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The mission of Information Technology Services is to empower members of The College of Saint Rose community to facilitate efficient use of technology and communication services to advance the mission and institutional goals.

We provide access to state of the art computers, answer questions that may arise with technology, loan out audio-visual equipment, and more. We make sure that all of the labs are running with the appropriate software and try to accommodate any needs that may arise. We maintain all of the campus information systems and services, including Banner, Blackboard, e-mail, Mediasite, phone and voice mail, and much more. We provide a variety of training classes and workshops throughout the year on topics ranging from Microsoft Office basics to copyright policy on our campus.

Whatever your information technology needs are, we’re here to help!

SPECIAL NOTE:
[bookmark: _GoBack]If you have a need for disability-related accommodations or services, please inform the Director of Services for Students with Disabilities in the Academic Support Center, 2nd floor Saint Joseph Hall, (518) 337-2335. Reasonable accommodations will be provided to students if requests are made in a timely manner, with appropriate documentation, in accordance with federal, state, and College guidelines. For more information, visit: www.strose.edu/disability

SECTION TITLE: CONTACTING THE HELP DESK for:
Computers (college-owned), Network issues, Labs, User accounts, Blackboard, E-mail, Telephones, Cable television.

(518) 454-2190 or x4357 (HELP)
e-mail: helpdesk@strose.edu
Submit @ its.strose.edu/helpdesk
Lally School of Ed, Lower Level

SECTION TITLE: CONTACTING MEDIA SERVICES for:
Classroom audio/visual, Event technology support, Digital signage

(518) 454-5268
e-mail: mediaservices@strose.edu
St. Joseph Hall 016

SECTION TITLE: CONTACTING THE COPY CENTER for:
Printer maintenance, Printer supplies, Duplication services

(518) 337-4820
printing@strose.edu
Events & Athletics Center, Lower Level

SECTION TITLE: CONTACTING THE REGISTRAR’S OFFICE for:
BannerWeb, Grade submission, Course registration

(518) 458-5464
St. Joseph Hall, 3rd Floor

SPECIAL NOTES. Please by advised... 
A weekly maintenance window has been established on Sundays, 5am-9am, so that ITS can perform network maintenance with minimal impact on end users.

You will NEVER be asked for your account password or other personally identifiable information by any college personnel, especially through e-mail! If this happens, check with the ITS Help Desk.

To learn more about Spam & other Internet Hazards, go to:
   > http://its.strose.edu/Spam/index.htm

SECTION TITLE: Coming Prepared
SUB-SECTION: What to Bring to Campus
The following is a list of technology-related items suggested for Saint Rose students.
1. Kensington style laptop lock For protecting your laptop...because you never know.
2. CAT-5 Ethernet 10/100 cable. 25’ (recommended) for residence halls, with standard RJ-45 ends. Cable can be designated as CAT-5e or CAT-6.
3. Make use of your Google Drive account (through your Saint Rose email), iCloud, SkyDrive, Dropbox, or other cloud service, or use a USB flash drive.
4. Coaxial cable & remote control. 25’ (recommended) preferably RG-6 type, for connecting your TV to the cable system. Don’t forget your remote control!
5. UL Rated power/surge strip for plugging in all electronics in your room. Remember, standard extension cords are not allowed.

SUB-SECTION: Technology Not to Bring to Residence Halls:
MiFi	Wireless PAN devices
Wireless access points	Wireless printers
Hubs	Bridging devices
Switches	Analog telephones or answering machines
Broadband routers	Digital cable boxes

If you find that you need to use any of the above equipment in order to access the College’s technical resources as they are intended to be used, please contact the ITS Help Desk at x4357 or (518) 454-2190.

SECTION TITLE: Your Computer
Minimum Specifications:
Below are the minimum recommended specifications for your personal computer to operate on our network. It is not mandatory for students to bring their own computer, as lab computers are available 24/7/365. If you intend to purchase a new computer, current specifications are ideal. Check with your academic department for any program-specific software or hardware recommendations.


PC:
Processor:	Pentium 4, Intel Core or AMD Athlon	
RAM:			Windows XP (SP3): 512 MB - 1 GB or higher
Windows Vista (SP2), 7, 8: 1.5 GB - 2.5 GB or higher
Mac: 1 GB or higher
Network Card: 	Standard 10/100 Ethernet RJ-45	
Wireless Networking:802.11b/g/n or Apple Airport
Operating System:	Windows XP SP 3, Windows Vista SP 2, or Windows 7	Mac OS 10.4 minimum
Productivity Software: Microsoft Office 2007 or 2010, or equivilant. Labs and offices have Office 2010.
Anti-virus Software:Valid and up-to-date software required for network registration. Anti-virus software is supplied by ITS at no additional charge.	

SUB-SECTION: Personal Computer Repair
ITS does not and cannot fix students’ computers or mobile devices. Please see section “ITS Help Desk” for details.

SECTION TITLE: Computer Labs
Open Lab Hours: Please check with the Student Solution Center or  Registrar’s Office for classroom lab schedules.

Note: Classroom computer labs are free to be used only when scheduled classes are not in session. When a class is meeting, the room is not an open lab.

Summer hours may differ. Be sure to check schedules if you plan to use computer labs when fall or spring semesters are not in session.

SECTION TITLE: ITS Help Desk

The Help Desk supports faculty, staff, and students campus-wide with computer technology, labs, accounts, email, networking, etc.
Contact Information
On Campus: 4357 (help)
Off Campus: 518-454-2190
Email: helpdesk@strose.edu

Location: Lally School of Education (1009 Madison Avenue) basement level.

SUB-SECTION: Student Personal Computer Assistance
ITS does not and will not fix students’ computers.  However ITS will assist students with Anti-Virus installation, wireless network access and network registration.

ITS does not support or setup e-mail for students’ smart phones.  However, you can access documentation and instructions on email setup on the most popular phones on our Knowledgebase at: kb.strose.edu.

The ITS technical staff cannot work on personal computers for any other reason. We may offer suggestions to students, but students are ultimately responsible for making repair decision with their own machines. Students should take their machines to authorized repair shop for professional repair. ITS can make shop recommendations. It is always a good idea to have a maintenance warranty.

SUB-SECTION: Communicating a Technology Issue
For College-owned computer technology, networking, cable and telephones, you may:

SUBMIT a ticket using our online system: Go to: its.strose.edu and click on Computer Help Desk then click Submit an Issue.
EMAIL helpdesk@strose.edu with your issue. A ticket will be generated and a technician will follow up.
CALL the ITS Help Desk at x4357 or (518) 454-2190.

We will route your question/issue to the appropriate person, who will contact you. In order to provide you with the most efficient service, please be as detailed as possible in explaining your issue. At any time, you may reply to an email helpdesk@strose.edu with your ticket number in the subject line and your ticket will be updated.

For repairs in residence halls, our technical staff will schedule a time to meet you for access. Remember, ITS cannot repair your personal computer, but may be able to offer suggestions for fixing problems connecting to our resources or using your network.

SECTION TITLE: ITS Media Services

ITS Media Services provides audio-visual services that support the teaching efforts of the College. This includes the development and support of state of the art media resources, systems, and equipment found in our academic classrooms. Our professional staff maintains the functionality of equipment and provides instruction on the operational uses of audio-visual equipment, such as Smart Classroom technology, video camcorders, microphones, and various other technologies for speaking engagement events on campus.
Contact Information & Office Hours
E-mail:		mediaservices@strose.edu
Telephone:	(518) 454-5268

Media Services is located on the lower level of St. Joseph Hall, room 016. Office hours are as follows:

Fall and Spring Semester:	
Monday – Thursday	8am – 10pm	
Friday	8am – 5pm
	
Summer Semester:		
Monday – Thursday	8am – 8pm	
Friday	8am – 5pm	
Weekend Event Coverage:		
Media Specialists are available after 5pm on Friday and 8am-10pm Saturday and Sunday, as needed for events. Reservations must be made at least three weeks in advance.		

SUB-SECTION: Equipment:
Most equipment loans are restricted to faculty for class use. However, students can check out hard drive camcorders, as well as tape recorders. Also, if students require special audio-visual equipment for use in class, such as presentation equipment in a conference space that is not equipped, please have your instructor or group advisor sign out the equipment with Media Services.

SUB-SECTION: Smart Classrooms:
Approximately 98% of our teaching spaces are equipped with built-in audio-visual technology. This includes labs and other special-use classrooms. There will inevitably be a time when you will need to give a presentation using technology. We encourage you to familiarize yourself with the classroom technology, and let us know if you have any questions - or suggestions!

SECTION TITLE: Accounts & Online Services

SUB-SECTION:
Your Username & Email Address
To login to e-mail, Blackboard, lab computers, wireless network, residence hall network, and Mediasite, use your username:

Username:	Last name + first initial of your first name + last
		three digits of your student ID #
Password:	Your birthday (MMDDYY)

Your full email address is: username@strose.edu

Need help? Contact the Help Desk at x4357 or (518) 454-2190.
Your Password

SUB-SECTION:
Password Complexity Requirement
The main reason e-mail accounts get compromised is that people use easy to guess passwords.  In order to reduce SPAM, phishing, and other internet hazards, ITS requires that your network password be complex.
 
All passwords must include the following characteristics:
It cannot contain significant portions of the user’s account name or full name 
It must be at least eight characters in length 
It must contain characters from three of the following four categories: 
Uppercase characters (A through Z)
Lowercase characters (a through z)
Numbers (0 through 9)
Non-alphabetic characters (for example, !, $, #, %)

Change it...three options:
Log into a campus PC, press CTRL+ALT+DEL and select “Change Password,”
Log into the password reset site at https://pwdreset.strose.edu
Go to Help Desk with photo ID.

SUB-SECTION:
BannerWeb Login
To login to BannerWeb, the College’s self-service administrative system:
User ID:		Your Saint Rose ID number (9-digit)
PIN:		Your birthday (MMDDYY)
Need Help?	Call the Student Solution Center at (518) 458-5464.

SUB-SECTION:
Student E-mail Access
Student email utilizes Google Mail, a popular and convenient service. To access your e-mail account, open a browser window (i.e. Firefox, Safari). In the address bar, type in mymail.strose.edu. Type in your Saint Rose username and password and click Log On. More information can be found at: its.strose.edu/apps.

Mobile Device E-mail Access - Directions for setup, including setting up your Google Apps Password needed for your mobile device, can be found at: its.strose.edu/apps. Supported devices include: iPhone, iPod, iPad, Android, Windows Mobile, and some Blackberry devices. Please note: Your mobile device needs to be registered if using the wireless network on campus. See section: “Campus Internet Access.”

SUB-SECTION:
Online File Storage 
Network “My Documents” - Each student has 100 MB (subject to increase without notice) of network storage for their documents and class files. When logged into a lab computer, open “My Documents” to access your files. Off-Campus Access: When using your own computer or when off-campus, you can access your “My Documents” through the site webfiles.strose.edu.  
 
Google Drive - Student email accounts utilize Google Mail. With this service, students have access to Google Drive which allows for easy upload/download as well as file sharing/collaboration.

SUB-SECTION:
Anti-virus Software
ITS provides free antivirus software for students to install on their personal Windows or Macintosh computers. In order for your personal computer to pass the network registration “test” when you attempt to go online, you will need an approved antivirus application installed and updated. Before installing this software, you must completely uninstall any old versions of this or other anti-virus programs, then restart your computer. If you encounter a problem, please contact the Help Desk with the specific error message.

SUB-SECTION:
BannerWeb
BannerWeb allows students to view and update personal information, and perform administrative functions related to course registration, grading, transcripts, financial aid, payments and account status. To login, go to bannerweb.strose.edu. Once there, go to the Login to Secure Area link.  For User ID and PIN, see section “Accessing Your Accounts” in this booklet. For more information on using BannerWeb, contact the Student Solution Center at (518) 458-5464.

SUB-SECTION:
Printing 
The print management system allows the College to provide printing services without having to increase printing fees based on a few high volume users. Each semester, students are allotted a certain number of prints, which expire at the end of that semester. Additional money can be added to your student ID card. Resident students are allowed to have non-networked printers in their rooms.

For printing issues, contact the Usherwood Copy Center at (518) 337-4820. Usherwood’s information portal can be found at: print.strose.edu.

SECTION TITLE: Campus Internet Access

SUB-SECTION: Network and Internet Access
In order to gain access to the Saint Rose network resources, including the Internet, each user must register their computers, tablets, phones, and game consoles. Included in this registration process is a valid login and scan for compliance to required security policies. Instructions for the registration process are below. This process helps maintain the security of the data on your devices as well as the integrity of our network.
Current Security Standards for Computers
Minimum Operating Systems and Service Packs:
Windows: 8, 7, Vista SP2, XP SP3
Mac: OS X 10.4 or higher

SUB-SECTION:
Anti-virus Requirement
An anti-virus program with up to date definitions must be installed on all computers, no matter what Operating System is installed. For more information, refer to the Anti-virus Software section in this guide.

SUB-SECTION:
Register Your Computer for Network Access
Plug into an available network jack or connect to the wireless network.
Open a browser. You will be re-directed to the registration website. Before getting started, you will need to read and agree to the Acceptable Use Policy.
Click the link for the type of device you wish to register.
Register using your Saint Rose username and password and phone # where you can be reached. Click Submit.
You will be prompted to download a temporary scanning agent. This agent will confirm that the computer complies with the College’s security policy. Save the file to your preferred location.
Locate the file “Bradford Dissolvable Agent.exe” in your download location and double click to run the agent. The scanning takes no longer than a couple of minutes. Upon completion, you will be alerted to your results.  (NOTE: This agent will remove itself once the scan has completed.)
A compliant computer will load a webpage noting a successful registration. Your computer will then be moved to the Saint Rose network. (NOTE: In order to maintain compliance, keep your anti-virus installed and the definitions up to date.)

A non-compliant computer will be redirected to a remediation page with information on how to bring your computer into compliance. Once these changes have been made, open up a browser and re-start the registration process. 

SUB-SECTION:
Register Your Smart Phone, Tablet, Game System
To register this type of device, open up a browser and follow the same instructions. For these devices you will only need to register with your username and password. No scanning agent will be downloaded.

SUB-SECTION:
Connecting to the Wireless Network
ITS provides wireless networking services to students, employees and guests of the College. Setup instructions can be found on our website.

LOCATIONS:
All residence halls
Academic and General Use Areas: Albertus Hall, Science Center, Thelma P. Lally School of Education, Massry Center for the Arts, Science Center, Center for Communications & Interactive Media, Neil Hellman Library, Events and Athletics Center, Picotte Center for the Arts, Campus Lawn
Offices: Administration Center, Saint Joseph Hall
Moran Hall
Cabrini Hall

If you have trouble with the authentication, registration or remediation processes, please contact the Help Desk at x4357 or (518) 454-2190.

SECTION TITLE: Telephone & Voice Mail

SUB-SECTION:
Policy on College-Provided Telephones for Students
Since the majority of resident students rely solely on their personal cell phones, ITS has discontinued its practice of providing individual telephones for each resident student. Resident Assistants and other Residence Life staff living on campus will still be provided a room phone. House telephones, at least one per floor or wing of each residence hall, are also provided for local calling. Students may request a telephone be installed in their room.

SUB-SECTION:
Using Your College Provided Telephone
More detailed directions can be found at its.strose.edu or by contacting us.
Dial off-campus: Dial 9 + the number (including 1 + the area code if outside the 518 area).
Long distance calls require a Campustech authorization code or use of a calling card. Contact Campustech via the web at www.campustechcom.com.  For support, e-mail support@campustechcom.com or call (518) 694-8700.
Campus Security: dial x5187 or press the security button on your phone. 911 is available on campus.

SUB-SECTION:
Voice Mail System
If you do have a College-provided telephone, please setup your voice mail box. For help with initial setup, contact the ITS Help Desk or read instructions on our website: its.strose.edu.

SECTION TITLE: Cable Television
What’s on TV?
The College  provides basic Time Warner Cable video services to your room. The standard package covers most channels from 3 to 78 and a limited number of high definition and digital channels (mostly available from local stations).  You can view the current programming lineup and schedules at: www.twalbany.com.

SUB-SECTION:
Upgrade Your Service
You can upgrade by calling Time Warner Cable at 1-855-375-9005. Upgrade packages include Starter Pak, DVR Pak, Silver Package and Gold Package.  For pricing and package details you will need to call 1-855-375-9005.
 
This is a separate package that is a contract with Time Warner Cable and you will be billed directly by them. You may not find accurate information on services to Saint Rose on their website.

SUB-SECTION:
Cable FAQs
Q – Does The College of Saint Rose provide cable boxes, DVRs or any cable package upgrade options?
A – The College provides basic service and students should bring their appropriate cables. Upgrade packages are available through Time Warner Cable. See above.

Q – Does The College of Saint Rose recommend any models of TV, VCR or DVD player?
A – No. Websites, such as CNET.com, provide reviews and recommendations on consumer electronics.

Q – Can ITS help me troubleshoot my TV or gaming system connection?
A – Unfortunately, we cannot be responsible for the proper connection of your television, gaming, or stereo systems. If you feel that you are experiencing a service issue, please contact the Help Desk at x4357 or (518) 454-2190 and the port/jack will be tested. Coaxial cable and other supplies can be purchased from the Campus Store.

Recommendations
Contact your roommates and make arrangements for just one person to bring the best TV.
Bring a few UL rated (grounded for safety) power/surge strips for your electronics (in addition to the coaxial cable needed to connect to the cable system).
When you leave for breaks or extended periods
PLEASE disconnect your cable TV at the wall (not at the TV).

SECTION TITLE: eLearning & Technology for Academics

SUB-SECTION: Some Advice About Learning Online
Online teaching and learning is part of today’s education. At The College of Saint Rose, some professors offer online courses as well as hybrid courses (half online, half in-class). Students taking these courses will need proper technologies, technology skills, and time management skills to be successful online learners. 

SUB-SECTION: Struggling with online learning?

First and foremost, always remember that at the core of a Saint Rose education are the values of our founders. These values include community and interaction. Even courses taught fully online have a real faculty member behind them. Faculty should be available to get to know you either electronically or in person. Just because you may never see them does not mean you can’t get to know them. Healthy interactions will allow you to understand one another and will hopefully lead to better teaching and learning.

The Academic Support Center is another resource for students who struggle with things such study skills, computer literacy, and time managment. The ASC provides writing support and content-specific tutoring in areas such as computer skills, math, and natural sciences, among other things.

SUB-SECTION:
Blackboard
Blackboard is an online course management system used by face-to-face or hybrid course instructors to enhance communication, organization, and presentation of content. Blackboard is used by online course instructors for delivering lessons, activities, and other course materials and discussions. If your instructor uses Blackboard, you should see the course link on the Courses page after logging into Blackboard. Blackboard also houses non-course related resources for College offices and College sponsored community groups.

Login Information:
URL: blackboard.strose.edu
Username/Password: Same as e-mail. See “Accessing Your Accounts.”

Web Browsers and Software Configurations:
Firefox 19.x is the preferred browser. Users are discouraged from using Internet Explorer, Safari, Chrome, or other web browsers to access Blackboard, as they all have various known issues. Browsers should be configured to accept cookies and allow for the use of JavaScript. Also, when using Blackboard, pop-up blockers should be turned off as they interfere with the functioning of Blackboard. You can check your software configuration on the Blackboard Login page by clicking “Check your software configuration.” 

Demo Course: 
You may access a demo course in order to see how a typical Blackboard course looks and functions. Log into Blackboard, click on the “Courses” tab, click the “Training” folder in the Course Catalog module, click on “ets-bbsample” course to enter.

Need help?

You can find detailed guidelines and tip sheets on the ITS website at its.strose.edu.  Click on Teaching & Learning Technology. For specific issues, contact the Help Desk, located at the basement of Lally School of Education, submit a Help Desk ticket online, or call x4357 or (518) 454-2190.

Your instructors may use different functions of Blackboard or have different requirements about using Blackboard so please consult with them regarding uses and expectations.

SUB-SECTION:
Student Technology Support
If you find yourself looking for assistance with the many different types of educational technology on campus such as the SMART Interactive White Boards, Blackboard, Microsoft Office, etc. please find a Student Tech Support Agent located in the Neil Hellman Library or email studenttech@strose.edu. This service is intended to help you figure out how to use, or make use of, specific technologies. Questions about login or other technical issues should be directed to the Help Desk.

SECTION TITLE: Campus Communication Systems

SUB-SECTION: Emergency Text & Voice Notifications 
The College utilizes an instant communication product, Rave, to provide our emergency alert and notification system.  This allows the College to send both text and voice messages to members of the College community providing them with critical information concerning a specific emergency that is occurring.  The system allows each person to post multiple e-mail addresses and phone numbers, and is multi-modal over any type of connection via text and voice.  It also provides immediate delivery feedback and allows for the College to request a response back from the recipient on the status of their safety.

Members of the campus community will receive an e-mail message each semester to allow them to update their preferred contact information. Information may be updated through The College’s secure site: bannerweb.strose.edu.

SUB-SECTION:
Blackboard Communication Tools
Students can find campus events, news, snow emergency information, and emergency notices posted on the Blackboard front page. You are encouraged to contribute to this system;  college-sponsored events can be advertized through the Student Affairs office.

SUB-SECTION:
Digital Signage
ITS maintains the digital signage system across campus. This system displays urgent communication messages in the event of a large-scale emergency. It is also used to advertise campus events, cancelled classes, and other student-related information. Student groups are encouraged to submit flyers and bulletins to the Student Affairs office (located in the Events & Athletics Center) for posting on the digital signage system. Only campus-related events and announcements will be posted.

SECTION TITLE: Green Initiative

The President of Saint Rose has signed the American College & University Presidents’ Climate Commitment, a high-visibility effort to address global climate disruption undertaken by a network of colleges and universities that have made institutional commitments to eliminate net greenhouse gas emissions from specified campus operations, and to promote the research and educational efforts of higher education to equip society to re-stabilize the earth’s climate. As a department, ITS is committed to energy conservation and environmental sustainability.

Network Operations Power Management Plan and Server Reduction
A major network overhaul provided energy savings that equals the elimination of 240 100-watt light bulbs operated for an hour a day. Core network switching amp load was reduced by 85%.
Servers are now on a new power management plan. This plan operates based on the demand for server resources. This plan is targeted to save large amounts of electrical power used by the NOC during off hours.
Energy cost savings of energy consumption and cooling requirements have been realized by drastically reducing the number of physical servers required, while increasing the utilization levels of remaining servers by moving as many server-based applications as feasible into virtual machines through the use of VMware.

Implementation of Electronic Processes to Increase Efficiency and Conserve Resources
Paper storage needs and costs are dramatically reduced, even eliminated, when files are kept electronically, eliminating the need for thousands of student, vendor, and donor records to be kept stored in file cabinets.
The Registrar’s Office converted its paper based course registration lottery system into an electronic system thereby reducing paper, printing and postage costs.  All grade submissions to the Registrar are also electronic. 
The Facilities work order request system was also converted to a web-based system.
Human Resources moved to an electronic job application process.  
The Safety and Security Department has made parking permit and vehicle rental reservations available on-line.  
The College has also implemented various web accessible self service systems so that end users can access information and complete data entry tasks while reducing the need for the printing of reports and other paper documents.  A document imaging system is used for processing, storing, and retreiving files by multiple departments.

Environmentally Friendly Initiatives by ITS
Print Management saves over 30-thousand sheets of paper per semester.
Recycling batteries, paper, VHS tapes, and used projector lamps, and almost any office technology to responsible recycling partners.
Donations of older equipment to organizations in need.
Turning off equipment when not in use. Timers to guarantee equipment is off at night.
Digital signage implementation reduces paper waste for advertising and computer lab schedules.
Mediasite recordings allowing people to view events without driving to campus.

SECTION TITLE: ITS Policies

SUB-SECTION: Acceptable Use Policy
The College expects all members of the community to use computing and information technology resources in a responsible manner and respect the public trust through which these resources have been provided, the rights and privacy of others, the integrity of facilities and controls, and all pertinent laws and College policies and standards.

This policy outlines the standards for acceptable use of Informational Technology Resources, which include, but are not limited to, equipment, software, networks and data whether owned, leased, or otherwise provided by The College of Saint Rose.

Commercial use is covered in both the policy and guidelines document.  It is being mentioned here simply because commercial use is one of the most common violations of acceptable use.  Currently, the academic systems are not configured to handle bulk e-mail. Sending e-mail to large numbers of users can cause significant problems for the system. Bulk e-mail (except to people who have requested it) is also considered a violation of good network citizenship. Therefore, it is considered a violation of acceptable use to send substantially the same e-mail message to more than 50 users.

No wireless access points or other prohibited devices are allowed on campus.  This is not to be confused with wireless antennas on computers, phone, etc.  Prohibited devices will be disabled and students may be cited for violating the Acceptable Use Policy.

SUB-SECTION: Privacy Policy
This policy covers how we treat and utilize personal information obtained by all websites created and managed by Information Technology Services (here-after known as “ITS”).

Information Collected:
ITS may collect information when you request services via online forms, e-mail, or phone. ITS uses the information collected to better serve you, fulfill your requests, proactively find and resolve future issues, and answer your questions.

Confidentiality and Security:
We limit access to your personal information to ITS staff only. In some instances we may, at our discretion, share information with other College departments if it is required to assist us in helping you.

SUB-SECTION: Computer Lab Policy
Please respect the College’s investment in technology by following these rules:
Student ID cards must be displayed at all times.
NO food or drinks in the lab at any time.
To report problems or request assistance: See the Lab Aide; call x4357 (HELP); Restart your computer to solve common problems.
The College is not responsible for damaged or lost devices, such as flash drives or MP3 players.
Please be courteous to your colleagues:
Academic work takes precedence over game playing, e-mailing or web surfing.
Refrain from viewing inappropriate material on public computers.
Be sure to remove your flash drive before you leave.

SUB-SECTION: Copyright Policy
It is the policy of The College of Saint Rose to promote legal and ethical use of information in all media.  Clearly, information in the form of books, periodicals, web sites, videos and DVDs, music, television broadcasts, computer software, and multimedia is a resource central to the educational mission of the College.  It is therefore the responsibility of all faculty, administrators, staff, and students to respect the rights of copyright holders when making use of these materials.
Illegal music and movie file sharing and related copyright violations will not be tolerated at The College of Saint Rose. If the College receives a reputable claim of copyright infringement, it will initiate an immediate investigation. If there is evidence that copyright infringement has occurred, access to network services will be terminated until suspected violator meets with a College official to discuss the matter. If after the individual’s computer or other device is examined by College officials and the individual agrees to abide by all laws and College policies related to copyright, network access will be restored. Repeat violations will be referred to the appropriate College judicial system for further action. Violators may also be subject to civil and criminal fines and possible jail sentences. The College is not liable for violations of its Acceptable Use and Copyright Policies by students, faculty, administrators, staff, all other employees, guests of the College, and all users of College equipment.

The College of Saint Rose respects copyright and will cooperate with any investigations related to possible copyright infringement. Today’s technology allows for very easy tracking of music and movie file sharing over the College’s network. Copyright owners are able to detect the sharing of their files on our network, including the date, time, file name and network port of the violation, and report this information to the College’s administration demanding immediate action. The College has implemented its own system to detect and deter the illegal sharing of music and movie files.

SUB-SECTION: Assistive Technology for Students with Disabilities
If you have a need for disability-related accommodations or services, please inform the Director of Services for Students with Disabilities in the Academic Support Center, 2nd floor Saint Joseph Hall, (518) 337-2335. Reasonable accommodations will be provided to students if requests are made in a timely manner, with appropriate documentation, in accordance with federal, state, and College guidelines. For more information, visit: www.strose.edu/disability
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