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1.0  Introduction  

 

1.1  What is the purpose of the Student Information Technology Handbook? 

 

The Student Information Technology Handbook addresses some of the most common 

student questions about Information Technology at Goucher.  The handbook includes an 

overview of computing technology services, computing facilities, and information about 

where to get help and assistance.  The handbook also contains information relating to 

telephones, voice mail, data networking, and cable television services provided to 

students both on- and off-campus. 

 

Campus technology services will continue to be enhanced at Goucher.  Therefore, 

information about how to access and use these services will continue to change.  Readers 

are encouraged to visit the Information Technology website (http://www.goucher.edu/it/) 

to access the most current information.   

 

1.2  What Information Technology resources are available to Goucher College students? 

 

All students are provided with a Goucher E-mail / Network account.  Students have 

access to e-mail, a personal calendar, personal network storage space (to store files and 

documents), a web portal, and have the ability to create their own web page.  The web 

portal provides students with the ability to view their course schedules, view their 

transcripts, view mid-term and final grades, and communicate with their advisor.   

 

Technology Services for students include: 

 

1. Computer Facilities 

 Public computer workstations (Section 4.0) 

 Center for Teaching, Learning, and Technology Lab located in the Julia Rogers 

Library (Section 4.2) 

 Computer Labs located in the Julia Rogers Library (Section 4.2) 

 Digital Arts Classroom/Lab located in the Julia Rogers Library (Section 4.2) 

 Microsoft Software Site License for campus classrooms, labs, and offices (Section 

4.3) 

 Microsoft Office Professional and McAfee Anti-Virus Software for students 

(Section 3.4) 

 Network printing (Section 4.4) 

 

2. Student Network Services 

 Outlook and Outlook Web Access to E-mail (Section 5.1) 

 Personal and Group Calendars (Section 5.1) 

 Tasks and ñTo doò lists (Section 5.1) 

 Personal Network Storage Space (Section 6.1) 

 Public Folders (Section 5.6) 

 Personal Web Pages (Section 6.7) 

 E-mail Groups (Section 5.5) 

http://www.goucher.edu/it/
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 E-mail Digest: Daily e-mail containing campus announcements, meetings, and 

events (Section 5.2) 

 Document and File Backups (Section 6.2) 

 Internet Access (Section 8.1) 

 Dial-Up Modem Access (Section 9.1) 

 Virtual Private Network (VPN) access (Section 10.0) 

 Laptop Wireless Network Access (Section 8.6) 

 

3. Residential Technology Services 

 Telephone Services (Section 11.0) 

 Campus Network Access (Section 7.0) 

 Internet Access (Section 8.0) 

 Cable Television Services (Section 12.0)  

 

4. Instructional Technology Services 

 Blackboard Online Learning Environment (Section 15) 

 Julia Rogers Library online catalog of holdings, databases, and journals (Section 

16.0) 

 Technology Enhanced Classrooms  

 

5. OneCard 

 Identification Card serves as an Electronic Key, Debit Card, and Library Card 

(http://www.goucher.edu/onecard/) 

 

6. Technology Assistance 

 Help Desk (Section 2.0) 

 Help Desk @ Night (Section 2.5) 

 After hours emergency on-call assistance (Section 2.4) 

 Technology skill development and training (Section 3.7) 

 Assistance from Information Technology Staff (Section 2.6) 

 Assistance from Library Technology Assistants: LTAs (Section 2.6) 

 Software assistance (Section 2.6) 

 Computer Repair Assistance for students from an outside vendor (Section 3.8) 

 Web Page Development Assistance (Section 2.6) 

 Checkout Digital Cameras and Camcorders (Section 2.6) 

 Checkout Projectors (Section 2.6) 

 Text, graphic, image, and slide scanning assistance (Section 2.6) 

 Presentation Assistance (Section 2.6) 

 Assistance in converting Audio formats, using Graphics software, burning CDs, 

developing digital film, photo/video editing, inserting voice overlays, and drawing 

with pen/tablet (Section 2.6) 

 Access to transparent clip-art, templates for PowerPoint, video libraries, and 

sound clip libraries (Section 2.6)  

 Student Information Technology Handbook (see Technology Orientation section 

of the Information Technology website) 

http://www.goucher.edu/onecard
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7. Telephone Services 

 Analog phone services (Section 11.1) 

 Residential and Commuter Student Voice Mail (Section 11.8) 

 Student Long Distance Services (Section 11.6) 

 

8. Web Services 

 View Undergraduate and Graduate Catalog, Course Availability, and Class 

Schedules (Section 14.0) 

 View campus meetings and events (http://www.goucher.edu/news/) 

 View final grades and unofficial transcript (Section 14.0) 

 Receive academic progress reports (Section 5.1) 

 Purchase textbooks and bookstore merchandise 

(http://www.goucher.edu/bookstore/) 

 Access web based Career Development Resources (http://www.goucher.edu/cdo/) 

 

Information on technology services and support can be found on the Information 

Technology website (http://www.goucher.edu/it/). 

 

2.0  Help Desk 

 

2.1 What is the Help Desk? 

 

The Help Desk is the single point of contact for all computer, telephone, voice mail, and 

cable television questions, problems, information, or service requests for students.  The 

Help Desk is located in Room 162 of Van Meter.  The Help Desk can also be reached by 

phone (410.337.6322), by e-mail (helpdesk@goucher.edu), or by the web 

(http://www.goucher.edu/x7791.xml).  Information about student technology services and 

support is also available on the Information Technology website 

(http://www.goucher.edu/it/).  

 

2.2 How does the Help Desk work? 

 

The Help Desk can assist with a wide variety of technology questions, problems, and 

requests.  Whenever possible, the Help Desk staff will attempt to talk you through a 

solution while you are on the phone.  If this is not possible, your request for service will 

be logged into the Help Desk tracking system and a staff member will be assigned to help 

you in person.  Assistance can also be provided in person at the Help Desk in Van Meter 

162. 

 

2.3 What kinds of questions can I ask the Help Desk? 

 

Students should call the Help Desk for all computer, telephone, voice mail, and cable 

television questions, problems, information, or service requests. 

 

http://www.goucher.edu/news/
http://www.goucher.edu/bookstore
http://www.goucher.edu/cdo/
http://www.goucher.edu/it/
mailto:helpdesk@goucher.edu
http://www.goucher.edu/x7791.xml
http://www.goucher.edu/it/
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You may contact the Help Desk with any computer account, e-mail account, or password 

problem. 

 

You should first seek assistance from the person monitoring a public computer lab or a 

computer classroom if you have a question or problem.  If no one in the facility is 

available to help you, you may contact the Help Desk. 

 

You may contact the Help Desk with any telecommunications problems (e.g., problems 

with your phone line or voice mailbox).  However, please note that students are 

responsible for the maintenance of their own telephones. 

 

You may contact the Help Desk with any cable television problem.  However, please note 

that students are responsible for the maintenance of their own televisions, VCRs, and 

DVD players. 

 

You may contact the Help Desk with any problems that you are having connecting to the 

campus network or with problems using the dial-in modems to connect to the campus 

network and the Internet from off-campus locations.  Please note that students are 

responsible for their own personal computer workstation, software, personal printer, and 

other peripheral equipment.  At this time, Goucher computing staff cannot provide 

assistance in the repair of computer hardware or other equipment.  If you experience 

problems with your computer hardware or operating system, the Help Desk can 

recommend a repair facility to assist you.   

 

2.4 How do I contact the Help Desk? 

 

The hours of operation and the contact information for the Help Desk are: 

 

 Hours of Operations: 8 a.m. to 5 p.m., Monday through Friday  

 Location: Van Meter, Room 162  

 E-mail address: helpdesk@goucher.edu 

 Phone number: 410.337.6322  

 Web: http://www.goucher.edu/x7791.xml 

 

Disruptions of campus-wide services after business hours can be reported by calling the 

emergency phone line at 410.337.6322.  System status can be heard by dialing 

410.337.6322 and pressing option 3. 

 

2.5 What is the Help Desk @ Night? 

 

The regular business hours of the Goucher College Information Technology Help Desk 

are Monday through Friday from 8 a.m. to 5 p.m.  When the Help Desk closes at 5 p.m., 

the campus community can call the Help Desk line (410.337.6322) to connect with the 

Help Desk @ Night when classes are in session. When you call this number, the 

recording will offer you several options. The Help Desk @ Night is staffed by Library 

Technology Assistants who will try to assist you with your problem or request.  If the 

mailto:helpdesk@goucher.edu
http://www.goucher.edu/x7791.xml
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Library Technology Assistants cannot answer your question, they will create a ticket for 

the Information Technology Help Desk to be addressed during normal business hours. 

 

2.6 Is there any other type of help available for students? 
 

The Center for Teaching, Learning, and Technology (CTLT) provides an interactive 

environment dedicated to excellence in teaching and learning for faculty, staff, and 

students.  Students can access multimedia workstations and check out multimedia 

equipment. Students can receive assistance in using the technology and media resources 

of the Center.  

 

 Location: Julia Rogers Library  

 Phone number: 410.337.6066  

 

There is a digital arts lab and an open computer lab where students can find assistance in 

using the workstations and resources.  

 

 Location: Julia Rogers Library 

 Phone number: 410.337.6360 

 

2.7 Whom do I contact if I have a suggestion for technology services and support? 

 

If you have a suggestion about enhancing the technology services and support for the 

campus, please contact the Chief Technology Officer by sending an e-mail to 

itsuggestions@goucher.edu. 

 

3.0  Information Technology Resources 

 

3.1 What type of technology should I bring to campus? 

 

1. It is recommended that students bring a Laptop or Computer Workstation  to 

campus. A wireless laptop is preferred because of its flexibility and ability to connect 

to Goucher ñhot spotsò and outside antennas.  Goucher College has one highly 

recommended model for you to consider as part of the new Laptop Purchase Program. 

For more information on this program, please visit the Information Technology 

website. We recommend the use of the Windows XP Operating System for PCs and 

MacOS 10.3 or higher for Apple computers for optimal integration with the campus 

network.  NOTE: Operating Systems no longer supported or compatible with the 

campus network are Windows for Workgroups 3.11, Windows 95/98/ME, or any 

version of MacOS below 8.6.  Service pack requirements for Windows: Windows 

2000 SP4 and Windows XP SP 2. 

2. Your laptop or computer workstation should have an Ethernet Network Interface 

Card (NIC)  to connect your computer to the campus network. Some popular brands 

are Linksys and 3Com.  

mailto:itsuggestions@goucher.edu
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3. If you have a laptop computer, you should consider purchasing an 802.11b/g wireless 

network card so that you can have wireless access to the campus network and the 

Internet.  

4. You should bring a category 5 (or higher) Network Cable long enough (25 feet) to 

connect your laptop or computer workstation to the network wall outlet in your room.  

5. Bring a Telephone to campus but you will not need an answering machine since 

Goucher provides each student with Voice Mail services. Students should not bring a 

cordless phone because of problems that may occur due to interference. Long 

distance rate plans and cell phone plans are not available to students.  

6. A Telephone cable long enough (10 to 25 feet) to connect your telephone to the 

telephone wall outlet. 

7. Cable television channels are available but you will need to bring a Television.  Talk 

to your roommate to determine who will be bringing the cable ready television.   

8. A Television coaxial cable long enough (10 to 25 feet) to connect your television to 

the cable television wall outlet.  

9. You should consider purchasing a surge protector to protect your computer and 

electronic devices and to provide you with additional electrical outlets for your room.   

If you are purchasing a surge protector, look for one that is rated for "computer 

equipment and peripherals". 

10. McAfee Anti-Virus and Anti-Spyware software is available for all students to 

download from the Information Technology website.  Note: The software is only 

compatible with Windows NT/2000/XP. 

11. Goucher College provides students with one copy of Microsoft Office Professional 

software that includes Microsoft Word, Excel, PowerPoint, Access, and Outlook 

during check-in.  A PC or an Apple version of the software is available for students.  

 

For more information, review Appendix D section 1. 

 

3.2 What is Goucherôs recommended computer model?   

 

It is recommended that students bring a laptop or computer workstation to campus to 

utilize computing resources to enhance learning and campus life.  Goucher has one 

recommended model for students to consider as part of the Laptop Purchase Program, 

which can be found on http://www.goucher.edu/it.  Educational discounts on other 

models are available from Dell and Apple for personal purchases by students.  

 

3.3 Are educational discounts available? 

 

Information on how to obtain Dell and Apple educational discounts on computer 

purchases are available through the Information Technology website. 

 

3.4 What computer software is available to students? 

 

Goucher College provides undergraduate students with Microsoft Office Professional 

software that includes Microsoft Word, Excel, PowerPoint, Access, and Outlook.  

Students will receive the software on CD-ROM and installation directions at the 

http://www.goucher.edu/it
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Information Technology table during check-in.  Students will be responsible for installing 

the software on their computer.  Students who experience problems with the installation 

of the software should contact the Help Desk. 

 

Goucher College also provides students with McAfee anti-virus and anti-spyware 

software.  Students can download the software from the Information Technology website.  

Students should be sure to install the software following the suggested set up and 

configuration so that their computer workstations can be continually updated with the 

latest anti-virus software. 

 

3.5 Do you have an Information Technology checklist? 

 

1. All first -time and returning students should go to student check-in.  

2. At the Information Technology table:  

 First-time students will receive a copy of the Microsoft Office Professional 

software and directions for installing the software. Students will also sign a 

document indicating that they have received the software.  

 First-time students will receive their Goucher GCADMIN network username, 

password, and e-mail address. Students must provide a photo id to receive this 

information.  

 Students can ask questions about campus technology services and support.  

3. Students should pick up their Student Information Technology handbook from their 

mailbox in the Post Office in Pearlstone. This handbook addresses some of the most 

common student questions about Information Technology at Goucher and provides 

directions for connecting a computer to the campus network and the Internet. 

4. Students should:  

 Connect their television to the cable television outlet.  

 Connect their telephone to the telephone outlet.  

 Connect their computer to the network outlet.  

 Customize their voice mail box greeting.  

 Install Microsoft Office Professional software.  

 Install McAfee Anti-Virus and Anti-Spyware software.  

5. All first-time students will need to attend a Technology Orientation session on August 

26 to receive a hands-on overview of campus technology services and support.  

 NOTE: You will automatically be assigned to one of the Technology Orientation 

sessions by Student Life. 

6. Assistance is provided to students in connecting their computer to the Goucher 

College Network during the Connection Fair. 

  

 A blue hangtag will be placed in each studentôs mailbox in the Post Office in 
Pearlstone. Blue hangtags will also be available from the Residential Advisors 

(RAs) and will be posted on bulletin boards in the residential halls. Students 

simply fill out the necessary information on the hangtag and hang it on the door to 

their residence hall room on any of the days and times for their house or hall. 

NOTE: This hangtag should also be used for telephone, voice mail, cable 

television, and Microsoft Office Professional software installation problems.  
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 Information Technology personnel will visit buildings at specific days and times 

to assist students in connecting their computer to the Campus Network or assist 

students who may be experiencing problems. 

 We recommend that students remain available to answer any questions, but if 

students must leave the room, they may check the box on their hangtag giving 

permission for staff members to enter their room and check their connections in 

their absence. Information Technology staff members will not enter a studentôs 

room unless they are given permission in this way.  Otherwise, students will have 

to wait for the next scheduled date and time.  

 Prior to the Connection Fair, students may report problems to the Help Desk.  

Assistance will be provided on a first-come, first-served basis until the 

Connection Fair begins.  

 If you are still having problems after the Connection Fair is over, please contact 

the Help Desk.   

7. Students should call the Help Desk for any computer, telephone, voice mail, and 

cable television questions, problems, information, or service requests. The Help Desk 

can be reached by phone (410.337.6322) or e-mail (helpdesk@goucher.edu). The 

Help Desk is located in Room 162 of Van Meter Hall. Information about student 

technology services and support is also available on the Information Technology Web 

Site (http://www.goucher.edu/it/).  

 

3.6 How do students obtain a computer account? 

 

Every student at Goucher receives a computer account that can be used to access the 

Goucher Network (GCADMIN) and to access e-mail.  Returning students will use their 

accounts from the previous year.  New students will receive their computer account 

during the Summer Orientation sessions.  If you do not receive an account at orientation, 

please contact the Help Desk.  A computer account and password are needed to access 

your e-mail and Goucher computer systems.  If you experience any problems using your 

account, please contact the Help Desk. 

 

3.7  What type of training is available? 

 

A wide variety of computer classes and training sessions are available throughout the 

year.  Notification of the class schedule is made through e-mail, the Goucher Digest (see 

section 5.2), and the Information Technology website. 

 

At the Technology Orientation session on Sunday, August 26, first-time students will 

receive training on accessing account information and using technology on campus. 

Students will be provided with a specific time and location by the Office of Community 

Living during check-in. 

 

First-Time students will receive a hands-on overview of campus technology services and 

support: 

1. Learning about the collegeôs Computer Use Policy 

2. Logging into the Goucher network and changing a password 

mailto:helpdesk@goucher.edu
http://www.goucher.edu/it/
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3. Using network drives to store files and documents on Darwin (student personal 

network folders) and Meyerhoff (student personal web pages) 

4. Requesting a personal website on Meyerhoff 

5. Using network printing on campus 

6. Logging into Outlook Web Access and using the Global Address List 

7. Using Outlook in labs vs. Outlook Web Access 

8. Discussion of the E-mail Digest 

9. Accessing Campus Web and a brief tour 

10. Accessing Blackboard and a brief tour 

11. Getting help and assistance on campus 

 

3.8 Does Goucher provide repair services for personal computers? 

 

The Information Technology staff only provides services to computer workstations 

owned by Goucher College.  The Goucher staff can provide some diagnostic advice as 

time permits, but it is strongly suggested that students obtain an extended warranty or 

service plan for their computer workstation.  The Information Technology staff offers the 

following services for personal computers: Installing network cards, computer setup to 

connect to the network, e-mail setup, and troubleshooting e-mail, network, or Internet 

problems.   

 

3.9 Are there any guidelines for using computing resources? 

 

Access to college computing resources carries certain responsibilities for students.  The 

Goucher College Computer Use Policy (Guidelines for Acceptable Use of Computer 

Resources) outlines the responsibilities of students, examples of inappropriate behavior, 

consequences of violations, and enforcement of violations.  The Computer Use policy can 

be found in Appendix A, the Campus Handbook, and the Information Technology 

website. 

 

3.10 Is file sharing allowed? 

 

Industry organizations (e.g. Recording Industry Association of America: RIAA) have 

filed copyright infringement lawsuits against individual college students who have used 

file sharing programs to share copyrighted material.   Some uses of the peer-to-peer 

technologies are perfectly legitimate but some activities are not (e.g., copying and sharing 

of music files without the authorization of the copyright owner).  Goucher College wants 

you to be aware of these issues and situations. 

 

To avoid the risk of potential lawsuits due to copyright infringement, the college restricts 

the use of file sharing applications to material that is legal to share.  A resolution has been 

passed by the Student Government (SGA) to block all incoming and outgoing peer-to-

peer program Internet traffic. Examples of these programs include, but are not limited to, 

BitTorrent, KaZaA, Morpheus, Limewire and Bearshare. The SGA took this action 

because of the high levels of spyware, computer viruses, use of these programs to 

transmit and receive copyrighted material, and high bandwidth utilization associated with 
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these programs. Effective December 21, 2004, peer-to-peer file sharing programs have 

been blocked on campus.  

 

Violation of copyright law can have serious consequences in the area of: 

 Civil Liability : Persons found to have infringed may be held liable for substantial 

damages and attorneys fees. The law entitles a plaintiff to seek statutory damages of 

$150,000 for each act of willful infringement. In the cases filed by the RIAA 

against students at Princeton, RPI, and Michigan Tech, the recording industry sued 

for damages of $150,000 for each recording infringed. 

 Criminal Liability : Copyright infringement also carries criminal penalties under 

the federal No Electronic Theft Act. Depending on the number and value of the 

products exchanged, penalties for a first offense may be as high as three years in 

prison and a fine of $250,000.  

 

The college supports a climate of trust and respect and does not ordinarily read, monitor, 

or screen electronic mail, Internet access, or the computer activities of individuals. The 

college expects students to be aware of current laws and applicable college policies with 

respect to computer, network, and Internet activities.  

 

To be in compliance with the Digital Millennium Copyright Act (DMCA), the college 

has designated an agent to receive notices of copyright infringement from copyright 

owners. If the college receives notification from a copyright owner that you have engaged 

in infringing activity, it will investigate the complaint, and, if appropriate, notify you to 

take down the offending material and cease from engaging in such conduct. In addition, if 

you violate copyright law by engaging in unauthorized file sharing, you may be subject to 

discipline under the collegeôs Copyright Policy, Computer Use Policy, and other 

applicable college policies. Violations of copyright law may also subject you to civil and 

criminal prosecution.  For more information, please see the Policies section of the 

Information Technology website. 

 

4.0  Public Lab Facilities 

 

4.1 Are there computer workstations on campus for use by students? 

 

Public and departmental computer lab facilities are available on campus for students. 

 

Students are not permitted to store personal files on the hard drives of public computer 

systems.  NOTE:  Any files that are stored on the hard drives of public computer systems 

will be deleted.  However, students may store personal files in their user directories on 

college network servers.  Students may also bring their own flash drives or other storage 

media to save personal files. 
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4.2 What are the locations of public lab facilities? 

 
Building  Lab Workstations Type Type of Facility 

Hoffberger 

Science 

Room 133 18 Windows Used as a computer classroom 

Open for general use at other times 

Room 149 20 Windows Used as a computer classroom 

Open for general use at other times 

Van Meter Room 201 20 Windows Used as a computer classroom 

Open for general use at other times 

Pearlstone 

Student Center 

Commuter Lounge 2 Windows Public Lab for Commuters 

Thormann 

International 

Center 

Room 202 20 Windows Used as a computer classroom 

Open for general use at other times 

Julia Rogers 

Library ï Labs 

Center for Teaching, 

Learning, and 

Technology (CTLT) 

10 Windows General use 

5 Macintosh 

Computer Commons 21 Windows General use 

Library Classroom 16 Windows General use when classes are not in 

session 

Reference Room 10 Windows Reference and research use 

Digital Arts Lab  10 Macintosh Used as a computer classroom 

Open for general use at other times 

 

4.3 What software is available in the public lab facilities? 

 

Microsoft applications installed on public computers include Microsoft Office 

Professional Software (Word, Excel, PowerPoint, Access, and Outlook), Internet 

Explorer, Netscape, and Front Page.  Course-related applications, programs, and software 

(e.g., Maple, SPSS) are also installed on public computers in Hoffberger, Julia Rogers 

Library and Van Meter. 

 

4.4 What printers are available to students? 

 

Each computer classroom and computer lab has at least one local printer for black and 

white output.  High-capacity and color printers are available in the library computing 

areas. One laser printer is available in the Commuter Lounge in the Pearlstone Student 

Center for commuter students. 

 

The college currently automatically limits printouts as part of the Print Wisely program.  

For more information, please see section 5.0.  All printers available to students are 

networked.  Students should check the printer destination before submitting print 

requests. 
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5.0  Print Wisely Program 

 

5.1 What is the Print Wisely Program? 

 

Beginning in the Spring 2006 semester, Goucher College implemented a ñPrint Wiselyò 

program.  The purpose of this program is to discourage wasteful printing, conserve 

environmental resources, and control printing costs to avoid passing these rising costs to 

students.  Decisions on the aspects of this program were developed in collaboration with 

students. 

 

5.2 What is the quota limit for each semester? 

 

For each semester, students will each have a quota of 600 pages.  Six hundred pages for a 

semester is equal to approximately 43 pages per week for 14 weeks.   The decision for 

this 600 page quota was developed by reviewing the Spring 2005 Goucher Student 

Network Printing statistics, the practices of Goucherôs peer institutions, and the practices 

of the U.S. News Top 100 Liberal Arts Institutions. 

 

5.3 What happens when I need to print? 

 

Each time a student wants to print a document from a public or computer lab workstation, 

a confirmation dialog box will appear before the job is printed to the network printer.  

The student has a choice to either print or cancel the printing of the document. 

 

Most student network printers are set up to print on both sides of a piece of paper.  Each 

piece of paper that is printed will count as 1 page.  If a student prints on both sides of a 

page, that will count as 1 page. If a student prints on a color network printer, each color 

page will reduce the studentôs balance by 2 pages. 

 

5.4 What can I do if I run out o f pages? 

 

When a studentôs balance goes below 101 pages, a low balance notification message will 

be e-mailed to the student.  This is a one-time e-mail.  No repeat messages are sent.  If a 

student depletes his or her quota of 600 pages, the student will be able to purchase an 

additional 100 pages for $5.00 by visiting the Help Desk during its normal business hours 

(8:00 a.m. to 5:00 p.m., Monday through Friday). Acceptable methods of payment at this 

time are: cash, check, and money order. 

 

5.5 What happens if I donôt use my quota? 

 

If a student does not use his or her quota of 600 pages, the balance will not be forwarded 

to the next semester. Students will start with a new 600 pages at the beginning of the next 

semester.  

 

If a student purchases additional pages but does not use all of the purchased pages during 
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the Fall semester, the balance of these purchased pages will be carried forward to the 

Spring semester. If a student purchases additional pages but does not use all of the 

purchased pages during the Spring semester, the balance of these purchased pages will 

not be carried forward to the Fall semester. A student will be able to transfer pages from 

his or her account to another student's account. 

 

6.0  E-Mail  

 

6.1 Why do I need a Goucher e-mail account? 

 

Goucher College provides an Outlook/Exchange e-mail account for all students, faculty, 

and staff to enhance the college's communication capabilities.  E-mail is an official 

means of communication for Goucher College. In recognition that certain 

communications may be time-critical, the campus community is expected to check their 

official e-mail address on a frequent and consistent basis in order to stay current with 

college and course communications (e.g., Academic Progress Reports). 

 

The e-mail account also provides access to public folders, a personal calendar for 

appointments and scheduling, the ability to keep a "to do" list, and other functions.  

 

E-mail can be accessed through Microsoft Outlook (on lab machines) or through a web 

browser by using Outlook Web Access.  

 

6.2 What is the Goucher Digest? 

 

The Goucher Digest informs students, faculty, and staff about announcements, upcoming 

events, extracurricular activities, employment opportunities, ride announcements, items 

for sale, lost and found, etc.  The Digest is published Monday through Friday around 9 

a.m. in an e-mail format to the entire campus community.  The Goucher College Home 

Page (http://www.goucher.edu) contains a link to the Digest.  This web page provides 

access to the current edition and archives of the Digest. 

 

To submit a message to the Digest, use your web browser to visit the Digest website 

(http://www.goucher.edu/digest).  Select the link on this web page to login to the Digest 

Editor.  You will be prompted to provide your user name and password.  Type 

gcadmin\<username> in the User Name box, type your password in the password box, 

and select OK .  You will be able to submit your message in ten different categories.  

Select Submit, then double check the information.  Once you are satisfied with the 

information that you have entered, click Publish.  Submissions need to be made by 3 

p.m. the day before your message is to be published.  If you have questions about the 

Digest, contact the Digest Editor at digesteditor@goucher.edu. 

 

6.3 How do I access my e-mail? 

 

To access your e-mail account from one of the campus computer labs, you will use 

Microsoft Outlook.  To access your e-mail from your residence hall room computer or an 

http://www.goucher.edu/
http://www.goucher.edu/digest
mailto:digesteditor@goucher.edu
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off-campus computer, you can use Outlook Web Access through any of the following 

web addresses: 

http://outlook.goucher.edu 

http://email.goucher.edu 

http://mail.goucher.edu 

 

See Appendix C: Accessing Your E-Mail from the Internet using a Web Browser. 

 

6.4 How do I receive e-mail training? 

 

Training sessions are offered at the beginning of each semester.  You may also contact 

the Center for Teaching, Learning and Technology at 410-337-6066 to schedule a 

personal 15-minute training overview. 

 

6.5 Are e-mail groups available? 

 

Web based software is available to the campus community to request e-mail groups.  It is 

designed to provide an easy way to request and maintain specialized e-mail groups or 

lists.  These groups can be used for e-mail based distribution of information, 

announcements, or discussions. Groups are created and ñownedò by an e-mail user who 

requests the creation of the group.  

 

The software allows you to: 

 View and search for existing groups  

 Opt-in or subscribe to a group  

 Opt-out or unsubscribe from a group  

 View all groups to which you are subscribed  

 Request a new group  

 

NOTE: 

 In order to access this software and join a group, you must login with your 

Goucher username and password through the website http://groups.goucher.edu.  

If you are already logged on to the Goucher network, you will not need to log in 

to the website.  

 All lists that are created and maintained at Goucher College are kept private. They 

are never published. 

 

6.6 How do I access Public Folders? 

 

Public folders are a feature of Microsoft Exchange Server that provides an effective way 

to collect, organize, and share information with others in the college community.  Folders 

labeled "Public Folders" appear in the Microsoft Outlook or Outlook Web Access Folder 

List.  

http://email.goucher.edu/
http://email.goucher.edu/
http://mail.goucher.edu/
http://groups.goucher.edu/
mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1033\olmain10.chm::/html/rehowAboutPublicFolders.htm##
mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1033\olmain10.chm::/html/rehowAboutPublicFolders.htm##
mk:@MSITStore:C:\Program%20Files\Microsoft%20Office\Office10\1033\olmain10.chm::/html/rehowAboutPublicFolders.htm##
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6.7 Can I forward my Goucher mail to a different address? 

 

All students that have a Goucher e-mail account have the ability to forward their account 

to a different e-mail address. You can also remove forwarding if you had it forwarded to 

another account.  You can setup forwarding through http://www.goucher.edu/forward. 

 

7.0  Computer Servers and Storage Space for Students  

  

7.1 Can I store personal documents and files on the Goucher network? 

 

Space has been reserved for your personal documents and files on the hard drives of three 

servers on the Goucher network.  Documents and files that are stored on these computer 

servers and systems are backed up daily. 

 

7.2 What computer servers are available to students? 

 

Server Description 

Darwin    Student Personal Network File Space and User Directories: Storage space where 

students can store documents and files.  Documents and files that are stored on the 

network are backed up every day. 

 Student Profiles: When a student logs onto the Goucher network in campus computing 

labs, he/she has access to his/her own personal work environment (e.g., desktop items, 

settings, screen colors, mouse settings, window size and position, network folders, and 

network and printer connections).  

Meyerhoff  Storage space where students can store their web pages for their personal website 

Post  Storage Space that stores: 

Ç Student E-mail 

Ç Student Personal Calendars 

Ç Student Contacts and Address Books 

Ç Student ñTo Doò Lists 

Ç Public Folders 

 

7.3 Are there any storage restrictions or quotas for students? 

 

Since the college only has a finite amount of disk space on each server, the college must 

find a way to equitably divide hard disk space on each of the servers for the campus 

community.  The college has implemented quotas as a way of managing disk storage and 

usage on campus computing servers and systems.  The servers are running quota software 

that limits the amount of space for each individual.  When a person nears the quota limit, 

the individual is given a warning.  When the person has met or exceeded the quota limit, 

some functionality will be lost until the individual removes files to free up disk space. 

http://www.goucher.edu/forward


Student Information Technology Handbook 
 

Fall Semester 2007 http://www.goucher.edu/it/  

 

22 

 

Description Quotas 

 E-mail (Receives a Warning) 

If the student reaches the quota, a warning message will be sent. 

12 megabytes 

 E-mail (Cannot Send) 

If the student reaches the quota, the student will not be able to send e-mail. 

15 megabytes 

 E-mail (Cannot Receive) 

If the student reaches the quota, the student will not be able to receive e-mail. 

25 megabytes 

 Personal Network Storage 

The amount of storage space allocated to the student to store documents and 

files on the campus network. 

500 megabytes 

 Web Page Space 

The amount of storage space allocated for web pages for the student. 

100 megabytes 

 Blackboard Upload Size 

The maximum size of a single document or file either as an email attachment 

or digital dropbox submission. 

100 megabytes 

 E-mail (E-Mail Attachment)  

The largest size document or file that can be attached to an e-mail message.  

NOTE: Certain types of attachments are also not permitted because of the 

likelihood of viruses.  The college reserves the right to delete or remove 

messages that may be harmful to the college community. 

6 megabytes 

 

7.4 How do I connect to campus computing servers and systems? 

 

For this example, assume you are using a computer running Windows in a public lab. 

First, you will be prompted to enter a Username, a Password, and a Domain 

(GCADMIN).  The information you enter will be checked to see if you are an authorized 

user.  At this point, you may start to type a document in Word and you can store the 

document in your User Directory (personal network storage space) on Darwin.  

 

Double-clicking the Microsoft Outlook icon will give you access to your e-mail that is 

stored on the email server.  Double-clicking Internet Explorer will give you access to the 

Internet and to any Goucher web pages that you have created and stored on the 

Meyerhoff server. 

 

7.5 How do I store my files on the Darwin server (student file storage space)? 

 

Your user directory is stored on Darwin, and you can access this folder to save and open 

files.  This folder, normally mapped as network drive G when logged into a campus 

computer, is located at \\DARWIN\Users\<username>.  This network drive can be 

accessed like any other drive on the computer.  You can double-click the network drive to 

access your folder, or you can choose your folder when saving a file in a software 

application like Word. 

 

To access your user directory on Darwin from your personal computer please see 

instructions for PCs in Appendix D and for Macs in Appendix E. 
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7.6 How do I store my files on the Post system (student e-mail)? 

 

Your Exchange e-mail is stored on Post automatically.  Your Inbox will be configured 

with Post as the Microsoft Exchange server, and your User name as the Mailbox. 

 

7.7 Can students create their own web page? 

 

Each student can create his or her own personal web page.  In order to create a web page, 

the student needs to contact the Help Desk.  Once the request is received, a directory is 

created on the Meyerhoff system.  Once the directory has been created, detailed 

instructions to store and access files on Meyerhoff are sent to you via e-mail.   

 

7.8 How do I store my files on the Meyerhoff system (student web pages)? 

 

When a student asks the Help Desk to create a personal web page, a directory is created 

and detailed instructions to store and access files on Meyerhoff are sent to you via e-mail.  

You may manage your files through Drag and Drop techniques (by mapping Meyerhoff 

as a network drive and then dragging files to the network drive), by FTP (File Transfer 

Protocol), by using Microsoft Front Page, or using other software (e.g., Dreamweaver).  

While logged onto a lab computer, you can access your student web files using the ñWò 

drive. 

 

8.0  Campus Manager 

 

8.1 What is Campus Manager? 

 

Residential student computers are increasingly more susceptible to computer viruses and 

spyware. Infections by viruses or spyware can slow down your computer, damage your 

computer, and infect other students on campus.  Therefore, beginning in Fall 2005, 

Goucher College implemented a Campus Manager ñSafe Computingò environment 

for all student computers in the residence halls.  This environment has been 

implemented so that all student computers have the proper software installed to combat 

viruses and spyware.  In order to protect your computer from harmful viruses and 

spyware, Campus Manager helps ensure that you have the latest Windows operating 

system update and that you have McAfee Anti-Virus and AntiSpyware software installed 

and running on your computer.  Goucher College provides McAfee Anti-Virus and 

AntiSpyware software and updates free to all registered students.  

 

8.2 Are there Windows Operating Systems that will no longer work on the Goucher 

network? 

 

Please note that students should not bring computers to campus with the following 

operating systems since they will not be able to connect to the Campus Manager ñSafe 

Computingò environment, the campus network, or the Internet: Windows 98, Windows 

95, Windows ME, Windows NT, and Windows for Workgroups 3.11.  
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8.3 What can I do before I arrive on campus? 

 

If you have Windows XP or Windows 2000 installed on your computer, please be sure 

that you have installed the latest software updates for your operating system before you 

arrive on campus.  If you are using Windows XP, you will need the Service Pack 2 

update and if you are using Windows 2000, you will need the Service Pack 4 update.  

You can obtain the latest Windows updates from http://windowsupdate.microsoft.com. 

 

8.4 What will be required to connect to the campus network and the Internet? 

 

1. Computers (and game systems) will need to be registered to connect to the campus 

network and the Internet (All computers and game systems) 

2. Computers will need to have the latest operating system updates software before 

connecting (Windows computers only) 

3. Computers will need to have McAfee anti-virus software installed and running before 

connecting (Windows computers only) 

4. Computers not up to date will be quarantined so they can download needed software 

and updates (Windows computers only) 

 

8.5 Why do I need to register my computer before connecting to the campus network 

 and the Internet? 

 

Your computer is registered so that if there is a problem or issue with your computer, 

assistance can be provided to you quickly.  

 

8.6 How do I register my computer? 

 

Each semester you will be asked to register your computer.  You will need to open a web 

browser (NOTE: Internet Explorer is preferred for the initial registration process) to 

complete a registration form.  You will need your Goucher GCADMIN username and 

password to complete the registration form. 

 

8.7 What happens if my computer is quarantined? 

 

Your computer will be quarantined if your Windows computer does not have the latest 

operating system, and McAfee anti-virus software installed.  If your computer is placed 

in quarantine, you will be provided with a web page that will allow you to download the 

needed software and updates so that you can connect to the campus network and the 

Internet.  

 

8.8 What happens when my Windows computer is connected to the campus network 

 and the Internet? 

 

Campus Manager runs periodic tests on computers in residential halls to determine 

compliance with security standards for Goucherôs ñSafe Computingò environment.  

http://windowsupdate.microsoft.com/
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Campus Manager may isolate your computer in a quarantine area if it is not satisfied with 

the software configuration of your Windows computer.  The tests used may change over 

time, so passing security screening once does not guarantee your computer will always 

pass the tests even if you make no changes to your operating system. When your 

computer fails testing, it will be quarantined and provide you with an explanation for the 

quarantine and how to take corrective action.  For example, your computer will be 

quarantined if it has a virus or patches to your Windows operating system are out of date. 

 

8.9 What happens if I have installed an anti-virus software program other than 

 McAfee? 

 

If you have installed an anti-virus software program other than McAfee, Campus 

Manager will ask you to uninstall the software and install McAfee.  Having common 

anti-virus software will allow the campus to send immediate anti-virus updates to all 

resident student computers in the event of a new virus.  Goucher college uses the 

Enterprise version (and not the personal version) of McAfee anti-virus software. 

 

8.10 What happens if I have installed an anti-spyware software program? 

 

You will not be required to uninstall other anti-spyware software. 

 

8.11 What if I want to connect a game system to the campus network and the Internet? 

 

You will need to e-mail the Help Desk with your full name, the MAC address (physical 

address) of your game system, and your Goucher GCADMIN username.  Your request 

will be processed as soon as possible and the Help Desk will e-mail you when your game 

system has been registered.  Directions for obtaining the MAC address of your game 

system can be found on the Information Technology website. 

 

8.12 What do I need to do if I do not have the Windows operating system (e.g., Mac OS 

 operating system)? 

 

You will simply need to register your computer. 

 

8.13 What happens if my computer fails the scan? 

 

A list of required installations will display if a scan has failed.  Anything that is in red 

and with a thumb down symbol (      ) will need to be installed before your computer will 

pass the scan.  Click on the red links and follow the instructions on how to resolve the 

problem.  Once you have fixed all the problems, re-scan your computer to complete the 

registration process.  Please contact the Help Desk if you continue to fail the scan and no 

other information is provided. 
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8.14 I clicked on the link to install McAfee VirusScan but itôs not doing anything.  What 

should I do next? 

 

The McAfee VirusScan is actually a silent install, which means that the program is 

installing without any visuals.  Please be patient as the installation can take up to 15 

minutes.  Once it is complete, you will receive a message that states the installation is 

complete and that you will need to restart your computer. 

 

8.15 What happens next after I successfully pass the scan? 

 

Once you have passed the scan your computer will be registered and connected to the 

network.  To get on the Internet, simply close the current window and re-launch Internet 

Explorer or any other browser. 

 

9.0  On-Campus Network Connections 

 

9.1 Can residential students connect to the campus network and the Internet? 

 

Each residential room contains a network outlet for each student to connect their 

computer to the campus network and the Internet.  Commuters can connect to the campus 

network and the Internet through Goucherôs Dial-in Modems (Section 9.0) and Virtual 

Private Network (VPN) capabilities (Section 10.0). 

 

9.2 What are the steps for connecting to the network? 

 

Please see Appendix D. 

 

9.3 What computer equipment do I need to connect to the campus network? 

 

In order to connect to the campus network, you will need: 

 

1. Computer Workstation 

 A PC computer running Windows 2000 w/ SP4/XP w/ SP2 Operating 

System. 

    OR 

 A Macintosh computer running the MacOS 10 or later Operating System. 

 

2. 10/100 Base-T Ethernet card  

A 10/100 Base-T Ethernet card allows your computer to communicate with the 

Goucher network.  If you are purchasing a new computer for use on campus, 

make sure that the computer comes with a 10/100 Base-T Ethernet card 

already installed.  Please note that an Ethernet card is not the same thing as a 

modem.  Most new computers can be purchased with a 10/100 Base-T Ethernet 

or Network card as a part of the computer.   
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If your computer does not have a 10/100 Base-T Ethernet card, you can 

purchase one at any major computer retailer or at the Goucher Bookstore.  

Most retailers that sell network cards also offer installation services.  If you 

have a vendor install the card for you, make sure they provide you with all 

documentation and driver disks that came with the network card.  

 

3. Category 5 Network Cable (RJ45)  

In addition to a 10/100 Base-T Ethernet card, your computer must also have a 

10/100 Base-T (RJ45) network cable.  Please note that this is not the same 

thing as a phone cable.  The Category 5 Network cable is used to connect your 

computer to the network wall outlet in the room. 

 

A network cable is sometimes included when you purchase a network card.  If 

you do not have a network cable, you can purchase one at any major computer 

retailer or at the Goucher College Bookstore.  A 25-foot network cable should 

be long enough for any dorm room on campus.   

 

9.4 What software do I need to connect to the campus network? 

 

Goucher College is allowed to distribute Microsoft Internet Explorer (web browser) to 

students for use on their personal computers.  Students may choose to use other web 

browser applications on their personal computers but the college only supports Internet 

Explorer and at this time.  Goucher College will assist students in installing and 

configuring this software. 

 

9.5 Where can I get help setting up my connection to the campus network? 

 

A connection to the campus network and the Internet is provided for each student in the 

Residential Housing facilities.  Assistance is provided to students in connecting their 

computer to the Goucher College Network during the Connection Fair. 
 

A blue hangtag will be placed in each studentôs mailbox in the Post Office in Pearlstone. 

Blue hangtags will also be available from the Residential Advisors (RAs) and will be 

posted on bulletin boards in the residential halls. Students simply fill out the necessary 

information on the hangtag and hang it on the door to their residence hall room on any of 

the days and times specified below for their house or hall. NOTE: This hangtag should 

be used for computer, telephone, voice mail, cable television, and Microsoft Office 

Professional installation problems. Information Technology personnel will visit 

buildings at specific days and times to assist students in connecting their computer to the 

campus network or assist students who may be experiencing problems. We recommend 

that you remain available to answer any questions, but if you must leave the room, you 

may check the box on your hangtag giving permission for staff members to enter your 

room and check your connections in your absence. Information Technology staff 

members will not enter a student's room unless they are given permission in this way; 

otherwise, you will have to wait for the next scheduled date and time.  
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Prior to the Connection Fair, students may report problems to the Help Desk.  Assistance 

will be provided on a first-come, first-served basis until the Connection Fair begins.  

 

If you are still having problems after the Connection Fair is over, please contact the Help 

Desk.   

 

If you have a PC workstation or laptop with the Windows XP/2000 Operating System, 

you can try to set your computer settings following the directions in Appendix D.  If you 

have any problems in using these directions, please use the hangtag during the 

Connection Fair to obtain assistance from a technician.  

 

9.6 Are there wireless network capabilities for student laptop computers? 

 

Laptop computers with wireless access can connect to the Internet and the Goucher 

network through campus "Hot Spots" and outdoor antennas. Wireless network/Internet 

capabilities are provided in the following locations:  

 

 Alumnae/i House: Buchner Hall and 

Scheeler Board Room  

 Dorsey Center  

 Froelicher Hall: Thormann Center  

 Gazebo  

 Gopher Hole  

 Heubeck Hall: Heubeck Multi-

purpose room and Heubeck lounge  

 Hoffberger Science  

 Julia Rogers Library  

 Kelly Lecture Hall  

 Kraushaar Auditorium  

 Merrick Hall  

 Meyerhoff  

 Pearlstone  

 President's House  

 Rosenberg Gallery  

 Sports and Recreation Center: New 

Gym and Swimming Pool  

 Stimson: Dining Hall  

 The "T" residence hall classroom 

 Van Meter Hall  

 All residential hall common rooms  

 Residential quad outside area  

 Areas outside all academic buildings 

from the Dorsey Center to Stimson 

 

Laptop computers can connect to the campus network through a wireless network 

connection in selected locations throughout the campus. Laptop computers with this 

capability will be able to access the campus network, campus computer servers, and the 

Internet without having to connect the laptop to a network outlet.  

 

Please note that wireless network access supplements the traditional wired campus 

network and does not provide the same speed as the current network. Wireless network 

access is created by the installation of wireless "Hot Spots" in campus buildings. Please 

note that wireless network access may not extend to all areas of the specified buildings at 

this time. Also note that based on the location of the "Hot Spots" and outside antennas, 

wireless access also extends outside campus buildings.  Hot spots are not available in the 

dorm rooms.  However, some leak through may occur. 

 

In order to use this wireless network access, your laptop must be equipped with a 

standard 802.11b/g network card. If your laptop does not have wireless capabilities or a 
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wireless card, the Help Desk can provide you with purchasing advice. The laptop must 

also be registered and configured to use Goucher "Hot Spots". 

 

If you are interested in using this wireless capability, please contact the Help Desk. The 

Help Desk can assist you in preparing and registering your laptop to use this wireless 

network access. 

 

Please see Appendix B to review the Goucher College Wireless Policy. 

 

10.0  Off -Campus Network Connections: Dial-In Modem Access  

 

10.1 If I am a commuter living off -campus, do you provide modem access? 

 

One method of connecting to the Goucher network from an off-campus location is 

through Goucherôs dial-in modem pool.  All students can use the dial-in modem access 

from an off-campus location using this method.  The dial-in service provides access to e-

mail, campus computing systems, and the Internet.  NOTE: Goucher College does not 

provide a toll free 800 number to allow students to connect to the Goucher modem pool.   

 

10.2 How do I qualify for using the dial-in connection and how much does it cost? 

 

Students living off-campus can use the dial-in connection.  Students living on-campus do 

not need a dial-in connection from their residential hall room since they can connect 

directly to the Goucher College network through the network outlet provided for each 

student. 

 

Students pay no service charges for dial-in services.  However, students are responsible 

for purchasing their own computer and modem.  

 

10.3 What computer equipment do I need for using the dial-in connection? 

 

In addition to a PC computer running the Windows 98/ME/2000/XP Operating System or 

a Macintosh running the MacOS 10.2 or later Operating System, you will need a modem.   

A modem allows your computer to communicate with the Goucher network via the 

Goucher College modem pool.  Currently, Goucherôs modem pool allows connections at 

a maximum speed of 56K. 

 

10.4 Do I need to apply for a dial-in connection? 

 

If you have a Goucher computer account, you will be able to use the dial-in modem 

access. 

 

10.5 Where can I get help with setting up my dial-in connection? 

 

Information on connecting your computer and modem to the Goucher College modem 

pool can be obtained on the Information Technology website 
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(http://www.goucher.edu/it/).  Commuters using the dial-in service are responsible for the 

installation and configuration of software on their home computers.  Students may call 

the Help Desk to ask questions or seek assistance in troubleshooting problems. 

 

11.0  Off -Campus Network Connections: Virtual Private Network (VPN) Access 

 

11.1 What is the purpose of a Virtual Private Network (VPN) connection? 

 

If you are using an off-campus computer connected to an Internet Service Provider (ISP) 

through a cable modem or a Digital Subscriber Line (DSL), Virtual Private Network 

(VPN) access allows you to log in to the Goucher Network and access campus computing 

resources in a secure fashion over the Internet. 

 

11.2 What are the steps for using Virtual Private Network (VPN) access? 

 

1. Connect to your Internet Service Provider (ISP) through a cable modem, a Digital 

Subscriber Line (DSL) or other high speed connection. 

2. Create a Virtual Private Network (VPN) connection to Goucher settings on your 

computer.  Instructions on how to create a VPN connection can be found at 

www.goucher.edu/it. 

3. Click on an icon to connect your computer to Goucher through the VPN connection. 

4. Begin to access Goucher computing resources. 

 Access files and documents in your personal network folder on the Darwin 

computing system 

 Access files, documents, and web pages in your web folder on the Meyerhoff 

computing system 

 

11.3 How do I access my Darwin files and documents using VPN? 

 

1. Connect to Goucher using the Virtual Private Network (VPN) Connection. 

2. Click on the start button and then click on Run. 

3. Find and open your personal network folder on the Darwin computing system. 

 On the Open line, type in \\darwin\users\username\ and click OK  where 

username is your Goucher Network (GCADMIN) user name. 

 

11.4 How do I access my Meyerhoff files, documents, and web pages using VPN? 

 

1. Connect to Goucher using the Virtual Private Network (VPN) Connection. 

2. Click on the start button and then click on Run. 

3. Find and open your personal web page folder on the Meyerhoff computing system. 

 On the Open line, type in \\meyerhoff\students_web\username\ and click OK  

where username is your Goucher Network (GCADMIN) user name. 

 

11.5 What computer equipment is needed for Virtual Private Network (VPN)? 

 

If you are currently connecting your computer to an Internet Service Provider (VPN) 

http://www.goucher.edu/it/
file:\\darwin\users\username\
file:\\meyerhoff\students_web\username\
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through a cable modem or a Digital Subscriber Line (DSL), you will not need any 

additional equipment.  You will need to set up a Virtual Private Network connection to 

Goucher on your computer.  

 

11.6 How do I apply for a Virtual Private Network (VPN) connection? 

 

If you have a Goucher computer account, you will be able to use Virtual Private Network 

(VPN) access. 

 

11.7 Where can I get help with a Virtual Private Network (VPN) connection? 

 

Information on connecting your computer to the Goucher Network through a Virtual 

Private Network (VPN) connection can be obtained on the Information Technology 

website (http://www.goucher.edu/it/).  Students may call the Help Desk to ask questions 

or seek assistance in troubleshooting problems. 

 

12.0  Telephone Services 

 

12.1 What telephone services are available to students? 

 

All residential students receive a voice mail account at no charge.  Every residence hall 

room at Goucher is furnished with telephone lines.  Each student receives a separate 

phone line and phone number.  Students will need to bring their own telephone to 

campus.  Long distance rate plans are not available to students.  

 

12.2 What equipment do I need to bring to campus? 

 

Residential students will need to bring their own telephones and telephone cable to 

connect their phone to the telephone wall outlet.  Students do not need to bring answering 

machines since the college provides voice mailboxes for all students.  Students should not 

bring a cordless phone because of problems that may occur due to interference. 

 

12.3 What do I do if I am having trouble with the residence hall telephone service? 

 

Students who are experiencing telephone problems should place a blue hangtag on their 

residential room door during the Connection Fair.  A hangtag on the door alerts the 

Information Technology staff to stop by the room and help you with a computing, 

telephone, or cable television problem.   

 

If you are experiencing problems with your telephone service after the Connection Fair, 

please contact the Help Desk. 

 

12.4 How do I make a call to another student or to campus offices? 

 

To make a call to another student or to a campus office, simply dial the four digit 

extension. 

http://www.goucher.edu/it/
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12.5 How do I make local and toll free telephone calls? 

 

From campus phones, dial 9 + number to make local calls.  Please note that local 

Baltimore calls require you to dial both the area code and the phone number.  To make 

toll free calls dial 9 + 1 + 10-Digit Toll Free Number. 

 

12.6 Are long distance services available? 

 

Goucher College does not provide long distance telephone services and options for 

students.  Students who were given a PAETEC calling card for use will need to dispose 

of it.   

 

12.7 How do I make a long distance call? 

 

You can use a pre-paid calling card to make a long distance call from the residence hall 

room phone. 

 

12.8 What is the Call Pilot Voice Messaging System? 

 

As a Goucher student, you are provided with a voice mailbox on the Call Pilot Voice 

Messaging System.  This voice mailbox performs the same functions as a telephone 

answering machine, as well as advanced functions.  Since the Voice Mail system is 

provided, students will not need a traditional telephone answering machine. 

 

12.9 How do I know if there are new messages in my voice mailbox? 

 

When there is a new message in your voice mailbox, you will hear a tone similar to a 

busy signal when you pick up your phone receiver.  You do not have to remove the new 

message to make a call. 

 

12.10 How do I log into my voice mailbox from my residence hall phone? 

 

 Dial 6099.  You will hear, ñCall Pilot from Nortel Network, Mailbox?ò 

 Press the # sign.  You will hear, ñPassword?ò 

 Enter your password and then press the # sign.  Your initial password is ñ12 + your 4 

digit extensionò.   

 NOTE: You should change your password as soon as you access the system for the 

first time. 

 

12.11 How do I log into my voice mailbox from another phone? 

 

 Dial 6099 if you are on-campus, or 410-337-6099 if you are off-campus.  You will 

hear, ñCall Pilot from Nortel Network, Mailbox?ò 

 Enter your voice mailbox number, then press the # sign.  You will hear, ñPassword?ò 

 Enter your password and then press the # sign. Your initial password is ñ12 + your 4 
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digit extensionò.   

 

12.12 How do I listen to a message in my voice mailbox? 

 

 After logging into Call Pilot Voice Mail listen to the mailbox summary. 

 To play the message, press 2. 

 To skip back while playing the message, press 1. 

 To skip forward while playing the message, press 3. 

 To pause the message, press the # sign.  To continue playing the message, press 2. 

 To go to the next message, press 6. 

 To go to the previous message, press 4. 

 To go to a specific message, press 86, then enter the message number and press the # 

sign. 

 To delete a message, press 76 while playing the message. 

 To restore a deleted message, press 76 while playing the message. 

 

12.13 How do I change my voice mailbox password? 

 

When you log into your voice mail box for the first time the system will prompt you to 

change the default password. Your password will also expire periodically for security 

reasons.   Use the instructions below to change your password: 

 

 While logged into Call Pilot Voice Mail, press 84. 

 Enter your new password, then press the # sign.  Please Note: Your password can be 

from 4 to 16 digits.  It cannot be the same repeating digit, consecutive digits, or same 

as the mailbox number.  It has to be different from the current password. Enter your 

new password again, then press the # sign. 

 Enter your old password, then press the # sign. 

 

12.14 How do I record my voice mailbox greeting? 

 

The Voice Messaging System allows you to record a personal greeting that callers will 

hear when they reach your voice mailbox.  You can create an internal greeting for on-

campus callers and an external greeting for off-campus callers.  If you want the same 

greeting for both on-campus and off-campus callers, create an external greeting only. 

 

 While logged into Voice Mail, press 82. 

 For your external greeting, press 1.  For your internal greeting, press 2. 

 To review the greeting, press 2. 

 To record the greeting, press 5. 

 To end the recording, press the # sign. 

 When you have finished recording, you can review the greeting (press 2), re-record 

the greeting (press 5), or delete the greeting (press 76). 

 To exit, press 4. 
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12.15 How do I record my voice mailbox personal verification/identification? 

 

The Call Pilot Voice Messaging System allows you to record your name for personal 

verification/identification.  This personal verification will then be attached to any 

messages you leave for other Call Pilot Voice Mail users. 

 

 While logged into Voice Mail, press 829. 

 To hear the name for personal verification, press 2. 

 To record the name for personal verification, press 5. 

 To end the recording, press the # sign. 

 When you have finished recording, you can review the name for personal verification 

(press 2), re-record the name for personal verification (press 5), or delete the name for 

personal verification (press 76). 

 To exit, press 4. 

 

12.16 How do I use Express Messaging? 

 

Express Messaging is a way to deposit a message directly into another Call Pilot Voice 

Mail userôs voice mailbox.   

 

 Dial 6582. You will hear, ñExpress Messaging. To mailbox?ò 

 Enter the voice mailbox number of the person for whom you are leaving the message, 

and then press the # sign. 

 You will hear, ñPlease leave a message after the tone.ò 

 After recording your message, you may hang up. 

 

13.0  Cable Television Services 

 

13.1 What Cable Television Services are available? 

 

Cable Television services are provided throughout the campus, classrooms, and common 

areas.  One cable television connection is provided for each room in the residential 

housing facilities.  There are 77 cable television channels with 3 channels for Goucher 

instructional materials that include foreign news feeds such as SCOLA. 

 

13.2 How do I qualify for Cable Television Services and how much does it cost? 

 

All students living on campus are eligible to receive cable television services.  There are 

no additional charges for receiving cable television.  Students are responsible for 

purchasing their own televisions and coaxial cables. 

 

13.3 What equipment do I need to use the Cable Television Services? 

 

In addition to a cable-ready television, you will need a television coaxial cable long 

enough (25 feet) to connect your television to the cable television wall outlet.  If you do 
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not have a coaxial cable, you can purchase one at any major electronics retailer or at the 

Goucher College Bookstore.  

 

13.4 I am connected but I am receiving only a few channels. 

 

Remember, you need to set up your television to be ñcable ready.ò  Use the program 

button or menu button on the remote control or your television to insure that your 

television is set to cable and not antenna. 

 

13.5 Whom do I contact if I have questions or problems? 

 

Questions or problems with Cable Television Services should be reported to the Help 

Desk. 
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13.6 What Cable Television channels are available? 

 
Channel  Service Channel  Service 

2 OUTDOOR LIFE NETWORK 36 LIFETIME 

3 ESPN 2 37 HISTORY CHANNEL 

4 ESPN CLASSIC 38 DISCOVERY CHANNEL 

5 ESPNEWS 39 TLC ï THE LEARNING CHANNEL 

6 ESPN 40 ANIMAL PLANET  

7 COMCAST SPORTSNET 41 DISCOVERY HEALTH 

8 CN8 ï THE COMCAST NETWORK 42 CARTOON NETWORK 

9 USA NETWORK EAST 43 DISNEY CHANNEL 

10 ABC FAMILY CHANNEL  44 NICKELODEON 

11 Goucher Bulletin Board 45 TV LAND  

12 ABC ï WMAR 2 (BALTIMORE) 46 HGTV ï HOME & GARDEN TELEVISION 

13 QVC 47 HSN ï HOME SHOPPING NETWORK 2 

14 WB ï WNUV 54 (BALTIMORE) 48 FOOD NETWORK 

15 FOX ï WBFF 45 (BALTIMORE) 49 STYLE 

16 C-SPAN 50 EWTN 

17 C-SPAN2 51 TBN ï TRINITY BROADCAST NETWORK 

18 UNIVISION ï WMDO (WASHINGTON) 52 VH1 

19 PBS ï WHUT 32 (WASHINGTON) 53 MTV 

20 PAX TV 54 CMT ï COUNTRY MUSIC TELEVISION 

21 NBC ï WBAL 11 (BALTIMORE) 55 SPEED CHANNEL 

22 PBS ï MPT (ANNAPOLIS) 56 THE GOLF CHANNEL 

23 CBS ï WJZ 13 (BALTIMORE) 57 COURT TV 

24 UPN ï WUTB 24 58 CNN 

25 GOVT ACCESS (BALTIMORE COUNTY) 59 CNN HEADLINE NEWS 

26 PBS ï WETA (WASHINGTON) 60 CNBC 

27 AMC ï AMERICAN MOVIE CLASSICS 61 MSNBC 

28 TCM ï TURNER CLASSIC MOVIES 62 WEATHER CHANNEL 

29 Goucher Television Station (WGTN) 63 FOX NEWS CHANNEL 

30 TNT ï TURNER NETWORK TELEVISION 64 GAME SHOW NETWORK 

31 TBS SUPERSTATION 65 E! ENTERTAINMENT TELEVISION 

32 FX 66 COMEDY CENTRAL 

33 SCI-FI CHANNEL 67 BET ï BLACK ENTERTAINMENT TELEVISION 

34 SPIKE TV 68 TV ONE 

35 A&E ï ARTS & ENTERTAINMENT 69 TECH TV 

36 LIFETIME 70 SCOLA 

37 HISTORY CHANNEL 71 Video Channel 

38 DISCOVERY CHANNEL 72 TV5 

39 TLC ï THE LEARNING CHANNEL 73 HBO 1 

40 ANIMAL PLANET  74 HBO 2 

41 DISCOVERY HEALTH 75 HBO Comedy 

42 CARTOON NETWORK 76 HBO Family 

43 DISNEY CHANNEL 77 HBO Signature 

44 NICKELODEON 78 Thormann Satellite Channel 
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14.0  Cdigix Online Music 

 

14.1 What are Cdigix Features & Capabilities? 

 

The Ctrax Online Music service will allow you to: 

 

 Search for a song: You can perform a search by artist, the song title, or the album 

name. You can also browse the top songs, top albums, a genre, or see songs that 

have been recently added.  

 Play a sample of a song: Once you have located a song, you can play a 30 second 

sample of the track so that you can determine if you want to add the song to a 

playlist, download the song, or buy the song.  

 Build a playlist: You can create multiple playlists of your choosing to stream 

songs.  

 Add a song to the Playlist: Once you have found a song, you can it to your 

playlist. You can also copy multiple songs to your playlist at a time.  

 Stream songs on your Playlist: Once you have built a playlist, you can begin to 

stream and listen to the full length of each song on your playlist.  

 Download a song: Downloading a song to your computer lets you to play the 

song whether you are connected to the Internet or not. The song file stays on your 

computer until you delete it. All downloads use Microsoft Windows Media Audio 

format encoded at 128kbps. You can play a song after you download it by 

opening your Microsoft Windows Media Player and going to the Library tab. 

Once you locate the song in the list, double click it to play it. You will not be 

charged for downloading a tethered (restricted) song. Once the song has been 

purchased, there are no longer any restrictions and it becomes your property.  

 Buy a song/album: You can purchase a track for $0.89 per song or $9.99 per 

album. Once you buy a song or album, you can transfer the song to any .wma 

supported portable player or burn it to a CD with Windows Media Player. Users 

with iPods or portable players with MP3 exclusive compatibility will have to burn 

the .wma songs to CD first and then rip them into whichever format they choose 

(MP3, AAC, etc).  

 

14.2 Where do I sign up? 
 

http://media.cdigix.com 

 

14.3 What does it cost? 
 

1. Tethered downloads are free. 

2. $0.89/song or $9.99/album to copy to your mp3 player or burn to a CD. 

 

14.4 What is a ñtethered downloadò? How does it work? 
 

A tethered download refers to the privileges determined by digital rights management 

(DRM) technology. In order to protect the copyright of the files, the DRM technology 

http://media.cdigix.com/
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restricts the ability to burn, copy, or transfer the file to an mp3 player or another person. 

Also, you will need to be connected to the internet after 30 days of downloading a 

tethered file to continue listening to the file. When you purchase a song for the $0.89 fee, 

you are receiving a file that you now own and can listen to with fewer restrictions. 

 

14.5 What format is music downloaded through Ctrax? 
 

Ctrax uses the Windows Media Audio (*.wma) encoded at 128kbps. 

 

14.6 Will the service be limited to on-campus users? 
 

No, this service will be available to all students, staff, and faculty. For pricing 

information, please refer to the ñWhat does it cost?ò question. 

 

14.7 Is this available to Mac users? 
 

The Student Online Music Committee asked vendors in the marketplace to provide 

information on their ability to provide service for students with Macintosh computers. 

We wanted a solution for the Spring pilot that included a solution for both PC and 

Macintosh.  One of the vendors that we contacted was Apple. Apple indicated that they 

would provide us with a discount if we pre-purchased 10,000 tracks. If we did, we would 

get a discount from $0.99 a track to $0.95 per track.  

 

All of the other vendors indicated that they did not have a solution for the Macintosh 

platform at this time except for iTunes. The vendor that was selected has indicated that 

they are trying to work on a solution to provide this service. And groups are trying to 

pressure both sides (PC and Mac) to pardon the expression "play together".  

So there is not a solution available for Mac users at this time, but Cdigix has plans to 

make it available to Mac users at some future date. 

 

14.8 Can I transfer songs to my iPod? 
 

Yes, you have to buy the track. Burn it to a CD, then re-rip the song to mp3 and then you 

may transfer it to your iPod. If you have a portable player that is WMA / DRM enabled, 

then you may transfer the song straight from Windows Media Player. Unfortunately 

Apple has locked their iPods to their own proprietary service and file format. 

 

14.9 How are users authenticated? 
 

You will use your Goucher e-mail address to register. During the registration process, 

you will be asked to create your own password. 

 

14.10 How often is the music catalog updated? 
 

The music catalog will be updated twice a week from MusicNet. 
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14.11 What happens when I am no longer affiliated with Goucher? What happens to my 

music? 
 

Once you leave Goucher, you will no longer be eligible to access Cdigix through 

Goucherôs contract, but you will be able to subscribe at currently available consumer 

rates. The music you downloaded via the subscription service will only be accessible for 

a period of 1 to 30 days (depending on when the status check occurs) after your account 

is terminated. The songs you paid for separately are yours to keep. 

 

13.12 Can I do this from off campus? 
 

Yes, you can use Cdigix from off campus.  

 

14.13 Will this work when Iôm away from campus?  
 

Ctrax is limited to three unique computers per user, and those three computers can be 

located on or off campus.  

 

14.14 How many different artists can be found on Ctrax? 
 

Currently there are 96,000 artists that have music on Ctrax. For a complete catalog of 

songs and music from these labels see 

www.musicnet.com/downloads/MusicNetPartnerLabels.pdf (NOTE: This link opens a 43 

page Adobe Acrobat Document). Some groups or artists however, including the Beatles, 

AC/DC, Led Zepplin, Bob Seger, Garth Brooks, Evanescence, and some others have 

made a decision not to allow any music service to distribute their music. Cdigix is 

continually working to negotiate with music industry representatives for material 

currently not available. 

 

14.15 When downloading songs, it gets to 99% and then fails 
 

When the song download reaches 99%, it then seeks to acquire a license to permit 

playback of the song. If you are running an older version of Windows Media Player, you 

will be unable to get the license. You'll need to update your player. Open Windows 

Media Player and go to the help menu. Then choose "Check for Player Updates". 

You may also get this message if your My Documents folder is stored on Magellan or 

Darwin. To change the location of where Cdigix downloads music, click on Settings 

located on the right side of the Cdigix site. Change the location to your C: drive. You can 

also create a folder by typing the path like this: C:\test\. 

 

14.16 Are there issues with Windows Service Pack 2? 
 

No, however you must make sure that you install the Active X control for Ctrax. This 

Active X is somewhat cryptic in Windows XP SP2, because it blocks the install instead 

of popping up a message to continue the install. You will see a bar just under the URL 

address in Internet Explorer, simply click the bar to install the Active X. You will also 

http://www.musicnet.com/downloads/MusicNetPartnerLabels.pdf
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have to update your Flash player as installing Service Pack 2 will revert the Flash player 

back to an older version. This Flash player update is available at Flash.com 

 

14.17 Whom do I contact if Iôm having problems? 

 

1. View the Cdigix Frequently Asked Questions (FAQs).  

2. Click on the Help link, which is located in the top right corner of the Cdigix web page 

once you login. By clicking the Help link, you are opening a trouble ticket with Cdigix.  

3. Email support@cdigix.com if you are unable to submit a question using the Help link.  

 

14.18 Where can I find more information?  
 

http://www.cdigix.com 

 

 

15.1  What is the Goucher CampusWEB portal?  

 

CampusWEB is a web-based portal.  It acts as a central location for information from 

several different systems, providing the college community with private access to specific 

information on-line.  Viewing the Schedule of Classes, Student Course Schedules, and 

unofficial transcripts are just some of the features available in CampusWEB. 

 

15.2 What can students do with CampusWEB? 

Students have the ability to perform the following functions in the Goucher CampusWEB 

portal: 

1. View Course Descriptions for Goucher College  

2. View Schedule of Classes for Goucher College  

3. View personal course schedule  

4. View unofficial transcripts  

5. View grades  

6. View advisor profile information  

7. View transcript analysis  

8. View contact information for students, faculty, and staff  

9. View current billing information  

10. Maintain profile information such as e-mail address, web address, phone number, etc. 

11. Mark specific profile information as private, making it unavailable to other students  

 

15.3 How do I access the CampusWEB portal?  

You can access CampusWEB through the Goucher website (http://www.goucher.edu) or 

through the CampusWEB website (https://campusweb.goucher.edu). 

 

15.4 How do I receive CampusWEB portal training? 

Training sessions are offered at the beginning of each semester.  You may also contact 

the Center for Teaching, Learning and Technology at 410 337-6066 to schedule a 

personal 15-minute training overview. 

15.0  CampusWEB Portal 

http://www.cdigix.com/website/cdigix/faqs.asp
mailto:support@cdigix.com
http://www.cdigix.com/
http://www.goucher.edu/
https://campusweb.goucher.edu/
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15.5 How do I set up my CampusWEB account? 

A CampusWEB account is automatically created for you. 

 

15.6 How do I login to CampusWEB? 

The first time you login, you will need to enter your GCADMIN username and your 

social security number without dashes as the password.  You will be immediately 

prompted to change your password to something of your own choosing. 

 

15.7 What if I cannot remember my CampusWEB password?  

If you forget your CampusWEB password, contact the Help Desk for assistance.   

 

15.8 Whom do I call if I am having a problem with my CampusWEB account? 

If you are experiencing problems with your CampusWEB account or the CampusWEB 

features, please contact the Help Desk. 

 

16.0  Blackboard Online Learning Environment 

 

16.1  What is Blackboard?  

 

Blackboard is a course management tool that allows you to share documents and 

communicate with your professors and fellow students online. 

 

16.2 How do I access Blackboard?  

 

You can access Blackboard through the Goucher website (http://www.goucher.edu) or 

through the Goucher Blackboard website (http://blackboard.goucher.edu). 

 

16.3 How do I receive Blackboard training? 

 

Training sessions are offered at the beginning of each semester.  You may also contact 

the Center for Teaching, Learning and Technology at 410 337-6066 to schedule a 

personal 15-minute training overview. 

 

16.4 How do I set up my Blackboard account? 

 

A Blackboard account is automatically created for you. 

 

16.5 How do I login to Blackboard? 

 

The first time you login, you will need to enter your GCADMIN username and your 

student ID number as the password.  To change your password, you will need to login 

into Outlook Web Access (OWA) at http://email.goucher.edu.  For instructions on how to 

logon to OWA, see Appendix C. 

 

16.6 What if I cannot remember my Blackboard password?  

http://www.goucher.edu/
http://blackboard.goucher.edu/
http://email.goucher.edu/
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If you forget your Blackboard password, contact the Help Desk for assistance. 

 

16.7 Whom do I call if I am having a problem with my Blackboard account? 

 

If you are experiencing problems with your Blackboard account or the Blackboard 

features, please contact the Help Desk. 

 

17.0  Library Catalog, Databases, and Journals 

 

17.1 What are the online library resources that are available to students? 

 

The Goucher College Julia Rogers Library provides students with access to web based 

library and research resources: 

 

a. Julia Rogers Library Web Site (http://www.goucher.edu/library/) 

The libraryôs web site provides information on resources plus services such as 

research assistance, instruction, acquisitions, and interlibrary loans. 

b. Julia Rogers Library Catalog (http://library.goucher.edu/) 

This web-based catalog includes descriptions of most of the libraryôs holdings, its 

items on reserve, and private access to each library-userôs record.  

c. Julia Rogers Online Databases and Journals (http://www.goucher.edu/x1661.xml) 

The college community has web-based access to the full text of thousands of journals 

and books through the libraryôs subscriptions to more than 80 databases.  

d. Baltimore Area and Other Library Catalogs (http://www.goucher.edu/x1648.xml) 

The Goucher community has access to a mega-catalog called WorldCat which 

includes the holdings of nearly every library in the country!  WorldCat works 

wonderfully for the researcher in conjunction with web-based catalogs from the 

University System of Maryland (USM) Libraries, Baltimore Academic Libraries 

Consortium (BALC), Maryland Independent Colleges and Universities (MICUA), 

and Marylandôs public libraries.  

e. RefWorks (http://www.goucher.edu/x8936.xml) 

RefWorks is a web-based bibliography and database manager that allows you to 

create your own personal database by importing references from text files or online 

databases. With RefWorks, you can use these references in writing your papers and 

format your bibliography in seconds. 

 

17.2 Whom do I contact if I need help doing research or using the online catalog, 

databases, or journals? 

 

You can get personal help from a librarian. The reference desk (410-337-6212) is staffed 

during most of the hours the library is open. Or you may schedule an individual research 

consultation directly with any of the Reference Staff.  (http://www.goucher.edu/x1651.xml) 

http://www.goucher.edu/library/
http://library.goucher.edu/
http://www.goucher.edu/x1661.xml
http://www.goucher.edu/x1648.xml
http://www.goucher.edu/x8936.xml
http://www.goucher.edu/x1651.xml
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17.3 How do I get off-campus access to library databases? 

 

You can access library databases from off-campus using any of the following methods:  

(http://www.goucher.edu/x1689.xml) 

 

a. Proxy Method for Off -Campus Access. This method involves making a one-time 

change to your home PC's browser options. Use this method if:  

 You only want to use the library's collection of databases and electronic 

resources;  

 You are using an off-campus computer connected to an Internet Service 

Provider (ISP) through a modem or Digital Subscriber Line (DSL).  

b. Goucher network Virtual Private Network (VPN) for off -campus access.  Use 

this method if:  

 You want to use the library's collection of databases and electronic 

resources plus other campus network resources;  

 You are using an off-campus computer connected to an Internet Service 

Provider (ISP) through a cable modem or a Digital Subscriber Line (DSL).   

c. Goucher network dial-in modems for off-campus access: Use this method if:  

 You want to use the library's collection of databases and electronic 

resources plus other campus network resources;  

 You are using an off-campus computer connected to the Goucher network 

through Goucher's dial-in capabilities.  

 

 

http://www.goucher.edu/x1689.xml
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A. GENERAL STATEMENT  

 

Goucher College honors and recognizes each person's freedom of expression and action. 

With this freedom come responsibilities, including consideration of others, academic integrity, 

and a commitment to the value of truth. 

  

Respect for intellectual labor and creativity is vital in an academic environment.  At 

Goucher, we respect the right to privacy, the right of attribution and acknowledgement; the rights 

of copyright holders and the doctrine of fair use; and the right of an author to determine the form, 

manner, and terms of publication and distribution of works in all media, including electronic 

media. Since electronic information is so accessible and so easily reproduced, respect for 

personal expression is especially important in computer and electronic environments. Violation 

of authorial integrity, including plagiarism, invasion of privacy, unauthorized access to 

computing resources or electronic information, and violations of copyright law and trade secrets, 

are serious matters and may be grounds for appropriate sanctions.  Consequences for violating 

this policy may include civil or criminal liability under federal and state laws, as well as the 

entire range of Goucher administrative sanctions detailed under "Penalties," below. 

 

Goucher College acquires, develops, and maintains computers, computer and 

telecommunications systems, networks, and other information technology resources, including, 

but not limited to, computers, printers, modems, email, fax transmissions, video, multi-media, 

classroom technologies, telephony and administrative systems.   These resources are intended for 

direct and indirect support of the college's instruction, research, and service missions; of the 

college's administrative functions; and of student and campus life activities.  Access to these 

resources, whether from on-campus or from a remote location, is a privilege and is subject to the 

requirements of applicable laws and policies and the highest standards of ethical behavior.  

Particular uses of any of these resources are not made legitimate simply because those uses may 

be technologically possible.  Users must abide by all applicable restrictions imposed by this 

policy and by law, whether or not those restrictions are built into the systems and whether or not 

they can be circumvented by technical means.   In addition, student users must abide by the 

provisions of Goucher's Student Judicial Code. 

 

B. APPLICABILITY  
This  policy applies to all users of Goucher College information technology resources, 

including faculty, staff, students, computing services personnel, guests, and other users 

authorized by the college. Personal equipment physically connected to the college network is 

also subject to this policy. 

 

C. SECURITY  
Goucher College employs various measures to protect the security of its computing 

resources and of its user accounts.  Users should be aware, however, that the college cannot 

guarantee such security.  Users should therefore engage in safe computing practices by 

establishing appropriate access restrictions for their accounts, safeguarding their passwords, not 

storing sensitive college data on college or home computers, backing up files, and promptly 

reporting any misuse or violations of this policy. 
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D. PRIVACY  
Users should also be aware that their uses of college computing and technology resources 

are not private. The normal operation and maintenance of these resources require the backup of 

data and communication records, the logging of activity, the monitoring of general usage 

patterns, and other activities necessary for the provision of service.  The system administrator 

and his or her designees have access to all data and information (e.g., e-mail messages, files, etc.) 

of any user.  Although Goucher does not permit the casual inspection of files, the college 

reserves the right to monitor and to disclose the contents of e-mail messages and other files under 

appropriate circumstances. 

 

E. INDIVIDUAL RESPONSIBI LITIES  
Each user of Goucher College computer and information technology resources is 

expected to accept and comply with the following responsibilities: 

 

1. Use only those resources which s/he is authorized to use. 

Ability to access computing resources does not, in itself, imply authorization to do so.  

Accounts and passwords may not be shared with, or used by, persons other than those to 

whom they have been assigned by the college.  Unauthorized access to another user's account 

or providing your username and password to another person may be grounds for appropriate 

sanctions. 

 

2. Use computer and information technology resources only for their intended purpose. 

Goucher's computing and information technology resources, facilities, and services are to 

be used for purposes congruent with the college's educational mission.  They may not be 

used for commercial, or political activities, charitable solicitations, and other such uses, 

unless expressly authorized by the chief technology officer. 

 

3. Respect the rights and privacy of others. 

Ability to gain access to another person's account does not imply authorization to do so.  

Interference with the ability of other users to make appropriate use of the resources is 

prohibited.  The systems and services may not be used to harass, discriminate against, 

defame, or invade the privacy of others. 

 

4. Protect the integrity and security of the computer and information technology 

resources. 

Acts which are intended to damage computing resources, to deny service to other users, 

or to compromise the integrity of the security systems of the resources are prohibited. 

 

5. Protect the integrity and security of sensitive and confidential data 

Student or employee sensitive data should not be stored on campus or home computers 

for security purposes.  Sensitive data includes, but is not limited to, Social Security Numbers, 

birth dates, credit card numbers, and student information protected by the Family Educational 

Rights and Privacy Act (FERPA). 
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6. Respect the finite capacity of college computing and network resources 

Users are expected to respect the finite capacity of college computing and network 

resources and to limit use to a reasonable amount as determined by the Office of Information 

Technology.   

 

If an individual's use is interfering unreasonably with the activity of others, the college 

may require that person to limit or refrain from specific uses.  

 

7. Abide by copyright laws and policies.   

Users must abide by all applicable laws and college policies (e.g., Copyright, Intellectual 

Property) to protect the copyrights and intellectual property rights of others.  Copyrighted 

works may include texts, cartoons, articles, photographs, songs, software, graphics, and other 

materials.  Users should be aware that many materials available through the Web are 

protected by copyright.  It is the responsibility of the user to assume that materials found on 

the Web are copyrighted unless the materials contain an express disclaimer to the contrary.  

Users must obtain permission of the creator or publisher to copy or use software or other 

copyrighted materials written or created by others, and must abide by contracts and 

agreements controlling installation and use of such software and other materials. 

 

8. Use the Goucher name and marks only as authorized. 

Users should avoid creating the impression that they are speaking for the college unless 

authorized to do so. The use of the college's name, seal, and various trademarks and service 

marks is protected by a policy administered by the vice president for communications and 

vice president for finance. 

 

9. Observe restrictions on the use of pictures and video 

 Users may not display audio, video, or other multimedia images or recordings of people 

on a Web page or on other computing resources without the permission of the persons 

involved.  An individual's right to privacy includes the right to restrict the use of his or her 

image.  Further, the image may be protected by copyright.  

 

10. Use Computing Resources in a Lawful and Ethical Manner 

Users of Goucher's computing systems must use the system in an ethical and legal 

manner and in accordance with Goucher's policies and procedures.  Usage of the system to 

harass, defame, or invade the privacy of others, or to send or receive obscene materials, is not 

allowed and may result in disciplinary action under Goucher procedures or prosecution under 

various federal or state statutes. 

 

11. Use of Unlicensed Radio Frequency Bandwidths on the Goucher Campus 

Goucher College will continue to evaluate and implement wireless technology to enhance 

teaching, learning, and campus life.  However, the college reserves the right to restrict the use 

of wireless devices in college-owned buildings and all outdoor spaces on the campus for 

security purposes or if devices are interfering with campus technologies.   

 

  If you are considering utilizing wireless technology and have questions concerning its 

use, please contact the Information Technology Help Desk. 
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F. ADMINISTRATION  

1. Administration of the Computer Use Policy 

The Office of Information Technology is charged with communicating this policy to the 

Goucher user community.  Requests for interpretation of the policy as applied to particular 

situations may be directed to the chief technology officer. 

 

2. World Wide Web Content Review 

The Office of Communications has responsibility for ensuring that all official Goucher 

material on the Web meets campus standards for design and content.  The office assists 

departments developing Web materials and reviews Web information on a regular basis.  

Any materials intended for posting on the front page of the College's Website must be 

approved by the office in advance. The office aims to ensure accuracy and consistency of 

information and does not operate as a censor. 

 

3. Fundraising and Advertising 

College fundraising, advertising, and marketing may be conducted using Goucher 

computing and telecommunications resources or facilities only under the supervision and 

consent of officially recognized campus departments or organizations charged with such 

activities.  Examples include, but are not limited to, the offices of Admissions, 

Communications, Development and Alumnae/i Affairs, Student Activities, and Graduate and 

Professional Studies. 

 

G. PENALTIES  

Violations of this policy may be grounds for appropriate sanctions to be determined by 

the appropriate administrator.  Sanctions may include, but are not limited to, a formal reprimand, 

loss of user privileges, termination of employment, or, in the case of a student, probation, 

suspension, or expulsion from the college.  Cases against students may be handled in accordance 

with procedures outlined in the Student Judicial Code. 
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A. Purpose 

 

Information Technology (IT) provides the campus community with easy access to the campus 

network and the Internet through wireless ñhot spotsò while insuring the security of users and 

campus network resources.  The purpose of this policy is to: 

 

1. Describe how wireless networking fits into Goucher Collegeôs networking services. 

2. Describe how wireless services are currently deployed. 

3. Describe how to connect to the wireless network. 

4. Develop expectations and guidelines for wireless usage. 

 

B. Connecting to the Wireless Network 

 

Goucher College rules, regulations and policies that apply to users of wired network will also 

apply to wireless network users.  Wireless network users are subject to the guidelines outlined in 

this policy as well as existing guidelines for the wired network.  Only registered and 

authenticated devices are allowed to use the wireless network or access resources on the wired 

network via the Goucher wireless network.   

 

Wireless access in the residence halls is available in all common areas.  In addition, the wireless 

signal may be available in individual rooms.  However, the wireless connection in rooms should 

not be considered a replacement for the wired connection available for each student in every 

room.  Wireless connections are slower and much more susceptible to interference from other 

devices such as microwaves and wireless speakers.  For a list of wireless ñhot spotsò, go to 

www.goucher.edu/it and click on Goucher Network. 

 

In order to connect to Goucher Collegeôs wireless network, the wireless MAC (Media Access 

Control) address of the device needs to be registered with the Help Desk.  The database is used 

to ensure that only Goucher community members and selected visitors are able to connect to the 

network.  To find out more information on how to find your MAC address and register your 

wireless device, please visit www.goucher.edu/it and click on Goucher Network. 

 

C. Wireless Devices 

 

Personal wireless access points and wireless routers are prohibited in the residence halls.  These 

devices often provide a broad range of complex network services that may interfere with the 

performance and availability of the Goucher wireless network.  The signal may be detectable in 

other rooms allowing others to be able to access the network that may cause problems to other 

students.  More importantly, unregulated wireless access points pose a serious security risk that 

can be exploited by malicious individuals to eavesdrop on wireless transmissions.    

 

If you would like to use more than one computer in your residential hall room, we recommend 

that you use a hub rather than a router to connect the computers to the network.  Each computer 

that is connected to the hub will need to be registered through Campus Manager in order to 

connect to the campus network and to access the Internet. 

 

http://www.goucher.edu/it
http://www.goucher.edu/it
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The use of wireless devices must comply with applicable laws, regulations and college policies 

including FCC regulations and Goucher Collegeôs Computer Use Policy.  Keep in mind that 

several categories of devices use radio frequencies in the same range as 802.11b/g wireless 

ethernet and therefore other devices using the same frequencies may disrupt wireless 

communications.  Devices such as cordless phones, microwave ovens, and personal network 

devices using the Bluetooth technology may interfere with wireless devices. These interferences 

can be intermittent and very difficult to diagnose. IT will make every effort to resolve frequency 

conflicts between wireless access points.   

 

D. Enforcement 

 

Residents may not tamper with, modify, or extend college network services beyond individual 

resident rooms.  This applies to all network wiring, data jacks, related hardware, and network or 

Internet services. Wireless access points, which would in effect extend the network beyond the 

individual rooms and potentially provide wireless connections to others, are prohibited unless 

specifically approved and installed by IT.  Wireless devices such as wireless network cards, 

which utilize college provided wireless access points, may be used. 

 

Most laptops, including Apple/Macintosh computers, have the ability to allow other users to 

connect to the Internet through Internet Connection Sharing (ICS).  In order to comply with 

Goucherôs wireless policy, the ICS feature must be disabled.  Please contact the Help Desk for 

instructions on how to disable ICS on a PC and Macôs equivalent feature.  Personal computers 

and Personal Digital Assistants (PDAs) are the only devices authorized to connect to the 

Goucher wireless network.  Since the use of ICS or unauthorized devices pose a security risk to 

the campus community and to campus network resources, action will be taken against those who 

violate this policy. 

 

Questions about this policy should be directed to the chief technology officer. 
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In addition to using the Outlook client, you may also use the Internet to access your e-mail 

from anywhere in the world using Outlook Web Access (OWA).  You may use most web 

browsers including Internet Explorer and Netscape (NOTE: there have been occasional 

problems with the AOL browser).  While in the browser, enter any of the following 

addresses to view the login screen:  

 

http://outlook.goucher.edu 

http://email.goucher.edu 

https://email.goucher.edu/exchange 

 

 

You will then be presented with this screen:  

To login, enter your GCADMIN User name and Password and then click Log On. 

 

http://email.goucher.edu/
http://email.goucher.edu/
https://email.goucher.edu/exchange
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1. Connect your computer to the network outlet 

Section 1 tells you how to connect your computer to the network outlet in your 

residential hall room using a category 5 network cable.   

 

A 10/100 Base-T Ethernet card allows your computer to communicate with the 

Goucher network.  If you are purchasing a new computer for use on campus, make 

sure that the computer comes with a 10/100 Base-T Ethernet card already installed. 

Please note that an Ethernet card is not the same thing as a modem.  Most new 

computers can be purchased with a 10/100 Base-T Ethernet or Network card as a part 

of the computer.  If your computer does not have a 10/100 Base-T Ethernet card, you 

can purchase one at any major computer retailer or at the Goucher Bookstore. Most 

retailers that sell network cards also offer installation services. If you have a vendor 

install the card for you, make sure they provide you with all of the documentation and 

driver disks that are provided with the network card.  

 

In addition to a 10/100 Base-T Ethernet card, your computer must also have a 10/100 

Base-T (RJ45) network cable.  Please note that this is not the same thing as a phone 

cable.  The Category 5 Network cable is used to connect your computer to the 

network wall outlet in the room.  A network cable is sometimes included when you 

purchase a network card.  If you do not have a network cable, you can purchase one 

at any major computer retailer or at the Goucher College Bookstore.  A 25-foot 

network cable should be long enough for any dorm room on campus.   

 

2. Rename your Computer Name 

You will need to change the name of your computer in order to connect to the campus 

network.  Directions are provided in section 2a for the Windows XP Operating 

System and section 2b for the Windows 2000 Operating System. 

 

3. Register your Computer through Campus Manager 

Students are required to register their computer through Campus Manager.  Launch 

Internet Explorer to begin the registration process.  If you are prompted to install an 

ActiveX program, click on the link.  Once you have completed registration, you may 

use any browser to surf the Internet.  You will be prompted through several steps to 

register your computer.  Once you have completed all the steps and registered your 

computer, simply close the browser then launch it again to get on the Internet.  Please 

review Campus Manager (section 7.0) before calling the Help Desk if you experience 

any problems during the registration process. 

 

4. Creating shortcuts to campus network computing resources 

Each student is provided with a personal network storage space on the Darwin 

computer system to store files and documents.  Each student is provided with a 

storage space on the Meyerhoff computer system to store files, documents, and web 

pages.  Section 3 provides directions for creating a shortcut to these folders. 
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5. Logging into campus network computing resources 

Section 4 shows you how to log in and access Darwin and Meyerhoff folders and 

files. 

 

6. Accessing your Goucher E-mail 

Section 5 shows you how to access your Goucher e-mail through a web browser. 

 

7. Troubleshooting problems with your Network Connection  

Section 6 provides you with a technique to troubleshoot and resolve a problem with 

your connection to the Goucher network. 
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Section 1a ï What you will need to connect your computer to the Goucher Network 

 

You will need to connect your computer to the network outlet using a Category 5 cable 

You will need to have a Category 5 

(CAT 5) patch cable that looks like this: 

 

You will need to plug the CAT 5 patch cable into a 

network card in the back of your computer that looks 

like the picture below and is mounted inside your 

computer. 

 
If you have a laptop, the card looks like this and is 

installed in the side of your laptop.  Some laptops 

have network cards built-in. 

 
The other end of the CAT 5 patch cable 

gets plugged into a wall jack that looks 

like the picture below.  Plug the CAT 5 

patch cable into the either the gray 

colored jack or the jack that has a 

symbol of a computer next to it. 

 

 

 

 

 
 

Plug your telephone cable into the ivory colored jack 

or the jack that has a telephone symbol next to it.  

 

 

 
 

Your phone cable will look like this:  
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Section 1b ï How to connect your computer to the Goucher Network 

 

 

The other end of the CAT 5 cable gets plugged 

into a wall jack that looks like the picture 

above.  Plug the CAT 5 cable either into the 

gray colored jack or the jack that has a symbol 

of a computer next to it. 

 

 

 

 

 

 

 
 

 

 

 

 

You will need to have a category 5 (CAT 

5) ethernet cable that looks like the picture 

below.  A 25-ft cable should be long 

enough for any dorm room on campus. 

 

 

 
 

OR 

If you have a desktop, you will need to 

plug the CAT 5 cable into a network card 

inside the back of your computer that looks 

like the picture below: 

 

 

 

 

 
 

 

 

 

 

If you have a laptop, the card looks like 

this and is installed in the side of your 

laptop.  Some laptops have network cards 

built-in. 

 

 

 

 

 
 

 

 

 

 

Please note the difference between 

a CAT 5 cable and a telephone 

cord. 

! Note: Your computerôs network setting should be set to Obtain IP 

Address Automatically or DHCP. 

Note the Network 

port icon. 
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Section 2a ï Renaming your Computer Name for Windows XP 

Please note:  If you are using Windows 2000, please refer to Section 2b (Renaming your 

Computer Name for Windows 2000). 

Step 1 

Click on the Start button located in the lower left-hand corner of your monitor. 

Right-click on My Computer, located on the right-hand side of the Start Menu. 

 

 

Step 2 

Click on Properties from the Menu that appears. 

 

Step 3 

Click on the Computer Name Tab from the System Properties Window. 

 

 
 



Appendix D: How to connect your Windows XP/2000 PC to the Goucher Network  
 

 

Fall Semester 2007 http://www.goucher.edu/it/  

 

58 

 

Step 4 

Click on the Changeé button. 

 

Step 5 

In the Computer Name field, type in your Goucher E-mail / Network username. 

Example: jsmith 

 

 
 

In the Workgroup:  field, type in GCADMIN  

Click OK , this will close the Computer Name Changes Window. 

Click OK , this will close the System Properties Window. 

 

When it prompts you to Reboot the computer, click OK . 
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Section 2b - Renaming your Computer Name for Windows 2000 

Step 1 

Right-click on the My Computer  Icon that is located on your Desktop. 

 

 
 

Step 2 

From the Menu that appears, click Properties. 

Step 3 

Click on the Network Identification Tab  from within the System Properties Window. 
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Step 4 

Click on the Properties button. 

Step 5 

In the Computer name: field, type in your Goucher E-mail / Network username. 

Example: jsmith 

 


