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Information Services @ Bellarmine University

Led by Director Fred Lassiter, the Information Services staff provide a variety of technology support services to the Bellarmine University Community.  The support services include:

    university website



spam control

    web portal resources


JICS/CARS database management

    campus email system


Microsoft office campus agreement

    high speed internet access


software program administration

    network storage space


technology training and support

    network security

Help Desk
Make the Help Desk your 1st point of contact for technology support issues.  During the semester, the Help Desk is available for hardware and software assistance seven days a week. You may drop in to talk with a member of the Help Desk staff on the B level of the Library, telephone 452-8301, or email  helpdesk@bellarmine.edu.  Bruce Moore is the Help Desk Manager.

Faculty Development Center   Located on the A level of the Library in Room A22, the FDC administers a technology training program for faculty and staff.  In addition, the FDC staff provides technology support and resources for faculty members using Blackboard, JICS/CARS Web, and the Turn It In program.  Debi Griffin is the FDC Manager and the Blackboard program administrator.  She can be reached at 452-8089 or email dgriffin@bellarmine.edu.
Notes:
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Bellarmine University Faculty

Technology Jump-Start List
	Blackboard (Bb)
	Blackboard is a web-based program that may be used to supplement your classroom activities.  You may decide to use one Bb feature or many.  You can post class documents, include links to web resources, set up a discussion forum,  online quizzes, and maintain a course grade book.   For creation of Blackboard courses and training, contact Debi Griffin, FDC, Ph.452-8089 or dgriffin@bellarmine.edu.  

	Class lists
	Class lists are available online.  Go to my.bellarmine.edu > login > go to the Faculty tab > go to Faculty course control > select a course > class list.  

	Email
	Bellarmine email can be accessed from on campus or from off campus with your Bellarmine network username and password.  You have an email inbox, calendar, and access to public folders.  There is a built-in contacts listing of email for faculty, staff, and students.  There is a 100 mg limit to the size of your email box.  Follow these tips to manage your email:

· Keep file size in mind when sending email.  Use this chart as a guide:
Small email

Medium

Large

Very large

10 to 25 KB

25 KB to 100 KB

100 to 500 KB

500 KB to 1 MB

· Be aware that large attachments, images, and special backgrounds have a big impact on file size.
· Periodically empty the deleted and sent items folders.

	Internet website
	Visit the Bellarmine University website at www.bellarmine.edu for general information about our schools, programs, student activities, etc.  Notice that there is a link for email at the top of the homepage and a link for faculty/staff at the bottom of the homepage. 

	myBellarmine faculty/staff website
	The faculty/staff link on the internet site will take you to the myBellarmine web portal. It contains practical resources such as staff, faculty and student listings, Human Resources links, electronic resources of the Library, class schedule, community announcements, class lists, etc.  

	Network Security
	· Protect your user name and password.

· Do not open unknown email attachments

· Do not respond to any email asking you to confirm accounts or passwords

· Use your W drive for critical files.

· You must protect the privacy of others, including faculty, staff, and students.

	Plagiarism
	Turn It In is part of our on-campus plagiarism prevention program.  It is a web based program that compares a student paper against web pages and academic journals and databases and generates an originality report.  If you are interested in using Turn It in, there are detailed joining instructions online at 
http://www.bellarmine.edu/library/fdc/TrainingHandouts.asp 

	Student 
grade entry
	Student grades will be entered online by each course instructor.  The Registrar will email instructions and specific dates for on-line grade entry.      


For FDC workshops, training documents, and web resources, visit the Faculty Development Center website at http://www.bellarmine.edu/library/fdc/ 

