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Welcome to the Information Technology (IT) systems and services of the Uniformed Services University.
This Quick Reference Guide will provide general information on how to access and use our systems, as
well as directions for obtaining additional assistance. In addition, UIS has developed a User Guide with
detailed instructions on how to utilize electronic applications within the University. The UIS Users Guide
can  be  viewed at the following locaton on  the UIS  Home  Page.
Http://www.usuhs.mil/uis/documentation/uis user guide.pdf

Government Resource

You are being granted access to a Federal Government resource and your use of these systems is
susceptible to monitoring at any time. While every attempt will be made to keep it user friendly for
faculty, staff, and students, it must operate under the general guidelines of the Federal Government and
the Department of Defense. It is funded with tax dollars and provided to support the mission of the
University. While occasional use for personal business is tolerated, it should not be used extensively for
private or personal matters. Any use of the system that interferes with its use to support the mission will
not be supported. You are responsible for using these resources appropriately and for not interfering
with others who need its use.

Security

As a University we have worked to provide more open systems that are accessible by prospective
students, and professional colleagues. However, we must provide security systems that protect our
hardware, operating systems, and data. Some systems remain generally open to the entire Internet, while
others are protected behind a security Firewall. Access to protected systems is obtained via user accounts
and passwords that provide the primary security protection. You are responsible for the protection of
your account name and password.

Resources Supported

Our first goal is to provide a set of reliable desk-top tools for every user. For those who have
mission related requirements, we also attempt to provide access to USU IT resources from remote sites.

STANDARD DESK-TOP TOOLS include:
o A Microsoft site license for Word, PowerPoint, Excel, and Access

e Under the license, each user may place these Microsoft programs on a second system, a
laptop or home computer

e Novell GroupWise is provided as the official e-mail system and includes calendar that can
be shared, discussion threads, and other administrative tools

e Norton Anti-Virus Corporate Edition

e Netscape and Internet Explorer Internet browsers
e Novell File Server access

e Bulletin Board access and User Groups

e Web Page support
OTHER SYSTEMS SUPPORTED as required:

e CUFS Financial System
e Microsoft Front Page and Outlook




e Adobe Acrobat, WIN Zip, FTP, and TELNET

e Time Keeping Software, Modern Personnel Program
e Knowledge Finder for library services

e Statistical Software

e Genetic Database Software

Additional software that may be required can be placed on systems with the approval of the Helpdesk.
However, these programs will not be supported beyond the general knowledge of Helpdesk technicians and
may not interfere with official systems on the desktop, nor the network. Specialized servers and major
network-related systems require the approval of the Automated Information System Policy Committee
(AISPC) before they will be granted Network access. vschinski@usuhs.mil

Computers

Most computers for office automation and teaching requirements are provided under a leasing
program. This program allows for standardization of systems supported, automatic technology upgrades
(every three-years), and the ability to fund the program in a central operating budget. Computer leases are
renewed once a year and Department Chairs and Activity Heads are responsible for planning for the
computer needs of their staff. Additional computers may be purchased within activity budgets with the
approval of the University Information Services (UIS) eford@usuhs.mil

Peripherals, such as scanners, printers, data recording devices for use with leased machines should be
purchased as external (plug-in) devices whenever possible. Opening of the computer case of leased
systems to install cards or devices must be done under the service contract. Contact the Helpdesk for
assistance.

Users who require special, or advanced systems, and users who wish to purchase computers in support of
research grants may obtain permission to purchase these systems within existing funding sources, or may apply
for purchase as an unfunded requirement under the annual Equipment and Unfunded Requirements Review
Committee.

E-Mail

Our GroupWise e-mail system has been identified by the University President as “the official means of
information distribution.” Users are responsible for information provided via e-mail, in much the same manner
as for written (hard copy) guidance. The content of e-mail is government property and can be monitored. Mail
saved in GroupWise folders is purged every 60 days and should be archived to the desktop computer for longer
storage. The use of distribution lists should be done with both the other users and storage capacity in mind.
Don’t send copies to users who do not need to receive it and use other means to distribute large files to
multiple users. Language, tone, content and usage should be compatible with professional and governmental
standards. Inappropriate use of e-mail will result in general restrictions to its use. The use of non-standard e-
mail reading systems (i.e. Eudora, Netscape Mail, Outlook, or Outlook Express) is authorized, but use may not
interfere with the standard GroupWise system. Support for these nonstandard systems are not supported by
the Helpdesk.

Addpress Books




Official GroupWise address books and distribution lists are maintained by UIS. However, numerous
shared address books and distribution lists are maintained by “list owners” and published by the GroupWise
system administrator for general use, or shared with limited users from the “owners” system.

Web Pages

The University Web Page is an official government communication tool. It must meet the ever-
growing standards directed by the Federal Government and the Department of Defense. However, we
strive to keep this resource as open as possible for educational and professional use. Guidelines for web
pages will be addressed below. However, it needs to be noted here that while web pages for departments,
activities, and occasionally even individual use will be allowed, they are still government property and
must meet University guidelines. They should always contain only official, job related, information, and
remain free of personal data (home addresses, phone numbers, etc). They should never include restricted
government or University information.

Budletin Board

The Bulletin Board is a secondary means of electronic communication. General notices and less
formal information may be best made available to the entire user population by this means. Folders
should be used appropriately to assist readers in finding the information. The folder for Official Notices
should be restricted to official business.

File Servers

Currently, network-based file servers are associated with every account and share space on the
assigned e-mail server. Data recording devices (i.e., CD ROMs, tape and disk drives) should be utilized
for backup and long-term storage of data. The file server should not be used to provide long-term
storage of operating systems and software. Unused data and files should be periodically removed from
the file server.




Table of Contents

Introduction

CHAPTER 1- HELPDESK
INFORMATION

Mission

How to Submit a Trouble Call Requests

How to Request An Account (LAN, E-mail, VAX,

Dial-Up, Alpha, FTP)

Supported Software
Other Supported Software

CHAPTER 2- SECURITY

Proper Use of Computer Resources

Computer and Network Security

CHAPTER 3-GROUPWISE E-MAIL

GroupWise Client

How To Login

How To View the Mailbox

How To Read Mail Messages
How To Create New Mail Messages

How To Reply to a Message
How To Delete a Message

How To View an Attachment

How To Setup E-mail Archive

How To View E-mail Archive

GroupWise Web Access

How to Login to the Web Access Mailbox

How to View Web Access Messages

How to Send Web Access Mail Message

CHAPTER 4 - LOCAL AREA
NETWORK (LAN)

How to Request an Account

How to Login to the LAN

o a a a a a a b~ b

10
10

How to Request a Dial-up Account 1
How To Configure the Dial-up Networking 11

CHAPTER 5-OTHER RESOURCES

How Access the USU Home Page 16
How To Access The Bulletin Board 17
How To Publish an Announcement 17
How to Access the Personnel Locator 18
CHAPTER 6 - INFORMATION

SYSTEMS COORDINATOR (1SC)
ISCs 19

CHAPTER 7 - TRAINING

Training Coordinator 20
USU Electronic Plan of the Week 21




UIS QUICK REFERENCE GUIDE

Helpdesk Information

Mission:

To provide professional I'T services to USU customers.

The UIS Helpdesk is a branch of the University's Information Systems Directorate. The primary
function of the Helpdesk is to provide desktop support to the USU Community and front-end support
to the UIS department. Front-end support is often in the form of taking phone and email requests from
users, gathering required information for each trouble ticket and reporting problems or potential
problems.

The Helpdesk provides customer support and technical services from 8:00am until 6:00pm, Monday
through Friday.

Trouble Call Requests

To submit a request or if you experience any problems with the UIS supported software, systems,
network, servers, applications, or telephones, please contact the UIS Helpdesk at 295-9800, E-mail us at
help@usuhs.mil or click the "Submit a Request" button at the bottom of any screen on the UIS
Helpdesk website. To access the UIS Helpdesk Web Site, type the following in the Address or URL
block of your browser:

http://www.usuhs.mil/uis /helpdesk/hdhomepage/index.htm.

In addition to providing front-end support for the other UIS Branches, the Helpdesk provides a host
of other support services. To view a list of those services, type the following in the Address or URL
block of your browser:

http://www.usuhs.mil/uis /helpdesk /hdhomepage /support.htm.
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How to Request an Account (LAN, E-mail, VAX, Dial-up, Alpha,
FTP)

To request an account (LAN, E-mail, VAX, Dial-up, Alpha, FTP), customers must have a valid USU badge
to identify them as a USU faculty, staff or student. Customers must come to the UIS Helpdesk and fill out a
trouble ticket providing all of the contact and trouble call information. Upon completion of the account(s),
the UIS Helpdesk will call the Customer to notify them that their account has been created.

NOTE: You must have your USU ID Badge to pick up your account and each customer is responsible for
picking up their own account.

Supported Software
Microsoft Education Enterprise Consortium (MEEC)

The University has acquired a site license for the Microsoft Software under the Maryland Education
Enterprise Consortium Agreement. With this license agreement, many Microsoft products will be
available to the University. There are also eligible products available for "work-at-home" use. The
following is a list of those products:

Microsoft Office vX for MAC

Microsoft Office 2000 for PC

Microsoft Office 98 for MAC

Microsoft Office 97 for PC

PowerPoint 2000 for PC

PowerPoint 98 for MAC

FrontPage 2000 for PC (Webmaster’s Only)
FrontPage v1.0 for MAC (Webmaster’s Only)

Otbher Supported Software

Corel Office Suite 7 and 8 (new versions are not supported)
SPSS

Novell GroupWise Client
Novell GroupWise Web Access
Novell Netware Client

Telnet

WinZip Utility

Norton Anti-Virus Software
Netscape Communicator
Internet Explorer

Adobe Acrobat Reader
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Proper Use of Computer Resources

The following activities relating to DoD computer use are unauthorized:

activities for personal or commercial gain

storing or displaying sexually harassing or obscene language or material

storing or processing classified information on any system not approved for classified
processing

permitting any unauthorized individual access to a government-owned or government-operated
system

any use other than for official and authorized business

improperly storing or processing copyrighted material

viewing, changing or deleting files of another user without appropriate authorization or
permission

attempting to defeat security systems

obtaining, installing, copying or using software in violation of the license agreement of the
vendor

storing or displaying offensive material, such as racist literature

modifying or altering your software or hardware on your system

Regardless of the sensitivity or classification of information, the following steps must always be
performed:

report information systems security incidents, vulnerabilities and virus attacks to the Helpdesk
protect hardware, software, and documentation at the highest level of classification residing on
the information system

safeguard each information system and its contained information against sabotage, tampering,

denial of service, espionage, or release to unauthorized persons

Computer and Network Security

do not write down or give out your password

change you password every three months

always Logout of the network and e-mail completely

if you do not recognize someone that is sending you E-mail, do not open it

be aware of suspicious looking people

do not leave your computer unattended for long periods with programs open (i.e., E-mail,
network, word processor, etc.)
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USU GroupWise E-mail

GroupW ise Claent

How to Login To Group Wise Client

s

Double-click on the GroupWise Icon wsi=ss on your desktop. The GroupWise Startup dialog box
will appear. Type in you User ID, password and TCP/IP address (if not displayed). The TCP/IP
address is assigned by building and department. For example;

Building “A” = 131.158.7.191
Building “B” = 131.158.7.192
Building “C” = 131.158.7.193
Building “D” = 131.158.7.194
Silver Spring = 131.158.7.195
Medical Students = 131.158.7.194

Viewing the Mail Box

The main screen includes the folder list, a menu bar, and a toolbar containing several icons. The
folder list contains useful functional areas that can be viewed by clicking on a desired folder.

e Mailbox: Contains the incoming messages you receive.
e Sent Items: Contains the messages you have sent.

e Calendar: Contains a calendar that stores information about your appointments,
notes, and tasks.

¢ Documents: Contains subfolders for documents you have authored and
documents in your default library.

e Work in Progress: Stores drafts of unsent messages until you are ready to send
them.

e Cabinet: Holds all messages that have been filed for storage.

e Trash: Contains items that have been deleted.
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How to Read Mail Messages

Click on the Mailbox folder from the folder list. A list of messages will appear on the right.
Double-click on the message you wish to read.

How to Create and Send a Mail Message

Select File and New from the Toolbar or click on the mail icon. Choose Mail from the resulting
menu. Enter a recipient address and e-mail subject in the appropriate boxes in the Mail to window.
Type your message in the Message field. Press the Send button to send you message.

Howto Reply to a Mail Message

Open a message from the Mailbox by double-clicking on the mail you would like to open. Click
on the Reply button. Choose Reply to Sender to send the message to the sender only, or choose
Reply to all to send the message to the sender and all recipients. Click on the OK button.

How to Delete a Mail Message

You can delete a message by first selecting the message in your mailbox and from the Toolbar Click
Edit and Delete, or by using the mouse, Right-Click and select Delete from the drop-down menu.

How to View an Attachment

A mail message with an attachment will appear in the mailbox with a paper clip icon next to the
envelope icon. Open the message with the attachment. The attachment will appear on the bottom
of the window. Double-click on the attachment.

How to Setup E-mail Archive

You must first create a Mail Archive folder on your C: drive (i.e., C:\Mail Archive). From the
toolbat, select Tools and click on Options. Double-click on the Environment icon. Click on the
File Location Tab. Enter the Mail Archive folder you created on your C: Drive or click on the
Folder Icon to the right to browse to it. Click on the Cleanup tab. In Mail and Phone, click on
Auto Archive and enter 45 days. You may also archive your appointments, tasks and reminder
notes. In addition, you may also empty your Trash automatically.

How to View E-mail Archive

From the Toolbar select File and click Open Archive. To return to your mailbox, Select File and
click Open Archive.
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GroupWise Web Access

How to Login To the Group Wise Web Access

In the Address Block of your browser, type your server name. Your server name is assigned
by building and department. For example: Building “A” = mxa.usubs.mil

Building “B” = mxb.usuhs.mil
Building “C” = mxc.usuhs.mil
Building “D” = mxd.usuhs.mil
Silver Spring = mxr.usuhs.mil
Medical Students = mxd.usuhs.mil
Ground = mxg.usuhs.mil

Welcome to MSN.com - Microsoft Internet Explorer 18] =

J File  Edit View Favorites Tools  Help |

J 4= Back - = - @ it | @Search [Fe] Favarites @History ||%v =] E -

JAddressI mixa, usuhs. mil j @60 |JLinks »

€ Help
mS" o MSN Home [ L signIng, | Friday, Aug 09

MSH Home | My MSH | Hotmail | Search | Shopping | Money | People & Chat

Vitamins to Take?
Dr. Weil Can Help!

o
How to go 2 months without paying for the Internet § ATET Wireless (“Js

Today on MSH MSH Channels
See girls in 50 states ? stargazing weekend
looking for dates . Tv's to go digital
d ne star grounded?

Are you underpaid? - BTG everyone loves IM
Savwy salary negotiation . =" Mom

Save Big on Watches!
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The DOD Security Notice will appear. After reading the notice, click on the GroupWise Web
Access link and the bottom of the page.
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Enter your username and password and click on the Login tab.
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The following screen will appear.
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How to View Your Mailbox

Click on the Mailbox Icon to view your mail.

2} GrowpWise In Box - Microsolt Intermet Euphorer
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Your mail subject will appear as a link.

To view your mail, click on the link.
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From the Toolbar directly above the message you can perform the following functions; Close the
current mail, view the Previous mail, view the Next mail, Move the cutrent mail to a folder, Delete
the current mail, Forward mail, reply, and view additional Info.

How to Send a Web Access E-mail Message

From your Web Access Mailbox, click on the Mail Icon. The following screen will appear.

2} GroupWise Send Form (Sered him) - Microsoft Intermet Explorer & Microghens | S Handeriing 37 a| 5] :|-J-ﬂ-|i
| Pl Edt Vew Fovorkes Took el

| m - - DD A Dzt GiFerertes (SHsterr | G- b - 2
:u p b CADER-DR n " Ty j?w |w»—

® @ @& Group
Maﬂmossaqu: Concal
To[ idrass Book
oc Address Book
BC[ Addrags Book
Subject|
Message: |
|
Amachement.] Brcraie_
Attachement? | Brcrae_
Attachementd | Eircrwie
Change to | Agpainment | | Tesk | Mete | Phone
@] pene [ [ st
Mstort| | Boowise Hobur | M & CET Ty

Enter the appropriate information and click Send.

NOTE: Your must click the Exit button to get out of your mail box. DO NOT click the X located
at the top right of your browser.
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Local Area Network
(LAN)

Howto Request a LAN Account

Procedures for requesting a LAN account are the same as for e-mail. (See Chapter 1 — How to
Request an Account for instructions).

Howto Logon to the LAN

If you are using Windows 95/98, the following login screen will appear when your computet boots
up. If you are using Windows NT or 2000, you must have an account on the local machine. To
obtain an  account on the local machine, contact your ISC (go to
http://www.usuhs.mil/uis/helpdesk/hdhomepage/isc's.htm  for a list of ISCs). If your ISC is
not available, contact the UIS Helpdesk.

¥ Novell Login

Novell Client

Username: I

Pazzword: |

0K I Cancel Advanced %

Type in your Username and Password provided by the UIS Helpdesk. Click on the Advanced
button. The following screen will appear.

10
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¥ s Novell Login x|

Novell. Client

Usemame: I

Password: I

HDS |5cript | Dia\-upl

Tree: I

LContext: I

Server: I

oK I Cancel Advanced 2R

Type in the Tree, Context and Server provided by the UIS Helpdesk and click OK.

How to Request a Dial-up Account

Procedures for requesting a Dial-up account are the same as for e-mail. (See Chapter 1 — How to
Request an Account for instructions).

How to Configure the Dial-up Networking

The Dial-up Network Connection provides access to the modems at USUHS which will give
you access to the Internet and your GroupWise e-mail. These instructions are designed to
guide you through a complete set up for Dial-Up Networking, however if you need further
assistance, please call the UIS Helpdesk at (301) 295-9800, which is open M-F, 0800-1800.

Windows 2000: From the Desktop:

1. Click on Start.

2. Click on Programs.

3. Click on Accessories.

4,  Click on Communication.

5. Click on Network and Dial-Up Connections.
6. Double Click on Make New Connection.

7. Click Next.

8.  Select “Dial-Up to private network”.

9. Click Next.

1. Select the device (i.e., your modem listed).
2 Click Next.

11
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3. In Dial-up Phone number, insert one of the following numbers according to
where you live for local calls and the Toll Free number for long distance:

Gaithersburg 301-926-4976
Reston 703-487-5200
Wash DC 202-343-1060
Waldorf 301-893-8528
Atrlington 703-235-9792
Toll Free 888-273-3917

4. Click Next.

5.  Create the connection: Select “For All Users”.

6. Click Next.

7. Type in the name of the connection, such as “USUHS Local or USUHS long
distance”.

8.  Seclect “Add a shortcut to my desktop”.

9.  Click Finish.
Note: An icon is automatically created for the Dial-up Network connection you just made and
placed on your desktop.

The Dial-up connection will automatically pop up for immediate use but the DNS
configuration must be in place before you can use the connection. Once the DNS
configuration is done you will not have to repeat this step.

From the desktop, click Start, next go to Settings, and then Control Panel.
Double Click on Network and Dial-Up Connections.

Right click on your new connection.

Select Properties.

Select the “Networking” tab.

Type of server I am calling: Select PPP:Windows 95/98/NT4/2000, Internet.
Components checked section: Highlight TCP/IP.

Click Properties.

Click Obtain IP automatically.

Click Use the following DNS server addresses.

Preferred DNS Server: Enter 131.158.4.7

Alternate DNS server: Enter 131.158.4.8

Click OK to accept the entries.

Click OK to finish.

Yook -

_ =
— O

—_
RS A A

Note: You will not have to reboot as you would in earlier versions of Windows Operating

Systems. Your connection is now ready to use.

Windows 95/98: From the Desktop:

12
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Double click on My Computer.

Double click on Dial-Up Networking folder.

Double Click on the icon "Make New Connection".

Type a name for your connection.

Click Next.

In Dial-up Phone number, insert one of the following numbers according to

N e

where you live for local calls or the Tool Free number for long distance:

Gaithersburg 301-926-4976
Reston 703-487-5200
Wash DC 202-343-1060
Waldorf 301-893-8528
Arlington 703-235-9792
Toll Free 888-273-3917

7. Click Next.
8. Next screen will notify you that a successful connection was made.
9.  Click Finish.

Note: An icon is automatically created for the Dial-Up Network connection you just made.

For convenience, you may want to create a short cut on your Desktop.
To create a shortcut:
1. Right click on the icon.

2. Go to Send To.
3. Select Desktop (create shortcut).

13
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Macintosh OS:

Requirements:

1.

Check to see if you are running Operating System 7.1 or greater by clicking on the Apple
Menu and selecting About This Computer. If not, then upgrade your Operating System.

2. Check to see if your Macintosh already has the proper Dial-Up software installed
(ConfigPPP or FreePPP for Operating System 7.1 through 8.X or Remote Access for
Operating System 9.0 and later). If not, contact the UIS Helpdesk to get the proper Dial-
Up software.

Configuring TCP/IP:

1. Under the Apple Menu, go to Control Panel and open TCP/IP. If TCP/IP is not
active, make it active.

2. In the TCP/IP setup box, you want to Connect via: PPP and in the setup section you
want to Configure: Using PPP setver.

3. In the Name server addr.: section you want to type in 131.158.4.7 and on a new

line type in 131.158.4.8. Under the Search domains: section you want to type in
usuhs.mil and on a new line type in usuhs.mil again. Close the setup box. You
will get a box asking if you want to "Save changes to the current configurations?"
Click on the Save button.

Configuring Remote Access (Operating System 9.0 and later):

RN e

Under the Apple Menu, go to Control Panel and open Remote Access.
Make sure Registered User is selected.

Type your username in Name: field.

Type your password in Password: field.

Type in the phone number (without spaces or dashes) in Number: field.
Click Connect.

14
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Installing ConfigPPP/FreePPP (Operating System 7.1 through 8.X):

7.

Restart your Macintosh with the extensions off (hold down the shift key when
starting).

Insert and open the Mac PPP disk. On the disk you will find three folders titled
Control

Panels, Extensions, and Preferences. In the Control Panels folder is Config
PPP and

Mac TCP. In the Extensions folder is PPP and Mac IPX AppleTalk, and in the
Preferences folder is PPP Preference and Mac TCP.

Install MacPPP by dragging the contents of the three folders to their respective folders
within the System Folder on your Macintosh.

Restart your Macintosh.

Configuring ConfigPPP/FreePPP (Operating System 7.1 through 8.X):

1.

AN

e

10.

11.

12.

Under the Apple Menu, go to your Control Panel and open Config PPP. Make
sure the Port Name is setup for your modem.

At the bottom of the Config PPP setup box, click on the Config. button. You will
get another setup box.

Type in the appropriate Phone number for dialing in.

In the Modem init box, type in AT&F1.

Then click on the LCP Options... button.

In the Authentication row and in the Remote column, make sute Want and Will
are both checked. Then click OK.

Then click on the Authentication... button.

In the Auth. ID box, type in your username.

In the Password box, type in your password.

When complete click on the OK button at the bottom, and then click on the Done
button at the bottom.

At the Config PPP box, click on the Open button at the top of the box, to establish a
connection. You will hear your modern dialing. (For future connections, you will only
need to open Config PPP and click on the Open button. All other settings will already
be setup.)

Create an alias for your desktop or Apple Menu.

15
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Other Resources

How to Access the USU Home Page

The University Web Page is an official government communication tool. It must meet the ever-
growing standards directed by the Federal Government and the Department of Defense.
However, we strive to keep this resource as open as possible for educational and professional
use. Guidelines for web pages will be addressed below. (NOTE: It needs to be noted here
that while web pages for departments, activities, and occasionally even individual use will be
allowed, they are still government property and must meet University guidelines). They should
always contain only official, job related, information, and remain free of personal data (home
addresses, phone numbers, etc). They should never include restricted government or University
information. To access the USU Home Page, type the following in the Address or URL block

of your browser:

http://www.usuhs.mil

Zj Uniformed Services University - Microsoft Internet Explorer

fle Edt View Favortes Toos Help

Back + = - @ [0 & @oearch [GiFavortes BHistory | Bye S 0 - 5]

Agdress [&] hitp: fuwn usuhsmil

g’Mmmphme\ i Handwiting WDvawingPadl @\ s =12l x|

=] @

Jtinks >

ADMISSION
AFFILIATIONS
ALUMNI AFFAIRS

4301 Jones Bridge Road Bethesda, Maryland 2[Iﬂ14

&] Done

[ 4 nternet
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How to Access the Bulletin Board

Bulletin Board is secondary means of electronic communication. General notices and less
formal information may be best made available to the entire user population by this means.
Folders should be used appropriately to assist readers in finding the information. The folder
for Notices should be restricted to official business. To access the Bulletin Board, type the
following in the Address or ULR block of your browser or select Bulletin Board from the
Information drop-down menu on the USU Home Page.

http://www.usuhs.mil/usuhs only/blbrd /bulletin.html

P Meshors | dyHordvetng 37 @) 2 |=l8lxl

D O gew Fpote Jok et
ek o - D) AN | Dfewch [aiFwortes Pristory | G b EH - (o]

Aures [ @] it v, st pasis_anty b bustin bl =] ew ||ws ™
LISL) Bullebn Board
[ Wilcrima 1o the USU Bullein Boaed
O3 OFFICIAL NOTICES CIFACULTY
© SEMINARS AND EVENTS 3 TOURS AND TRAVEL
O GENERAL O MILITARY =
O CLASSIFIED O UNIVERSITY CALENDAR
O COMPUTER.- CORNER S EIC
O CONTRACTING OGN
O FIRST YEAR STUDENTS O POSTROCTORAL FELLOWS ASSH
O SECOND YEAR STUDENTS O COMEINED FEDERAL CAMPAIGN
3 THIRD YEAR STUT 5 03 GRADUATE STUDENTS
3 FOITRTH VEAR STIMENTS 3 TV Temwal (nims =l

@ 0 et

How to Publish an Announcement

You can publish an announcement by clicking on one of the folders on the Bulletin Board, you can
click on the Post a New Message link. Type in the information requested and your message, and
click on the Post Message Button.

3 Llassifed Messane Folder Message Index - Microsot Intemet Liplorer [V arsmy T e T | A - |
EXrEE T
| sk - 4 - @ | Disewch [alFeoies sty | 5 3 D - o

| puess [ b v st i sebyfog-teniconéir 54 =] oo || ”:
Post a New Message =l
Your Name: |
E-Mail Addeess: |
Subject: |
=
=
e e . =l
&l [~ [ nbeena
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How to Access the USU Personnel Locator

The Personnel Locator was designed to allow USU faculty, staff and students the opportunity to
locate other USU personnel through an on-line directory. The main function of the Personnel
Locator will be the search function. However, for some personnel there are additional functions
beyond searching and viewing profiles. The Personnel Locator will allow the Administrative Support
Division (ASD) and Administrative Officers to update specific student and faculty information
directly on-line. To access the Personnel Locator type the following in the Address or URL block of

your browset.

http://locator.usuhs.mil

‘Uniformed Services University

Personnel Locator

Ublic Access
tricted Access

I.ISU Admin

ASD

- Security
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Information Systems
Coordinators (ISC’s)

Information Systems Coordinator (ISC)

The ISC acts as the liaison between department personnel and the UIS Helpdesk. They are
responsible for providing immediate support for minor problems you may experience with
your computer or the network. The can also install and remove applications from computers
with the approval of the UIS Helpdesk. If you experience problems you should contact your
Department ISC prior to contacting the Helpdesk. Type the following in the address or URL
block of your browser to view a list of ISCs by Department.

http://www.usuhs.mil /uis/helpdesk/hdhomepage/isc's.htm
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Training
How to Request Training

The Training Coordinator provides orientation training to faculty staff on a quarterly basis, to
students upon arrival to USU, as well as to groups and one-on-one training to USU personnel.

To request training, contact the UIS Helpdesk and a trouble ticket will be generated and
forwarded to the Training Coordinator. trainer@usuhs.mil
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Miscellaneous

USU Electronic Plan of the Week

USU’s Plan of the Week was developed to facilitate the dissemination of
timely information throughout the university. It is linked directly from the
USU homepage for easiest access and consists of messages group by interest
area (University-Wide, Faculty, Military and Research related mesasges). Messages are updated weekly
and the previous week’s archived messages are also accessible from links located at the bottom of the
Plan of the Week Home Page.

Previously, email or the USU Bulletin Board was used to convey various types of information. E-
mail proved to be frustrating to many in the USU community as they found themselves sifting through
messages that they would rather not see. The USU Bulletin Board, while an excellent place to post all
types of messages, is USU-access only and therefore not an option for those in the USU community
located at WRAMC, NNMC or similar locations where IP addresses were assigned by those
installations. The direct link to the Plan of the Week home page is:
http://www.usuhs.mil/trs/message/

2R S0 Plan OF The Week - Microsolt Intermet Eplorer # Wienphore (3 Tee
Fie Edt  VYow Fgvordes  Took  Hep

gk - = - (@ [2) G} | Dsewch (airsorte Greds (3| 13h- 2 6 - (o)

UNIFORMED SERVICES UNIVERSITY
of the Health Sclences

usuy Plan Of The Week
Wieah of May 245 31, 20008

Faculty Military Research

T April 15-June 30, 2003 THrif Sawr

P L =]

& e © intene
If you have a message that you would like to see posted, please contact Suzanne McCoy in the Office
of University Affairs: smccoy@usuhs.mil
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