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SchoolsOut Technology – the freedom to expand

Introduction

Welcome to the Travellers Project. Once you have been provided with your laptop and printer the following basic instructions will help you get started with using the service.

1. After switching on your Laptop, you will see this login screen:  
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2. Enter your login ID and password that you were issued by your Tutor. Ensure you have selected PRI if you are a primary school pupil and GSN if you are a secondary school pupil, as your domain. Click OK and the following Desktop screen will appear within a short time. 
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You are now logged on to your laptop and it can now be used as a standalone laptop.

Connecting to the Glasgow Schools Network

In order to use many of the services provided by the travellers project you must be connected to the GSN. To connect to the network follow the steps detailed below.

1. Ensure that O2 data card is inserted into the PCIMA slot on the laptop.

2. Double click on the O2 Connection Manager icon on the desktop and the following window should appear.
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3. When a blue or green flashing light appears on the O2 card (this can take a couple of minutes so please be patient. Press the “Connect” button in the O2 Connection Manager window. After a short while you should see a message at the bottom of the window telling you that you are connected.
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The colour of the light on O2 Card the shows the connection speed

· Blue is a fast 3G connection

· Green is a slower GPRS connection

The connection you get depends on where you are. 3G connections are limited at present to the town and city areas. Even in town and city areas there is no guarantee that you will get a 3G connection. To check the coverage in a particular area please go to the O2 web page to check coverage.
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Press the VPN button on the O2 connection Manger Window and you will be present with the following window

5. Press the Connect Button and wait until the following window appears.
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6. Enter your password

7. After a few seconds a yellow closed padlock should appear in the bottom right-hand corner of the screen, similar to the one shown below.
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8. You are now connected to the Glasgow Schools network

To disconnected from the GSN press the disconnect button on the O2 connection manger window

 Network - Available Services:

Internet: 
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 Located on the main desktop screen and tool bar.
To use this service you must be connected to the Glasgow schools network (see above).

The Internet service is actively filtered and monitored. Blocked services include but not limited to: 

· Public chat rooms such as Yahoo Messenger, MSN Messenger 

· Peer to peer applications such as Kaza and Win MX

· Music downloads

· Access Adult sites or sites with adult content

Should you attempt to access or use such services a report will be automatically generated for your Tutor. If for any reason you believe attempted access to any such services was beyond your control then please contact your Tutor representative immediately.

Email: 
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 Located within the MS Tools folder (see below)
The Global Address Book:
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  Outlook will provide email addresses to Secondary pupils, Primary Classes and all Staff in Glasgow schools. The central Email servers located at Education Headquarters are loaded with the latest in embedded imaging filtering and anti-virus detection software.

You can read and compose emails without being connected to the GSN (offline working). But to send and receive emails you must be connected to the GSN.

Microsoft Office:
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 Located on the main desktop screen
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Microsoft Access 
Databases

Microsoft Excel
Spreadsheets

Microsoft FrontPage
Web Page Design

Microsoft Outlook
Email

Microsoft PowerPoint
Presentations

Microsoft Publisher
Publishing Tool

Microsoft Word 
Word Processing

Learn Premium – Web Resources:
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Located on the main desktop screen
The Citywide licence for Learn Premium provides for home access to all of the learning resources.  This is a web based, learning objects resource, covering all major subject areas.  Individual lessons and activities can be assigned to pupils.  Some of the work may be corrected on-line providing instant feedback to the learner, whilst other work may require to be sent to the Tutor for correction and subsequent feedback
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Grid Club – The City-wide licence for Grid Club provides access to all of the Learning resources. This web site has over 500 games and activities to support the curriculum.
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 SCRAN – The City-wide licence for SCRAN (Scottish Archive Network) provides access to the vast collection of Scottish historical records stored on this web site.

My Documents

Located on the main desktop screen 

When saving any documents, place them into the My Documents Folder. This folder is located on main disc drive on the laptop. It is important that you ensure that you regularly copy any important documents to your memory stick.

How to back up your documents to the USB Drive

1. Open My Computer and see which drives are shown. Most computers, for example, have a hard disk such as a C: drive and a few removable storage devices such as a floppy drive, a CD-ROM drive.

2. Insert the flash drive into the USB port and watch to see where the USB flash drive appears. Most will appear as removable storage, but some will instead appear as hard drives. Note the name Windows is using to refer to the flash drive ("Removable Disk (G:)," for example).

3. Open My Documents or the location from which you want to transfer files to the flash drive. Select the files or folders you want to save to the flash drive by left-clicking on them. To select more than one, hold down the CTRL key while you click and select all of the files you wish to save. 

4. Right-click on the file(s) or folder(s) you selected, then select Send to, then select the name you saw appearing in My Computer for the flash drive ("Removable Disk (G:)," for example).

5. When the copying is finished, do not immediately remove the flash drive from the USB port. Instead, left-click on the Remove Hardware icon located in the System Tray. A window containing a list of the USB devices will appear. Left-click on the Safely Remove Mass Storage Device line that matches your flash drive (for example, Safely Remove Mass Storage Device - Drive(G:)). 
When you see the following message appear in the bottom left toolbar, it is, as it says, safe to remove the flash drive from the USB port; you may close the message or ignore it, as it will close itself automatically.

Troubleshooting Tips 

Before phoning the EDICT Helpdesk (0141 582 0555), please restart the laptop and check the following. 

PC Problems

· PC won’t switch on

· The battery may be flat. Plug in the power adapter – the power light on the front of the laptop should be lit. 

· Unable to login to laptop

· Check your username and password. Remember user names are case sensitive.

· Unable to login to O2 Connection Manager

· You may be in an area of poor mobile phone coverage. Are you able to make calls on your mobile?

· Check the light on the O2 Data Card:-



Red light – the card is searching for the network 

- wait a few minutes.



Blue light – the card has a fast (3G) connection


Green light - the card has a slower (GPRS) connection

· The bars in O2 Connection Manager indicate signal strength.
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Note - Closing O2 Connection Manager will terminate your connection.

· Unable to login to VPN.

· Check your username and password. Remember user names are case sensitive.

· Make sure you are connected from the O2 Connection Manager window. An icon in the right hand corner of the screen shows when you are connected. 
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Unable to access the Internet or send or receive Email

· Check that your O2 and VPN connections are active. A padlock icon is displayed in the right hand corner of the screen when you are connected.
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Each laptop has a 50Mb monthly data allocation. To check how much you have used, go to O2 Connection Manager and expand the window by clicking on the arrows at the bottom right corner of the window.
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Select the Start date as the first day of the month and the Finish date as the current date. Add together the 2 data figures. (50Mb = 50000Kb)

Printer Problems

· Make sure the USB cable is connected to the printer and the laptop and that the power light on the front of the printer in on.

· A blinking light on the printer indicates it is out of paper, the paper is jammed or not being picked up by the roller, or there is a problem with a print cartridge. 

· If there is a paper jam, carefully remove the paper.

· Check the print queue – click Start then Printers and Faxes. Double click on the HP Deskjet 3845. 
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If any failed prints are listed, cancel them by clicking Document then Cancel. 


Print a Test Page by clicking on Printer then Properties. 
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· How to stop printing a document printed by mistake.

· Remove the paper from the paper tray to stop it feeding any more sheets. Go to the print queue and cancel the print job, as show above. Switch the printer off and then on and replace the paper.

· How to replace a print cartridge.

· Lift the lid of the printer. The carriage will move out to the centre. Carefully remove the old cartridge. Remove all packaging from the new cartridge including the tape over the copper contacts. Insert the cartridge into the slot and close the lid. 

Fault Reporting

This document describes the procedure to be followed in the event of a fault with the laptop or printer issued to a Traveller’s family. 

Prior to logging a support request, the Responsible Adult should refer to the Troubleshooting document and attempt to resolve the problem. 

If they cannot resolve it, the Responsible Adult will call EDICT on 0141 582 0555 and ask to speak to the “Traveller’s Helpdesk”. If no-one from the Helpdesk is available a message will be taken and EDICT will return the call. 

The Responsible Adult will be required to provide the following information – 

· Their name

· The child’s name

·  A contact mobile phone number

· The location of the laptop/printer

· The serial number of the laptop/printer

· A description of the problem as best they can, including the colour of the lights on the O2 data card and any error messages displayed on the screen.

EDICT will log the request in their Helpdesk system, advise the caller of the reference number and determine if remote or telephone support should be attempted in the first instance. 

Remote support will involve remotely connecting to the laptop to troubleshoot. Telephone support will involve the EDICT technician talking the Responsible Adult through troubleshooting steps. 

If the problem cannot be corrected immediately, EDICT will call back as soon as possible to continue troubleshooting, obtain more information or to verify the problem is resolved. 

If the EDICT technician determines that there is a high likelihood of a hardware fault (that cannot be worked around) or that the laptop requires software rebuild, EDICT will arrange for the equipment to be collected by courier. This will require the full postal address of the site including post code. (The laptop can also be delivered to EDICT by a representative of the family if this is convenient). Once EDICT receive and check the equipment, the spare equipment will be dispatched. EDICT will track equipment issued by seriel number. The courier will normally collect from or deliver to mainland UK the next business day if notified by 3pm.

EDICT will then pass the defective equipment to Mitel for repair. Once repaired it will be returned to EDICT.   

Glasgow SchoolsOut Web Site:

The homepage for all users when they start Internet Explorer from the desktop is the “Our Group” section. This section lists all current users of the web site.
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Personal Profile Area:

As a user you can modify your own page and have your own personal Homepage (example below) or post a sticky note with a message for other users to read.
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Using the “Update Mine” link, you can modify the style or positioning of the details, the background, add/remove pictures and a whole lot more. Here are the options from this menu:
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The “words” link takes you here where you can change fonts or texts and write about yourself:
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Here in the “Pictures” menu you can add/remove or even create your own pictures to add to your homepage:
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And here in the “Styles” page you can change the overall way the page is viewed by others. 
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Individual Leaning Plans (ILP’s):

From the menu at the top of the page you can access your own individual learning plan as shown below. Here you will find tasks allocated by your Tutor including target completion dates etc.
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The Gallery:

In the “Gallery”, the Tutors can post pictures photo’s, digital images etc of outings or topics of interest and you the pupil can browse or download these at your leisure.
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The Library:

The ShoolsOut Library hosts a selection of information including links to other interesting educational web sites. Such links match topics of your study plans.

[image: image25.png]=181]

Bl Edt Vew Favortes

Tools

Help

| &

O -©- ¥ 4 %)

[ search ' Favotes @hmeds €21 (- = B - | @R

ddress [] hitp:jschoolsotsoglbraryjdefauit.asp

search the web

Latest additions
Singapore Sports Huseum

Example of 3D VR tour of Singapore's Sports mussum. Could be done with our
national sports museur.
more details.

Bonjour!

Very attractive basic topics covered - read and listen to the words organised into
topics. Readin

more details.

You Know the Drill

Trains yau until you know the wards. Wark an the wards you don't know rather than
wasting time on th
more details

SchoolsOut Library
welcome to the Schoolsout Link Library

Browse the library

Highlights

Civilisation - Mysteries of Egypt

Archaeological Survey of Canada Retracing An Archacological Expedition to Canada's
Northwest Terri
more details

Wordprof - French Vocabulary Online

French wards given - select correct item fram clickable pictures - suitable for
Standard Grade

more details

ECEEE

There are no highlighted items as yet.

[ comin G

[T Ndtocalintranet




The Forum:

The “Forum” hosts an interactive realtime communication facility where all users can communicate about related projects. The forum is “moderated” by Tutors so each entry will be edited before being added.
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The Notice Board:

The Notice Board informs you of any upcoming news, events or outings so you are able to arrange your diary days or weeks ahead. This area is also used by Tutors to inform all users of additions or gallery updates to the site etc.
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Links Page:

The links page hosts links to other appropriate sites of an educational nature to help you with your assigned projects.
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