
created. This is something like making a photocopy of a master document; it
allows everyone to have a copy containing his or her changes. To make a personal
copy, choose th8ave Asfunction from theFile menu, andename your file
according to class conventions before saving

make a personal
copy before you
begin working.
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A Quick Guide to Document Conversions

If you use anything but Microsoft Word 2003 at home, you will need to co X
your documents to a format you can use on CIC computers. In additioii, yoe&
need to save documents created in the lab in a format you can use at home. These
conversions are very easy if you pay attention to a few important details. Please
note thatyou shouldfollow the same procedure whether working at home or

in the lab.

PCs

Under theFile menu, sele@ave Asand choos®ich Text Format (.*rtf) from

the pulldown menu in th&ave as Typdox. You may lose some formatting
markers, but you will be able to work with the document. If your home word
processing program does allow rich text format, you may save the filexs

Only (*.txt).

Please note that if you have Microsoft Word 2007, you should save documents in
Compatibility Mode, as any document produced with Word 200 hot open

in earlier versions of the gram unless the compatibility pack has been installed
To save in compatibility mgdgick theOffice icon and sele@ave AsChoose
theWord 972003 Documentption. Saving in compatibility mod# retain all
document formatting.

%
1 e Save 4 copy of the document
i~ Wortd Document
_] Save the gotument in the defaull file
dpen format
i~ Word Template
Sare Save the document 41 & tempiate thatl can
L ‘ - be uted 10 format NAure gotuments
- _J R "ﬂ Word 37-2003 Document
E\‘ il t1 Save 8 copy of the document that i fully
compatible with Word 972003
\

Bind add-ins for other fe formats
d Learn about add-ins to save 1o other
formats such as FOF or XP5

| Prepare o s‘: Qthes Formats
Open the Save A dialog Dox 10 select from

ofi possible fée Yypes

*} Wora Optiens | | X Ext Woed

MACs

In the lab, dect Save Adrom theFile menu, and choogeich Text Format
(*rtf) in the Save as Typebox. With most Macintosh word processing
programsyou carselectSave Asfrom the File menu, and choodRich Text
Format (RTF) in theFormat box.

Appl eds oweessingwpoogram, Pages, allows ysavi® documesin
Word or Rich Text Format. To do so:
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1. SelectExport from theFile menu.

New ¥N
New from Template Chooser... O#N
Open... ¥0
Open Recent »
Close ®BW
Save %S
Save As 35
Send to iWeb »

Save as Template..

Page Setup. %P
Print ®e

2. ChooseWord or RTF from the options that appear and click Nlest
button.

%

POr Word Ly Pain Text

Create a Word documant that can be opened
and edited with Microsoft Word

(Concel ) (Next- )

3. Name your file, select the location you wardat@ to, and click the
Export button. A window confirming the export will appear.

<G

4. You will return to your Pages document. Note that the document will be
untitled, as you havenodét saved it
to save a copy inpages” format as well, sel®ave adrom theFile
menu



