
ONLINE SERVICES
FOR EMPLOYEES

email.strose.edu
Access your Saint Rose employee
e-mail account.

blackboard.strose.edu
Access Blackboard, our course 
management system and home 
base for online learning.

webfiles.strose.edu
Access your network storage 
from anywhere in the world,
or use VPN service.

bannerweb.strose.edu
Review your personal account 
details, submit student grades.

banner.strose.edu
Access !e College’s
Banner system.

mediasite.strose.edu
View live or on-demand rich 
media presentations.

NEED HELP?
USE THESE RESOURCES
OR SEE CONTACT INFO
ON BACK COVER.

its.strose.edu
Get technology help or
find out who to contact.

helpdesk.strose.edu
Submit a help ticket for help with 
labs, network, phones, cable, etc.

An Employee Guide to

 TECHNOLOGY
 RESOURCES
@ The College of
    Saint Rose
                          Revised August 2012

You will NEVER be asked for your account password(s) or other 
personally identifiable information by any college personnel, 
especially through e-mail!

If this happens, check with the ITS Help Desk.!
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!e mission of Information 
Technology Services is 
to empower members of 
!e 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 so#ware 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 
Microso# Office basics to 
copyright policy on our 
campus.

Whatever your information 
technology needs are, we’re 
here to help!
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ITS HELP DESK
!e Help Desk meets the needs of faculty, staff, and students when it comes to computers, keeping the 
computer labs in working condition, and setting up wireless networking on student and faculty laptops.

ContaCt InformatIon

On-Campus Extension 4357 (H-E-L-P)
Off-Campus (518) 454-2190
E-mail helpdesk@strose.edu
Submit a Help Ticket http://helpdesk.strose.edu

Hours & Location

!e Help Desk is located in the basement of the Lally School of Education (1009 Madison Avenue) right 
outside the elevator.  !e hours are as follows:

Fall and Spring Semester

Monday – !ursday 8 – 10
Friday 8 – 5
Saturday – Sunday 8:30 – 3:30
Summer Semester

Monday – !ursday 8 – 8
Friday 8 – 5
Summer weekends may vary. Please call ahead.

Personal ComPuter assIstanCe
ITS does not and will not fix personally owned computers or mobile devices, with the exception of the 
following:

Anti-Virus install
Wireless network access
Network registration

!e ITS technical staff has been instructed not to work on personal computers for any other reason. We 
may offer suggestions, but you are ultimately responsible for making repair decisions with your own 
equipment. You should take your machines to an authorized repair shop for professional repair. ITS can 
make shop recommendations. It is always a good idea to have a maintenance warranty.



4

onlIne tICket system
To submit a Help Desk ticket, go to

http://helpdesk.strose.edu

NOTE: !ere is no “www” in the address

We will route your question/issue to the appropriate person, who will 
contact you. See Step 2, below.

troubleshootIng ProCedure
When you need so#ware installed on our office computer, or have a problem with your computer, 
e-mail, networking, phone or cable in your office, you should follow these steps to resolve your issue:

Step 1:
Contact the ITS Help Desk at x4357 or (518) 454-2190 and explain the issue. Be sure to provide the 
following information: your name, building and room, Saint Rose e-mail and a contact number they 
can use to reach you. Be as specific as possible in describing the problem so that the correct staff 
member is assigned to your issue. 

Step 2:
Once the issue is isolated, the staff will enter the information in our 
ticketing system so that our technical staff can schedule a time to come 
to your office.

Step 3:
Someone will be in touch with you to setup a day and time for them to 
come to your office. If the issue is not resolved at the time of their visit, 

they will let you know. !e issue in our ticket system will be updated 
and you will get a message in your e-mail letting you know the 

status of the ticket.
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COMPUTER LAB LOCATIONS & HOURS

oPen lab hours
AL

BE
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SC
IE

NC
E 

CT
R Albertus 4th Floor (Outside Elevator):

6 PCs, 1 Mac Available when building is open

Science Center 469: 12 (Dual Boot) Monday – Friday: Obtain key access from School 
of Math & Science

N.
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RY

Reference/Circulation: 53 PCs, 2 Macs
During library hoursCirculation Desk:

24 Laptops to sign out within library

Faculty/Staff Training Lab
9 PCs & 1 Mac

During library hours, except when used by 
Educational Technology for trainings.

LA
LL

Y 
SC
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F 

ED
UC

AT
IO

N

Ed Lab (Lally 048): 24 PCs Hours vary; Saturday and Sunday: Closed
Lab Aide available during open lab hours
For current open lab hours, see monitor at the Help 
Desk or call the Student Solution Center.

Distance Lab (Lally 029): 24 PCs

Lally Lab (Lally 051): 23 PCs

Curriculum Library (Lally 2nd Floor):
9 PCs Monday – Friday: During library hours

RE
SI

DE
NC

E 
H

AL
LS Brubacher Lab: 18 PCs, 2 Macs

Open 24/7, residents only (with student ID)
Lima Basement Lab: 4 Macs, 8 PCs

Lima Lab:
48 PCs, 4 Macs

Open 24/7/365
Lab Aide: Monday – Sunday: 8am – 10pm

PI
CO

TT
E 

H
AL

L

Picotte 306: 20 Macs

Monday – Sunday: Hours vary
Lab Aide: 8am –11:30am

Picotte 308: 20 Macs

Picotte 215: 24 Macs

Picotte 209: 4 Macs

CC
IM

CCIM 121: 24 Macs Available between classes when building is open. 
Card access available.CCIM 122: 24 PCs
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other sPeCIal-PurPose labs hours
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Business Lab (Albertus 111):
24 PCs

Monday - Friday: Between classes

Writing Lab (Albertus 112):
22 PCs
Math Lab (Albertus 113):
22 PCs
CIS Lab I (Albertus 114):
22 PCs
Laptop Lab (Albertus 205):
Laptops available through Help Desk
English Lab (Albertus 304):
24 Macs
Physics Lab (Science Center 166):
18 PCs

ST
. J

OS
EP

H 
H

AL
L Academic Support Center:

16 PCs Monday– Friday: Available for tutoring only

CC
IM Music Technology Lab / MIDI (CCIM 120):

13 Macs Between classes

LA
LL

Y Laptop Lab (Lally 032):
Laptops available through Help Desk Between classes

W
EL

LW
OR

TH
 

H
AL

L HEOP/ACCESS:
5 PCs

Monday– Friday: Available to HEOP and 
ACCESS students only

Convenience Webcams
are available online for most computer labs,

so you can check the availability of computers 
before making the trip. You can also take a look 

at the computer specifications &
 installed so#ware in each lab.

Go to its.strose.edu. 

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. For an open lab schedule, check with the Student 
Solution Center. 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.!
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YOUR COMPUTER

mInImum sPeCIfICatIons
Below are the minimum recommended specifications for your personal computer to operate on our 
network. If you intend to purchase a new computer, current specifications are ideal.

PC Mac

Processor Pentium 4, Intel Core or AMD 
Athlon

Power Mac G5 for desktop or G4 
Laptop, or Intel

RAM Windows 2000/XP:
512 MB - 1 GB or higher
Windows Vista/7:
1.5 GB - 2.5 GB or higher

1 GB or higher

Network Card 10/100 Ethernet RJ-45

Wireless Networking 802.11b/g/n Apple Airport

Operating System Windows XP SP 3, Windows Vista 
SP 2, or Windows 7

Mac OS 10.4 minimum

Productivity Software Microso# Office 2007 or 2010, or 
equivalent.

Microso# Office 2008 or 2011, or 
equivalent.

Anti-virus Software Valid and up-to-date so#ware required for network registration. Options 
are available on our website, some for no cost to you.

Personal ComPuter rePaIr
ITS does not and cannot fix computers or other devices not owned by !e College. Please see page 3 for 
details.
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ITS MEDIA SERVICES
ITS Media Services provides audio-visual and multimedia services that support both academic and 
administrative functions of !e College. !is 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, podcasting, streaming video, video camcorders, 
microphones, and presentation technologies for speaking engagements and other 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 – !ursday 8 – 10
Friday 8 – 5
Summer Semester

Monday – !ursday 8 – 8
Friday 8 – 5
Weekend Event Coverage

Media Specialists are available a#er 5 on Friday and 8-10 Saturday and Sunday, as 
needed for events. Reservations must be made at least three weeks in advance.

equIPment loans
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 classroom that is not equipped, the instructor may make a 
reservation with Media Services. Please visit our website for details on what we have available for loan, or 
call us with questions.

smart Classrooms
Approximately 98% of our teaching spaces are equipped with built-in audio-visual technology. !is 
includes labs and other special-use classrooms. User instructions are located on each teacher station 
desktop.  Training sessions are offered at the start of each fall and spring semester. We encourage you 
to familiarize yourself with the classroom technology, and let us know if you have any questions - or 
suggestions!
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smart boards
ITS has invested in a number of Smart Boards and Smart Podiums, which have generally been placed 
in areas heavily used by select departments. While Media Services should be your first point of contact 
in the event there is a malfunctioning board, the Technology Integration & Resource Center (located in 
the Neil Hellman Library, but part of ITS) does offer regular training sessions on these products.

event teChnology requests & suPPort
We require a 2-day notice for equipment for our regular day/evening hours during the semester. 
We require a minimum of 21 days notice (3 weeks) for requests a#er 5:00pm on Fridays, weekends, 
summers, and semester breaks because we need to schedule staff as necessary.

Requests received a#er or within these timelines are not guaranteed , as equipment and services may 
not be available. Early planning and communication is strongly recommended to ensure access to 
limited resources.

PodCastIng/vIdeo servICes
Media Services provides support for faculty to create audio podcasts or streaming video of classroom 
video footage. Files created by using digital audio recorders or camcorders can be converted for use 
within Blackboard, thus enabling faculty and students to view them 
remotely at their convenience. For more information regarding these 
services contact Media Services at  x5268 or (518) 454-5268.

dIgItal sIgnage
Events and lectures targeted toward students can be advertised using !e 
College’s digital signage system, which now integrates with Blackboard and 
other electronic systems.

For more information, see section “Campus Communication Systems” or 
contact Media Services.

For a list of smart classrooms, with photos and equipment offerings,
please visit its.strose.edu and click on Media Services, then Labs & Smart Classrooms.
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TECHNOLOGY INTEGRATION & RESOURCE CENTER
Formerly known as the office of Educational Technology, we serve as a resource for technology training as 
well as best practices for integrating our products and tools into your courses or workflow. Now serving 
both the academic and administrative branches of !e College, we work closely with the Help Desk, 
Media Services, and others, to keep you aware of what tools are available, when to use them, and how they 
can help facilitate learning and other important functions.

blaCkboard
Blackboard is a course management system used by course instructors, administrative offices, and College 
sponsored community groups to enhance communication, organization and presentation, and house 
electronic resources. Blackboard can be used for web-enhanced courses, hybrid courses, and totally web-
based courses. Courses are listed automatically each semester in the Courses tab for faculty, and faculty 
choose whether to make them available to students.

Blackboard Login Information: blackboard.strose.edu (see page 11 for username/password).

Web browsers and hardware configurations:
Firefox is the preferred browser. Users are discouraged from using Internet Explorer, 
as it has 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. You can check your so#ware configuration on the Blackboard Login page 
by clicking the “Check your so#ware configuration” link. 

Get Personal Assistance:
Manuals, recordings, and upcoming training opportunities are available at the ITS website, its.strose.
edu. !e Technology Integration & Resource Center is located in the Neil Hellman Library. Staff are 
available by appointment for one-on-one support or workshops.

Personal WebsIte edItor
!e Personal Website Editor allows students and employees to maintain their own web space, hosted on 
!e College network. !is service can be used to store and organize files for others to view or download, 
create basic web pages using built-in editing tools, store and display .mp3 audio files in a convenient Flash 
widget.

Although these sites are not indexed by search engines, they are public and viewable by anyone. To setup 
and access your own account, go to faculty.strose.edu. For a help manual, go to its.strose.edu, click on 
Academic Systems, and find PWE.

Visit our website at its.strose.edu to find more information on the technologies we support.



11

To read the full password policy, go to its.strose.edu, click on Policies.
You will NEVER be asked for your account password(s) by any college personnel.

If this happens, check with ITS before providing any personal information.

ACCOUNTS & ACCESS

aCCessIng your aCCounts
Requests for account creation are submitted electronically by your department. If your account is not 
active, please ask your supervisor for assistance. Your Banner ID must be setup before your user account 
can be created.

To login to e-mail, Blackboard, lab computers, wireless network, and Mediasite:
Username:  First seven character of your last name + your first initial
Password:  Set at creation of account, or as instructed

Last names with a hyphen (use first part of last name):
Name: John Lightfoote Name: Jane Lightfoote-Hammond
Username: lightfoj Username: lightfoj

PassWord ComPlexIty requIrement
!e main reason e-mail accounts get compromised is that people use easy to guess passwords.  ITS has 
developed an online password reset system similar to ones used by banks, credit card companies and 
other institutions that require a high level of protection of personal information.  By visiting the web 
site below and providing answers to several security questions, you will be able to reset your own Saint 
Rose password via the web even if you forgot your current password.
 
The password reset system is available at:  https://pwdreset.strose.edu. Please visit this site and set your 
security question answers so that you can easily reset your password if you forget it. If you do not set 
your security question answers you will have to go to the Help Desk in person with photo ID to reset 
your password. 

All users will have to have a password that includes the following characteristics:
1. It cannot contain significant portions of the user’s account name or full name 
2. It must be at least eight characters in length 
3. 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, !, $, #, %)

Need help? Contact the Help Desk at x4357 or (518) 454-2190.
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e-maIl aCCess vIa Web
To access your e-mail account, open a browser window (Internet Explorer is preferred, other browsers 
limit features). In the address bar, type in email.strose.edu. NOTE: !ere is no “www” in the address. 
Type in your Saint Rose username and password (described in section “Your User Account”) and click 
Log On. !ere is a link “Click Here for Help” at the bottom of the login page if you need help using 
Outlook Web Access.

Employee e-mail accounts should not exceed 1 GB. Be sure to empty “sent” and “deleted” mail to free 
up space. If using Blackboard, it is recommended that instructors distribute large files by posting them 
to Blackboard courses instead of e-mailing them to students.

bannerWeb
BannerWeb allows employees and students to view and update personal information, and perform 
administrative functions such as registration, grading, transcripts, financial aid, and account status.

!e Registrar maintains this system and will send faculty information with step-by-step instructions 
on how to login and input student grades.

To Login:
Go to bannerweb.strose.edu and click “Login to Secure Area.”
 
If you encounter problems, don’t hesitate to call the Registrar at (518)  454-5211 or (518) 454-2025.

onlIne fIle storage 
Upon request of the employee, the College will provide 6 GB of network storage for their documents 
and any work related files. Employees can access their Home drive from anywhere on or off campus.
 
When logged into a campus computer with your username and password, you will see an H Drive that 
contains your network storage folder. !e “My Documents” folder points to your network H Drive as 
well.
 
When using your personal computer or when off campus, you can access your Home drive through the 
site webfiles.strose.edu. Webfiles is a secure web-based portal to access your personal files along with 
other shared community drives on the network.
 
To request setup of this service, contact the ITS Help Desk at x4357 or (518) 454-2190.

Remember: Grades must be kept confidential—make sure your PIN number is secure. Your PIN number 
can be changed each semester—go to ‘Personal Information’ under secure site.
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NETWORK & INTERNET ACCESS

netWork aCCess Control
!e College uses a Network Access Control (NAC) system to help protect our network resources and users 
by ensuring that all devices connected to the network meet required security standards. !e standards 
include, but are not limited to, an approved and updated computer operating system and updated anti-
virus so#ware.

In order to gain access the St. Rose network resources provided to all of our students, each user must 
register their computers, game systems and any other network capable handheld device you wish to 
include. Instructions for the registration process are below.

Current seCurIty standards for ComPuters
Minimum Operating Systems and Service Packs:
Windows: Mac:
7, Vista SP2, XP SP3 OS X 10.4 or higher

antI-vIrus requIrement
An anti-virus program with up to date anti-virus definitions must be installed on all computers running 
the Mac and Windows OS. For more information and a complete list of accepted programs, refer to our 
website.

regIster your ComPuter for aCCess
1. Once you are plugged into a data jack or connected to a wireless access point on campus, open 

a browser. You will be re-directed to the NAC registration website. Before 
getting started, you will need to read and accept the Acceptable Use Policy. 
Click Next.

2. Next you’ll be at the first registration page. Click the appropriate link. Note: 
Registering a game or handheld device is done from this same page, but 
requires a different registration process. !ese devices may take up to a 
week to process registration requests.

3. Fill out the required information for successful registration and click 
Download.

4. You will be prompted to “Run” or “Save” the Client Security Agent 
(CSA.exe) to your system. It is important to “Save” this file to your 
system so you can execute the application later during the process.
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5. Once the download of the application is complete you will be prompted 
to “Run”, “Open Folder” or “Close”. It is important to select “Run” to 
execute the application and begin the security scan.

If you do not see the message above, look in the location 
you saved the file. You will see the CSA icon; double click 
the icon.

6. Your browser may prompt you for approval to use or install certain file 
types (.exe in this case) as an increased security measure. Click Run.

7. At this point, the CSA will run. You will see the messages in the status 
bar while the CSA is running.

A non-compliant machine will be redirected to an on campus remediation 
page where there will be access to the files or links required to bring the 
computer up to date. When you are up to date, please open a browser and 
restart the process.

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

regIster your smart Phone / mobIle devICe / game devICe
To register this type of device, fill out the registration form on our website under Network Registration. 
!ese registrations are processed on a first come first served basis, and computer registrations take first 
priority. More information can be found on our Knowledgebase, at kb.strose.edu.

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. If you have trouble getting connected, bring your computer to 
the ITS Help Desk in the basement of the Lally School of Education. 

Residence Halls: Academic / General Use Areas:
All residence halls Albertus Hall, Science Center, !elma P. Lally School of 

Education, Massry Center for the Arts, Science Center, Hearst 
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
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TELEPHONE & VOICE MAIL

On-Campus Dialing Dial 4-digit extension
Off-Campus Calling Dial 9, then the number, including 1 + area code if outside 518 area
Campus Security x5187 or security button on your phone. 454-5187 from off campus.
Emergency Dial 911
Voice Mail - Xpressions Dial x4955 on campus, or (518) 337-4955 from off campus.
Voice Mail - Non-Xpressions Dial x5400 on campus, or (518) 458-5400 from off campus.
Campus Directory Online www.strose.edu > “!e Campus” > “Maps & Directories”

name ConneCtor
For an employee directory, dial x2092 on campus. When prompted, speak the 
name of the person you wish to call. !e system will connect you.

voICe maIl system
If you are put into the upgraded Xpressions voice mail system, setup and operation 
can be obtained from the Voice Systems Technician.

First-Time Setup & Instructions for Operation:
For first time setup instructions and instructions on using the system, go to its.strose.edu. Click on 
“Network & Phones” > “Phones & Voice Mail.”

Things to Remember:
A#er three consecutive unsuccessful login attempts, the system will tell you to call your system 
administrator and will disconnect your call. At this point, you can call the Help Desk at x4357 or 
(518) 454-2190 for assistance. O#en, unsuccessful login attempts are made by someone else selecting 
your mailbox number in error.
New and saved messages should be deleted a#er a reasonable amount of time to allow room for more 
messages. Failure to do so will result in missed messages and emergency notifications. Callers may 
not receive a prompt to leave a message at all if your mailbox is full.

gettIng helP WIth telePhone servICe
Call, e-mail, or stop by the Help Desk, which is located in the basement of the Lally School of Education. 
Or, submit an issue online at  its.strose.edu/helpdesk. See section “Help Desk.”



16

CAMPUS COMMUNICATION SYSTEMS

emergenCy text & voICe notIfICatIons 
!e College utilizes an instant communication product to provide our emergency alert and 
notification system.  !is system 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. Individuals set their own communications channels 
(phone, SMS, voice, text, etc).

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 !e 
College’s secure site: http://bannerweb.strose.edu. Click on Personal Information.

We encourage you to retain the Saint Rose e-mail address, while adding other means of contacting you 
should an emergency arise.  We would request that you not include your Saint Rose phone extension 
which will assist in not overloading the College phone system during an emergency.

blaCkboard CommunICatIon tools
!e College uses Blackboard as our official internal portal. Campus events, news, snow emergency 
information and emergency notices are posted to Blackboard.  ITS encourages students, faculty, and 
administrators to contribute to this system. If you have a college-sponsored event, and it is not posted on 
Blackboard, please contact the Blackboard administrator to let them know about your event.

dIgItal sIgnage
ITS maintains the digital signage system across campus. !is 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. Faculty/staff wishing to utilize the system should first check 
with their department staff to see if access has already been granted. If not, 
contact Media Services for setup and training. Student groups are encourage 
to submit bulletins through the Student Affairs office for posting on this 
system.

mobIle aPP
Currently, ITS has made available an app for iOS, which is available from Apple’s App 
Store for free. We are working to expand the features, as well as the compatibility with 
other mobile devices (see website for updates). Please check it out, and provide us with 
your feedback!
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ITS POLICIES
ITS has developed several technology related policies that support the College’s mission and help it 
operate within legal and ethical parameters. Policies are typically developed with considerable input 
from the Academic Computing Committee, the Administrative Information Systems Committee, the 
Academic and Student Affairs Council, Finance and Administration, the Student Association and the 
President’s Cabinet. Policies may be changed due to changes in federal and state laws, court rulings and/
or best practices.

aCCePtable use PolICy
!e 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.

!is policy outlines the standards for acceptable use of Informational Technology Resources, which include, but are 
not limited to, equipment, so#ware, networks and data whether owned, leased, or otherwise provided by !e 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. !erefore, 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.  !is 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.

To read these policies in full, visit its.strose.edu.

Remember...
It is your obligation to abide by the policies of The College 

as well as federal and state law.
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CoPyrIght PolICy
It is the policy of !e 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 so#ware, 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 !e 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 a#er 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. !e 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.

!e 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. !e College has implemented its own system to detect and deter the illegal sharing of music and 
movie files.

dIgItal mIllenIum CoPyrIght aCt
In accordance with the Digital Millennium Copyright Act, any possible copyright infringement on 
!e College of Saint Rose web sites should be submitted to our Designated Agent, John Ellis, Executive 
Director of Information Technology.

!e Digital Millennium Copyright Act requires that certain information be included in the complaint. 
For more information please refer to the United States Copyright Office.

PrIvaCy PolICy
!is policy covers how we treat and utilize personal information obtained by all websites created and 
managed by Information Technology Services (here-a#er 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.

©
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ComPuter lab PolICy
Please respect the College’s investment in technology by following these rules:

College 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.
!e 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.

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

Other College policies relating to information technology can be found at its.strose.edu. Click on 
Policies. Available, in full:

Acceptable Use Policy
Blackboard Student Enrollment Policy
Computer Lab Policy
Copyright Policy
Digital Millennium Copyright Act Legal Information
Illegal File Sharing Provisions of the Higher Education Opportunity Act (HEOA)
Privacy Policy
Software Installation Policy
Password Policy
Social Media Policy
Social Media Best Practices

The College is not responsible for lost or unsaved work. Please save often!
When opening files from e-mail or other online sources, please be aware of the location in 
which the file is being locally stored. If unsure, do a “save as” to create a new copy in a safe 
location. Temp files will be lost when you log off.



REVISED AUGUST 2012

T
he C

ollege of Saint Rose
432 W

estern Avenue
Albany, New York 12203

1-800-637-8556
w

w
w.strose.edu

Ì MEDIA SERVICES
Classroom audio/visual
Multimedia services
Event technology support
Digital signage

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

Ì HELP DESK
Computers (college-owned)
Network issues
Labs
User accounts
Blackboard
E-mail
Telephones

(518) 454-2190 or x4357 (HELP)
helpdesk@strose.edu
Lally School of Ed, Lower Level

Ì COPY CENTER
Duplication services
Printer maintenance
Printer supplies

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

Ì REGISTRAR’S OFFICE
BannerWeb (Secure Site)
Grade submission
Course registration

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

HOW DO I GET HELP?

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

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.

Ì TECHNOLOGY INTEGRATION & RESOURCE CENTER
Formerly the office of the Educational Technologist, TIRC provides:

Academic technology solutions
Training and workshops by product
Technology implimentation assistance and best practices

http://goo.gl/M1mbi
Neil Hellman Library


