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Welcome_

Welcome to Computing at Cedarville

This booklet gives basic information and how-
to’s about computing at Cedarville University 
and will enable you to understand and use 
our network in an effective and productive 
manner.  Using Cedarville’s programs, e-mail, 
and the Intranet is very different from a home 
computer; therefore, it 
is important that you 
understand how our 
network runs so you can 
effectively compute both on 
and off our campus.
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Introduction_

Introduction to Computer Services 

The Computer Services 
Department, directed by Dr. David 
Rotman, is located in the Tyler 
Digital Communications Center 
(see Figures 1 and 2).  Our offi ces 
span all three fl oors, with our main 
offi ce located in Tyler 122, near the 
front of the building.  Our presence, 
however, is felt all over campus, as 
we are responsible for the design, 
installation, and maintenance of the 
entire computer network.

Figure 1: Tyler Digital Communications 
Center

Figure 2: Map of Tyler Digital Communications Center

11
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Our Campus Network_

CedarNet
CedarNet is the name of Cedarville’s computer 
network.  It consists of 
everything from the servers 
and switches located in the 
Network Operations Center 
(the network hub located in 
the Engineering, Nursing, and 
Science building; see Figure 
3), to the more than 2,600 
university-owned computers 
found in dorms, offi ces, and 
computer labs.  CedarNet 
provides access to the internet 
and e-mail, including our 
campus webpages and the 
network software that you can download to your 
University-owned computer (see “Using the 
Software,” page 9).

Understanding our Networked Computers
Networked computers function differently than 
a typical home computer.  On a home computer, 
you may have to enter a password to log in to 
Windows, but you are simply logging into and 
using one individual computer.  When you save 
fi les, you generally save them somewhere on the 
C: drive, a drive which is physically located in the 
computer box beside you.

Figure 3: Inside the Network Operations 
Center (NOC)
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Our Campus Network_

On our networked computers, however, you 
must log in at the prompt 
(see Figure 4).  Using the 
username and password 
you were given by 
Computer Services, log in 
at the Novell login screen.

Rather than logging in 
to one single computer 
like a home computer, 
this logs you in to the entire group of connected 
computers and servers at Cedarville University.  
As a result, not only can you access the drive 
on the computer sitting in front of you, but you 
have access to other drives on these remote 
servers (network drives).

H: drive
The H: drive is the most important and most 
frequently used network drive, as each user is 
given 500 MB of private H: drive space.  This 
should be used as you would have used your C: 
drive at home – to save and store your fi les.

Like all network drives, this drive is available 
from any University-owned computer, and it can 
be accessed off campus as well (see “Accessing 
the Networked Drives from Other Computers,” 
page 8).

S: and T: drives
Many professors put their PowerPoint slides on 
the S: drive for students to access.  The T: drive 
is assigned at a professor’s request to classes 
who need additional drive space for large class 
projects.  Both are also network drives and 
require the user to “map” the drive prior to 
using (see “Mapping the S: Drive,” page 8).

Figure 4: Novell Login Screen
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The Network Drives_

C: drive
Although the H: drive is the most used, the C: 
drive is still available; however, this drive is not a 
network drive.  It is the drive physically located in 
your individual computer.  Therefore, anything put 
on the C: drive is only accessible from that one 
computer system and can not be accessed when 
you log in to a different computer on campus.  It is 
also important to realize that anything saved on the 
C: drive is accessible to anyone logged onto that 
computer; the documents saved on the C: drive can 
be viewed by anyone as they log in.  Please note 
this when you use lab computers.  

Using the H: drive
Take a moment to fi nd your H: drive (see Figure 5):

1. Click “Start” 
2. Click “My Computer”

Your H: drive is the one with your username at the 
beginning and the (H:) at the end.

Figure 5: Drives and MB Space
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Your Files_
Note: Everything within the “My Documents” folder and the 

desktop is contained in the H: drive as well.

• Items in your “My Documents” folder 
   are stored in H:\docs
• Items on the desktop are stored in H:\NET\

CFG\Desktop and are part of your network 
storage collection.  

Network drives do not use the Recycle Bin 
on the desktop (see Figure 6).  However, 
if you need to fi nd a deleted a fi le, the 
following process will restore it to the original 
folder:

1. Right-click on the folder of the original fi le
2. Select “Salvage Files”  
3. Select the fi le name from the list
4. Click “Salvage fi le”  

Note: Sometimes, you can fi nd an “auto-saved” copy if the 
computer crashes before saving a document.

Monitoring H: drive Storage Space
Your H: drive has 500 MB of space, but if it gets 
too full (around or above 95%), fi les you attempt 
to save may not save properly.

To check your H: drive space, go to:
“Start” > “All Programs” > “_CedarNet” > 
“Network Utilities” > “Check H-- Drive Quota.” 

A box will appear which indicates the size (in MB) 
of your H: drive, how many MB are used, how 
many MB of free space are available, and the 
percentage of total storage space used.

Note: Computer Services recommends backing up your H: 
drive to a CDR or other medium.  See the Computer Help Pages 
for instructions: 

Figure 6: The Recycle Bin

http://www.cedarville.edu/help Backing+up+your+fi les

http://www.cedarville.edu/help/H%3A+drive+is+full+%2F+clean+up
+guidelines
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Mapping the S: Drive_

You must tell the computer to “map” the S: or T: 
drive before you can use them.  To do this: 

1. Click “Start” 
2. Click “All Programs”
3. Click “CedarNet” 
4. Click “Network Utilities”
5. Select “Map Department Drive (S)” or “Map 

Project Drive (T)” 
Once you have mapped a drive, it will be listed in 
your “My Computer” folder; however, each time 
you log off or on, you must map the drives again.  

Accessing the Network Drives from Other 
Computers
Additionally, the network drives (H: drive, S: 
drive, and others to which you may be given 
access) can be accessed and managed from self-
provided computers (both on and off campus).  
For instructions on accessing any of the network 
drives remotely, go to:   
http://www.cedarville.edu/departments/compserv/spc/hdriveaccess.htm
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Using the Software_

Every University-owned computer has pre-
installed software on it: Microsoft Offi ce 
programs, Internet browsers, GroupWise e-mail, 
and many others.  To use these programs:

1. Click “Start”
2. Click “All Programs”
3. Click “_CedarNet”
4. Find the program in the list

There are over 150 software titles available 
on the network.  To view all the programs in 
CedarNet, browse the “_CedarNet” menus or 
use this link:
http://www.cedarville.edu/local/localapp/

Network programs are not pre-installed on 
your computer.  Rather, the fi rst time you use a 
program, you will be prompted to complete an 
installation.  Depending on the program, this 
process takes anywhere from 30 second to 25 
minutes.  Larger programs (such as those for 
graphics and engineering) can take up to an 
hour to install.

It is also possible to install software on 
your computer from a download or CD.  For 
instructions on how to do this, visit the 
Computer Help Pages: 
http://www.cedarville.edu/help/Using+the+local+administrator+login
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SPC_

Self-Provided Computers (SPC)
Each dorm room contains one University-
provided computer that has access to the 
network drives and 
software.  If you 
choose to bring your 
own computer to 
campus, the policies 
and procedures 
for your SPC are 
different than they 
are for the University 
computers.  Special 
confi gurations are 
required in order to 
make it work on the 
network, and SPCs 
cannot access CedarNet software.

For information on confi guring and using SPCs, 
go to the Self-Provided Computer website: 
http://www.cedarville.edu/spc  
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Getting Help_

Submit a Computer Service Request (CSR)
If your computer system ever experiences 
hardware or connection problems, go to a 
working computer and submit an online service 
request: 
http://www.cedarville.edu/csr

After logging in, select the type of service request 
you would like to submit and click “Continue.”  
(You must choose “University-owned computer” 
for all dorm, classroom, offi ce, and lab computer 
systems).

You must fi ll out the 
form completely for 
effi cient processing 
of your request (see 
Figure 7).

1. Verify that the 
name, building, 
and room number 
are correct

2. Select the 
computer type:
• Dorm 

Computer
• Lab Computer - classroom or lab
• Offi ce Computer - faculty or staff 
    offi ce
• Classroom Tech Cart - used in a 

classroom for teaching
• Handheld - a personal data assistant 

(PDA) like iPAQ
• Notebook / Tablet - a laptop system
• Printer
• Scanner

Figure 7: Computer Service Request
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3. The more specifi c the information you 
provide regarding the issue in the “Problem 
Description” area, the easier it will be to 
quickly assess and repair the system.
• When did you fi rst notice the problem?  
• How frequently does it occur?  
• What is the exact error message and 

what you were doing when it occurred?
4. Click “Submit Problem.”  You should receive 

a message that your problem report was 
successfully submitted and an e-mail 
outlining the process for tracking your 
service request.  

5. Save this email for reference purposes until 
your service request has been completed.

You can also submit a CSR if you have problems 
with your account or SPC.

Getting Help
The Student Computer Help Desk is staffed by 
the computer lab assistants.  Call x8900 during 
computer lab hours (7:00 am to 11:00 pm on 
weekdays) or e-mail computerhelp@cedarville.
edu for assistance.

If the lab assistants are unable to help you, call 
the main Computer Services offi ce during normal 
business hours at x7905.
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Computer Help Pages_

The Computer Services Help pages, located at 
http://www.cedarville.edu/computerhelp, contain 
past helpful hints, as well as answers to common 
computer questions and step-by-step instructions 
for quick fi xes (see Figure 8).  The Help Pages 
address issues specifi c to Cedarville’s network 
and contains information on many frequently 
used programs.

Refer to the 
Instructions link in 
the left-hand menu 
for suggestions 
on navigating the 
Help Pages.  These 
instructions include 
information on many 
features, including the 
Top 10 Help Pages, 
e-mailing help pages, 
providing feedback, 
searching the Help 
Pages, and other
browsing options.

For additional online instruction, Microsoft 
provides tutorials and other material for using 
products such as Word, Publisher, PowerPoint, 
Excel, Access, and others.  These tutorials cover 
a variety of beginning and advanced topics, 
including introductory courses (Get to know 
Excel) as well as more advanced, task-specifi c 
instruction (creating tables and using formulas).  
The Microsoft training website is located at: 
http://offi ce.microsoft.com/en-us/training/default.aspx.

Figure 8: Computer Services Help Page
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Computer Labs_

Visit, Call, or E-mail the Lab Assistants
Several computer labs are available around 
campus for general use.  Computer lab 
assistants are available 
in most locations to 
answer questions and 
help as needed.

How to use the 
printers
When printing in a lab, 
make sure you select 
the proper printer 
(usually labeled “A”, 
“B”, “C”, etc.) from the 
drop-down menu on 
the print pop-up.

Locations
Apple 115; ENS 251; Library/MRC; Milner 112; 
SSC 103
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GroupWise E-mail_

You are given an e-mail address when you 
are accepted to Cedarville (usually during 
the summer before freshman year). It will 
contain some form of your name, followed 
by “@cedarville.edu.”  Faculty/Staff e-mail 
addresses are typically their last name and 
fi rst initial.

E-mail is used very often at Cedarville: 
by professors to communicate classroom 
projects, by students for personal and 
academic reasons, by staff and organizations 
for updates or announcements.  It is 
important to check e-mail daily to receive 
updates, news, and individual information 
(see Figure 9). 

Note: Cedarville is upgrading Novell Groupwise from 6.5 
to 7.0.  Your e-mail screen may look different than this 
screen shot, but it performs similarly.   

Figure 9: Novell Groupwise 6.5 Inbox

15



E-mail Functions_

• Read – Double-click on any message 
• Reply – Once an e-mail is opened, you can 

reply to it by clicking the “Reply” option. 
You will be given the option to reply only to 
the primary sender or to reply to the sender 
and everyone who received a copy of the 
original e-mail. You will also be given the 
option to decide whether or not you want 
to include the text of the original message 
at the end of your reply.  Select a specifi c 
option and click “OK.”  

• Forward – An opened e-mail can be 
forwarded (sent along) to other recipients. 
Click on the “Forward” option and enter the 
e-mail address(es) in the “To:” line.

• Attachments – To send a document, 
you will need to attach it to an 
e-mail. When creating e-mail 
(in the “Mail To:” window), click 
on the paperclip button on the 
toolbar (see Figure 10). Browse to 
the location of your document, select the 
document, and click “OK.” You should see 
the icon for your document appear in the 
box at the bottom of your e-mail.

• Folders – To add a folder, go to “Edit” > 
“Folders…” and click “New.” Select the 
desired options and move the folder up/
down/left/right to show subordination.

Figure 10: Attach a fi le
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More E-mail Functions_

• Send Options – Before you send a new e-
mail, you can click on the “Send Options” 
tab (at the top left) to change the settings 
for that particular e-mail. This includes 
categories, priorities, delaying delivery, 
status tracking, and security.

• Retract – When you retract a message, 
GroupWise removes it from a recipient’s 
Mailbox. You can retract an e-mail after 
you have sent it, as long as the recipient is 
within Cedarville’s network and has not yet 
opened the message. To retract a message, 
click the “Sent Items” folder in the Folder 
List. Select the item you wish to retract, 
and choose either “Retract” (delete the item 
from the recipient’s mailbox) or “Retract and 
Delete” (delete the item from the recipient’s 
mailbox AND also delete the copy from your 
“Sent Items” folder).

• Mass e-mails - The University has provided 
“bulk mail” programs and “for sale” 
programs for individuals to send out high-
volume notices. Students are not to send out 
unsolicited electronic mail messages to large 
numbers of recipients (over 25 recipients) 
except for offi cial University business on 
behalf of student organizations.
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WebAccess to E-mail_

Storage %
This information is located in the bottom right-
hand corner of your GroupWise window (see 
Figure 11). Clicking 
on “mailbox size” 
will allow you to see 
a list of all your e-
mails and their sizes.

WebAccess to 
E-mail

• From your 
personal 
computer, type 
in Cedarville 
University's 
web address: http://www.cedarville.edu. 
The Cedarville University home page will 
display. On the right side of the home page, 
you will see the “Alumni & Friends” menu. 

• Click on “Current Students” to go to the 
Student Home Page. 

• Click on the link labeled “GroupWise 
WebAccess” to access your e-mail. 

• You will be prompted to enter your 
username and your password. GroupWise 
will display differently via WebAccess than it 
appears to you on campus, but it functions 
similarly. Click the exit button to log out.

Kiosks
Multiple locations around campus have computers 
built into the walls only for checking e-mail 
through the web, including the lower SSC, the 
Fitness Center, the back of Tyler, the library, and 
the music wing in the DMC.

Figure 11: Email Storage Space

18



Student Home Page_

The Cedarville University Student Home Page is 
your default home page whenever you open an 
internet browser.  It contains the most commonly 
used student resources, including the following:

• Academic calendar – HTML and PDF versions 
for the current and following year

• Computer Help Pages – Address issues 
specifi c to Cedarville’s network and contain 
information on many frequently used 
programs. They contain “helpful hints,” 
answers to common computer questions, 
and step-by-step instructions for quick fi xes.

• Computer service request – Entering an 
online service request is the quickest 
method to resolve your computer issue. 
It is important that you fi ll out the form 
completely for effi cient processing of your 
request (See “Getting Help,” pages 11-12).

Figure 12: Student Home Page

(See Figure 12 to view a screenshot) 
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Student Home Page_

• eSuds – You can check the availability of 
your residence hall’s washer and dryer 
without leaving your room. You can set 
eSuds to send you an e-mail when your 
washer or dryer completes its cycle or 
when any washer or dryer becomes 
available.

• WebCT – Access course content, post 
discussions, take quizzes and exams, and 
complete other tasks for WebCT classes 
that you are taking.

• Chuck’s menu – Information about Chuck’s 
(the cafeteria) and The Hive (the snack 
shop), including dining hours and menus.

• CU Classifi eds – Faculty, staff, and 
students can create Wanted, For Sale, and 
For Rent ads as well as publicize lost and 
found items, advertise for rides, or post in 
a variety of other categories.

• Find-A-Person – Search for students, 
faculty and/or staff by fi rst or last name.

• Course Schedules – Drop/add schedules, 
exam schedules, and inquiry capabilities 
for course offerings by term.

• Library – Resources including access to the 
Centennial Library Catalog, the OhioLink 
Catalog, research databases, RefWorks 
(a Web-based bibliography and database 
manager), and a host of other helpful 
resources and library services.
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CedarInfo_

CedarInfo is the secured area of Cedarville’s 
website and allows you to access all of your 
fi nancial, academic, and personal information. 
(You will be prompted to log in with your 
username and password.)

• Register yourself for 
classes – At registration 
time, your advisor can 
give you a code so 
you can plan your own 
schedule.

• View your class schedule 
– Here you can choose 
which term you would 
like to view and how 
many details, in a list or 
divided by time.

• Dorm sign-in/out - 
Submit the information 
required to sign out for 
overnights (the host and 
contact information) and 
sign back in when you 
arrive back on campus.

• Spiritual Formation 
Report - You need to fi ll 
this out every week with 
the information about 
the church you attended 
and any weekly spiritual activities you were 
involved in.

• Chuck’s info. – View your meal plan, how 
many meals you have used up, and how 
many Chucks Bucks you have left.

• Chapel excuses - Submit a chapel excuse 
if you miss chapel due to reasons such as 
illness, unavoidable situations (i.e. funerals), 
or a direct work confl ict. Excuses must 
be submitted for consideration within fi ve 
business days of the absence.

Figure 13: CedarInfo Menus

(See Figure 13 to view a screenshot) 
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Academic (Student) Transactions

• Online quizzing – Some professors set up 
quizzes, like on how to use the library.

• Parent access maintenance – Give 
(or deny) your parents access to your 
academic information, fi nancial records, 
class schedule, and transcript.

• Register yourself for classes – At 
registration time, your advisor can give you 
a code so you can plan your own schedule.

• Request printed grade card – Request that 
Cedarville send you a list of your grades, 
either current or fi nal.

• Set your email class – Receive the right 
emails from your graduating class.

• View your class schedule – Choose which 
term you would like to view and how many 
details, in a list or divided by time.

• View your registration date and time – The  
time when you are offi cially allowed to 
register yourself for classes using the code 
from your advisor.

• View your restrictions/holds – Shows if you 
have been approved to register for next 
semester. You may be restricted if you have 
unpaid bills.

• View your transcript – You can view your 
transcript separated by term (semester) or 
by department.
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Campus Services

• Audio-video services (AV for classes) – 
Forms to request a laptop, projector, video, 
or a media room in the library. 

• Banner request – Request an outdoor 
banner to be placed on CU signs around 
campus.

• Computer service request – See “Getting 
Help,” pages 11-12.

• Event Planning Checklist – PDF document 
for setting up an event on campus.

• Food service catering request – order 
special food for an event.

• Maintenance work request – Request 
maintenance or repairs in your dorm room. 
You will need specifi c information regarding 
contact information, the location, and a 
description of the problem.

• Production services (AV for events) –
Request equipment from Production 
Services for an event.

• Room reservation request – Request a 
meeting room for a student organization, 
Bible study, or other event.

• Vehicle registration (parking sticker) 
request – All students, faculty, and staff 
have to register their vehicles by completing 
this online form.

• Vehicle reservation request – Request a 
university vehicle for a school-related event.
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Employee Services 

If you are employed by the university, the 
“Employee Services” menu provides links for 
recording your work hours and viewing pertinent 
pay information. Your employer will show you 
how to use these menus.

• Federal Work Study (CWS) Earnings – View 
your Federal Work Study earnings for a 
particular year.

• Payroll direct deposit signup – Set up 
your paychecks to be deposited directly 
into your Student, Checking, or Savings 
account.

• Time-card sign-in for work – Select your 
employer and the time and date you 
started working.

• Time-card sign-out of work – Select the 
time you fi nished working.

• Time-card view/modify – View and modify 
previously-entered work hours.

• View your pay history – View a list of your 
hourly wages for each job you have on 
campus.

• View your pay period information – View 
your payroll information for a particular 
week.
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Financial Transactions

• General ledger departmental lookup –
Request a statement of a general ledger 
account.

• Request a check from your account – If 
you have a credit balance, use this form to 
request a check from your account.

• Select a meal plan for a term – During the 
registration time period before and at the 
beginning of each term (at any time during 
the 100% drop/add period), use this link to 
select the meal plan of your choice.

• View your fi nancial aid e-award letter - See 
the fi nancial aid package you have been 
awarded at Cedarville for a given academic 
year. Accept, reject, or view the status of 
your fi nancial aid here.

• View your fi nancial aid history – An 
approximation of the sum total of fi nancial 
aid that you accepted (and/or is pending 
acceptance) for each year of your enrollment 
at Cedarville.

• View your invoice for a particular term - Look 
at your invoice for a particular term.

• View your student account – Track all activity 
on your student account, including payments 
made, fi nancial aid applied, and charges 
added.
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Individual (General) Transactions

• Block Internet access from my dorm room – 
Block Internet access from your dorm room 
(or remove the block if one is already in 
place) for your networked and/or personal 
computer.

• Block my Internet access – Block the 
Internet from your computer login. If you 
choose to block your Internet Web access, 
you will need to wait four hours before you 
will be able to remove the block.

• Change your CedarInfo hint – Create a hint 
question and answer for if you forget your 
password. Make the question and answer 
something that cannot be easily guessed 
by someone else. The answer is not case 
sensitive. 

• Change your CedarInfo/CedarNet/WebCT/
Email password – Change your password 
for your CedarInfo, computer (CedarNet), 
WebCT, and email logins.

• Change your student/facstaff visibility 
settings – Control how much of your 
personal information is visible to other 
people, both on and off campus, via the 
Find Person/Phone Directory.

• Change your user name (login name) – You 
will be notifi ed by e-mail when you are 
allowed change your user name.

26



APPENDIX: CedarInfo_

• Classifi ed ad email options – Add yourself to 
or opt out of the daily classifi ed ad e-mail.

• Email for Life (EFL) – Activate or cancel an 
alumni email account.

• Lookup church and school info – Look up 
information about churches and schools 
that are on Cedarville’s records.

• myCedarville portal options – Choose to 
make “myCedarville” your home page.

• Publish personal web pages – Publish or 
retract your personal Web pages from your 
H:\html directory. 

• Refresh my CedarInfo menu groups – Use if 
a menu item that you should have access to 
does not show up on the menus.

• Set your email alias (for receiving Internet 
email) – Create an e-mail alias that will 
allow you to receive e-mail using a name 
other than your login name.  For example, 
if you want to receive mail as “johnrsmith@
cedarville.edu” rather than “s1234567@
cedarville.edu,” you can select an alias, 
either choosing one that has been provided 
for you or creating one.

• Set your email forwarding address – When 
on vacation, you may forward all Internet 
e-mail to a home account. All campus e-
mail will continue to accumulate in your 
GroupWise Mailbox.
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• Update your employment information –
View or make changes to your employer’s 
contact information.

• Update your family information – View or 
make changes to your family’s names and 
birthdays.

• Update your home-church information –
View or make changes to your church’s 
contact information.

• Update your name/address information –
View or make changes to your contact 
information.

• View your Chucks information – View your 
meal plan, how many meals you have used 
up, and how many Chucks Bucks you have 
left.

• View your photo ID image – View a 
thumbnail and large and small .jpg image of 
your Cedarville ID.

Student Life

• Dorm sign in – Sign out for overnights with 
the host and contact information. This can 
only be done on campus.

• Dorm sign in/out history – Check your sign 
in and sign out records at any time.

• Dorm sign out – Sign back in when you 
return to campus.
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• My Vaccination Status – Fill in the dates of 
your Meningitis and Hepatitis B vaccines 
(required for residence hall students).

• Request off-campus housing - Students 
desiring to live off campus must complete 
an online application (even if you have been 
approved previously). Students applying 
by March 30 will be considered in the April 
approvals.

• Request summer housing – If you will be 
staying on campus for summer classes.

• Submit chapel excuse – Submit a chapel 
excuse within fi ve business days if you 
miss chapel due to an illness, unavoidable 
situation, or direct work confl ict.

• Submit overnight lodging request – If you 
have a guest staying with you in your dorm 
room.

• Submit Weekly Spiritual Formation Report –
Fill out every week with information about 
your church and any weekly spiritual 
activities you were involved in.

• View your chapel attendance – Keep track 
of your chapel attendance each semester.

• View your post offi ce box assignment - If 
you forget your post offi ce box number and/
or the combination to unlock it.

• View/modify your activities record – 
Activities you have participated in and listed 
in a survey or here.
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Needs Assessment_ 

 
We conducted a one-page survey (see Appendix) of Cedarville University 
students to determine: 

• General levels of computer use prior to attending Cedarville. 
• Students’ perceptions on the benefits and shortfalls of the Computing in 

the ‘Ville training class. 
• The features of the Student Home Page that students use most. 

 
Based on the 103 responses received, we determined: 

• A student profile 
o Most students are familiar with the practical basics of computer 

use: email, internet, and using a word processor. 
o Computer use prior to attending Cedarville ranges from “multiple 

times a day” to “not often.”  However, most students used the 
computer daily. 

• Student reactions to Computing in the ‘Ville 
o Students were generally positive.  Current seniors had more 

negative things to say (particularly by way of “you should have 
included __ information!”) about the Computing in the ‘Ville 
orientation sessions than did the underclassman, indicating that the 
program has improved over the last four years. 

o Having the session during Getting Started resulted in information 
overload. 

• Topics which should be addressed in more detail 
o Understanding the network drives – specifically the S: drive (by far 

the most commonly mentioned) and remote access. 
o Student Home Page features 
o Information regarding CedarNet software / resources 

• The most commonly-used Student Home Page links 
o Academic calendar 
o Chuck’s menu 
o Course Schedules 
o CU Classifieds 
o Esuds 
o Find-A-Person 
o Library 
o WebCT 
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Objectives and a Modified Content Outline_ 
 
We discussed the results of the assessment, incorporated our own computing 
experiences, and then used the information to evaluate the existing outline (the 
yellow handout from Computer Services) in light of our overall goal.  Ultimately, 
the original outline developed into the following set of objectives and a modified 
content outline. 
 

Goal 
To teach incoming freshmen and transfer students to understand and effectively 
use the features of CedarNet which are most relevant to day-to-day student life. 
 

Objectives 
At the conclusion of this instruction, students will be able to: 

 Define what is meant by “CedarNet” 
 Log in/out of CedarNet 
 Identify the key differences between the drives 

o Local drive vs. network drive 
o Smaller storage 
o No recycle bin (salvage files?) 

 Access,  save to, and maintain the H drive (from campus and remotely) 
o Check H drive storage quota 

 Map and access the S and T drives (from campus and remotely) 
 Locate and install network software 
 Utilize the GroupWise e-mail client 
 Access GroupWise through WebAccess / kiosks 
 Identify and access key features of the Student Home Page 
 Identify and access key features within CedarInfo 
 Find and use a public-access computer lab 

o Access lab hours online 
o Print to lab printers 

 Identify and obtain appropriate help from Computer Services 
 

Task List / Course Outline 

 
I. Welcome and Introduction 
 
II. The CedarNet network 

a. What is CedarNet? 
b. Logging in/off 
  Use the username and password provided to you 
  You can change your password later in CedarInfo 
c. How does a networked computer differ from my home system? 
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III. The different drives; mapping and using 
o C: drive 
o H: drive (network and web access) 
a. S: drive (network and web access) 
 

IV. About Your Computer  
o Self-Provided Computer versus University-owned computer 
a. Know your space limitations 

Start _Cedarnet Network Utilities Check H Drive Quota 
b. Backing up (see help pages) 
c. Install network software 

Start _Cedarnet (choose the software) (follow install 
instructions) 

IT TAKES TIME! 
d. Other Software (see help pages for local admin installs) 

 
V. GroupWise E-Mail 

a. Your e-mail address  username@cedarville.edu 
b. It is used very often at Cedarville 
c. E-mail functions 

Read, Reply, Forward, Attachments, Folders, Send Options, 
mass emails 
Where to find help and more details 

d. Storage % 
e. Web Access to e-mail 
f. Kiosks (locations) 

 
VI. Cedarville Student Home Page 

a. Academic calendar 
b. Chuck’s menu 
c. Computer FAQ         
d. Course Schedules 
e. CU Classifieds 
f. Esuds 
g. Find-A-Person 
h. Library 
i. Submit computer service request 
j. WebCT 
 

VII. CedarInfo 
a. Registration 
b. View schedule 
c. Dorm sign-in/out 
d. Spiritual Formation Report 
e. Chuck’s info. 
f. Chapel excuses 
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VIII. Available Computer Labs and Hours  
o How to use the printers 
a. Apple 115; ENS 251; Library/MRC; Milner 112; SSC 103 

 
IX. Getting Help 

a. Computer Service request www.cedarville.edu/csr  
b. Computer Help Pages www.cedarville.edu/computerhelp 
c. By phone (x8900 Student Help Desk or x7905 Computer Services 

Dept) 
d. By e-mail ComputerHelp@cedarville.edu 
e. Lab assistants in labs 

 
 
APPENDIX: CedarInfo explanations 
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Program Mode_ 
 
In addition to continuing the live training classes, we discussed the merits of 
computer-based training versus a paper brochure and decided upon a paper 
brochure for several reasons: 

• It eliminated the need for a student to use the very system they are 
trying to learn.  For such basic information as this handbook is intended to 
cover, online learning seems unwise: otherwise, it would create a “two-
step” and counterproductive need for additional education: to teach users 
to log in and use the computer system so that they can learn how to use 
the computer system. 

• When attempting a task on a new computer system, it is much easier to 
hold a piece of paper and follow instructions than it is to flip back and 
forth between windows. 

• A bright, catchy brochure would be more likely to attract attention than a 
simple brochure with instructions to “go check out this online 
information.” 

 
 
 

Program Components_ 
 

Brochure 
The brochure could be either put in each dorm room (keeping costs to 1 per 2 
students) or handed out in the Getting Started line (increasing the likelihood that 
a student will both be aware of its existence and have it handy).  It would 
replace the existing yellow handout. 
Additionally, extra copies of the brochure should be left in prominent locations in 
the Computer Services office (like the SPC handouts are currently) so that 
students are more aware of the brochures. 
 

Classes 
Given that Getting Started Weekend is so overwhelming, and students often 
have no frame of reference within which to store all of this computer information 
(because they haven’t actually tried the network yet), we recommend making 
several modifications to the existing class setup: 

• Cut the classes length.  Only cover the most basic and pertinent 
information. 

o Login information 
o Accessing GroupWise (because nobody on Cedarville University soil 

can survive without email) 
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o Orientation to the Student Home Page (just so they know what 
they’re looking at) 

o Logging in to CedarInfo (because they’ll likely need to register for 
classes right away) 

o Submitting a Computer Service Request (because we love keeping 
Kevin busy during Getting Started ☺) 

o Setting up an SPC (just a comment that they’ll have to do it before 
they can access anything) 

• Create a 2nd set of classes.  These classes would take place during the 
first week of classes and would essentially cover the 2nd half of the topics. 

o The Network 
 Understanding and using the various network drives 
 Knowing their server 

o CedarNet Software 
o More on Using GroupWise 
o CedarInfo Menus 
o Additional ways to get help (particularly the Help Pages) 

 

PowerPoint 
The PowerPoint was redesigned to have a look consistent with the brochure and 
to cover similar content.  Additionally, the content was split into two separate 
PowerPoint shows to correspond with the two different classes recommended 
above. 
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Brochure Specifications_ 
 
 
As a document which will likely need to be revised and reproduced each year, it 
was created so that it could be published at the copy center, keeping costs 
down. 
The cover is color, and the remainder is in grayscale (but could be printed in 
color if costs allowed). 
 
 

Print specifications 
• White, non-coated cover for the cover. 
• Laser paper for the content pages. 

 
 
 



Please fill out this survey and click the submit button at the bottom of the page.  
Thank you for your response!   
  
Year at CU     Freshmen  Sophomore  Junior Senior 
 

1. How often did you use the computer before you came to Cedarville? 
________________________________________________________________ 

 
 

2. What did you use the computer for before you came to Cedarville? 
________________________________________________________________
________________________________________________________________ 

 
 

3. Did you attend a computer orientation session during getting started weekend?  If 
so, did you find it helpful or 
not?  Why or why not? 
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 

 
 
4. What links do you look at/use 

on Cedarville’s Student Home 
Page? (Please list your top 5 
choices—see right.) 
________________________
________________________
________________________
________________________
________________________ 

 
 

5. What would have been helpful 
to know about using 
computers at Cedarville upon arriving on campus? (i.e. something you had to 
figure out on your own or found out about much later. 
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________ 

Submit 




