Overview of | T Services for Staff

Introduction

Comprehensive and detailed information on all aspects of our service provision is
available from the annually updated service level definitions which can be accessed
from the IT Services (ITS) Web site at www.bbk.ac.uk/its/services

This guide highlights some of the key services of relevance to College staff.

How to obtain your username and password

Permanent staff will receive a new user letter from ITS when they join the College,
containing their username, password, and email address. This username/password is
used for all central services such as email and the staff intranet. Visitors and casual

staff will be registered manually upon completion of the "Application for computer

use" form, available from

www.bbk.ac.ukl/its/services/staff/registration

Sessional lecturers are emailed initial information to allow them to activate their
account if they need Birkbeck facilities.

Getting Support its-helpdesk@bbk.ac.uk  ext 6543

You should contact the ITS helpdesk in the first instance, who will address your
query or pass it to the relevant specialist support staff. ITS is organised into four
support teams: The Systems and Networking team is responsible for the upkeep of
the IT infrastructure, and network services, the MIS team supports the
administrative applications and corporate databases, the Web team is responsible
for the development of the central web services, and the Learning Technology team
provide software application support and training.

Disability IT Support

ITS have a Disability IT Adviser who will provide advice on assistive technology, in
particular hardware, software and techniques in dealing with disability of all kinds.
www.bbk.ac.uk/its/disability

Training
A termly programme of workshops is provided for staff and
students covering core applications and services, and may be
booked through our website. ITS is happy to put on sessions for
particular groups of staff or students — please just ask. Staff are
encouraged to arrange individual training with the IT trainer as and
when required.

www.bbk.ac.uk/its/help/training




Email

Your email address will usually be in the form of initial.surname@bbk.ac.uk
unless there are clashes. [Note: some Schools run their own email system,
and have local conventions concerning email addresses.] All staff addresses
held in the Human Resources system are automatically added to the ‘allstaff’
distribution list to which important circulars are sent by authorised staff.

See the Working from home section for access to email outside the
College. www.bbk.ac.uk/its/email

Management Reports
Comprehensive reports from the Finance, HR and Student systems are
available to authorised staff.

www.bbk.ac.uk/its/services/forstaff/mis

Using workstation rooms

Our eight PC workstation rooms are
available whenever the building in which
they are located is open, with at least one
in the Main Building available 24 hours a
day. Rooms may be booked for classes but
demand is high in the evenings so last-
minute requests may be difficult to
accommodate. If particular software is
required you should ask the Systems team
in advance. Printing in these rooms and in
the library is charged at 5p per sheet.

www.bbk.ac.uk/its/rooms

Loan of equipment
Cameras and laptops may be borrowed by staff from the helpdesk. Loans are

not normally available for more than a few days and booking in advance is
recommended. Note that if you need a laptop and data projector for use in a
teaching room you should arrange this through Room Bookings.

Working from home

All central services are available from home; email, file storage, the virtual

learning environment (Blackboard), electronic journals and some MIS services.
www.bbk.ac.uk/its/servicesslRemoteAccess

Email accounts may be accessed through a web browser, either via
exchange.bbk.ac.uk for those using Outlook/Exchange in the College or
webmail.bbk.ac.uk for other accounts.



Using the computer network
Your ITS username and password give you access to the College network,
whether via a workstation, laptop or other wireless device. Much of the
College’s Main Building, Gordon Square and Clore Management Centre is
covered by the wireless network for those using a laptop, with no pre-
registration necessary.

www.bbk.ac.uk/its/services/wam

Many rooms also have a wired network point and an increasing number have

fixed PCs; a list is available on the web. If you will need network access you

should request it through Room Bookings when reserving a room.
www.bbk.ac.ukl/its/services/forstaff/teachingrooms

Telephone services
Staff are normally provided with telephone at the request of your School, as all
costs are recharged.Various facilities are available including conference
telephones and central voicemail. For any questions relating to telephone
services contact the helpdesk on 6543. To report a fault, call the Birkbeck
telephone operator on |00.

www.bbk.ac.uk/its/services/forstaff/phones

Staff Directory

An online staff directory is available from the staff intranet at
staff.bbk.ac.uk/staffdirectory/

You can search staff details by ‘surname’ or ‘department’.

Any amendments should be notified to directory@bbk.ac.uk

Software

Many packages are provided and installed centrally. ITS support is provided for
packages at differing levels — for a full list see
www.bbk.ac.ukl/its/help/support. Our licence with Microsoft allows staff
to obtain Microsoft Office for their own use at home; please contact the
helpdesk for details.

Green IT

IT is one of the biggest drains on resources in large

businesses.VWe can all help in reducing the environmental :“

impact of IT and reducing costs to the College with some \ £ 4 2l
simple measures such as switching off equipment when not in S

use even for short periods, and considering low quality print options for draft
documents.
www.bbk.ac.uk/its/help/greenit



CONTACT US

Virtual Learning EnVirqnment ITS Helpdek is located in the Malet
The Bloomsbury Learning Environment

(BLE) is Birkbeck's centrally supported
Virtual Learning Environment (VLE). Open from Monday to Friday,
The BLE, located at www.ble.ac.uk, is a 9am — 8pm in term-time,
Blackboard VLE that we share with four
other Bloomsbury colleges. Birkbeck users
login to the BLE using their ITS username
and password. For further information or

Street Main Building, next to the Library.

9am — 6pm during vacations.

You may contact us by:

support please email %D 020 7631 6543
blackboard@bbk.ac.uk or contact the
helpdesk. Email  its-helpdesk@bbk.ac.uk

www.bbk.ac.uk/elearning Web  www.bbk ac.uklits

Policies and Regulations

All users of the College IT systems and services must ensure that they are
familiar with and adhere to the College Computing Regulations and related
policy documents concerning various parts of the service. Most of the
restrictions covering acceptable use of the IT services are a matter of
common sense. If you are in any doubt about any aspect of these regulations
please ask a member of ITS staff.

Many staff members have access, via MIS and Web applications, to personal
data concerning students and staff. It is therefore important that you
familiarise yourself with the College's Data Protection Policy and Code of
Practice, to ensure that in your handling of personal data you do not break the
law and that you follow the guidelines that have been laid down by the College
in this area.

Any additional guidelines specific to your area of work will be provided by
your Head of School or Administrative Department.
www.bbk.ac.uk/its/regs

School Support

Some Schools have their own equipment or their own
intranet which require separate usernames and passwords.
Support for such systems is provided by the relevant
School and not from ITS.

Staff Intranet

Comprehensive information about the College organisation,
services, events, procedures, committees, etc is maintained
on the Staff Intranet. staff.bbk.ac.uk

Document 1.037 Version 2 Jan 10



	Training

	Email

	Management Reports

	Loan of equipment

	Working from home

	Using the computer network

	Telephone services

	Staff Directory

	Software

	Virtual Learning Environment 

	Policies and Regulations

	School Support



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



