
 
 

 

  

Welcome to the Spring Quarter 2008 issue of Quickbits, Computing and 

¢ŜƭŜŎƻƳƳǳƴƛŎŀǘƛƻƴǎ {ŜǊǾƛŎŜǎΩ ό/ŀ¢{ύ ǉǳŀǊǘŜǊƭȅ ƴŜǿǎƭŜǘǘŜǊΦ !ǎ ŀƭǿŀȅǎΣ ǿŜ 

appreciate your comments and wish to hear your concerns. For instance, do 

you have a question that you would like to see answered or explained here? 

Or, do you know something that you think others would find helpful? Send 

any questions, comments, or ideas to: branden.combs@wright.edu. If your 

questions are support-related, such as a campus network or other computer 

problem, please direct them to helpdesk@wright.edu. 

 

Lƴ ǘƘƛǎ ƛǎǎǳŜΣ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ŦƻŎǳǎ ƻǳǊ ŀǘǘŜƴǘƛƻƴ ƻƴ ǘƘŜ ǊŜǎǳƭǘǎ ƻŦ ǘƘŜ 

faculty/staff survey sent out by CaTS in mid-February. As you may remember, 

CaTS sent the survey, asking for your input on our services. Over 300 of you 

responded with comments, questions and suggestions, and ǿŜΩǾŜ ŎƻƳǇƛƭŜŘ ŀ 

list of articles answering these questions or responding to concerns. If your 

ǉǳŜǎǘƛƻƴ ƻǊ ŎƻƴŎŜǊƴ ƛǎƴΩǘ ŘƛǎŎǳǎǎŜŘ ƛƴ ǘƘƛǎ ƛǎǎǳŜΣ ǿŜ ƛƴǾƛǘŜ ȅƻǳ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ 

Help Desk and they will be glad to assist you. You can reach them by phone at 

775-4827, or by e-mail at helpdesk@wright.edu. 
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As we all know, spam, or unsolicited e-mail, can be one of the most annoying 

facets of ǘƻŘŀȅΩǎ ŎƻƳǇǳǘƛƴƎ ǿƻǊƭŘΦ hǾŜǊ ǘƘŜ ȅŜŀǊǎΣ ǘƘŜ ǇǊŜǾŀƭŜƴŎŜ ƻŦ ǎǇŀƳ 

has grown dramatically, and it seems no one is immune to receiving it. In the 

CaTS 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/. 

 

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 

ŎƘŀǘ ōǳǘǘƻƴ ƴŜŀǊ ǘƘŜ ǘƻǇΦ ¸ƻǳΩƭƭ ǘƘŜƴ ōŜ ŎƻƴƴŜŎǘŜŘ ǘƻ ǎƻƳŜƻƴŜ ǿƘƻ Ŏŀƴ 

answer your questions. 

 

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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Helpful Websites 

WINGS Resource Center 
www.wright.edu/wrc/  

 
CaTS 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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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.  

 

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. 

 

A reorganization and redesign of the WINGS portal is under way! New 

services, like Banner channels to Self Service, are planned, along with single 

ǎƛƎƴ ƻƴ ŀŎŎŜǎǎ ǘƻ Ƴƻǎǘ ²LbD{ 9ȄǇǊŜǎǎ ŦǳƴŎǘƛƻƴŀƭƛǘȅΦ ²ŜΩǾŜ ƘŜŀǊŘ ȅƻǳǊ 

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. 
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Quick Tip #1 

To print an e-mail from 
within the WINGS e-mail 
client, simply click inside 
the body of the message 
and press òCtrl+Pó on 
your keyboard to access 
the print dialogue screen. 
If youõre using a Mac, 
press the Apple key and 
the letter òPó to print the 
e-mail. 

 

 

Quick Tip #2  

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

give us the ability to personalize your experience. In addition to knowing your 

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

at the university and customize content based on your needs. Look for these 

changes late Summer 2008! 

 

²ŜΩǾŜ ƘŜŀǊŘ ǎǘǳŘŜƴǘ ŎƻƴŎŜǊƴǎ ŀōƻǳǘ ƛƴōƻȄ ǎǇŀŎŜ ŀƴŘ ŜƴƘŀƴŎŜŘ ƛƴǘŜƎǊŀǘƛƻƴ 

with new technologies. In response to this, CaTS is now investigating a 

solution to this problem. One possible scenario is an alternate e-mail account 

provided through Microsoft Live Mail. If chosen, this account would be in 

addition to the WSU e-mail account (which would still be used for official 

university communications). Live Mail would provide a lifetime e-mail account 

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.  

 

One of the issues revealed on the CaTS 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 

ƳǳŎƘ ƳƻǊŜ ŀŎŎƻƳƳƻŘŀǘƛƴƎ ǘƻ ǳǎŜǊǎΩ ƴŜŜŘǎΦ Lǘ ƛǎ ƻǳǊ ƛƴǘŜƴǘ ǘƻ ŜȄǇŀƴŘ ǘƘƛǎ 

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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Quick Tip #3  

Remember to never write 
down your CAMPUS 
password, and never share 
it with anyone. 

 

 

Quick Tip #4  

You can check your office 
voicemail from home by 
dialing 775-1010, entering 
your voice mailbox 
number, and pressing the 
òstaró button when you 
begin to hear your 
recorded voice greeting. 
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Many of you responded to the CaTS survey with a number of e-mail related 

questions. This section of Quickbits will 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. 

 

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. 

 

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/ . 

 

Internet Message Access Protocol (IMAP) and Post Office Protocol (POP) are 

protocols used by WSU servers to allow the retrieval of e-mŀƛƭΦ IŜǊŜΩǎ ŀ ōǊƛŜŦ 

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. 
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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  

If you no longer want to 
receive the End User 
Digest e-mail listing all 
spam messages blocked 
for your WSU account, 
login to the spam filter at 
antispam.wright.edu and 
un-check the box for 
òSend digest with new 
messages in my End User 
Digest.ó This will stop the 
End User Digest from 
being delivered to your 
inbox, but does not turn 
off the spam filter. 
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E-mail Questions continued on next page 



 
 

 

  

If you would ƭƛƪŜ ǘƻ ƘŀǾŜ aƻȊƛƭƭŀ ¢ƘǳƴŘŜǊōƛǊŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ Ŧƛƭƭ ƛƴ ŀ ǊŜŎƛǇƛŜƴǘΩǎ 

e-mail address when you start typing, follow the directions below: 

1) Open Mozilla Thunderbird. 

2) /ƭƛŎƪ ƻƴ ǘƘŜ ά¢ƻƻƭǎέ ƳŜƴǳ ŀǘ ǘƘŜ ǘƻǇΦ 

3) /ƭƛŎƪ ƻƴ ά!ŎŎƻǳƴǘ {ŜǘǘƛƴƎǎΦέ 

4) /ƭƛŎƪ ƻƴ ά/ƻƳǇƻǎƛǘƛƻƴ ϧ !ŘŘǊŜǎǎƛƴƎέ ƻƴ ǘƘŜ ƭŜŦǘ ǎƛŘŜōŀǊΦ 

5) /ƘƻƻǎŜ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ŦƻǊ ά¦ǎŜ ŀ ŘƛŦŦŜǊŜƴǘ [5!t ǎŜǊǾŜǊΥέ ƻƴ ǘƘŜ ǊƛƎƘǘ 
side of the window. 

6) /ƭƛŎƪ ƻƴ ά9Řƛǘ 5ƛǊŜŎǘƻǊƛŜǎΧέ 

7) /ƭƛŎƪ ǘƘŜ ά!ŘŘέ ōǳǘǘƻƴΦ 

8) ¢ȅǇŜ ŀ ƴŀƳŜ ŦƻǊ ǘƘƛǎ ŎƻƴƴŜŎǘƛƻƴ ƛƴ ǘƘŜ άbŀƳŜΥέ ŦƛŜƭŘΦ ¸ƻǳ Ŏŀƴ ƴŀƳŜ 
this whatever you like. 

9) Type ldap.wright.edu ƛƴ ǘƘŜ άIƻǎǘƴŀƳŜΥέ ōƻȄΦ  

10) /ƭƛŎƪ άhYΦέ 

11) /ƭƛŎƪ άhYέ ŀƎŀƛƴΦ 

12) /ƭƛŎƪ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄ ǳƴŘŜǊ ά¦ǎŜ ŀ ŘƛŦŦŜǊŜƴǘ [5!t ǎŜǊǾŜǊΥέ ŀƴŘ 
choose your named connection. 

13) /ƭƛŎƪ άhYέ ŀǘ ǘƘŜ ōƻǘǘƻƳΦ 

 

You should now be able to start typing addresses ƛƴ ǘƘŜ ά¢ƻΥέ ƭƛƴŜ ŀƴŘ ǘƘŜȅ 

should appear automatically. 

 

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. 
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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 
youõre trying to reach and 
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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E-mail Questions continued on next page 



 
 

 

  

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) /ƭƛŎƪ ǘƘŜ ά9-Ƴŀƛƭέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΦ 

3) In the e-Ƴŀƛƭ ŎƭƛŜƴǘΣ ŎƭƛŎƪ ά/ƻƳǇƻǎŜΦέ 

4) /ƭƛŎƪ ǘƘŜ ά!ǘǘŀŎƘέ ōǳǘǘƻƴ ƴŜŀǊ ǘƘŜ ǘƻǇΦ 

5) /ƭƛŎƪ ǘƘŜ ά.ǊƻǿǎŜέ ōǳǘǘƻƴ ǘƻ ŦƛƴŘ ǘƘŜ ŦƛƭŜ ǎŀǾŜŘ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǘƘŀǘ 
you wish to attach. 

6) Find the document on your computer and double-click the document.  
¢Ƙƛǎ ǎƘƻǳƭŘ Ǉǳǘ ǘƘŜ ŦƛƭŜ ǇŀǘƘ ƴŜȄǘ ǘƻ ǘƘŜ ά.ǊƻǿǎŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 
attachment window. 

7) /ƭƛŎƪ ά!ŘŘΦέ 

8) /ƭƛŎƪ ά!ǘǘŀŎƘΦέ ¢ƘŜ ŘƻŎǳƳŜƴǘ ƴŀƳŜ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ά!ǘǘŀŎƘƳŜƴǘǎέ 
field on the compose window. To remove the attachment, click 
άwŜƳƻǾŜΦέ  ¢ƻ ŀǘǘŀŎƘ ŀŘŘƛǘƛƻƴŀƭ ŘƻŎǳƳŜƴǘǎΣ ǊŜǇŜŀǘ ǎǘŜǇǎ п-8. 

9) 9ƴǘŜǊ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ Ŝ-Ƴŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ά¢ƻΥέ ŦƛŜƭŘΣ ŜƴǘŜǊ ŀ ǎǳōƧŜŎǘΣ 
and enter any body text necessary. 

10) /ƭƛŎƪ ά{ŜƴŘΦέ 

 

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) /ƭƛŎƪ ǘƘŜ ά9-Ƴŀƛƭέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΦ 

3) /ƭƛŎƪ ƻƴ ǘƘŜ άhǇǘƛƻƴǎέ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ Ŝ-mail client. 

4) {ŜƭŜŎǘ ά{ŜǘǘƛƴƎǎέ ŦǊƻƳ ǘƘŜ ǎƛŘŜōŀǊΦ 

5) Enter the e-mail address where you wish to send your e-mail in the 
άaŀƛƭ CƻǊǿŀǊŘƛƴƎέ ōƻȄΦ  LŦ ȅƻǳ ǿƛǎƘ ǘƻ ŦƻǊǿŀǊŘ ƳŜǎǎŀƎŜǎ ǘƻ ƳƻǊŜ ǘƘŀƴ 
one account, put each address on a separate line. 

6) /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎΦέ 
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Quick Tip #9  

As a WSU faculty or staff 
member, you have access 
to available discounts on 
computer hardware 
purchases for your home. 
Check out the following 
website for more purchase 
information: 
www.wright.edu/cats/  
purchase/discounts.html 
 
 

Quick Tip #10 

As a WSU faculty or staff 
member, you also have 
access to available 
discounts on computer 
software purchases for 
your home computer. 
Check out the following 
website for more info: 
www.wright.edu/software 
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E-mail Questions continued on next page 



 
 

 

  

To set an automatic reply for your WSU e-mail, follow these steps: 

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

2) /ƭƛŎƪ ǘƘŜ ά9-Ƴŀƛƭέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ corner. 

3) /ƭƛŎƪ ƻƴ ǘƘŜ άhǇǘƛƻƴǎέ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ Ŝ-mail client. 

4) /ƭƛŎƪ ƻƴ ά±ŀŎŀǘƛƻƴ aŜǎǎŀƎŜέ ƛƴ ǘƘŜ ǎƛŘŜōŀǊΦ 

5) /ƭƛŎƪ ǘƘŜ ά9ƴŀōƭŜ ŀǳǘƻƳŀǘƛŎ ǾŀŎŀǘƛƻƴ ǊŜǇƭȅέ ōƻȄΦ 

6) Enter the date you want the automatic message to reply to your e-
Ƴŀƛƭǎ ƛƴ ǘƘŜ ά{ǘŀǊǘ ǾŀŎŀǘƛƻƴ ƴƻǘƛŎŜ ƻƴΥέ ōƻȄΦ 

7) Enter the date you want to stop the automatic message to reply to 
your e-Ƴŀƛƭǎ ƛƴ ǘƘŜ ά{ǘƻǇ ǾŀŎŀǘƛƻƴ ƴƻǘƛŎŜ ƻƴΥέ ōƻȄΦ LŦ ȅƻǳ ŀƴǘƛŎƛǇŀǘŜ 
multiple e-mail messages from one person, you may want to enter a 
time period in which they will not get the automatic message from you 
ƛƴ ǘƘŜ άbǳƳōŜǊ ƻŦ Řŀȅǎ ōŜǘǿŜŜƴ ǊŜǇƭƛŜǎ ǘƻ ǊŜǇŜŀǘ ǎŜƴŘŜǊǎΥέ ōƻȄΦ 

8) Enter the subject you wish to appear on your automatic e-mails. 

9) Enter the message you wish to display in your automatic e-mails. 

10) /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎΦέ 

 

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. 
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Quick Tip #11 

We encourage everyone to 
sign up for emergency text 
messaging. Sign in to 
WINGS Express, click on 
the Personal Information 
link, and then on Opt-In  
Text Message. 

 

 

Quick Tip #12 

Got a quick question, but 
would rather chat online 
than call the Help Desk? 
Try out the new online 
chat from CaTS. Go to the 
CaTS website, located at 
www.wright.edu/cats/  
and click on the chat 
button near the top. 
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E-mail Questions continued on next page 



 
 

 

  

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

simply go to www.wright.edu/web/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 

όǎǳōǎŎǊƛōŜ ƻǊ ǳƴǎǳōǎŎǊƛōŜύΦ /ƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ near the bottom and 

ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΦ tƭŜŀŜ ƴƻǘŜ ǘƘŀǘ ƛŦ ȅƻǳ ǎǳōǎŎǊƛōŜ ǘƻ ōƻǘƘ ǘƘŜ CŀŎǳƭǘȅ ŀƴŘ {ǘŀŦŦ 

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

receive two copies of that message. 

 

The easiest way to access your WSU e-mail from home is to use the WINGS e-

Ƴŀƛƭ ŎƭƛŜƴǘΣ ŦƻǳƴŘ ǳƴŘŜǊ ǘƘŜ ά9-Ƴŀƛƭέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊ ŀŦǘŜǊ 

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/ . 

 

CaTSõ Quarterly 
Newsletter for Spring 

Quarter 2008 

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 as AOL 
Instant Messenger, MSN 
Messenger, etc. are 
unsecure and should not 
be used to communicate 
sensitive information. 
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A few people responded to the CaTS Survey with some questions about the 

WINGS Calendar. Below, we have addressed some of these questions. Contact 

the Help Desk at 775-4827 or by e-mail at helpdesk@wright.edu if your 

ǉǳŜǎǘƛƻƴ ƛǎƴΩǘ ŀƴǎǿŜǊŜŘ ƘŜǊŜΦ 

 

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

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

2) /ƭƛŎƪ ǘƘŜ ά/ŀƭŜƴŘŀǊέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΦ 

3) Click ǘƘŜ ά/ŀƭŜƴŘŀǊέ ǘŀō ƛƴ ǘƘŜ ǘƻǇ ƭŜŦǘ ŎƻǊƴŜǊΦ 

4) CƛƴŘ ȅƻǳǊ ŎŀƭŜƴŘŀǊ ƻƴ ǘƘŜ ƭŜŦǘΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ǳƴŘŜǊ 
the Properties column on the right side. 

5) /ƭƛŎƪ ǘƘŜ άtŜǊƳƛǎǎƛƻƴǎέ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ƴŜǿ ǿƛƴŘƻǿ ǘƘŀǘ ƻǇŜƴǎΦ 

6) Type in the username (w###abc) of the person you want to see your 
ŎŀƭŜƴŘŀǊ ƛƴ ǘƘŜ άǳǎŜǊƴŀƳŜέ ŦƛŜƭŘ ƴŜŀǊ ǘƘŜ ōƻǘǘƻƳ ŀƴŘ ŎƭƛŎƪ ά!ŘŘ 
¦ǎŜǊΦέ ¢ƘŜ ǳǎŜǊƴŀƳŜ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ƭƛǎǘ ŀōƻǾŜΦ Note: You must 
know the username of the person you are trying to add; there is not 
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) /ƭƛŎƪ άhYέ ŀǘ ǘƘŜ ōƻǘǘƻƳΦ 

 

If you would like to sync your WINGS Calendar with Microsoft Outlook, please 

contact the Help Desk at 775-4827 to schedule an appointment. 

 

LŦ ȅƻǳ ƴŜŜŘ ǘƻ ǎŜŜ ǎƻƳŜƻƴŜΩǎ ŀǾŀƛƭŀōƛƭƛǘȅ ŀǎ ȅƻǳ ŀǊŜ ŎǊŜŀǘƛƴƎ an event, simply 

ŀŘŘ ǘƘŀǘ ǇŜǊǎƻƴ ǘƻ ǘƘŜ άLƴǾƛǘŜŜέ ƭƛǎǘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά!Ǿŀƛƭŀōƛƭƛǘȅέ 

ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ ¸ƻǳΩƭƭ ƎŜǘ ŀ ŎƻƳǇŀǊƛǎƻƴ ǾƛŜǿ ƻŦ ŜŀŎƘ ǇŜǊǎƻƴΩǎ 

calendar that will help you find a time to meet. 

CaTSõ Quarterly 
Newsletter for Spring 

Quarter 2008 

Quick Tip #15 

Need training on the new 
Office programs? CaTS 
offers training on Word, 
Excel, PowerPoint, and 
Access, along with many 
more workshops. Check 
out the training website at 
www.wright.edu/cats/ 
training/ for more info. 

 

 

Quick Tip #16 

Do you need to reserve a 
computer lab or find when 
one is available? Visit the 
CaTS Labs page, located 
at www.wright.edu/cats/ 
labs/  to see available 
times and reservation 
procedures.  
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Besides e-mail and calendar related questions, many of you also asked about 

some of the other services that CaTS offers. This section will address some 

miscellaneous questions that were seen frequently in the survey responses. 

Again, if you have a question ǘƘŀǘ ƛǎƴΩǘ ƭƛǎǘŜŘ ƘŜǊŜΣ ŦŜŜƭ ŦǊŜŜ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ 

Help Desk at 775-4827, or by e-mail at helpdesk@wright.edu, for assistance. 

 

If you have saved files to your personal network space, sometimes called the 

H:/ drive, you can access these files by visiting the MyFiles website located at 

myfiles.wright.eduΦ hƴŎŜ ǘƘŜǊŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά²Ŝō .ǊƻǿǎŜǊ !ŎŎŜǎǎέ ƭƛƴƪ ƻƴ 

ǘƘŜ ƭŜŦǘΣ ŀƴŘ ƭƻƎƛƴ ǿƛǘƘ ȅƻǳǊ /!at¦{ ǳǎŜǊƴŀƳŜ ƻǊ ǇŀǎǎǿƻǊŘΦ ¸ƻǳΩƭƭ ǘƘŜƴ ǎŜe 

your files. Please note, however, that you cannot access your departmental 

shared drive (K:/ drive) using MyFiles. 

 

If you need to access Banner and other secure university systems from home, 

ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǳǎŜ ǘƘŜ ǳƴƛǾŜǊǎƛǘȅΩǎ ±tb ŎƻƴƴŜŎǘƛƻƴΦ ¸ƻǳΩƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ƎŜǘ 

approval from your departmental manager in order to use the VPN 

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

 

Unfortunately, due to security concerns, we do not currently have the option 

to allow you to connect to your work computer from home. 

 

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. 

 

CaTSõ Quarterly 
Newsletter for Spring 

Quarter 2008 

Quick Tip #17 

For quick, updated info 
about the status of the 
network, or to see if there 
are any reported network 
outages or virus issues, 
dial the CaTS Info Line at 
ext. 4828. 

 

Quick Ti p #18 

If you want to be able to 
edit an attachment 
received through the 
WINGS e-mail client, 
right click on the name of 
the attachment and save 
the file to your computer, 
rather than simply 
opening it. If you want to 
only view the attachment, 
right click on the name of 
the attachment and 
choose to open in a new 
window. 
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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. 

 

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 
universityõs sensitive data 
and your personal info. 
These six steps are listed 
below. If you want to learn 
more about each step, 
view the òDo IT Wrightó 
Security website located at 
www.wright.edu/cats/  
security/itwright/  
 
1) Have a Secure 
Password 
 
2) Use a 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 
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