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I. Document control

Distribution

This document will be available on the PMU website.

Purpose
This document will be as an IT welcome package for all PMU employees.
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Dear PMU Users ...

We are providing this information to help you get started accessing/using the PMU IT

facilities such as Telephone, Data Network, Printers and Computer Systems...In

addition ITD offers technical training for PMU employees in any of the following

software:

Note: All training sessions (Banner, Blackboard and Classroom Technology) will be

announced before each semester by the Professional Development Program.

MS-Outlook PMU Application for employees to be used for work related communication
MS- Word PMU Application for word editing
MS-Excel PMU Application for spreadsheet
MS-PowerPoint | PMU Application for presentations.
Blackboard PMU Application for E-learning.
Smart board PMU Application for interactive display.
Banner PMU Application for SIS, HR, Finance, Financial Aid and Luminous resource
management.
TAA Time Attendance Application for staff only.
LMS Library Management System for Students, Faculty and staff.
Intranet Designed to Faculty and staff to access most of internal services quickly.
E-Forum E-Forum is an online place for PMU Community.

The department will include a new set of applications to the above list. So, if you have

any questions or require more information, please email your inquires to;

it-helpdesk@pmu.edu.sa
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PMU’s Vision for Technology Excellence

The ultimate goal of Prince Mohammad Bin Fahd University is to enable a learning-centered
environment that is both effective and rewarding.

In order to accommodate this noteworthy goal, the vision of the university’s Information Technology
Department is to provide state-of-the-art methodologies and technologies that support the diverse
needs of our students, faculty and staff.

The Information Technology Department provides support in the following key areas:

1.

Student Technology: A variety of technological tools are in the process of being provided to
students including email, internet, wireless access, and availability of computer lounges within
both the male and female campuses.

Classroom Technology: Automated learning aids are available in each of PMU’s many
classrooms and include video conferencing, Interactive Boards, and automated teaching
systems supported by advanced learning applications.

Library Information System: Upon completion of our Learning Resource Center (LRC), an
integrated library automation system will be available to students in order to access an
extensive library collection.

Management Information System: Our MIS system enables faculty and staff to provide
quality support to students in the areas of registration, finance, human resources, course
management and general student information. This world leading application called Banner
from SunGard, is being implemented to be an easy web-Obased self services. In addition, the
course management system is being administered by the world leading Blackboard application
which is being used as an educational instrument to have the interaction of the students and the
instructors. It is accessible over the LAN and from any internet access point.

Information Technology Infrastructure: A dedicated team of IT specialists provide
network and communications support, hardware maintenance, web design, and help desk
services.

This infusion of technology into the university environment enables students to obtain the
information they need, when and where they need it, so they can effectively pursue their goals of
academic excellence and professional competencies.

In response to PMU’s goal, technology has become a critical tool for developing the skills necessary
for our students to become future leaders within Saudi Arabia and elsewhere.
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About your Account with ITD

Logon and password

To log on to the system, press [Ctrl][Alt][Delete]. For the User ID, type
your first letter of your first name and your last “family” name (all
without space). Be sure to use all lowercase letters. The first time you log
on to the system, press the Enter key. The system will then ask you to
change your password. Your password must be at least eight
characters and must include at least one number or special
characters in addition to letters Uppercase and Lowercase.

Your new password is case-sensitive.

Software Installed on your
computer

Standard desktop applications (Microsoft products tool 2007,
Antivirus, e-mail, Web browser)

Your email account has been setup using Microsoft Outlook; you can
access your email out of the office premises using Internet Explorer by

Email browsing to http://mail.pmu.edu.sa then enter your user name and
password
Printer The default printer(s) installed for your computer is a network printer or a

personal printer.

Computer Specifications

Please refer to the IT Helpdesk G037 (Males) and G032 (Females) to get
the information about the computer you will be using.

Notebook Specifications

Please refer to the IT Helpdesk G037 (Males) and G032 (Females) to get
the information about the computer you will be using.

Technical Support

If you need any further technical support or having IT related issues, you

may contact our help desk email it-helpdesk@pmu.edu.sa

Telephone Extension

Your telephone extension is showing on the top of your phone screen.
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I1l. How to Use Your IPT
Telephone-Set - Startup Guide
How to use IP telephone 7970

@9 @ G a2

1. Programmable Depending on configuration, programmable buttons provide access
buttons to:
* Phone lines (line buttons)
O * Speed-dial numbers (speed-dial buttons)

* Web-based services (for example, a Personal Address
Book button)
* Phone features (for example, a Privacy button)
The buttons illuminate to indicate status:
Green, steady—Active call on this line (off hook)
Green, blinking—Call on hold on this line
Amber, steady—Privacy feature enabled
Amber, blinking—Incoming call ringing on this line
~ Red—Shared line, currently in use
. No color—No call activity on this line (on hook)

2. Footstand button Al].,i. /s you to adjust the angle of the phone base.

3. Aw<ens the touchscreen from power-save mode or disables it for
cle, ? ing.
& — . .
i Display button - . No color—Touchscreen available, ready for input

= — -
P Green flashing—Touch screen disabled

Green steady—Touch screen and backlight disabled

4. Messages button | Typically auto-dials your voice message service (varies by service).

D

Directories Opens/closes the Directories menu. Use it to access call logs and
button corporate directories.

Help button Activates the Help menu.

appearance and ring sounds.

8. P Services button || Opens/closes the Services menu.

L
7. @ Settings button || Opens/closes the Settings menu. Use it to control touchscreen
e

0. l: } Volume button Controls the volume and other settings.

10. i i Speaker button Toggles the speakerphone on or off.

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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11. Mute button Toggles the Mute feature on or off.
12. Headset button Toggles the headset on or off.
13. Navigation Allows you to scroll through menus and highlight items. Use in
button conjunction with softkeys to activate highlighted items. Also, while
the phone is on-hook, press the Navigation button to access phone
numbers from your Placed Calls log.
14. TIZ Keypad Allows you to dial phone numbers, enter letters, and choose menu
'O items.
-l 2
5 3
15. Softkey buttons Each activates a softkey option (displayed on your touchscreen).
16. Handset light Indicates an incoming call or new voice message.
strip
17. Touchscreen Shows phone features and date, time and caller number.
Icon Reference:
1 ﬁ Call Forwarding enabled
2 ¢y | Call on hold
3 Connected call
4 &, || Off-hook
5 On-hook
6 Incoming call
7 % || Shared line in use
8 gf% Authenticated call
9| ¢ | Secure call
10 ¢ || Handset in use
11 £ || Headset in use
12 mg | Speakerphone in use
13 [ || Messages waiting
14 H Speed Dial button configured
15 =x || Video enabled
16 M || Option selected
17 @ Feature enabled
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Telephone-Set - Startup Guide
How to use IP telephone 7911

1. Phone screen Displays phone features such as phone number, call status,
and softkeys

2. Cisco Unified IP Indicates your Cisco Unified IP Phone series.

Phone series

3. Softkeys Each softkey activates a softkey option displayed on your
phone screen

4. Navigation button Allows you to scroll through menu items and highlight
items. When the phone is on-hook, displays your Speed
Dials.

5 & Applications menu Displays the Applications menu that provides access to a

button voice messaging system, phone logs and directories, settings,

and services.

6 n Hold button Places the active call on hold, resumes a call on hold, and
switches between an active call and a call on hold.

7. 3 Keypad Allows you to dial phone numbers, enter letters, and choose

2 menu items.

8. Volume button Controls the handset, headset, speaker, and ringer volume.

9. Handset Functions like a traditional handset. The light strip at the top
of the handset blinks when the phone rings and stays lit if
there is a new voice message (depending on your voice
messaging system).

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1)
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Telephone-Set - Startup Guide
How to use IP telephone 7941

1 ' Handset light strip Indicates an incoming call or new voice message.

2 Phone screen Shows phone features.

3 Cisco Unified IP Indicates your Cisco Unified IP Phone series.
Phone series

4 i i Programmable Depending on configuration, programmable buttons
buttons provide access to:

* Phone lines (line buttons)
* Speed-dial numbers (speed-dial buttons)
* Web-based services (for example, a Personal Address
Book button)
* Phone features (for example, a Privacy button)
The buttons illuminate to indicate status:
Green, steady—Active call on this line(off hook)
, Green, blinking—Call on hold on this line
- Amber, steady—Privacy feature enabled
» Amber, blinking—Incoming call ringing on this line
,z) Red—Shared line, currently in use
@ No color—No call activity on this line (on hook)

5 Foot stand button A@ws you to adjust the angle of the phone base.

6 LTI Directories button Opens/closes the Directories menu. Use it to access call
logs and directories.

7 Q Help button Activates the Help menu

8 s Settings button Opens/closes the Settings menu. Use it to control phone
screen contrast and ring sounds.

9 i Speaker button Toggles the speakerphone on or off. When the
speakerphone is on, the button is lit.

10 i Mute button

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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Telephone-Set - Startup Guide

How to use IP telephone 7941

10. @ Headset button Toggles the headset on or off. When the headset is
on, the button is lit.

11. s | Volume button Controls the handset, headset, and speakerphone
volume (off-hook) and the ringer volume (on-hook).

12. _ Services button Opens/closes the Services menu.

13. Y Messages button Auto-dials your voice message service (varies by
service).

14. ' Navigation button Allows you to scroll through menus and highlight
items. When the phone is on-hook, displays phone
numbers from your Placed Calls log.

15. 3 Keypad Allows you to dial phone numbers, enter letters, and

2, f choose menu items.

16. Soft key buttons Each activates a softkey option (displayed on your

phone screen).
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V.

IT Support Services

The Help Desk (HD) is the Single Point of Contact for Information Technology. To request
IT Services, have the PMU ID No- to contact the Help Desk:

Any technical problems related to network, Email, Classrooms labs, Printers and

Hardware should be addressed to IT-HELPDESK@PMU.EDU.SA .

All technical problems related to Blackboard and Banner queries and problems should be

addressed to ITD-BB (Blackboard) — ITD-Banner(Banner)
All SMS request should be addressed to I'TD-SMS.
All library Management System related problems should be addressed to ITD-LMS.

Part of our new service, all photocopier’s problems should be addressed to

IT-HELPDESK@PMU.EDU.SA .

All inquires and concerns related to Lecture hall and Auditorium should be addressed to

IT-HELPDESK@PMU.EDU.SA.

In addition to the above helpdesk guidelines, please feel free to call PMU Technical
Support Center (TSC) at ext: 9290 in Male Campus or ext: 9214 in Female campus. Also
you could stop by the Technical Support Center in Male campus at Room G037 next to
ATM machine or room G032 in Female Campus. The general number for the IT

helpdesk is 92909.

The PMU user contacting the HD or TSC must be able to provide:

Contact person should provide: PMU ID No, Name, Office No, Department
The location of the equipment
A detailed description of the problem if possible write the error message if it exists

A detailed description of what has been done to troubleshoot the problem if the user had

tried already.

The best time to visit the contact person in his office, in case the problem should be

handling in person by our technical team.
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The Help Desk will ensure that all calls are handled promptly, courteously, and are resolved or
routed to the proper resolution path within the time frame established for each type of call or

problem.

We can offer technical support for the following:

o Employee Identifications card ( classrooms doors access or attendance card reader problems)

e Assistance with software applications

o Computer problems

e Network solutions

o  password guidelines

o  change network password

o  setting up new accounts

o Email solutions (mail tips (MS-outlook), virus-protection information)

e Office moves/relocation (rearranges, adds and changes)

e Telephone operation questions, IP telephony

o Telephone programming requests ( add entry to PMU directory, remove one)

e Assistance with new computer (recommendations, specifications, quotes, installations).

e Assistance setting up printers

e Remote access questions

e Classrooms Program / technical problems

o Installation of software, EX: AutoCAD for Interior Design College faculty, C++ and Java for
IT College Faculty

o Installation of computer hardware or printers

e Meeting assistance requests

e Outlook Profile

The hours of operation for the Help Desk are 8:00 a.m. — 4:00 p.m., Saturday through Wednesday.

If you have any questions or concerns, please call Help Desk Assistance Ext: 9299.
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V. Use you Outlook

In your web browser, in the Address or Location field, type http://mail.pmu.edu.sa and
press <Enter>.

PMU Web Mail Access
Information Technology Department

Domain'user name: ‘ |

Password: ‘ | [Logon ]

Change Password
Client (what's this?)

() Premium

() Basic
Security (what's this?)
() Public or shared computer
() Private computer

To protect your account from unauthorized access, Outlook Web Access automatically doses its connection to
your mailbox after a period of inactivity. If your session ends, refresh your browser, and then log on again.

2. Click the Log On button.
3. Now you will be prompted to login.

For Example: Username, enter 200X00XXX@pmu.edu.sa (your Banner 9 digit ID)

Password, enter your Password.
Notes: - The password is case sensitive (capital letter and small letter)

- You can change your password from Change Password link.

4. Set the Client Access Level to your desired level:

¢ Premium client provides all Outlook Web features.

¢ Basic client provides fewer features than premium but offers faster performance.
5. Set the Security Settings:

¢ Select Public or shared computer if you use Outlook Web on a public computer.

¢ Select Private computer if you are the only person who uses this computer or it is a private,
residential computer.

6. Click Log On.

Note: We recommend that you use Internet Explorer version 6.0 or higher as your web browser, since all features
do not work using Netscape, Mozilla, or earlier versions of Internet Explorer.

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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MICROSOFT OUTLOOK 2003

Microsoft Outlook 2003 messaging and collaboration client provides the following capabilities:
« Electronic mail
« Personal calendar and group scheduling
« Contact information and task list

Outlook 2003 helps you organize, find, and view all of this information—all in one place. It is
easy to use, and like the other programs in the Office suite, provides an integrated approach to
the Web. Outlook 2003 offers e-mail and collaboration features when used with Internet-based
messaging systems and even more advanced functionality when used on an intranet with
Microsoft Exchange Server.

EXPLORING OUTLOOK 2003

When you open Outlook, you see the Inbox window. From here, you can access and read new

e-mail messages, compose new messages, and take advantage of many of the tools that Outlook
2003 offers.

(B 1o - Microsaft Dutieskc

ipe [0 Yew G0 Dok Adore teb  Adohe R
Standard Lo 8 0 X et Shetviod) g temd | et o St ) ) oy |

Toolbar

=l RE:Offica Hours (Q/A)
A Osan ARSat

Favorite Folders

T & PMICAPM
Muhiamrd Unperessry

g

All Mail Folders  — |

[rep.

] Tasks.
4 Suhad ALAtaid Wad 2:51 M
i :
_l Fkder List 4 '{ﬂtﬂ o wed 1: .vl‘:
Shortcuts —Lﬁw 2 o, 3ot Wz T
0 | . s o o wessiom

Number of Items /

Preview pane

Input Box
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Calendar | Is used to setup appointments, events and meetings.

Contacts || Is used to enter personal information, including e-mail addresses, of your contacts.

Tasks | Is used to create a list of tasks that need to be accomplished

Journal | Is used to log various tasks; for example, each time a document is opened, edited
and saved in Word, it can be documented in this view

Notes | Is used to create reminders. They resemble "sticky notes" and can be placed on
the desktop of your computer

e Deleted Items

Any notes, tasks, calendar items, journals, etc., that are deleted in Outlook will be saved in
the Deleted Items folder.

Note: This will only store items that were originally created on the hard drive.

The Deleted Items folder is different than the Recycle Bin on your desktop, but works in a
similar way. Until the items are deleted from this folder, they are not permanently deleted
from Outlook.

e Drafts:
When an e-mail message is saved before sending, it is stored in the Drafts fold until sent.
e Sent Items:

As the default, e-mail messages are copied to the Sent Items folder after they are sent. This is
an excellent way to look back at history and determine if you have sent a message to an individual
or not.

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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If you do not want to generate a copy of all sent messages, do the following:

¢ Go into the Tools menu and click Options. [IS

Other Right-to-Left Delegates
® Select the P I’efe rences tab Preferances Mail Setup Mail Format Speliing Security
i . E-rnail
Clle the E' M al I OpthﬂS button. k_\g Change the appearance of messages and the way they are handled.
[ Jurk E-mail. .. ] I E-mail Options. .. I

e In the E-Mail Options dialog box, deselect the Save copies of messages in Sent Items
folder box.

E-mail Options §|

Message handling

e Click on OK to save the changes.
After mowing or deleting an open item: | return to the Inbox w
. . . [ Close original message on reply or forward

Note: The setting will be enforced until the next []5ave copies of messages in Sent Tkams Folder

Automatically save unsent messages

Remove extra line breaks in plain text messages

time you change it.

[Jread all standard mail in plain et

L] OutbOX [ advanced E-mail Options. .. ] [ Tracking Cptions. . ]

On replies and Forwards

when replying to a message

. . =l
When Sendlng anew e-mall message’ =% [Indude ariginal message text b

when forwarding a message

there are times when the server does not Include original message text v

send the message immediately. Until the server _
[ Mark mey camments with:

picks up the message, it is temporarily stored

Ok l [ Cancel ]

in the Outbox folder.

Note: To send messages stored in the Outbox folder, click the Send/Receive button

= )
i=fsendfReceve 1 e Standard toolbar.
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REPLYING TO E-MAIL MESSAGES:
To respond to the sender of a message:
e Open the message you wish to respond to.
o Click the “Reply” button. As the default, the original message will appear in the message
window, the sender's e-mail address will appear in the "To:" box and the subject will

appear in the "Subject" box.

e Enter your response at the top of the message window.

e Click the “Send” button to send the message. A purple arrow S will now appear in the
envelope icon next to the message.

Note: To respond to everyone who received the original message, click the “Reply to All”

button on the toolbar.

_ Inbox - Microsoft Outlook

Eﬂ&- Edit ile:-\.l Go Tools Actions Help  Adabe PDF

-

G
'

Reply bo All §-2 Farward | 5 Send,l'Recewe v

egﬂmaack@muéu -f:u@mﬁsages BEEEY

Fawvarite Folders Arranoed Bv: Date |Newestonton ©

EW RE: FYI: What is Bluetooth? - Message

P Fle Edt Wiew Insert Format Tools  Table  Window  Help Type a question For help = | X

; '@ fttach as Adabe POF !

(i ce.., | |
Subject:  RE: FiT: What is Bluetooth? |
FEIREAE -0 -A-BruEEShuEEEE g
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FORWARDING E-MAIL MESSAGES:
To forward a message to another individual:
¢ Open the message you wish to forward to another individual.

e Click the “Forward” button on the toolbar. As the default, the original message will appear
in the message window, and the subject will appear in the "Subject" box.

Inbox - Microsoft Outlook

il Edt View Go Toos dctons Help AdobePDF
iz B G X ey Cirevion
L@ @ IR B oo =EY

Favorite Folders Arranoed By: Dake |Mewest onton

¢ Enter the e-mail address of the individual you wish to forward the message to in the “T0”
box. If you are forwarding the message to several individuals, separate each e-mail address

with a semicolon (;).

4

- SendReceive ~ | ¢

o If necessary, enter an additional message at the top of the message window and click the
“Send” button to forward it. A blue arrow will now appear in the envelope icon next to the

message.

¥ FW: FYI: What is Bluetooth? - Message

Type a question for help + X

: T Attach as Adobe PDF !

i Fle Edit Wiew Insert Format  Tools  Table  Window  Help

{idgend | Accounts~ | ) - | & |52 1 8 | ¥ |5 [ options... - | HTML -
This message will be sent via Microsoft Exchange Server.
L Ta... | |
[ ce... | |
Subject: |FW: FYI: What is Blustooth? |
Attach... what is biuetooth.doc (31 KE) | (I Attachment Options. .
= W N e [0 '|é'| B I U |= = = |y 14ic ic 35 55 |}
=
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CREATING AND SENDING NEW E-MAIL MESSAGES:

To create a new message:

e From the Inbox folder, click the “New” CoNew - button to open an "Untitled" message

window.
050 [} 00
zdit Miew Go  Tools  Actions  Help  Adobe POF
New e v | LA " |-J$.Eeply -L%Reply ko Al .;_-,;Fnrﬂard | giSEI’Id,I'REEEi'\"E -
i Back @|Q]Q|-‘J|ﬁ|l‘-’lessages v|j_§'ﬁ=.i!
Wik 1]

B R b M Toeigatinkp o%

e Inthe "To0:" box, either enter the e-mail

ittt

Qedld el L skt I
e B T

. i,

to open the Contacts list and select an address i

address of the recipient, or click the “T0” button

L
of someone previously entered in your contacts list.
A okl e2agy)

e Inthe "CC:" box, enter the e-mail address of | i

someone you wish to send a "courtesy copy" to.
e The "Bcc:" box is a "blind courtesy copy."

This means no one else receiving the e-mail will know that this person has been copied. If the Bcc
box is not displayed, go into the View menu and select Bcc Field. Click the drop-down arrow

beside the Options button E30eins... = and select Bec. =

° In the ,,Sub-ect" bOX, enter a Subject : Fle Edt iew Insert Format Tools  Table  Window  Help
related to your e-mail message. el e e A Al i
§tgend | Accoutsw | ) v (28058 1B ¥ ,:_:']Ogtwons“_vl\ HTML
e Type your message in the space provided below. EZ . ;En::r;'g"nmm
. Skationery...
e After creating the message, i .
FETEN UL e

click the “Send” =128 putton on the toolbar to send the message.
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ADDING AN AUTOSIGNATURE:

To automatically have your signature appear at the bottom of each new message:

e Go to Tools and select Options. Inbox - Microsoft Outlook

P Fle Edt View Go|Took | Actons Help  AdbePOF

2o sl |

e Select the “Signature” button. 03 | @ )| L!][m Address Book..,  Ctil+Shift+B

e Click on the Mail Format tab.

-

o il -L-} Forwz

.| F

) . 1| Rules and Alerts., .,
e Click the “New” button to enter a new signature. Mﬁ -
] Empty "Deleted Ttems' Folder

Favaits Folders

[ Inbox Foms ’

| Uvead Mal E-mail Accounts, ..

L For Follow Lip .

) Senk Ttems Clstamize...
Al Ml Falders ‘ Options.

¥
3 €6 Mabox - Newal Ch _
[ I O T || A ik Maceanin Swekan - | TTY

sate Signature

Cther Right-to-Left Delegates
Preferences Mail Setup Mail Format | Spelling Security Signature:

Message format
_jﬂ Choose a Format For outgoing mail and change advanced settings.

Compose in this message Format: | [FRiG8 Rvs
Use Microsoft Office Word 2003 to edit e-mail messages M
[ Use Microsoft CFfice Word 2003 to read Rich Text e-mail messages N
[ internet Format... | [ International options. .. |
Stationery and Fonks
'-'B Use stationery to change your defaulk font and style, change colors, Previam:
Ar1 and add backgrounds to vour messages. '
L
Use this stationery by default: | <Mone = R |
[ Fonts. .. ] [ Stationery Picker... ]
Signatures
ﬁ'i Select signatures for account: Microsaoft Exchange Server R . . .
= | | Unable to preview selected signature, or no signature selected,
Signature for new messages: | <Mone = R |
Signature For replies and forwards: | =Mone > B |
=13 ] [ Cancel ] [ QK J [ Cancel ]

The “Create New Signature” dialog box will appear.

Create New Signature a

° Enter a name for the signature. @ 1. E||1ter anme for vour new signature: |
_IrltitEu

Note: This is not how the signature will appear on the messages,

2, Choose how to create your signature;
(%) 5tart with a blank signature
but rather a name which identifies the Signature. () Use this existing signature as a template:

e C(Click the “Next” button.

() Use this file as a template:
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o Enter the signature line the way you want it to appear at the bottom of each message.

dit Signature - [Nawal

Signature texk

X This text will be included in outgoing mail messages:
s

[

[ Font. .. ] [ Paragraph... ] [ Clear ] [ Advanced Edit. ..

wiZard options

Attach this business card (wCard) to this signature:

<Mone = w

[ Mewvy wCard From Conkact. .. ]

[ Finish ] [ Cancel ]

Create Signature El

Signature:

[ Mzl | Edit...

Presview:
Regards, ~

Ms. Nawal Chanane

IT Manager (Female Campus)
IT Department

Prince Mohammed University
Tel: 03 849 9272

Emuail: nchanane®pmu.edu.sa

[ O ] [ Cancel

e (lick the Finish button then OK

Note: From this point forward, all new messages
will automatically contain your signature line at
the bottom.

Auto signatures can be applied to new
messages and/or all replies and
forwards. To specify which options the
signature should be applied to:

e Go to Tools on the menu bar and
select Options.

e Seclect the Mail Format tab.

e Click the drop-down arrow beside
Signature for new messages and

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1)

select the desired signature. Select
None if you do not wish to
automatically apply a signature.

¢ Click the drop-down arrow beside

Signature for replies and
forwards and select the desired
signature.

e Click on OK.

Signatures
\\

f-{i Select signatures For account:

Signature far new messages: <Mone = A4

Signature for reples and forwards: | <None v

Signatures. ..,

Final
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INSERTING ATTACHMENTS:

Many times you will need to send files along with an e-mail message. These files are called
“Attachments.”

To insert an attachment into a message:

e (Click the “Insert” ] button on the Standard toolbar.

e Browse to locate the file, and click Insert.

¥ Untitled Message s File B
ki (Dbeee | @ 3@ X [ Tedse

! File Edit Wew Insert Format Tools  Table  ‘Window [EYE——y Evecpeplaper
{ |C)bbas_reles_administrator_files
My Recent || 5)bbstuff
Documerts || S s
| @ [EPMU Images
i )5mart_Board
i=15endll Accounts~ || ||| (2 8,4 ¥ B | ¥ |L§ oo | DTiing
B
' . \ €32 askBarSetup
1 7o, Osama 5. Insert File LT | Bleaver vaiing
My Documents EjhhasJE\E-demmlstramr
M (9 Metimesting
s ”ij B outhook_TFirstDraftt
1 W prinescreens
7 Iy Computer i
SLI|:I] ok " (7] serviceRequestForm
. Fle pame: | 3
:H \j | EEY LliS | Arial - 10 = A ‘_| B My Netwerk. i ;I
H Ia _— Places Files of type: 4 Fies v

Note: Icons representing the attachment(s) will

i Fle Edit Wiew Insert Format  Tooks  Table  Window Help

be displayed at the bottom of

P m | B B nsert word Field - a2 3 2 4 | K
§J§end|nccougts'|@'|ma,/|—6? 3|7|L§|ﬁ

Osama 5, Al-5aif

the new message window.

e Send the message. Subject:

Attach... | [ banner binp (33 KB)
==Y @l L GlALIm o
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READING AND SAVING ATTACHMENTS:

In your Inbox, a paper clip will be displayed next to each message that has an
attachment. After opening the message, the attachment will be displayed in the bottom
section of the message window as an icon.

2= Unity Messaging Syskem - UNITY Man 9:22 aM
25 KB

To open the attachment:

e Double-click on the attachment.

l@Banner Training.doc (62 KEB)

Dear All,

Plecse find attached Banner Training Sc
Yacation. It is o five hours a day fraining

Opening Mail Attachment |

“.:j' ou should only open attachments from a truskworthy source,
-
Attachment: Banner Training.doc from Inbox - Microsoft
Outlook
Save As E‘El
" ¥ . Sawe in: Deeskk: v @3 Q@ X £H v Tools =
Would wou like ko open the Ffile ar save it to your computer? G pesteep @ 1Q 7 L e Tk
Y (LIMy Documents € askBarsetup
4 My Computer [ ganner Training
’ Cpen ] I Save My Recent | &bty Hetwark Places &) bbas _relé3_administratar
3 Documents | P crohat Reader 5.0 & NetMesting
Always ask before opening this type of file = - Adobe Acrobat 7.0 Professional B outlook_TFirstDraft1
Lﬁ [aZ)5MART Board Tools B printscreens
Desktop I SMART Notebaok ] serviceRequestForm
(C AcrobatReadsrs.0 (2] vtepeplayer
\ [ bbas_rel63_administrator_files
To save an attachment to your computer: | ot
My Documents | |[Z)My_Files
IZIPMU Images
[C3)5mart_Board
¢ Open the attachment. -
My Computer | 5 up,s
‘Zl)] File name: | TR v
o Select Save button. HyNeuork =
Places Save as bype: | all Files ~ Cancel

e Select the destination where you wish to save the document. Click on Save.
Note: If the attachment is not opened, an alternative way to save the attachment is to:
e Right-click on the attachment.

e Select Save As.

o Select the destination where you wish to save the file, click on Save.

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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FLAGGING MESSAGES:

To flag a message for follow-up later, do the following: B S ot itz

546 ]
31 Pabilto Balbaros A "‘: Beply e
e Right-click on the message and select e e ¢
(51 Osama 5, Ak3af % Forward Iz
12KB |
View fitachments b
Flag for follow up to open the “Flag For Follow Up” | & ansh apaees o At ¥ by L
1648 [ Folowis i T
) . . (=4 Jamillah AL-Rashesd | Mark as Unread ¥ | Biue Flag
dialog box. Click on the drop-down arrow beside 151 A A 1o
3 Suhad AL Hhald it B
. . 12k Find all b | ¥ GreenFlag
“Flag To” to select the approprlate action that should (50 Jamillah AL-Rasheed [ Create Rule... ¥ Orangs Flag
a IS::B ; Junk E-mall b [ ¥ Purple Flag
= M AL-Dn
be taken. 1: K;mme = X Dekete | Flag Complete
(=1 Abdulallah R, Buagnoom 3 Move to Folder... Add Reminder...
5448 —
e Set a due date by when the message 2 o 552 et i ogiors.. S
. 126 KE Set Default Flag »
S roerans M

should be responded to.
e C(lick OK to flag the message.
e A red flag will now be displayed next to

the message in the list of messages.

To view a list of all flagged messages:
e Select view from the menu bar and click
on current view.
e Select by follow up flag. All messages will

be organized by the follow up that is required on each message.
Note: To clear the flag after following up on it, right-click the message and select Clear Flag

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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CREATING NEW FOLDERS AND ORGANIZING YOUR INBOX:

Creating a new folder

Folders are used within the Folder List to organize and group e-mail messages. Before
creating additional folders, consider how you wish to organize your messages. For example,

messages could be grouped by topic or by sender.
To create a new folder:
e In the Folder List, select where
you wish to create the new folder.
o After selecting the location for your
new folder, go to New on the standard toolbar
and select Folder.
e In the Name text box assign the folder a name
that has not been previously used.

o In the "Select where to place folder" list,

box - Microsoft Outlook

—
[

Eary

stem - LUIMITY

Edit  Miew Go Tools  Actions Help  Adobe PDF
T T o iadnew | Y X | CuReply C@Reply to Al
| @ pack 2] Mail Message Chrl+M
s )| Postin This Folder  Cerl+Shift+S
tite Folders ||__| Folder... Crrl+shift+E
| Inbioe Ll | Search Folder... Chrl+Shift+P
| Lhread Mad Mayigation Fane Shartout,,,
| For Follow
| Sent Ttems | L) Appointment Crl+hift-+A
FES— _—‘I Meeting Reguest  Cerl4-Shift+0)
t Mailbos - Mal @2 Contact Chrl+Shift+C
(5] Deleted I & Distribution List Chrl+Shift+L
| Drafts
tﬂ e 2] Task Chrl+Shift+K
[ @ Junk E-m] 12| Task Request Chrl+5Shift+U
L'_—b,’ Outha 55 Journal Entry Ctrl+shift+3
=7 Sent Iten
[ Search Py k|| Mote Chrl+-Shift-+h
&4 Internet Fax Ctrl+Shife+s
Choose Form. ..
Qutlook Data File, ..

the location you previously selected should be listed.

‘ T Ca5T TeTOTTT

Note: To change the location, simply select a different location.

Create Mew Folder E

Mlanme:
My Skudents

Folder contains:

Mail and Post Ikems R

Seleck where ko place the Falder:

= ‘c:é‘l Mailbosx - Mawal Chanane -~
] Calendar
8= Conkacks
&l Deleted Items
L# Drafts
[ Inbox
A8 Journal
@ Junk E-mail
| Motes
L= outbox
U=5 Sent Items bt

I Ok ] [ Cancel ]
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° Click OK, the folder should now be

within the folder list.
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Moving Messages

You will need to organize your inbox by moving messages into the new folders that you
have created. By moving messages to folders you created on your hard drive, you will be
freeing space on the server.

To move e-mail messages from the in-box to these folders:
e Select the messages you wish to move.
e To select a block of messages, select the first message in the series, hold down the shift key
on the keyboard and select the last message in the series. A block of messages should be

highlighted.

e To select non-adjacent messages, select the first message, hold down the control key on
the keyboard, and click on additional messages.

e Right click on the selected messages then choose “Move to Folder”.

e Click on the appropriate folder then press OK.

Move the selected items to the folder: =l Today
= E’-;JJ' Mailbox: - Mawal Chanane P Ok a Cpen
] Calendar =u | =4 PErint 1156 PM
45| Contacts Canicel = 4a Reply T
5] Deleted Items @ Reply toall :
L# Drafts [1] Mew... g | Emp| Forward 1:18 P
‘ Fallow Lp >
= L] Inbox 3 1:18 P
| Faculty F% )| Mark as Unread
. -~ Categories... .
4 ITD Meetin = 12:34 PM
Iy Ernail N Find all > o
| My Ermails = Y 12:02 PM
) Student Goals =y o ]
A2 Journal = dunkEomal v | 12:02 PM
L@ Junk E-rnail 24 Ceolete
ﬁ Mok — [(22  move to Falder. .. LT 11:35 AE
obes
| Cutbs & { ) ostions... 11:14 AaM
Li‘ kD W 15 KB
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CREATING GROUP DISTRIBUTION LISTS:

Group Distribution Lists can be created to send an e-mail message to a group of people. For
example, if you frequently send messages to the IT department, you may want to create a
distribution list called “ITD.” The list would contain the names of all members of the IT

department.
To create a group, do the following:
e Click onto the Contact button.
o Right click the mouse on the contact space

and choose “New Distributed List”

o Write the name of the list you want to create

In the input box

To send a message to the group:

¢ Create a new message and click the To: butfon

e The group will be listed within your contact list.

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1)

Folder List
3 2 Maibax - Nawal Chanane
T Caeerlor
8l Corkacts
7] Deleted Mhems
LA Lrafes
a1 () b
M oama

§ ok Enal
| ties
= Ok
=] Sent lems: Contact
4 3 sync 1ssues (7) Ay e
2 Tanks (1) Bl New Ditribiion st
2l LY Search Folders. ol
@ (2 bl Folders B
[ Favartes Bl sort..
= [0 Al Puc Feldrs Fer...
Folder Sizes Other Sattpgs..
Dt Fle Manapanent.. Show Empry Fiekds
Clstomizn Cureent View, .,

1 Tasks

e Click the “Select Member” button
to  display the list of current
contacts.

e Select the contacts you want to use
in your group list, and then click OK.

e Click Save and Close button to
add the Group to Outlook’s Address
Book.

Select Names
Type Name or Select From List: Show Mames from the:
Contacts -

[ Mame Display Name E-mail £

F> .T Female Groop

IT Female Groop

~
(54

Final
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CALENDAR

Click to view calendar entries for today or a
specific day, work week, calendar week, or
month.

Calendar - Microsoft Outlook

i Fle Edt Wew Go Toos Actions  Help  Adobe POF

Type a question for help

| Dayjiresk/Month

_7|Week 31|Month | =0 Fir

Type & contact to find

- @

Click the P Calendar
Ockober 2006 » Monda\f,‘ October 30 Tuesday:, October 3_1 ‘Wednesday, Movember O1 Thuvsda\f, Nove_rr_\ber 02 Friday, _November 03
arrow to—— S Mf;: TFs o Student Calendars.
show other TR <] JI k]
months. v B 901121314
211516 17 18 19 20 21 12 2
2223242526 27 28
29 30 31 1UU
Movember 2006
sMmT V\: T2 200'
The current y S0
H — T 121314151617 18 o
date IS . 711920 21 22 23 24 25 3 TO Chan e
marked with | “ezzzm 4% int g t
a red box. December 2006 ?ppom men
The date bl T T IS 5w information
. 12 i i
shown in the 34567583 6% quickly, click
. o010 11 12 13 14 15 16 the
daily planner 17 18 19 20 21 22 23 i
panel |S 24 25 26 27 26 29 30 7DD |~ approprlate
31 H i
shaded = appointment
. My Calendars 8
- and type the
| qu | J new
i Errr— information.
Share My Calendar... 10
v\ To change
11% . appointment
o Color coding information
§hows fu'nher using the
1% mformagon about Appointment
- 5 the appointment, dialog box,
] calendar su_ch as if you double-click
mp 3® will be out of the the
2 Tasks 4 office or if the appointment.
appointment 1S
il 5 tentative.
[__] Folder List H
= 6" I

To set calendar preferences:

e With the Calendar folder open, on the Tools menu, click Options.

The Options dialog box opens.

Ctbe Right-to-Left Delegates
. | mail setup Mail Format Spelling Security
e Click the Preferences tab. -

2]

Junk. E-mail. .. ] [ E-mnail Options... ]
Tool=s | Ockions=s Help Adobe POF Calendar
Firnd » jﬁ Customize the appearance of the Calendar.
- Default reminder: |15 minutes ~ | [calendar options... |
Ll »aAddress Book. .. Zkrl4+ShifFt+B Tasks
= Zhange the appearance of tasks,
[ ,E‘; RPules and alerks. ..
& Reminder time: 500 am ~]| [ Task Options. .. ]
'-.=.,3|' Empky "Delebed Ikems" Folder Contacts
I Change default ssttings For contact and journal.
Eorms > = [ contact options... | [ Jeurnal optians... |
Hotes

E-mail &ccounks. ..

Cuskomize. ..

opkions. ..

; Change the appearance of messages and the way they are handled.

Zhange the appearance of notes,

r

Hote Options. ..

£
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e Under Calendar, select Default reminder to have Outlook 2003 remind you automatically of all
appointments. Then, the drop-down box, select the amount of time before appointments you want
to receive the reminder.

Calendar

Zustomize the appearance of the Calendar.

Default reminder: 15 minukes el [Calendar Cptions. ..

e Click Calendar Options. The Calendar Options dialog box opens.

Calendar Options

Calendar work week
[Jsun Mon Tue Wied Thu Fri [Jsat
First dav of week: | Sunday | Stark time; | S:00 AM v
First week of year: |StartsonJanl  |w| Endtime: |5:00 PM v

Calendar options

[] Shiows wieek numbers in the Date Mavigatar

allow attendees to propose new times For meetings you organize

Use this response when you propose new meeting times: | Tentative R

Background color: * | | Planner Options. .. ] [ Add Holidaws. ..

[Juse selected background color on all calendars

Advanced options

@ []Enable alternate calendar:

when sending meeting requests over the Internet, use iCalendar format

[ Free/Busy Options... l [ Resource Scheduling... ] ’ Time Zone. .. ]

I Ok ]l Cancel ]

e Select the days of the week you want to show on your calendar.

e Select other options as necessary. To select a time zone, or show more than one time zone at a
time, click Time Zone.

e To have Outlook 2003 automatically display holidays for different countries, click Add
Holidays.

e [f you are responsible for coordinating resources, such as conference rooms, or classrooms,
click Resource Scheduling, when you are finished, click OK.
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ADDING TASKS

A task is a personal or work-related errand you want to track through completion. A task can
occur once or repeatedly (a recurring task). A recurring task can repeat at regular intervals or

repeat based on the date you mark the task complete.

For example, you might want to send progress reports to your students on the last Friday of every

month. You can view tasks in one of two ways:

e Open the Tasks folder.

Click here to type task information
in this row to quickly add a new
task to Outlook without filling out
the Task diglog box.

] Tasks - Microsaft Outlook
iHe ERE Vew Go Tk Ao Heb  AdabePOF
kel HET I = e

Click a column
heading to
quickly sort your
task list by the
column.

Clrent Vi 2 InProgress. Tum 13/1412000 L
) Sarghe Lt 2 1 Prncgles of Lean InProgress Son 117572006 F
() Detaded Uit PR 1 PHU Standard software kst In Pengerss Tue 1031 [0
Arter Tasks
Task View: Ll
Changes the B Categery
H H ) Asskgrwnent
Vlew in , By Pevson Beponible
which / ) Completed Tasks
Outlook © Takimos
displays
your tasks.

. Mail

4| Contacts

] Tasks

| huotes

To change task
information, click the
appropriate task and type
the new information.

To change task
information using the
Task dialog box, double-
click the task.

Task symbols

&

&

+ -

!

Accepted task

Completed task

High
importance task

Low importance

Declined task task

7 ) 'l 1]
. Task assigned Task assigned to | Task has an
Recurring task to another
Task you attachment
person
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To add a task:

1. Click the Tasks folder to open it or

2. Click New Task & the New Task dialog box opens. Jasks - thicroroft Qutlock

P Fle Edt ‘iew Go Tools Ackions Help  Adobe POF

- . . o HIE> EXY B e
3. Inthe Subject box, type a description for the task. P2 E i Gibens] 0 X | SpFind | G roe s onact
PG| @ pack ?Lﬂ Task Chrl+H " |3
4. 1In the Due Date box, type a due date (optional). Tasks o i Cirkhit+E -
My Tasks 2 Mail Message Chrl+Shife+M
Note: You can also select a due date by clicking 3] Tasks (1) || ppoirkment  Cerbshift+a
Current Yiew ] MeetingRequest Chrl+Shit+Q |4 software list
the arrow next to the box and selecting a date © simpleLs: |89 Conkact Coltshift+C
(O Detaledlist | | Distribution List  CtrH-Shift+L
L Active Tasks i
on the mini month calendar. 8 N;;:;:‘:n | bate ChrhShift
© Overdue Ta Choose Farm...
5. To receive a reminder about this task before O By Catequry| | OutookDataFie. .
O Assignment ¥
the task is due, select Reminder. © By Person Responstle |

EZ Untitled - Task

6. Select a status, priority, and percentage

i Flle Edt Wew Insert Format Tools  Actions  Help

ifsvsten CIF -A|B Z U |==

i= ! { [l Save and Closs l

complete for the task. =) (T
Subject: [ |
7. To assign the task to a category, click edser  [Fore Y] staus ot Staned v
Start date:  |None | Priovity: Normal s | % Complste: :
Categories and select a category from the list. Clremner: | || ] [@] O

8. Save and Close.

Contacts... | | | [categories... | | private [

Note: You can rearrange the view of the tasks in several ways. To do so, on the View menu, point to
Current view and then select a view option from the submenu.

Actions Help  Adobe FDF

2 g8 | Today | [T]Day | 5] work Week || 7]week 31]Mant

nth

DavyweekiMonth Yiew With AuboPreview
Active Appaointments

Ewents

Annual Events

Recurring Appointments

By Categary

Define Wews...

Tuesdz
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OUT OF OFFICE REPLY

If you would like an autoreply to be sent for emails you receive while you are out of your office,
follow these steps:

:Fle Edt Yiew o | Tools | Actions Help  Adobe POF
: L oR T % Organize
1- Go to Tools menu, and then choose _=" = 81| R and s
Out of Office Assistant. | @Bk )| [| = B
5 | Ot of Office Assistant, .,
E-mail Accounts,.,. |
w Customize, .. —_—
. . Favorite Folders
2- On top of the window there are two choices: Options. .
- I am currently in the office. ‘ | Inbaxin Maibos - M p : Date
| Chread afin Matbo i

- [ am currently out of the office.

3- Choose the second one, and write the Auto Reply you would like. Then click OK
Qut of Office Assistant 74

(31 am currently In the OFfice

(31 am currently Gut of the OFfice

AutoReply only once to each sender with the Following kext:

| These rules will be applied to incoming messages while you are out of the office:

Status Conditions Actions
Add Rule... Show rules For all profiles

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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EMAIL ARCHIVE

1- From the File menu, click on Archive.

Inbox - Microsoft Outl

]| Ble | Edit  Wew Go I

Qpen 3

Close All Tkems

LT

Save Attachments »

I Folder 3 I

Archive. ..

Page Setup 3
=4/ Print... Chrl4+P

Exit

£

2- On top of the window there are two choices:
- Archive all folders according to their AutoArchive settings.
- Archive this folder and all subfolders.

3- Choose the first one and then click OK.

4 (& archive all folders according to their Autosrchive settings

() Archive this Folder and all subfolders:

R A~
iz

LE

B
(9 = S

[ K H Cancel ]
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VIl.How to Use your Wireless Connection:

Make sure that the WiFi is ON in your laptop (some laptops had button to switch or key to
press)

1- Be sure that the Wireless network is enabled in your notebook:

Start > Control Panel > Network Connections > Right click the “Wireless Network
Connection” and enable it, if it’s enabled go to the next step.

Enable
Stakus

Create Shorkout
Delete
Rename

Propetties

2- Double click the “Wireless Network Connection” you’ll find PMU Pubic wireless network.
Double click the “PMU_Public” to connect.

1) Wireless Network Connection |z|

Network Tasks Choose a wireless network

=; Refresh network lisk Click an item in the list below to conneck to a wireless network in range or o get more
information.

c’i Set up a wirgless network,
far a home or small office

F vau want bo connect ba this

Related Tasks

L) Leam about wireless
niekyorking

% Change the order of
prefarred networks

o Change advanced
sethings
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3- Type “alb2c3d4e5” for the Network key and in the Confirm network key. Then click

Connect.
Wireless Metwork Connection E'

The network 'PMU_Public' requires a nebwork key (also called a WEP key or WPA key), &
netwark key helps prevent unknown intruders From connecting to this network,

Type the key, and then dlick Connect,

Mebwark key: | |

Confirm network key: | |

Zonnect l [ Zancel ]

4- You have to wait while it’s connecting...

X

Wireless Metwork Connection

.-
Please wait while Windows connects to the 'PMU_Public’ nebwork.

Waiting For network to be ready. ..

| | | ' cancel

5- Then it will shows to you that PMU_Public are connected.

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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VIII. How to Setup your Internet Proxy

1. Now we need to configure the Internet Explorer to access to PMU resources:
Right click on the internet explorer = select Internet properties

Internet Properties

Gerneral |Sec:urity Privacy | Content || Connections || Programs || Advanced

Home page
% You can change which pages to use for your horme page.
Address: tkpeff rahoo. com) |

Uze Default ][ Usze Blank ]

Temporary [nternet files

o FPages pou view on the Intermet are stored in a special folder
& Y for guick viewing later.

[Delele Cookies...] [ Delete Files. . ] [ Settings...

Hiztary

The Hiztory folder cantains links to pages you've wisited, for
quick access ta recently viewed pages.

Dapsz to keep pages in histony: |2I3 ES | [ Clear Hizstory ]
[ Colors... ] [ Fonts. .. ] [ Languages... ] [ Accessibilig. ]
[ ak l [ Cancel ]

2. Select Connections tab, make sure that you select Never dial a cgnnection

Internet Properties

General | Security | Privacy | Content | Sonnections JPrograms | sdvanced

. To set up an Internet connection, click
I Setup,

Cial-up and Yirtual Private Metwork setting

Add..

Choose Settings if wou need ko Zonfigure a prosxy
serwver For a connection.

Local Area Metwork, [LAM] settings
L&M Settings do nok apply ko dial-up connections., L&M Settings...

Choose Settings abowve For dial-up settings.

ok ] [ Cancel ]

3. Select LAN Settings.

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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4. Configure the proxy as follow, proxy : 192.168.6.11 port : 8080
Note: If you are using at home, type the address received from your internet provider.

Local Area Metwork (LAN) Settings

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration.

Automatically detect settings

|:| Use automatic configuration script

Proxy server

Use a proxy server For wour LAN (These settings will not apply to
dial-up or ¥PM connections),

Address: | 192.168.6.11 | Port: | 8080 | [advanced...

Bypass proxy server for local addresses

[ Ok ] [ Cancel

]
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Changing Printing Preferences

for Page Order

To change printers from printing the last page first in a multi page document follow the steps

below:

1) Go to Start -> Control Panel -> Printers and Faxes then right click on the printer you are

using and choose Properties.

\'I._\L, Mlicros
<\ Image

P Business Inkjet 1000 Series

Open
Prinking Preferences. ..
Resume Prinking

sharing. ..
IJze Prinker Online

Create Shortcut
Delete

Rename

2) Click on the Printing Preferences button.

&' Hp Business Inkjet 1000 Series Properties

Gemeral |Sharing Parts

Advanced | Color Management | Security | About

M odel:
Featurez
Color: Yes
Double-sided: Xes
Staple: Mo

Speed: Unknown

I awirnurm resolution: Npknown

HF Businezz Inkjet 1000 Series

Paper available:

[F'rinting Freferences... l [ Frint Test Page

Ok ] [ Cancel

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1)
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3) Choose the Basics Tab and click on Back to Front radio button then press Apply then OK.

& HP Business Inkjet 1000 Series Printing Prefarences

Paper/Quality | Finishing Effectsl B asics |COI0r Aervices

Print Tazk Quick Sets

|Ty|:|e new Quick Set name here j

Save

Orientation
(* Porlrait
™ Landscape

[ Mirrar image

Fage order
" Frant ta back

(+ Back to front

Copies

210 % 257 mm

Advanced features...

Copy count

14

Frint presview

™ Shaw print preview

(D]

0K l [ Cancel ] [ Apply ] [

Help
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VII. How to Access Ebrary

1) Click the link on the website under PMU online services

|Search PMU web

IVIARINGRELS TO RY
DUIEDINGRBEADERS

will take place on
P October 4. 2008
CRITICAL THINKING Shawwal 4. 1429
PROBLEM SOLVING

Students | Parents | Faculty & Staff | Visitors | Media | Investors & Donors | Alumni

@ a Glance Announcements

® PMU Fest University Gouncil meefing fook piace on Sunday furiher notice: plocement tests
oym Moy 4, 2008 chored by Dr. lssa Al Ansori, Universty Rector. ‘and inferviews determine
G students’ laves.

® His Bxcetiency Dr. lon Dobresi Ambassador of Romania 1o
Seuch Arctia vistad PIMU On Menday Asi 28, 2008,

PIU wileamas the Naw Diactar

- Coordination Mesti
PMU hosted fhe Sevanth Mssfing of the £ e
Privats Univarstias and Colagas Ractors ond Deans” ot Aok Aficicy
PMU Online Services PMU compus On Ape 30, 2008,
- eForem ® More news.

dmission for fhe Summer
+ Bonner Seif Service Fall Semester 2008/2009
has stared. Apply Nowl

E——
e
: EXECUTIVE & mm iverst T
Library E“' B e
ProGHAt (2 mm RN
£ o You Celevay to 12 12 14 s 18 17 18
£ S 19 20 21 22 23 24 25
2) Choose the E-Resources link
Online Services
Inter-Library Loan Service
+ Online Calalog o New Amivals
Did you need an item which wos unavailable in the PMU Libraries collection For + FAQ
et P g those times, we have implemented on Inter-Librarion Loan program. This program

allows the PMU Libraries to borrow items from other intemational institution

Library Polici
popit it including fhe Bifish Lending Library. The PMU fbrariss will be glad to nfer-fbrary
o NS loan (ILL} any items for any PMU faculty, students, or staff. OCLC's WorldCAT
* Online Services cotalog is a good place to find items not included in the PMU Libraries collection. (' K a
o Useful Links NOTE: Certain items may not be available through ILL and if there is a cost to Ly .
4 : . lLibrarian

+ library Adminisrafion borrow the item, the PMU Libraries will pass this cost on to the borrower.

Nnlina Ranle Renawnl

4) Click on the E- brary link to access the electronic books.

E-books
+ New Amivals

15 database provides online access to the full-text of over 80,000

copynghted books, reports and maps from leading publishers. PMU
subscription consists of more than 33,000 electronic books which cover
many different subject areas including: Social Sciences, Law, Medicine, .
Science, Engineering, Computer Studies, Fine Arts and History. (mu
« Safari Technical Books < Librarian
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5) You will get the Site of Ebrary without any need for a username or a password.

Prince Mohammed Bin Fahd University

Home

Search 0
Simple  Advanced| Browse Welcome to ebrary!
Search for ‘Your library substribes to Academic Complete, a

growing eBook collection that spans all academic

| st s

Below are 7 easy steps to help you get stared. For
further training, support, and froubleshooting please

see elray's Help Desk,

(@ imerove search rezuts with
Search Tips.

Getting Started

Toget started, follow the seven easy steps helow or
visit our anline {raining site.

' Get Quick Guide

_
L1

I

' abrary Rasdar

» Onlina Training

New Additions

» Get abrary Raadar

(Click on any fille or jacketto access the eBook. Search the entire collection using the Search Tab on the left)

Sample Titles by Subject Area

Business, Marketing and Economics
Computers and Information Technology
Education

Engineering and Technology

Health, Biomediical and Clinical Sciences

History and Humaniities
Life and Physical Science

Dawnload the ebrary Reader if| Get ebrary 5§
it's not already installed on Reader™ " sbrary
your machine.

IEW VIDED CLIF FOR INTERNET EXPLORER
\IEW VIDED CLIP FOR FIREF 04 NETSCAPE

Create a Personal Bookshelfto automatically
save highlights, notes, and bookmarks.
VIEW VIDED CUP

Gonduct a simple or advanced search by key
wiord, full-tex, publisher or author. Use Boolean or
RFOXiMty. WEW $MPLE SESRCH WIOED CLIF

BN ADYANCED SEARCH WIDED CUIP

a_ebrary

Clickon ahook jacketto open it To tetum to your
search resulls click on the Search Tab
VIEW VIDED CUP

Copyiight ©1998-2007, gbrary,
By using this websie you agree
tothe Tems of Sevice,

Nawigate to each occunence of your search term,

Business, Marketing and Economics

o Wn30ing SUCCoSSIIT Qulsourcing Refationships, Petter Gottschalk (RM Press, 2005)
BN THIS TITLE

o A Concise mroovetion 15 Economenics: An fatuitiie Suirs, Philip Hans Franses (Cambridge
University Press, 2003) wEW THIS TITLE

» Advances in Elecironic Marketing, Inine Clarke [ll and Theresa B. Flaherty (idea Group, Inc., 2008)
B THIS TITLE

» Siralegies Thal Win Sales. Best Fraciices of the World's Le ading Organizations, Mark Marone (Dearbom Trade,
2005) VIEWTHIS TTLE

Return to top

[E3

&l Done

Searching Ebrary

1.Choose the search tab to search for books.

Then type in a key word for the book you

are looking for and click search.

Example:
If you are looking for and IT book, like

“Advanced Data Mining”, you can type

“Data Mining” in the search inbox.

# Internet

Prince Mohammed Bin Fahd University

Sign In Help

subject areas

see ghran's Help Desk.
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Simple  Adwanced| Browse

Result1  Score: 99% Contributor:  Taniar, David
Search for Research and Trends in Data Mining Technologies and Applications E:'S'” :;]':;ﬁw Fublishin
data mining BOCHK - 250 Pages Dewey: 005.74
—_— D view LC Call Number: QA76.9.0343.R48 2006eb
15BN 1599042728
Search N
Subjects: Dsts mining.,
Dsta warehousing.,
Web databases.
Improve search results with
i} = Result 2 Score: 95% Contributor:  Hsu, Hui-Huang
. oo . isher: o ing
Advanced Data Mining Technologies in Bioinformatics Publisher. Id=s Groue Publizhin
Date: 2008
BOOK - 338 Pages LC Call Number: QH324.2 A38 2008eb
9 View 15BN: 1-59140-885-2
Subjeots: Bicinformaties.,
Dsta mining.
Result3  Score: 55% Contributor:  Motods, Hirashi
Active Mining : New Directions of Data Mining Publisher: 105 Press
Date: 2002
BOOK - 302 Pages Dewey: 006.3/12
9 View LC Call Number: QATE.8.D342.422 20022
15BN 971586022847
Subject: Dsta mining.
English v
Result 4 Seore: 95% i Bermy, Michasl J. A.; LinoH, Gordon S.
> Data Mining Techniques : For Marketing, Sales, and Customer Publisher: chn Wiley & Sens, Incorporsted
Relationship Management Date: 2004
Dewey: 858.8/02
BOOK - 671 Pages LC Call Number: HF5415.125.847 2004eb
9 View 158N 0-471-47064-3
Subjeots: Deta mining.,
Matksting ~ Dats processing.,
- Business — Data processing.
<) ebrary
EryariEEE N e Result5  Score: 99% Contributor. Larose, Daniel T
By using this website you agree e Publishe John Wiley & Sons, | tes
;i ina b ledae i . An Introducti ini d John Wilsy & Sons, Incorporsted
1o the Terms of Service. ‘ Discovering in Data : An to Data Mining D:mfs - 2:0’; L Ty
ROOK - 240 Panes - i

2.Click on the book title you have selected.
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3. Ifyou are accessing the Ebrary for the first time, you will get a yellow message.

— X
@ This wehsite wants ta inskall the Fallawing add-on: ‘ebrary Reader’ from 'ebrary', IF vou krust the website and the add-on and want ko install it click here...

Prince Mohammed Bin Fahd University

= Prince Mohammad Bin Fahd University: Yiew - Advanc, . | |

@ Click here to install the following Activei control: ‘ebrary Feader' from ‘sbrany’..

Advanced Data Mining
Technologies in
Bioinformatics

4. Right click on it and choose “Install ActiveX Control”.

* ﬁ'ﬁ [ 23 Prince Mohammad Bin Fahd University: Yiew - Adwanc. .. l l

@' This website wants ta install the Following add-on: ‘ebrary Reader’ from ‘ebrary’, IF vou trust the we install it, click here...

Install At

Prince Mohammed Bin Fahd University What's the Risk?

More information

@ Click here ta install the following Activel control: ‘ebrary Reader' from 'sbrary’...

Advanced Data Mining
Technologies in
Bioinformatics

5. Tt will ask you if you want to install the ebrary reader software, click on Install.

Internet Explorer, - Security Warning

Do you want to install this software?
Mame: ebrary Reader
Publisher: ebrary

@More options Install ] [ Don't Install ]

‘) ‘while files From the Internet can be useful, this file bype can patentially harm
waour computer. Only install software From publishers you trust, What's the risk?

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final
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6. Select the option “I accept the terms ...”, and then click Accept.

8.

ebrary License Agreement

Thank wou for inztalling the ebrary Reader software. v'ou must first read and
accept the following license agreement before the software will be activated. If

will be re-presented ta you the next ime you run the ebrary Reader Software.

you do not accept the terms of this agreement, click "Cancel and this message

End-Uszer Licenze Agreement [ebrary Reader(T ] softweare]

PLEASE READ THIS DOCUMEMNT CAREFULLY BEFORE PROCEEDING.
THIS AGREEMENT LICENSES CERTAIN SOFTWARE TO v0OU OM
SPECIFIC TERMS AND CONDITIONS, AND CONTAINS IMPORTANT
WWARRANTY AND LIABILITY DISCLAIMERS. BY INSTALLING THIS
SOFTWARE, vOU ARE CONFIRMING YOUR ACCEPTANCE OF THE
SOFTWARE AND AGREEING TO BECOME BOUND BY THE FOLLOWING
TERMS:

1. Definitions

[a] "Software" means the ebrary Reader zoftware you are installing, and all
related updates supplied by ebrary. [b] "Documentation'' means any
documentation pravided to you in relation to the Software. [c] "Product{s]"
means any and all products and services that you access using the Software,
including without limitation content collections hosted by ebrary. [d] "Reader”
means the Software and the Documentation.

2. License

Subject to all the limitations and restrictions set forth herein, and subject to the
terms of any applicable wiitten contracts and any terms of service posted on
ebrany’s Product Web site(s], ebrary hereby grants vou a revocable, non-

¥ | accept the terms of the preceding License Agreement.

Cancel | Accept |

>

v

Now you can start going through the book you have selected.

(Note: you can select, copy, and print any of the pages you want.)

W

=3 Prirrces Muhammnad Bin Fatwd Universiy: Yisw - Advare. ..

Prince Mohammed Bin Fahd University

© viewmative

Contributor. Hau, HeiHuany [Editer)
Puklishes: ises Gemup Putlishing
nate JUOE

=L

O oo v s,

English

= ebrary

Copyright BIEELE00N, sy,
By using this webnite you sgres
2 e Torms of Sorvige.

botes | Coeeens

= | Wahiger |

A nfoTans - &

YL DL

Chagter | Introduction to ats Mning i Lol
Chagier [T Hinraechical Profiling, Scoring and §
Chagter LI Combnatorisl Fusicn Anshysis: Me
Thagher [V DHA Sequence Yisualzation
Chagiter ¥ Prokromics with Mass Spectrometry
hagter VI Effuiern and Kobust Anshyss of Lt
Chagiter VT Algorithmic Aspects of Protein The
Chagter VLI Pattern Dfferertistions snd Fon
Chagher [4 Parameteress Chabering Tedvig,
Chagiter 3 Joink Desrriminabory Gene Selnction
Chagiter X1 A Haplobyps Anatysis System for €
Chagiter 4T & Bapesian Framework for Tmpros
Chagter XL In So Recoarain of Froteer
Thagher KTV DF feverkial Associstion Rules: Lr
Chagker XV Mirie] BoLkersture: Towsrd Aute
Thaghter ¥V Compar ative Genome Annolatior
shoust the authors

e

Data Mi

Hershey « Londan =

|| tisar-iok sigaed in

LI # - Pageit of33g

Advanced

Technologies in
Bioinformatics

Hui-Huang Hau
Tamkang University, Taipei, Taiwan

IDEA GROUF PUBLISHING

Melbourne « Singapore

S rracear ®are -

Example: To copy a text, select it first then right click on it and choose “Copy Text”
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T page A InfoTools =
Tabie of Contrrts

Preface

Acknowledgoments

Chapter 1 Inkraduction to Dsta |
Chaptas 1F Fase mchacl Profies,
Chaples T Cermbanterial Fusion
Chapter IV O Sequence Visu
Chapter ¥ Froteoirice wih Mass
Chaptes 1 Effiimn and Robust
Chaples VIL Algorilberie Asprels

P

Chagker YITT Patterm Diferentia
Chapker 1t Parameteress Custs
Chagter i Jwnk Discrimnatery
Chistes i1 1, Haplobyps fnayir
Chapker M1 & Bayersion Framow
Chaptor KT by Siheo Recoqonbie
Chapter i1V ¥
Chapter 1 Mg Bt kersture
Chapbes 141 Corpar athve Seno
Bk the athers

ke

la | gags |

Data Mining Process

by B 4= = EE - 9 Ll 2 - Fageidicim

ek Tes Rk shl

Cogry Bookmark
P,

» Toggle Automenu

Prefarences, ..
Hel

albat ww ey Bmadden .

Trear: Hak sinned in

Using the Ebrary Reader toolbar

W e Nk =

a. k.

C.

d.

=]

f. g h i

|H InfaTools -‘ lrlg Ii

[
Go to Page...

Define
Explain
Locate
Translate
who

First Page
Last Page
Prewvious Yisw
Mexk View

Search Document, .

W 100%
150%
200%

Scale to Width
Scale ko Fit

Showe Facing Pages

[« >/@ @ & ][ ki~
|

Toggle Highlighting

v ellow
Pind.
Blue

Unhighlight

Info Tools menu.

Copy text with automatic bibliographic citation.

Print with automatic bibliographic citation.

Go to previous/next page.

Go to previous/next page containing search results.

Go to page number or viewed pages.
Zoom, scale or show facing pages.
Add/edit bookmarks.

Set highlighting and colors.
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Creating a Personal Bookshelf

Bookshelves allow you to automatically save and manage bookmarks, highlights and
annotations as you conduct your research, providing a dynamic archive for future

reference.
To set up a Bookshelf please follow below steps:

1. Click on the Bookshelf tab.

ﬁ & =} Prince Mohammad Ein Fahd Liniversity

[]

Prince Mohammed Bin Fahd University

nin

Welcome to ebrary!
To view your bookshelf,
pl ol Your library subscribes to Academic Complete, a
Usemame: I:I growing eBook collection that spans all academic
. P 4 I:I subject areas.
Choose this assworc:
l- k t t - Below are 7 easy steps to help you get started. For
mn 0 create further training, suppor, and troubleshooting please
a new bookshelf see ebrary's Help Desk.
\ MNote: This site works only with
kie-enabled brow: - -
\: == Getting Started
you need to create
A ol D T_o_get stan_ed, foll_oy\rthe_seven easy steps below or
- visit our online training site.

2. Enter the information needed then click on the “Create Your Bookshelf” button.

| Sebeary

:a.ebrary

Create Your Personal Bookshelf

Cresating a personal bookshell gives you e ability fo:

« Maka boskmarkis and page notes for any available book.

= Highlight text in any available book.

= Quickly and easily access all books you h notated. of hi

= B natified of new features and new document collections as thay become available.

O oo setun sour sessane

Flease enter e infosmation below. Review cur Privacy Statement.
Usemame: nchanane ]

Pamsword. sewwaws {minimum length & characters)

Last Name: |Chanane

Email: [nchanane@pmuedusa
[7] | would like to receive occasional updates from ebary about new document collections and feature enhancements.

1 v vt el agriees Lo thes ebary Toeme of Senace

[ Craate Your Dookshelf 1
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3. To log in to your Bookshelf type your user name and password for Ebrary, then click

on Sin In button.

i:f “ﬁ [ =} Prince Mohammad Bin Fahd Universicy l l

Prince Mohammed Bin Fahd University

Welcome to ebrary!

To view your bookshelf,

please Sign In. ) .

Your library subscribes to Academic Complete, a

Usemame: agrowing eBook collection that spans all academic
subject areas.
Below are 7 easy steps to help you get started. For

further training, support, and froubleshooting please

see ebrary's Help Desk.

4. Now you are logged on your account, where you can find the selected parts you saved

in your Bookshelf.

T gt | 2} Prioe Mubamnad Bin Fabel University I -8

Prince Mohammed Bin Fahd University

oo = [k Page = 0 Tooks +

Bookshelf for Nawal Chanane

View your cted Titles
Dagkshalf
0 Advanced Dats Mining Technologles In Bioinformatics Aastrors. Hou, HuiHuang (Editer)
B o Page 3 This section gives an ovendew of the whole process of data FEEE B A
Mawal Chanane
I Remuove checked titles from bookshelf 1
Update Your Information
Change Pazsword
Example:

To save material into your Bookshelf: T T T T S R

1. Select the paragraph.
2. Right click in the selected area.

Aigostrenic Aspacts of Prosein  Defire

3. Choose “Add To Bookshelf”. s | =

e Tt 1. asul AL wte

Though alline gap cost s
far simpliciy. However,

wcture £ Shoded
MTLC-VERLD-E and 1" ¢ 4

Utse nekanans
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e [f you go back now to access your Bookshelf using the tab “Bookshelf”

b A nfTonls -

ok =S ED@RE-® L

Page 121 {131 of 330

Conterts

Cerewns

Advanced Data Mining Fecsss s ottt F00 0ot

Tuchnglogivs in % |1t tserarchical Profiing, Scoring and
Biginformatics # |10 Combiratoried Fusknr Anstyss: H
| v 00 Siaquencn Visuskzatinn
D Vim S lily N
W1 Elficient and Riohust Analysis of |
‘Caniributnr: Hsu, Hus Huang (Esiase} g VL Abgorthiniz Azpects of Froten 11
Publisher. Jdua Geoug Publishing | VIIT Pattern Cilarestistiorn aeed Fa
Dabw. 2008 4| | 7% Pawamateriess Chistering Techeic
¥ Jokk Dscrisistory Genes Sebectio
Copwigrn 01 & Haplorypn Arlysts System foe
WL A Payesian Framawork For Imgee
I b Sihew Reogeibion of Frotss-
O bowe o view iies. v Differertial Associstion Rukes: L

¥ Mining Buoliber abure: Tovrard Aud
1041 Comparabive Gename Anokatic
fot Psthecrs

g (]

Alguriimic Aspects of Prolein Thieadng 121

150, reapectively. T this case, both AL, and AL are optimal aligranents whereas AL, is
anenoptingd alignme

In this example, w ugh affine gap cost should be used in

implicity. However, all the results in

ampied in i
ing: peacedure ¢

LR e,
N0, f) 4= .
i, ] o= mad 206 =1, )=l B =0, DY = =11 a0 ),

where 11/] eorrespands 1o the aptinal seare hetween ¢, s and rr o An optimal
he ihtainid frans this matrix by using the racehack technique (Clare

are 1) Reesll that in proseln

e You can see below the selected parts saved in your account.

Bookshelf for Nawal Chanane

My Selected Titles

"] Advanced Data Mining Technologies in Bioinformatics
Page 3: This section gives an overniew of the whole process of data
-z Page 5: Classification decides the class/ group for each data sample. There should

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1)
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VIIl. How to Access Blackboard

What is Blackboard?

Blackboard is a course management tool for instructors who want to deliver part or all
of their course materials and instruction online. It is accessible via any Web browser,
Blackboard course sites provide many useful administrative and interactive
communication features which allow for file sharing, online assessments, discussion
boards and collaborative group work. Please visit this link for online material and

demos: http://www.blackboard.com/quicktutorials/quicktutorials.htm

How to Login to Blackboard

1) Click on the Internet Explorer icon to open up your web browser.

2) In the address field, type the PMU Website http://www.pmu.edu.sa then press

Enter or write on the Address bar the Blackboard link http://bbappsrv.pmu.edu.sa then

press Enter or Go.

<4 PMU 'z Home page - Microsoft Internet Explorer

Flle Edit ‘“iew Faworbes Tools  Help

@Back = e @ @ @ \-;j pSearch ‘T::\\'(Favorites @ @. :._'_ — LJ ﬁ ﬁ

Address | (http:,l',l'www.pmu.edu.sa,l’ j

@ aGlance

ADMISSION FOR SPRING AC
2008/2009 HAS STARTED! o

Click Here To Apply of the VRAA
Click here for the Preparatory Frogram Registration 6 Jocry 2009 -
Admission Guide Core Curriculum Financiol Aid
Underth S oo Totki b
Undergraduate Programs Health Care and Counseling tecerine panongeiof R Emeeiun: i

Mohammed Bin Fahd Bin Abdul Aziz, Chair of

College of Business CareerServices the university's Board of
G J E T College of Engineering Campus Life Ceremony was held on Satur
col £ 2009 ot PMU male compus.
Call for Papers pokoed

Graduate Programs PMU fomily honored Rector, Dr. Issa Al Ansari,

Continuing Education during the “Eid Party" held on compus on

EMBA Admissions for March turdav. Dacember 20 and 21, 200

2009 hos dorled. Clckhere|  *<viine s Secnbar e S AL
fo read more detalls Library Resources Services

_—- G Document Downloads Announcements New!

Academic Calendar

Calendar TS PMIisksesi respeci akd Anglesren
4 Jerwory 2008 b BlackBoard Internafional Copyright Laws. Ithas come fo
S SMOTWTF Web Mail the aftention of he adminisraion that some
e —— Mt o Ervomenles DAY il s et

-~
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4) When you will get the Site of Blackboard, click on User Login.

Blackboard Academic Suite™

Welcome to the Blackboard e-Education platform-- designed to enable educational innovations everywhere by connecting people and technology.

Blackboard

st Y
Academic Suite

Course Catalog

- E—
Get Blackboard Backpack™ % A a
i L

Blacttoar Acadeqi Suite™ (7.1.391.3)
Blaclioard tearming Systen™, Blaciboard Community Systew™, Bhclboart Cortent Systea™
©1997-2008 Blackboard Inc. Al Rights Ressrved. U6, Patert No. 6,058,135
#coessibilty information ¢an be found 2t hip:ysccass blackboard.com.

Blackboard Login authentication window will appear. Type your Blackboard Username
then click login.

| Welcome to Blackboard Academic Suite. Enter your 5
usetname and password to access the system. Have an Account? Login Here.

Enter login infarmation hare and click the Login
button below.

Usemame:
Blackboard
Pasamord:
Click the Download button below to try a free copy of Blackboard Backpack Forgot pasaword? Logi
gin
Download Download Blackboard Badkpack —)

[ 1097-2006 Blackboard Inc. Al Rights Reserved. LS. Patent Mo, f 988,138
FAccessibility information can be found at btp:/faceess blackboard com.

Note: If you don’t have a user name and password for Blackboard, please contact the
Blackboard Administrator at Ex: 9272 or send an email to ITD-bb@pmu.edu.sa
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IX. How to Access Banner

Write on the Address bar the Blackboard link http://www.pmu.edu.sa then press Enter.

2} PMU : Home page - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

A =y i . £ A I
@Back b @ - |ﬂ @ .'_lj /._JSearch ‘-_;:(Favontes ﬁ‘l [:- ta = rii ﬁ
Address | http: fvae prou, edu.saf |

Click the link. Self Service

* PRAU First University Councll meeting fook ploce on Sunday
May 4, 2008 chaired by Dr. lssa AL Ansar, University Rector.

& Hi Excalency Dr. lon Dobrec Ambassador of Romania to PM”C’P?“;’TM’WM
s it Summer Semester 2008
Soud Arobic visted FMU On Mendoy Ao 28, 2008,
oppications wil ba received unti
® PMU hosted the Seventh Coordination Meeting of the B s
Private Universities and Colleges Rectors and Deans " ot
PMU caompus On April 30. 2008.
* More news... y
news dmission for the Summer
& Fall Semester 2008/200%
has storfed. Apply No
+ Video Streaming e
E “I-. % . . I de "
+ My PMU 5@5?%..- " i%lrﬂl\fEI'S[ S
j o EXECU - gparafo S smM Tw TF
(E Progjam EEE
PROG j:ﬁ s & 7 8 2 101
prtr o Atatidl
ot = o 12 13 14 15 16 17 18
. 19 20 21 22 23 24 25

Banner Self Service Login Menu will be displayed.
Now you will be prompted to login.

For Example: Username, enter nchanane (your Banner ID number)
Password, enter hello (your Banner Password).
Note: - The password is case sensitive (capital letter and small letter are different)

- If you don’t have a use name and Password please contact the MIS team.

|Search PMU web

IMIAKRINGE EIISI I© ReYd

s o e oL IBUIEDINGEFEADERS

HELP EXIT

User Login

Please enter your User Identification Number (ID) and your Personal Identification Number (PIN), then select Login.

To protect your privacy, when you are finished, please Exit and close your browser.

LpaP 1D:
LDAP Passwa:

Click Here for Help with Login?

A Powered by
RELEASE: 7.4 SUNGARD' HIGHER EDUCATION

For more information about Banner Self Service, please refer to Banner Self Service
Faculty and Advisor Guide.
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XI. Library Management System (LMS)

Write on the Address bar the Blackboard link http://www.pmu.edu.sa then press Enter.

2 PMU : Home page - Microsoft Internet Explorer

File=  Edit Wiew

@Back - e - |ﬂ @ _;\J /;__\J Search k-E:"\':(Fa\forites e} [_‘:- :}_

Favarites

Tools  Help

UE 8

Address l http:,l',l'www.pmu.edu.sa,l’l

ADMISSION FOR SPRING
2008/2009 HAS STARTED!
Click Here To Apply

Click here for the
Admission Guide

GJET

Call for Papers

@ a Glance

pcademics Students

ffice of the VRAA Admission

reporatory Progrom Registration ey O

$ore Curriculum Financial Aid
Under the patronage of HRH Prince Turki Bin

Undergraduate Programs B
Mohammed Bin Fahd Bin Abdul A

Health Care and Counseling

iz, Chair of
ollege of Business the university's Board of Truste =ward

bllege of Engineering Ceremony was held on Saturday Jonuary 3,
=l 3 2009 at PMU male campus.
Chllege of IT

cladu o ” %
Gladuate Progroms PMU family honored Rector, Dr. lssa Al Ansari,
C: during the "Eid Party” held on cam

Centinuing Education son

EMBA Admissions for March Saturdav. December 20 and 21
2009 has started. Click here More news...
fo read more details Library Resources v
S Doatment Downloads Announcements New!
Academic Calendar )
Calendar Banner Self Service PR iy el i
1 January 2009 3 BlackBoard Internafional Copyright Laws. Ithas come fo
5 8 MOT'W T F Web Mail the altenfion of the adminisirafion that some
i B e D N
o~

What’s LMS?

» Online Catalog
* E-Resources
* Curmrent Periodicals

licies

ices
e Useful Links
» library Administration

Library Management System (LMS)

The PMU Libraries are the first institution in the Kingdom of Soudi Arabio to
implement Sirsi/Dynix ‘Complete Solution’, » New Arivals

+ FAQ
Sirsi/Dynix Symphony

SirsiDynix Symphony blends the best features of SirsiDynix Unicorn and SirsiDynix
Heorizon 8.0/ Corinthian to offer the most impressive array of library and consortium
management solutions available to the library community.

Sirsi/Dynix is the leading American library management system vendor.

ORSK o

. Librarian

RFID System

A new generation of 3M's most robust and paotron oriented RFID solution, known as
OneTag® has been integrated into the SirsifDynix Symphony LMS to create one
seamless turn-key '‘Complete Solution’. 3M is a leading American company.

The ‘Complete Solution’ included OPACs, Self-Check stations, security dewvices, an
automatic book return, and an inventor control system.

Please visit the Library “LRC Building” for more information about using the library services.
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XIl. Intranet

The PMU Intranet has been designed to Faculty and staff to access most of internal services quickly
(e.g. in-house applications, useful forms, documentation and user guides for all application systems
in PMU, etc..). PMU Intranet is a password protected; that only faculty and staff have granted access
to PMU internal services. http://intranet

amh g aana yadl acals
PRINGE MOHAMMAD HIN FAHD UNIVERSITY

ne Page  Admin Affairs - BUdQEt B ACCOUNTING
re ot : Home page

Dlackboard Applicatian
PMU Webain
* Seneor Administrators Leave iy
Applcabon (reportng to the (Filet)
Viee-Rector Academis Afnirs) + Emploves Time Attendance
* Retum from Leave Fomn Apphcation
& PMU Medical Flans
Browse more.
Extensions
Heewar mare
Bwit Acwed with [E5%_ with 1024768+ screen Copyright © 2008 PRIL A0 Aghty restned

XIIl. E-Forum

E-Forum is an online place for PMU Community where they can open any discussion forum. On
eForum all the discussions are public. PMU Community can talk about courses, games, events, ads,

etc. http://www.pmu.edu.sa/enn/forums.asp

eForum Sign In | Register

Knowledge base (mustreaq)

Category, like book genre
Root forums, like 3 book genre > title

Sub forums, like a book genre = litle > chapter

Threads, like a book genre = litle > chapter > topic

Posts, like a book genre > lile > chapter > topic > question & answers

PMU eForum is compatible with Only English language. To report an error please email to wm@pmu.edu.sa

Category
Root Forums (sook titls) Last Thread ook topic)

» EFOTUM (book fitle)

FAQ'S (oook chapter) From Web Master (cook chapten) What?? (book topic)
by mik @ 1:08:15 PM on 7/1i2009

» hi everyone :D (sookfitie)

{book chapter) D {book chapter)

» what is UD@@ fbook ttie)

Knowledge base {pook chapter) Games people play (eock topic)
by spider @ 1:08:03 PM on 6/30/2009

» Show All
Category
Root Forums (sook titie) Last Thread {ook topic)
» Electrical engineering (eook title)
Transformer Design (seck chapter) IEEE Education Society Presentation (ock chapter)

thanks A lot ook chapter)

PMU/ITD/TT/NC/06002 (IT Welcome PackageEV2.1) Final




PMU \|‘|| ~
IT Welcome Package, August, 2009 %h”\\ O A Page 54 / 56

Technical Advice

From your IT Help Desk

Question: I’ve occasionally noticed, especially after a weekend or holiday period, that I’'m
unable to receive emails as my mailbox is full. How can I avoid this from happening?

Background: Each employee and student at PMU has a set amount of storage space
allocated on the university’s servers for storage of email traffic. As this space is limited, the
server automatically downloads incoming emails to your desktop computer for your access.
Unfortunately if you turn your desktop computer off, the server is unable to download your
incoming email and you can easily exceed your storage limit if you receive large email
attachments.

Solution: Never turn your desktop computer off even if leaving the university for an

extended period such as a vacation. In case of using a laptop please inform our Helpdesk to
extend your storage temporary.

To avoid unauthorized usage of your computer, when you leave the area where your desktop
is located you need to “Lock” your computer by following the following steps:

1. Simultaneously hold down the <Ctr]> and <Alt> keys and then press the <Del> key.
2. Select the “Lock Computer” option.

To “Unlock” your desktop:

1. Select Ctrl-Alt-Del again
2. Enter your personal password

If you have any questions, please contact the PMU help desk.
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PRINCE MOHAM

CuAasa hmm acals
MAD EIN FAHD UNIVERSITY

S NFORMATION

TECH“\JO LOGY

New Employvee Service Request Form

Dear New employee, we would like to welcome you TO PMU family, IT Dept. provides

the following services:

Services Staff Faculty

Gender 1 Male Female 1 Male Female
Create PMU Badge PMU FAC
E-Mail 1 Yas MNo Yes
Exchange Group Arabic Yes [ No Arabic [ All Male C All Female
Telephone EXT. 1 Yes [ Neo Yes
Phone Type 7941 for senior 7970 0 7941 C 7911 7970 O 7941 0791
Printer  (Senior Emp. only) IYes [ No Yes [ No
Network printer 1Yes [ No Yes
PC Type Desktop Notebook [_] None | Noteback
Blackboard Access MNiA Yes
Banner Self Service Yes Yes
Time Attendance Access (Senicr Mia) Yes No MN/A
Door Access Please Specify Rooms Male Campus [IFemale Campus
LMS Library Management System Account Yes No Yes

I Specials Request |

| Requesting Department Approval
Depariment Mame Reguester Nams ignature Fequester Office Number

I ITD Recommendation |
Osama 5. Al-Saif (C.1.0)

I Director For Financial Approval |

Date Signature
| Warehouse Material Dispatch (If Applicable) |
Date [Signature

Prepared by Omar M. Ghewerr & Mohammed Sajid Ansar

Previewed & Approved By Osama 5. Al-Saif

For further information please send to helpdesk to IT-helpdeska pmu.edu.sa

Extension Telephone 9299
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Service Request Form for Current Employee

EMPLOYEE INFOEMATION
Name: Office No.:
Position: PMU ID Number:
Department: Manager:
| Requested Service Type g gtlaall Aagill A gi |
Changs The PMU Card ID [ | Relocation Office O Access To Network Printer O
Switch to Deskiop [1 | Lost PMU 1D Card O Specify:
Fe-image the HODD 1 Change Fhone Type: Software Download |
Switch To Laptop | 79700 7941 7911 [ Add to Exchange (E-Mail List) Group  [J
Local printer Il Back up of E-Maill Data [ Specify:
I Additional Eequest I
Requesting Department Approval
Diepartment Head Mame & Signature Nomen's Campus Director Approval
f M==ded
ITD Recommendation
Osama S, Al-Saif (C.1.0.) Nomen's Campus IT Manager
i Me=ded
Vice Rector Admin Affairs Approval (EgrNew Hardware/Sofiware Reguest only)
Dr. Mashary Al-Naim DatefSignature
Admin Affair Approval
Storekesper Date | Signature Momen's Campus Admin Affair Manager
[ N==gded

Device Brand Serial Number
Computer [J  Laptop IP phone Printer []

Erepared by Omar M Ghoweir
FPreviewed & Approved By O:ama 5. Al-Saif
For further information pleaze send an E-Mail to IT-helpdesk e pmu.edu.sa
Or Call Ext, 92990

Form: ITD-04 {08/2008) Ver. 1.0
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