DSH Training Document

Here are some basic things you will need to know when working at Dane Smith Hall:

There are three classrooms in this environment, and a pod for general use. 

While you are working, you should get up at least once every half hour or so and push in chairs, close out open sessions on the macs, restart any blue-screened PCs, and pick up papers around the printer and recycle any that have been there a while.  If you are sitting at the Mac scon station, look up whenever the door opens and acknowledge the people walking in.  This also helps you to catch those bringing in drinks and ask them to leave it outside.  If you are sitting at the PC scon station make sure to keep an awareness that you are at work and are here to help clients, so be approachable.  In between classes, if possible, go in and straighten chairs and check the printer trays for paper as classes sometimes print out large projects and can empty a tray in one class.  Instructors wishing to check out a dry erase marker must give you a picture ID which is to be left in the drawer under the scon PC, which is also where the markers will be located.  To get their ID back, they must return the marker.  

The following tasks are to be done if you have an opening shift at DSH:

Turn on all the lights.

Turn on all the printers and check to make sure both trays are full of paper.

Turn on both of the regular scanners, not the negative scanner.

Turn on all macintosh computers (PCs do not get shut down) in the classroom and pod.

Make sure that at least one full box of paper is out under the table the negative scanner sits on.  Extra paper is located in the cabinet between rooms 143 & 144, and also in the closet.

Pick up any trash that may be lying around.

The following tasks are to be done if you have a closing shift at DSH:

Turn off all the printers.

Turn off all the scanners.

Push in chairs and straighten keyboards and mice.

Pick up any trash.

Shut down all the macintosh computers in both the pod and classroom.

Make sure all applications are closed on the PCs.

On Wednesdays and Satrudays, the closing scons are responsible for cleaning all the monitors and white boards in the pod and classroom.

Turn off all the lights and arm the pod. 

Leave the pod how you would like to find it if you were opening the next morning. 

Extra Information on the classrooms: 

Room 141 is a large PC classroom containing 50 PCs and an instructor workstation.  This room has software called Altiris Vision installed on all machines.  Altiris Vision allows the instructor to control student workstations either by locking their keyboards, projecting the student’s screen to all others, projecting the instructor’s screen onto student’s screen(s), or simply watching the student monitor on the instructor and sharing control of the mouse.  Due to the highly sensitive nature of this software, only instructors are allowed to sit at the instructor workstation and require a password to log in. (Password can be found in ~sconsdoc/passwds/dsh_instructor.)  A help sheet for using Altiris Vision can be found in sconsdoc as well (vision.doc).  The instructor’s workstation is also connected to the two overhead projectors in the room, which can be turned on by flipping the switch behind the instructor’s workstation.  This classroom has it’s own printer.

Room 143 is a smaller PC classroom, containing only 25 PCs and an instructor workstation.  Altiris Vision is installed in this room as well, and the same rules from above apply.  In addition, there is other various software installed on these machines specifically for classes taught in those rooms.  Current software includes RoboHelp on the last five PCs against the far wall as you enter the room.  Microstation Inroads has been installed on the first 8 computers on the second table (DSH63 – DSH70), as well as the Instructor's workstation. The projector on/off switch for this classroom is located behind the printer and is labeled ‘Projector.’  This classroom has it’s own printer.

Room 144 is the mac classroom and contains 25 macintosh computers and an instructor workstation. The projector switch in this room is behind the instructor’s workstation.  There are several Art Studio classes held in this room during the semester.  They are the only ones that have access to the negative scanner, which sits right outside the window for this classroom, in the entry-way of the pod.  An instruction sheet is posted above the monitor of the computer for reference on using this machine.  Their instructor is their best resource for learning how to use it.  In order to use the machine and/or check out the trays that go in the bottom of the scanner, their name must be on a list, which is posted on the white board behind the scon station.  If someone not on the list requests to use the scanner they must contact Jim Stone (jimstone@jimstone.com) who will in turn notify the pod supervisor if permission is granted.  There is a special glass tray along with the others for the negative scanner, and there is a separate, shorter list of people that are allowed to check out that tray.  Only those people with permission may check out the glass tray!  There is a reservation sheet kept with the trays that students may sign up on.  You are to write their names in the correct time slots for them.  More information is included on the reservation sheet.  This classroom has it’s own printer.

In the pod, there are 9 PCs and 7 macs for general use.  There are also two regular scanners, which can be used by anyone for scanning pictures or text.   There is a PC printer and a mac printer in the pod for printing.  This printer is the default for all computers in the pod, and can also have jobs sent to it from the classrooms, should the printers in the classrooms go down.  All computers in this environment are equipped with internal floppy drives, zip drives, and CD Rom.  The instructor’s workstations in each classroom have jaz drives as well.  There is no food or drink of any kind allowed in this environment.  There is a table outside the doors that these may be left on.  Clients and scons are not allowed to leave drinks on the table just inside the door.  There are two computers for the scons to sit at, one mac and one PC.  The fileservers for both platforms are right behind the scon station.  Do not let clients touch these computers.  The handles used to adjust the handicapped workstations is located in one of the drawers on the scon desk.  New software available on all PCs in this environment includes Pro-Engineer and ArcInfo.  For a list of all available software, see the link on ~cirtpods webpage.  There are labels on all the PC monitors instructing clients not to adjust the settings.  Please do not set the monitors to full brightness/contrast unless absolutely necessary, as this wears out the monitors faster.

If you have any questions, regarding procedures or anything else, please email the pod supervisor.

