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Helpful Websites
WINGS Resource Center

New Spam Filter

As we all know, spam, or unsolicited e-mail, can be one of the most annoying
facetsof 1 2 R 8 Qa O2YLIJziAy3d 62NIR® hgS
has grown dramatically, and it seems no one is immune to receiving it. In the
CaTsS survey sent out in February, the vast majority of respondents mentioned
receving spam in their WSU e-mail accounts as their single biggest concern.
Our previous spam filter, MailFrontier, did a good job of filtering out much of
the spam coming into the university, but due to its age, had many limitations.
Because of these limitations and the amount of spam entering the university,
CaTS has implemented a new spam filter called Proofpoint. Proofpoint builds
upon many established rules for spam filtering but also adds its own. In
testing this product, CaTS found that Proofpoint caught the majority of spam
that MailFrontier missed and is much more effective in dealing with spam.
CaTs is very excited about this new spam filter and hopes that it can provide
excellent filtering for years to come. To read more about Proofpoint, including
FAQs and step-by-step setup directions, please visit the following website:
www.wright.edu/cats/antispam/. Watch a video podcast about the new
spam filter by visiting www.wright.edu/cats/podcats/.

Chat

New this quarter, you can now chat online with the Help Desk! To try it out,
go to the CaTS website, located at www.wright.edu/cats/ and click on the
OKIFG odzidz2zy ySIEN KS (2L
answer your questions.

WINGS Resource Center

Need help using WINGS or WINGS Express? Check out the WINGS Resource
Center, located at www.wright.edu/wrc/ for training videos, documentation,
and FAQs. Learn how to report final grades, override class registrations, see
students who are registered for your class, and much more.
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www.wright.edu/wrc/

CaTsS Website
www.wright.edu/cats/

Spam Filter FAQ
www.wright.edu/cats/
antispam/

E-mail Client Setup
www.wright.edu/cats/
email/

MyFiles
myfiles.wright.edu

Wireless Connect
www.wright.edu/cats/
wireless/

IT Security
www.wright.edu/security/
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Upcoming WINGS and E-mail Changes

In response to your input on the Information Technology Survey, CaTS is
planning significant changes. Plans are underway to implement an updated
calendar and e-mail interface, along with a redesign and upgrade to the
WINGS portal. In addition, students may soon have the option of using an
alternative web-based e-mail client and address in collaboration with the
Microsoft Live Mail suite.

E-mail and Calendar

The planned August 2008 update to the e-mail and calendar interface will
bring modernization to our existing system, bringing it more in line with other
web-based options. It will address the problematic area of calendar PDA
synching to resolve some of the long standing issues our clients have
experienced. Also included will be a shared address book, easily accessed
from either e-mail or calendar.

Though these services will still be accessible from within WINGS, we will be
altering the supporting architecture. The result will be an increased ability for
us to stay more current with vendor released upgrades, and offer our clients
the most up-to-date services available. Finally, both applications will be
fronted by a more user friendly interface.

WINGS

A reorganization and redesign of the WINGS portal is under way! New
services, like Banner channels to Self Service, are planned, along with single
arAdy 2y | 00Saa G2 vyvzadl
concerns, and are working to reduce the number of sign ons and clicks it takes
for you to get where you need to be.

We want to make WINGS your source for the latest news and information
about campus happenings. Newly planned channels will include an exciting
Campus Announcements channel displaying graphics, a polling channel for
quick surveys, a WINGS toolkit with easy access to enhance your portal
experience, a self service bulletin board for up-to-date information on campus
happenings, and more.

continued on next page
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Quick Tip #1

To print an e-mail from
within the WINGS e-mall
client, simply click inside
the body of the message
and press o0C
your keyboard to access
the print dialogue screen.

I f youdre us
press tre Apple key and

the | etter 0
e-mail.
Quick Tip #2

2LbD{ 9E

If you regularly share a
computer with others in
your office, for security
reasons we recommend
that you not use an email
client such as Mac Mail or
Thunderbird, as others
who use that conputer
could have possible access
to your email. Instead,
use the WINGS email
client.
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A software upgrade to WINGS will bring more exciting changes for clients and Quick Tip #3

give us the ability to personalize your experience. In addition to knowing your Remember to never write

role (student, staff, or faculty), we will soon be able to identify your function down your CAMPUS

at the university and customize content based on your needs. Look for these = Password, and never share
it with anyone.

changes late Summer 2008!

Alternate Student E-mail
2S0@0S KSINR aidzRSyid O2yOSNya |02
with new technologies. In response to this, CaTS is now investigating a = YOu can check your office

. . . . . voicemail fromhome by
solution to this problem. One possible scenario is an alternate e-mail account dialing 7751010entering

Quick Tip #4

provided through Microsoft Live Mail. If chosen, this account would be in yqyr voice mailbox
addition to the WSU e-mail account (which would still be used for official number, and pressing the

university communications). Live Mail would provide a lifetime e-mailaccount 0 st ar 6 butt o
begin to hear your

recorded voice greeting

for the student, and would provide for connecting and sharing a suite of
services, such as Spaces, Photo Gallery, Writer, and integrated mobile
services. Discussions with Microsoft are ongoing, and CaTS will keep you
informed of any news regarding this possible solution.

Faculty and Staff E-mail

One of the issues revealed on the CaTsS survey is the small size of e-mail space
for faculty and staff. CaTS is now studying ways to extend e-mail space to be
YdzOK Y2NB | O02YY2RIFGAyYy3 (2 dzaSNa
space to 250 MB per user, up from the current 100 MB default.

Current e-mail allocations allow us to perform backups in a timely manner.
Simply increasing user space might seem a straight-forward approach, but the
effects of such an action would have serious effects on e-mail backups and
performance. Care must be taken to ensure problems such as these are
avoided.

The implementation of the solution, when determined, will be performed in
stages, and will be completed before the start of Fall Quarter in September
2008.
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E-mail Questions

Many of you responded to the CaTS survey with a number of e-mail related
questions. This section of Quickbitswill address the vast majority of these
questions. If you have a question about e-mail that is not answered in this
section, feel free to contact the Help Desk by phone at 775-4827 or by e-mail
at helpdesk@wright.edu

Can I check my e-mail with something other than WINGS e-mail?

There are other software applications besides the WINGS e-mail client that
you can use to check your e-mail. The most common of these are Mozilla
Thunderbird, Microsoft Outlook and Outlook Express, and Mac Mail. CaTS
supports the installation and setup of the previously mentioned applications.

How do I install and setup an e-mail client to check my WSU e-mail?

If you want to use an e-mail client other than the WINGS client (such as
Mozilla Thunderbird or Mac Mail), you can find directions on how to do so on
the following website: www.wright.edu/cats/email/ .

When setting up my e-mail client, I am asked to choose between an
IMAP or POP server. What's the difference, and which should I choose?

Internet Message Access Protocol (IMAP) and Post Office Protocol (POP) are
protocols used by WSU servers to allow the retrieval of e-ml A { &
description of each:

IMAP is one of the protocols for receiving e-mail. With IMAP, messages are
kept on the WSU mail server unless you delete them from the server.

POP is another protocol for receiving e-mail. With POP, however, messages
are downloaded to your computer and removed from the WSU mail server.

CaTS strongly recommends that you choose the IMAP protocol so that your
messages are kept on our servers and backed up by our systems.

E-mail Questions continuedn next page
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Quick Tip #5

When setting your security
question for WINGS
Express,try to keep the
answer to only one word.
This will help you to easily
remember the answer if
you need it later.

Quick Tip #6

I SN

If you no longer want to
receive the End User
Digest email listing all
spam messages blocked
for your WSU account,
login to the spam filter at
antispam.wright.eduand
un-check the box for
0Send digest
messages in my End User
Digest. 6 Thi

End User Digest from
being delivered to your
inbox, but does not turn
off the spam filter.
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How do I setup Mozilla Thunderbird to automatically fill in an e-mail
address in the To: line when I start typing?

lfyouwouldf A 1S (2 KIFI@S a2l Affl ¢KdzyRS
e-mail address when you start typing, follow the directions below:

1) Open Mozilla Thunderbird.

2)/ £t A0l 2y GKS ac¢z22faé¢ YSydz G

3) / t A01 2y a! O02dzyi {StGGAy3Iaodé

4/ ftA01 2y a4/ 2NBRamizLy2y IRR €S

5) / K22a4S8S (GKS NI}IRA2 odzid2y FT2N a!
side of the window.

6) / t A0l 2y G9RAG 5ANBOG2NARSEXE

7/ ftA0]1 GKS d&a! RRé odzidz2y o

8) ¢@LIS I yIYS FT2NI GKAAa O2yySOiGA?2
this whatever you like.

9) Typeldap.wrighteduA y GKS &l 2adylYSYé 062

100/ £t AO01 ahyYot

11)/ £t AO1 dhyYé | ILAYyD

12)/ £t A0]1 GKS RNRLI R2¢y 062E dzyRSNJ
choose your named connection.

13)/ t A0l ahYé |0 GKS o02G02Y0

You should now be able to start typing addresses A 'y G KS da¢ 2 Y.

should appear automatically.

How do I hide e-mail addresses when sending an e-mail?

If you do not want to show other recipients of your e-mail the addresses of
any other person you sent the e-mail to, you can simply place all of the e-mail
addresses in the BCC: line instead of the To: line when composing the
message. This ensures that anyone receiving the e-mail will see only their own
e-mail address.

E-mail Questions continued on next pag
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Quick Tip #7

If you need to find a
phone number for
someone on campus, dial
ext. 1000. You can speak
the name of the person
youdre tryin
the system will connect
you.

Quick Tip #8

Find campus wireless
hotspots by checking out
the Wireless Connect
website, located at
www.wright.edu/cats/
wireless/
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How do I send an attachment with the WINGS e-mail client?
To add an attachment to an e-mail within WINGS, follow these steps:

1) Log in to WINGS with your CAMPUS username (w###abc) and
password.

2) | ft AO1-YKKSE¢ a®dzii2y Ay GKS (2L N

3) Inthee-YF Af Of ASyidsx Of A0l a/ 2YLRa

4/ tA01 GKS a! G OKé¢ odzidzy ySIN

5/t A01 GKS . NBRgaS¢ odzidzy G2 7
you wish to attach.

6) Find the document on your computer ar]d doyble-click thf: documept.
¢CKAA aK2z2dzZ R LdJzu 0KS FAES LI UK
attachment window.

7Y/ tA01 da! RRdE

8) / t A0l a! il OKde ¢KS R20dzyYSyid vy
field on the compose window. To remove thg attachmgn'g, cIic[<
AWSY20SdE ¢2 Fuul OK FRRBUAZYI

9) 9YGSNI GKS-YNBOA WRRWNBGE 3y (GKS
and enter any body text necessary.

100/ £t AO01 d{ SYyR®E

How do I forward my WSU e-mail to another e-mail account?
To forward your WSU e-mail to another account, follow these steps:

1) Log in to WINGS with your CAMPUS username (w###abc) and
password.

2) | £t AO1-YKKSE¢ addzidz2y Ay GKS (2L) N

3) / t AO1 2y GUKS d&hLXiA2maikclentd 6 | G
4 {StSO0 a{ShiAay3aas¢ FTNRY (KS &aarr
5) Enter the e-mail address where you wish to send your e-mail in the

GalAf C2NBINRAYyIE O02ED L ¥

one account, put each address on a separate line.
6) / t A0l a{l @S [ KIy3aSade¢

E-mail Questions continued on néypage
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Quick Tip #9

As aWSUfaculty or staff
member, you have access
to available discounts on
computer hardware
purchases for your home.
Check outthe following
website for more purchase
information:
www.wright.edu/cats/
purchase/discounts.htmi

Quick Tip #10

As aWSUfaculty or staff
member, youalsohave
access to availalg
discounts on computer
softwarepurchases for
your homecomputer.
Check outthe following
website for more info:
www.wright.edu/software
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How do I set an out of office or vacation automatic reply? Quick Tip #11
To set an automatic reply for your WSU e-mail, follow these steps: We encourage everyone to

. . sign up for emergency text
1) Log in to WINGS with your CAMPUS username (wi###abc) and messaging. Sign in to

password. WINGS Express, click on

2) | t AO1-YK KB ad®dzli G 2 yeorhey G KS (2 L3 N the Personal Information
3) / £t A0 2y GKS a&h LA 2mbikckent - 6 | G link and then onOpt-In
H 1 EA0] 2y Gl OFGA2y aSaalrase ay @ oxtMessage.

5/ tA0] GKS a9ylotS Fdzi2YlIdAO &I

6) Enter the date you want the automatic message to reply to your e-

YIEAta Ay (GKS2@Xd$ Ny wd OsdiR@y y | Quick Tip #12
7) Enter the date you want to stop the automatic message to reply to . -
youreYFAfa Ay GKS a{G2L) GF OF Gazy oo adiekauesion but
multiple e-mail messages from one person, you may want to enter a than call the Help Desk?
time pe(iod in which they will not get the automatic message from you Try out the new online
AY UKS dabdzYoSNJ 2F Rl éa 0SU6SSY chatfromCaTS. Go to the
8) Enter the subject you wish to appear on your automatic e-mails. CaTsS website, located at

. . . o www.wright.edu/cats/
9) Enter the message you wish to display in your automatic e-mails. and click on the chat

100/ £t AO01 a{I @S |/ KIFIy3aSao¢ button near the top.

How do I import an address book into the WINGS e-mail client?

Unfortunately, you cannot import any address books into the WINGS e-mail
client at this time. You must enter the addresses manually within the client.

E-mail Questions continued on next pag
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How do I subscribe or unsubscribe from the university e-mail lists?

If you would like to subscribe or unsubscribe from the university e-mail lists,

simply go to www.wright.edu/webl/lists/ . Once there, log in with your
CAMPUS username and password, choose the lists you would like to subscribe

to or unsubscribe from, and choose the appropriate button near the top

0484dz0 aONR O S 2 NJ dzy & dzo & O NAneab thethottorhi dndd
@ 2dzZQNBE FAYA&AKSR tfSIS y20S8 GKI G

discussion lists, and someone sends a message to both of these lists, you will

receive two copies of that message.

How do I access my WSU e-mail from home?

The easiest way to access your WSU e-mail from home is to use the WINGS e-
YI At Oft ASy iz wI2dyfiR dndRSINIYG KRS XK
logging in to WINGS, or by going to mail.wright.edu and entering your
CAMPUS username and password. You can, however, use another e-mail
client such as Mozilla Thunderbird to check your e-mail at home. If you
choose to do so, please keep in mind that CaTS recommends you choose the
IMAP server settings. You can find setup directions for these clients on the
following website: www.wright.edu/cats/ email/ .
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Quick Tip #13

We encourage everyone to
check out the WINGS
Resource Center located
at www.wright.edu/wrc/

for videos and documents
on how to use WINGS and
WINGS Express.

Quick Tip #14

Instant Messaging
applications such asAOL
Instant Messenger, MSN
Messenger, etcare
unsecure and should not
be used to communicate
sensitive information.




= o o
UICKDItS  caooo o
UNIVERSITY Newsletter for Spring

Quarter 20@

WINGS Calendar Quick Tip #15

. . Need training on the new
A few people responded to the CaTS Survey with some questions about the Office programs? CaTS

WINGS Calendar. Below, we have addressed some of these questions. Contact  ¢ters training on Word
the Help Desk at 775-4827 or by e-mail at helpdesk@wright.eduif your Excel, PowerPoint, and

jdzSaiAz2y AayQld FyagSNBR KSNBo® Access, along with many
more workshops. Check
out the training website at
www.wright.edu/cats/

How do I share my calendar or give others rights to view my calendar? training/ for more info.

To give others the ability to see your WINGS Calendar, follow these steps:

1) Log in to WINGS with your CAMPUS username (wi###abc) and
password.
2) / £t A0l UGKS adzt i BYRAWIGKS (2L NA
3) Click d Ffs“ al bt ?le; N‘]E uto Ay lAJ KS N : computer lab or find when
the Properties column on the right side. CaTsS Labs page, located
5 /tA01 GUKS a4t SN¥yAraarazyaé GFo |+ d atwwwwrightedu/cats/
6) Type in the username (w###abc) of the person you want to see your l‘."‘bS/ to see avallal_ole
< A - c A& o ox A A s = | times and reservation
OFt SYRINJAY UKS adzZaSNYyl YSeé TAE orocedures
' ASNIWeE ¢KS dzaSNY I YS gNotefYou muktlS | '
know the username of the person you are trying to add; there is no
a search function.
7) Find the username on the list, and place a checkmark in the boxes
beside that username to give that person rights to your calendar. Each
option is self-explanatory.

8/t A01 ahYé¢ G GKS o62002Y0

Quick Tip #16

Do you need to reserve a

N NY

How do I sync my calendar with Microsoft Outlook?

If you would like to sync your WINGS Calendar with Microsoft Outlook, please
contact the Help Desk at 775-4827 to schedule an appointment.

How do I see another person’s availability when creating an event? I
LT &2dz ySSR (2 488 azvézy&@\mnt,einﬁmy;ﬂ*»
FRR GKIG LISNE2Y (G2 (GKS aLYyOAGSSe L4
dFro +d GKS 2L 2F GKS aONBSyo | 2 &8
calendar that will help you find a time to meet.
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Other Questions Quick Tip #17

Besides e-mail and calendar related questions, many of you also asked about | ©F duick, updated info
about the status of the

some of the other services that CaTS offers. This section will address some network, or to see if there
miscellaneous questions that were seen frequently in the survey responses. are any reported network
Again, if you have a question 1 K- i Aay Qi fAadSR K¢ outagesorvirusissues,

Help Desk at 775-4827, or by e-mail at helpdesk@wright.eduyfor assistance. gi)zl ZlgezgaTS Info Line at

Can I access the files I've saved on my personal network drive from off | Quick Ti p #18
campus?

If you want to be able to
If you have saved files to your personal network space, sometimes called the edit an attachment

H:/ drive, you can access these files by visiting the MyFiles website located at ~ received through the
myfiles.wrightedud hy 08 GKSNEZ Of A0l 2y \r’i‘gr'l\:ifcfgnna't'h‘;“ﬁgﬁqe .
UKS ftSTuz YR t23AYy GAUK €2dzNJ / & the attachment and save
your files. Please note, however, that you cannot access your departmental the file to your computer,

shared drive (K:/ drive) using MyFiles. rather than simply
opening it. If you want to

only view the attachment,

right click on the name of
Can I access Banner from home? thge attachment and

If you need to access Banner and other secure university systems from home, ChOOSG to open in a new
22d20f f YSSR (@2 ia S+ tibk SO gy PEiNmy | Window.

approval from your departmental manager in order to use the VPN

connection. To read more about it, check out www.wright.edu/cats/vpn/.

Can I access my office computer from home?

Unfortunately, due to security concerns, we do not currently have the option
to allow you to connect to your work computer from home.

Can I hold a conference call using the university’s phone system?

Yes, you can hold a conference call. There are many options, ranging from
two-way speaker phones to conference lines for large and small groups. To
discuss the various options, contact the Telecom office at x4200.
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IT Security

In light of the many recent data theft incidents at universities around the
state, CaTS has been working diligently on security solutions that can protect
the data and personal information of Wright State University. However, the
protection of this data must be a university-wide effort, and all faculty, staff,
and students must be on board to make security a success here at Wright
State. Because each one of us needs to be a part of the security solution, CaTS
has developed a security workshop that we encourage all members of the
university to attend. This workshop will touch on all aspects of security,
including spyware, viruses, passwords, firewalls, and the many computer
habits that each of us practice that could lead to compromised university
data. CaTS has two upcoming workshop dates: May 30 and June 12. To
register for a workshop, visit www.wright.edu/security/trainingdocs/ and
use the convenient web form.

TruAware

During the summer quarter, CaTS will be implementing a web-based portal
product called TruAware. TruAware (developed by information security
services company TruArx) will allow the university to dynamically manage and
share security policies and educate all employees about the security issues
that those policies address. The three areas we will concentrate our first
efforts on will be FERPA, HIPAA, and the Gramm-Leach-Bliley Act.
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IT Security Strategies

CaTS has identified six
security strategies that can
help you protect both the
uni versityads
and your personal info.
These six steps are listed
below. If you want to learn
more about each stp,
view the o0Do
Security website located at
www.wright.edu/cats/
security/itwright/

1) Have a Secure
Password

2) Usea Virus Scanning
Program

3) Use a Spyware
Scanning Program

4) Use a Firewall

5) Apply Security Updates
to Your Computer

6) Pay Attention to Your
Computing Habits




