American School of Guatemala
ICT quick reference

Technology Staff
Educational Technology Director
Claudia Estrada (cestrada@cag.edu.gt)
Early Childhood and Elementary
Steven Monzón (smonzon@cag.edu.gt)
Middle School 
Sterling Sights (stsights@cag.edu.gt)

High School
Rogelio Cruz (rcruz@cag.edu.gt)
Library
Marco Alvarado (malvarado@cag.edu.gt)
Network administrador
David Velásquez (davidv@cag.edu.gt)
Technology Integration Specialists
EC

Monika Seckinger (mseckinger@cag.edu.gt) 
ES
Phil Bloomstein (pbloomstein@cag.edu.gt)

MS
Ceci Artola (aartola@cag.edu.gt) g.6
Elena Ariza (eariza@cag.edu.gt) g.7

Michelle Urdiales (murdiales@cag.edu.gt) g.8

HS

Michael Peters (mpeters@cag.edu.gt)

Help desk-tech support should be requested through the Help desk system.  Verbal requests will not be taken. Emergencies through the radio please. 
CAGNet (Colegio Americano de Guatemala Network)
The network was redesigned in August 2007 to improve organization and install more powerful servers.  Having more capacity not necessarily means we can provide unlimited space.  The space on your Z drive allows you to save the same amount of information that you can transfer to a CD.  Your end of the year back up will be easier this way. 
The servers are general use, that means we don’t have a server for each section.  Instead, we have placed servers that will fullfil different purposes.  The organization now is as follows:  
Storage server:  is used to save data.  Tutorials, teach resources, grades’ files, personal directories, photos.
Adminplus server:  is hosting the Administrator Plus software which is the database of families, students, and teachers.  
Applications server: will host all the applications we run in the school that run from a server.  Such is the case of workshop sign in file, purchase orders, typing software, etc.


Print server: is the server that is hosting all the printers in school.  This server was equipped with the Print Manager software that keeps a record of all the printing we are doing in school.  Students have been assigned a monthly quota and have been restricted to print only in black and white.  Teachers have no restrictions; however, monthly reports will be analyzed to make sure everyone is making a responsible use of this resource.  Classrooms should only print in the section Office laser printer.  Elementary classrooms 8P to 23P will print in the 8P printer.
Media server:  this is the server that will store the videos from Unitedstreaming.   It is easier to play the videos from our server than from the Unitedstreaming site.  Please make sure the video you download hasn’t been downloaded before.  The tutorials drive has the Unitedstreaming tutorial and there you can find out how to check if a video has been downloaded.
Alternative address for mail:  mail.cag.edu.gt
The American School of Guatemala offers electronic mail to all of the staff.  The current policy states that staff members are responsible for the correct use of electronic mail.  Among the behaviors that are not permitted are wasting the limited resources available on the network (saving useless information, sending large attachments, installing screen savers that change constantly, or other software, etc.).  Sending mass emails is included in this category.  Teachers need authorization to send mass emails just for issues related to the educational program.  Please be judicious when using cc, bcc, reply all.  For tips on best practices visit http://bestprac.org/articles/netiquette.htm
How to map a network drive

1. Go to  start.

2. Right click on My Computer,  click on Map Network Drive.
3. On the next window, type on the Folder text field the source path of the network drive.  For example: 

· Kinder Network drive: \\storage\earlychildhood\kindergarten
· Grade  1 Network drive : \\storage\earlychildhood\first grade 

· Grade  2 Network drive ::  \\storage\elementary\grados\second grade  

· Grade  3 Network drive :: \\storage\elementary\grados\third grade  

· Grade  4 Network drive : \\storage\elementary\grados\fourth grade
· Grade  5 Network drive : \\storage\elementary\grados\fifth grade  

· ES Phyisical Education network drive: \\storage\elementary\grados\PE  

· ES Aplied Arts network drive: \\storage\elementary\grados\Aplied Arts 

· Teacher resources network drive: \\storage\commons\teachresources 

· Pictures network drive: \\storage\fotos 

· UnitedStreaming videos drive: \\media\videos 

· Grade Quick manuals and other tutorials: \\storage\commons\tutorials    
·  Logos and forms:  \\storage\commons\logosandforms 

· To save files only to be shared with someone else or to be transferred somewhere else (will be cleaned every Friday after 4:00 p.m.):  \\storage\swap
4. Press the Finish button.
NOTE:  to map your Z drive , use the following path:

\\storage\teachers\(your section)\users  
Your section:      
ec = early childhood            
es = elementary section




ms = middle school

hs = high school
For example:

For Early Childhood

\\storage\teachers\ec\mmelgar 
For Elementary Section
\\storage\teachers\es\mmelgar 
For Middle School Section
\\storage\teachers\ms\mmelgar 
For High School Section
\\storage\teachers\hs\mmelgar 

To create additional folders on the Storage server we will need an email from the Section Principal indicating name for the folder, purpose, privileges of access.  The email should be directed to the network administrator:  davidv@cag.edu.gt 

Once you map a device it will always be mapped on that specific computer under your login. If you go to another computer you will need to map again.

Applications we use




 

Filemaker-application to sign in for workshops, purchase orders, videos downloaded and others.  Passwords will be given at appropriate times if needed.
The following can be found on CAG website under Faculty Services:

Edline-webportal where teachers can upload information for parents and students about the class.  Username and password will be distributed later.
Gradequick-online application to keep grades.  Can be accessed through Edline.
Atlas-web application where teachers upload curriculum information.  Username listed and password http://cag-gt.rubiconatlas.org/.
Discovery Education Streaming-web service where you can find videos to download. Username and password setup by the user. http://streaming.discoveryeducation.com/ 
Reservations file-to reserve equipment (cameras, multimedia projectors, laptops, library areas, computer lab time). First you need to register in order to have access to the application and make reservations.
Noodle Tools-web application to create bibliography. 
User: cagnoodle
Password: password
EBSCO Host-databases with a variety of information for research.   http://search.epnet.com/ 
User: s4865866
Password: password
Destiny-online library catalog.  
Photo Storage Guidelines Photo Storage network drive //storage/fotos
Access:
Will be given only to teachers, technicians, Principals, Coordinators to post pictures.  
Categorization:
Categorization of collections of photos most follow the established structure created by the principals and Tech department.  Pictures should be saved in the already established folders.    The Tech Department establishes and creates the folders based on all the programs offered in the school community.  No one should create additional folders.
Labeling:
Please label your folder with the name of the activity and date if possible.
Quality size and number:
You will be allowed to post up to 12 pictures of an event.   Please select the best ones (good resolution,  well focused, good brightness and contrast).
In order to post the pictures:
1. download them to your computer
2. select the best ones 
3. label them
4. save them to photos drive on the storage server
5. delete the others that you won’t use
NOTE:
- If you wish to save more than the allotment save them on a CD.  CD’s are available in Proveeduría.  They will be charged to your section.
- Photos found on other network drives or computers’ drives or incorrect label will be deleted.
- You can post any quality and resolution.  School cameras offer high resolution, however photos from personal cameras do not.   If pictures are intended for the ALA, website, or other school publications they must have high resolution.  
- No photos taken with cell phone cameras are allowed.  
Removal and deletion of photos:
Before the end of each trimester the server will be supervised and cleaned .  Any photos not conforming to the above guidelines will be removed.  The Tech dept reserves the right to remove the photos after a 10 day warning period.  A message will be send to all staff informing them that the server will be cleaned on a certain date.  
Responsibilities when taking pictures:
Class activities-Teacher
Grade specific or section specific activities-Technician
School wide activities-PR and Library Tech.
Important reminders

USB drives and viruses- Please make sure to check your USB memory for viruses.  We have found some viruses on computers that were recognized by the antivirus.  Computer teachers may instruct the students on how to check their USB memories.  You can ask your section technicians to show you how to do it.  
Changing password- Remember the importance of changing your password the first time you logged in.  If you don’t do it you won’t be able to access the network.  You can change your password at any time by pressing control+alt+del once you have logged in.  It will show you the option to change password.  Type your old password and type a new password that meets the security standards (8 characters, combination of upper case and lower case letters, numbers and symbols).  Security is everyone’s responsibility. 

Wireless access and configuration-We have configured our wireless network to have only Internet access.  You need to set up a key on your computer in order to have this access.  If you need to do so, please contact the technician of your section.  For security reasons we can’t give you the number.  If you find out please don’t spread out the word, let us know.  We need to check computers first so we don’t get viruses or hackers into our network.

Reservations file- Please make sure to indicate the correct time zone GMT -6 so your reservations appear on the right times.  Remember, it is important to explain what you will need, place where you will need it and be there before so you can make sure everything is working the way you had planned. bookings.cag.edu.gt  

Office 2007- Remember to save your documents in Office 97-2003 format, not everyone has the new version installed.  Edline works only with 97-2003 formats.

Gradequick:  There are tutorials and manuals available in \\storage\commons\tutorials Please, do not add any students, this has to be made by the section office.  You can delete only the students that are marked with Dr green letters in the last column.  www.edline.com 

Discovery Education Streaming:  For a list of videos already downloaded to the media server login to the application online, click on MY DE tab, then click on My content and then select the Network Manager tab. http://streaming.discoveryeducation.com/ 

Shared folders:  Used to store classwork or projects for grading purposes.  Teachers are responsible for performing maintenance to those folders as well as enforcing with students the privacy rights and the CAG AUP.
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