Information sheet A029

External Internet access to school files and
folders

Access to a school's C2k network from an external Internet connection, for staff and pupils, is
available through a service called Easylink. Your C2k Manager/Administrator in school has
the facility to enable access for specified users.

Important note: Easylink does not work with Microsoft Vista or with browsers other
than Internet Explorer.

This information sheet has the following sections:

1. Accessing Easylink

2. Using Easylink

3. Logging Out:

4. Enabling access to Easylink (C2k Managers only)

1. Accessing Easylink
In your local library or home log on to the 'Internet

1.1 Type in www.c2kni.net address

1.2 Click “Services for schools”

AOTESS | 4] NHED: i, 2K Nt ¥ id e

DELIVERING TECHNOLOGY FOR LEARNING

Welcome to the C2k Gateway

This page provides access to general information about
C2k and its school services.

Please select from the menu below:
General information

Services for schools

(”F Dieveloped and implemented by HF for
ok

1.3 Select “Post Primary and Special
School Access”

DELVERING TECHNCLDGY FOR LEARNING

Learning Services for Schools

Please select from the menu below:

Ermall Service  Outlook Web
Access (OWA)

'l.aal‘nil'lg“ Online learning

C2k Exchange
For C2k Service
news and
nformation
sharing

Primary School  Personal files
ACress and folders

Parsonal files
and folders
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1.4 A new window will open up (shown
on the right),
Click “Personal Folders”

DELIVERING TECHNOLCGY FOR LEARNING

Learning Services for Schools

Please select from the menu below:
Personal &ccess to your
Folders personal files and
folders in school

School Other school
Services services

e, c2kninekfC2K_Easylink, aspx

DELIVERING TECHNOLOGY FOR LEARNING

School Access

1.5 Select Board and then Please select from the drop down menus below:

Select School
Board:

Click Connect to School |Belfast BELE ]

School: |Aquinas Grarnmar School v|

Connect to Schoaol

1.6 If you receive a Security Alert, Click OK

ﬂ) i srm sy b e pegeE Tver B RS COMEEIN

Ay mlormaiion pou sochengs wib e wle carn; be
wiswes by anynne shs or the Weh

0 i thee Fume. o mik e this mezring

Wore ki

Connect o myTalders. lear mingni.net WEI

1.6 Enter your C2k Username — using the prefix school\

eg schoolNlsmith361 mifalders beamign e
Lise N 18 azmcelyamith 361 v
1.7 Enter your C2k Password E—

[ Remerbe ry sassecrd

1.8 Click OK

(oo )
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2. Using Easylink
When you have successfully logged on, you will see the following home page:

* . £~ ra
Establishment Name ce2lsd &P
RM EasyLink
He Welcome schoolChtTeacherd2s, please
.. e choose one of the following options.
Home Directory QT %
e Your school files and folders T el L e
___JJiJ_.IFs::,) .~ Home Directory
i Prablems Opening Your Horme Direcary 7
M Click Hera For Help.
Learning Resources w
e Available resources e = :ij Select this icon to show your

Learning Resources
g sut of RK EasyLink

If you are unable to log on, take details of the error message and report to your C2k
Manager/Administrator in school.

e Important note regarding Easylink and Internet Explorer 7

If you have upgraded your computer to Internet Explorer 7 (which may have been
automatically upgraded by a Windows update), you may encounter either of the following
two issues.

1. Security Certificate warnings
When accessing the EasyLink web site from a PC with Windows® Internet Explorer® 7
installed, the following warning will be shown before accessing the web site.

gj There is a probiem with this website's security certificat

The secunity certincate presented by this website was issued Tor a diffe

Security certi

zend to the server

ficate problems may indicate an attempt to fool you or int

We recommend that you cose this webpage and do not continu
& Click here to close this webpage

@ Continue to this website (not recommended),

& More information

Click on "Continue to this website" to go to the EasyLink homepage.

You may also encounter the message: "The security certificate presented by this website
was not issued by a trusted certificate authority." Again this does not represent a security
risk and you should proceed to the Easylink webpage.

Summer 08 30f8 www.c2kexchange.net




Information Sheet No A029 External Internet access to school files and folders

2. Home folder

When the EasyLink Home Directory link is chosen, instead of displaying the expected,
EasyLink Home Directory page, a different page is displayed showing the My Computer
folder for the your (home) computer. This will occur if your computer is running IE7 with
Windows XP, ME or 98 Second Edition, and which does not have Microsoft® Office® 2003
installed. This can be resolved by the installation of a software upgrade.

Browse to the following webpage and follow the instructions it contains to download and
install the update on your home computer.

http://www.microsoft.com/downloads/details.aspx?FamilylD=17c36612-632e-4c04-
9382-987622ed1d64&DisplayLang=en

2.1 Home Directory: Opening & Saving Files

Method 1 - Home Access

e To Edit : Drag and drop file from the My Folders window to the desktop

e To Save inthe My Folders window: Drag and drop file from the desktop to the My
Folders window

=

L]

MyPictures  Testrga
COsuTET

Method 2 — Public Library Access

e To Edit - Double click file directly from the My Folders window - you will be prompted to
log on again

e To Save — Select File>Save — the direct path to file location on C2k system will be found
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2.2 Learning Resources
2.2.1 To Open: Save Locally [ sharedlets
. . i I;I Atz
e Click the desired resource file Eu e R e
. _ . - _‘Im f*cui:ruw-m E Tl
e At prompt right-click file i s s 5
- q ¥
B ruried adignaerts s e cers e ' Bl
_SM:dmnh ] Shaed Links
i [
23 [T T B
[ corerrr——"—

B conminted of ]S P
& ||.'L|la.-!\.'ﬁ manu Fh A
L Cadatic

D Aefersh

e Select Save File As

Yo an devakoadig Fu B

)

Firac aned dudiity dos fron redobka s koo md

. CIICk Save b pou ke oz e 2 or s il Bl congule T

Open | [ Gave || Coes | | Moo

[=] bangr mcks babasm opzaning this bupes of s

e Click Cancel Button (Library Prompt O o Ml b s s &

[l |

Sa i HDI:{E: a r ""E-

*“}ﬁﬁhﬁﬁztn:m-:@

i iy Compuior
B 3 Rz

e Select which Drive (Floppy A or F is UBS in library)

e Lozel Digk 1|

L Click Save 2 DV Driva [

S |JHESGAM F)

Saem s o | Hises sl weid D esuren W

Fle nare= Firpzs and Scirilp
([ Coree |
—_—

(The resource file is now saved on your floppy or UBS pen)
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2.2.2 To ? save completed work back to a resource folder:

e Right Click Destination Folder | === Shared Links
(eg Completed Assignment) S
w assgnnents

B crvrpletee arn-rrenie
%3 rrories 255 gnen s

Shared Doounwents Shared Links
-
B L assigoments
& m".'_;‘_::'___*
) o rrerkes 255y ——
L] Se|eCt Add FI|eS F) pelet= moler
1] edFies
£ gpen ag web Pokier
[F) mafraze
D Procer b
3 ? X
) Add Files
L Select BI’OWSE Brovese o the fle you voud le bo uolosc | Brarepa
[ Sversite sxsting fies
e Search on the desktop or on a disk for the| rmefisbes. wite phaded s compiered sssgrments
saved file which is to be uploaded L:\Doouments and Settngs'gmurph y\Desking \Firess and Actraty.doc
to the Resource Folder
e Click OK
L1 »
[ 3 ] [ Conce

The folder permission rights must be set to Write or Collaborate by the teacher (owner) to
enable the user to save a completed piece of work back to a Learning Resource folder.
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3. Logging Out: (You must ensure all browser windows are closed.)
Click To Log out e
g G:a:e. - > )L-I E h R e i Favoraes E‘ =
cress | @] hripa: g fokdena kamrgn ret halacad ey hallymera |
<4 Establishment Name
RM Easylink

Welcome schoolismith3g1, please chog

Pl following options.
rJ'JIiI:.I_,'
\_,[J_llr_ﬁ;:x;__gf i Select this icon to show yvour
£y L' Home Directory
@i’ iz

',,; Select this icon to show your
W " Learning Resources

Doemioad Cortfioas

Ta lag oul

NOTES:
e Browser: IE 5.4 or later is required

¢ Email Icon — Email can only be accessed if it has been made available to student(s)
by the school (if the email facility has been make available please refer to the
school’'s C2k Manager/Administrator for OWA guidelines).

o File Association: At home you may get a “File Association” error message if your
desktop does not have Windows XP and Office XP installed. File access depends on
the version of Microsoft Office in use — and there are options within Office to save to a
lower version if required.

e File Size: In Word documents, use the option compress images to reduce the size
of a file and increase downloading speed (in Word click on any image, and select
Format>picture>Compress>All pictures in document).

e Home Access Speed: the downloading speed of files will depend on (i) connection
type: PSTN 56kps, ISDN 128kps and Broadband at least 512kps and (ii) the size of
the file.

e Learning Resources: The folder permission rights must be set to Write or
Collaborate by the teacher (owner) to enable the user to save a completed piece of
work back to a Learning Resource folder.

e Library Transfer of Data— As libraries have no local desktops saving permissions,
users will be required to use either a floppy disk or a USB pen for transferring data
between their school C2k systems and the local desktop in the library. It is important
to be aware that some files may be too large to save to a floppy disk.

e Computer Specification — your computer specification (e.g. the size of memory,
hard disk and processor) will have an impact on speed of access.

Failed Log On Attempts
e A page error is displayed after 3 failed login attempts; the account is locked out after
5 login attempts and has to be re-enabled by your C2k Manager/Administrator.

Summer 08 7 0of 8 www.c2kexchange.net



Information Sheet No A029 External Internet access to school files and folders

4, Enabling access to Easylink (C2k Managers only)

This section is provided for C2k Manager(s) to enable access to Easylink.
e Log on as C2k Manager.
¢ Inthe RM Management Console, click on Resources.

45 Resources

ﬂ:j 350016
Ll Printers General resource management tasks;
SR Resources ‘%E;‘ irganise teaching staff according to kthe su

_'-f{'] Learning Resaurces

Manage groups
£l Program Sets

115—*;. Staff Subject Areas fﬁ] Qrganise application shaorkouks inka Pragram

rg sers jnfjf] Manage vy Learning Resaurces

Workstations 1% Health Check Resources

@' et help on Resources
e Click Manage Groups in the right-hand pane.
e Double Click EasylinkX in Groups Pane

4.2 Giving Easylink access to individual staff or student user(s)

Add user(s) to the EasyLinkX group.
e Click Users in the left-hand pane.
e Click appropriate DC server to expand users
Select user(s) and Click Add button to move users into the Easylink group

: EE. ' EazylinkX' Properties
Descripkion: 9350016 EasylinkX
Available Users: Members:
g;j Management Toaols Al
E @ Users IblackB24
El ) 9350016-DCOL.school.c2kni.ne Eﬁ;ﬁiﬁ%w
= (@] studerts mziﬁ%ﬁ;g
el 1007 thrownBBd
[ Add |
H 2] 1995 _
F 23 1999

Note:
¢ Individual staff/student users can be added or removed into the EasylinkX
Authorised Group as required without Helpdesk assistance.
e The C2k Manager/C2k Administrator has the same level of access to all data at home
as within school, which includes:
0 access to all users’ My Documents folders and
0 access to each other’s folders.

For highly confidential information, users should be reminded to password protect
their folders or to use private folders to which they have been given access. Users
other than the C2k Manager/C2k Administrator can access only their own and
allowed shared folders.
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