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User Account Instructions -- Residential &  Professional Studies

You must use this for school work only!

Residential: must set password themselves

Professional Studies: must request a password reset to use this – keep reading down. Jump down

---------------------------------------------------------------------------------------------------------------------------
Logging In- In order to log in to a computer lab machine on campus in Greeneville using your new user account you should follow these steps

1. Press Ctrl + Alt + Delete to bring up login dialog box.

2. Type in your username and password in the appropriate boxes.

3. Your user name is issued to you upon enrollment at Tusculum.   Any questions concerning usernames  and passwords may  be addressed by submitting a request at http://tclabserv.tusculum.edu/forms
These are ALL case sensitive

            The temporary password is Tc+ your official residence zip code given when enrolled in college
4. In a computer lab on campus, after the successful entry of username and password a dialog should come up prompting you to change your password.

5. Change your password to what you want making sure you stay in the parameters of 

a. at least 7 characters with 

b. one capital and 

c. one special character.

Example:  M*m-6031 (a weird word plus the last 4 digits of my mom’s phone number)

6. If you make an acceptable password, it will tell you so and continue logging you on to the lab machine.

Roaming Profiles - The purpose of this login is to enable you to have your own space for a roaming profile. You can log in using your username and password on any PC in the labs on campus (Greeneville only for now) and be able to have access to your files, settings, saved urls, and other information. It follows you around (Hence the name roaming profile) and it keeps your account private. No one else can access your files unless you forget to logout.  Hence, REMEMBER to always log out of the machine when you leave it.

User Files - When you have successfully logged into your account and changed the password for the first time, you have 50 megabytes of storage and web space. This space can be modified when you log into your account on the labs by putting files and folders on the Z: drive. While working in a computer lab on the Greeneville campus, you can add and delete files from this drive and then log out.  

Anytime you log onto [image: image2.png]any computer in the labs whether it’s the same one you used to save the files or not they will always be available via your Z: drive. From there you can also go back to your room or anywhere else on or off campus and be able to access these files using any Internet Browser (Internet Explorer, Netscape, Mozilla, etc). 

Remember: The first time you use your roaming profile, you must log on to a computer from a computer lab computer on the residential campus and change your password – ONLY then can you use the web folders from remote locations. 

If away from Main Campus (pro studies students mainly) you’ll need to request a password reset from the Helpdesk at http://tclabserv.tusculum.edu/forms/ since you cannot reset it yourself. Once set you will use the file storage by following the directions below.           Student server address: http://tclabserv.tusculum.edu
User Files from web - In order to access these files from the web, you must go to a url. Say my name is John Doe. In order to get to files via the web, go to:

http://tclabserv.tusculum.edu/userfile/johndoe       
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After typing in the URL : (http://tclabserv.tusculum.edu/userfile/yourfullname in lowercase, hit enter it will prompt for the username and password. Use the same user name and password used in the computer labs.

Then from there it should bring up a page with all the files and folders you have created from the lab computers on your Z: drive. 
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Your file list will look like this

[image: image1.png]36864 helpdesk.doc
465004 How to keep
1038760 mpmeinst.exe
53790 National Lip
59904 reverc.doc
887508 running-2.do
887508 running.doc
485888 screenshot.d
15617 SHART board
59392 ToCEmart.doc
2966 upload.aspx
42496 useraccts.do
27136 video.doc





Once in the folder you can use the link named: 

upload.aspx to go to the upload page to upload files to your space. It will look like this. Follow the directions at the top of the screen EXACTLY.
Email the helpdesk if you should encounter problems. tchelp@tusculum.edu
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