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External Access to Advanced Suite of Products

ProMonitor (Staff ILP):

The Staff ILP is only accessibly by a web browser and is always available externally from any device with a
web browser.

Use this link to open in a web browser : ProMonitor (Staff | 8 probtonitr Home X @ haps/ipramoritornorthemarts X o
ILP): You will be presented with a login dialogue on first
Signin

use, the details for this are your normal user credentials —
the same as you would use to login into your computer
onsite.

https://promonitor.northernart.ac.uk
Username |

Password

m e

Upon successful login you will be presented with the
software’s familiar screen

promonitor My Tutor Groups ~

Assessments T X At Risk Students Y X
There are no relevant Assessments for the chesen Academic High Risk (0)
Year: Low Risk (0)
No Risk (0)
My SMART Targets T X
There are no upcoming items BiviChllelie Styictiire v X
There are
current filte
Links X

The Northern School of Art Portal
Facebook

Twitter
Email Meetings Y x
There are no Meetings
My Diary x
Red: Overdue Green: Completed
< March 2020 =
Mon T Wed Thu F sat s
24 25 26 27 28 29 1 Notice Board T x
2 3 a s 6 7 5
s 0 11 12 13 14 15
# Uhats New in ProM
e R e s Whats New in ProManitor
23 24 25 26 27 28 29
E1 1 2 3 4 s

Comments ¥ X
There are no diary items for the selected day

using the current filter

Add Diary Note

omplete €@ For My Attention
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https://promonitor.northernart.ac.uk/ProMonitor/index/home.aspx
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https://promonitor.northernart.ac.uk/ProMonitor/index/home.aspx
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ProPortal (Student ILP):

The Student ILP is only accessibly by a web browser and is always available externally from any device with
a web browser. Use this link to open in a web browser: ProPortal (Student ILP): and again login using your
normal credentials to be presented with the software’s familiar screen.

Majania 1an Asiam | Apout

prop@l ‘QI 15016 v A LearnerIlP v Support » Meetings And Comments »  Miscellaneous v
_ i Set Layout For All Add Controls Reset
Notice Board Recent ‘About me' Upcoming Meetings
‘Welcome to ProPortal No Records No Records
More. More..
Academic Information
—
W BA (HONS) GRAPHIC DESIGN & COMMUNICATION My Attendance & Punctuality
unis |00
hsst |00 Attendance © punctuality No Records
Tasks |00
o 2 w0 o oo 0 0
(] 0 More..
More.. More...
Upcoming 'My SMART Targets'
No Records
More..

ProEngage (CRM):

A lot of the functionality of the school's CRM system can be accessed externally by from any device with a web
browser.

Use this link to open in a web browser: ProEngage (CRM): and again login using your normal credentials
to be presented with the software’s familiar screen.
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Version 18.2.0 | Majahid Irfan Aslam | Change User | About | =

proergmge A Home £ New Potential Business  Q Organisation Search (& Health & Safety Tests  # Training Needs Analysis @ Help
My Organisations [0] Halogen Creative

Claveland College of Art & Design (HE)

Organisations with Health and Safety Test Due Abingdon Primary School

My Organisations with Health and Safety Test Due

&5 Health and Safety Test €5 Health and Safety Tests Recently Viewed

My Due Health and Safety Tests (0]

Create New Health and Safety Test

{¥ Training Needs Analysis Recently Viewed

{4 Training Needs Analysis

Incomplete Training Needs Analysis [0]
My Incomplete Training Needs Analysis (0]

Create New Training Needs Analysis

ProSolution (MIS System):

A lot of the functionality of the school’s MIS system can be accessed externally by from any device with a web
browser.

Use this link to open in a web browser: ProSolution (MIS System): and again login using your normal
credentials to be presented with the software's familiar screen.

Version 19.3.2 | Majahid Irfan Aslam | About | & | =

prosolution.weh 4 Home  ida Students~ @ Offerings~ ang\stersv Timetables~  [B Exams~  |# Reports~ [E Other~ 7] Custom Pages @He\pv

Add Controls | Reset | Select Dashboard | £ Refresh All | Cookies | Classic Home

Registers Today x My Offerings x My Interviews x
NN ST I
There are no registers for you ta mark today. Thers are no offerings allocated ta you. There are no interviews for you to do.
0 ke 0 Offerings 0 Interviews
Registers Missed x My Timetabled Offering x

Groups
v o oo |
g

Thera are no offerings allocated to you.

You have no missed registers,

0 Registers
0 Groups
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Accessing Work Documents from Home

__ Go to the college website portal from main page or click this link - https://northernart.ac.uk/portal/
.| Click the My Documents and shares tab
@

THE HUR",:EL[:H MOUDLE ELEGTRONIC REGISTERS

MY DOCUMENTS & PRINT .
SHARES ACCOUNT Dentrivs

Click on My Files -

i marme

Home Access Plus+

Access your School from Home

The Northern School of Art

Access your files from home

Lo
POUR USERMAME HERE

[

@ Login
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You now have access to all your shared drives

ommercial Prosagraphy
2* BA [Hons) Fashian Stsff Sh
¥ Home Drive |
G HE Student Workpool (]
Cx® FEStudant Warkpaod (K]
5 Prosography [F]

a* Tecrsupp (M

8 Shaff Workpoel W)

Clicking on a drive will show all your files and folders.

Keep in mind when selecting and downloading multiple files that will appear as a ZIP file on your computer.

hiain Purvis

jarch: Home Drive My Documants Downioade Dessaog Farvaeitas
E— N | ik Foichar L‘ Filw Falza | i Fuokc | i il Frids
Piturs
Public MetOtpects Fasion 2073 t
_Documints. | Fik Fikchr | =3
Appieations
E AppD L Tt it Ay ]
Pl oning ot fias sx e projec
E g | ke Fodclar |I Fiu Falzar | Fite Foic m Fi Failer .I ke Folds
Lugoe Plans
Corel VidsaStudio P
Adate dnFsipsr Lo rns k. Pewm Fugic _Decunants_
NarcVicks | File Foider J Fim Falcmr M FieFricer | T Falder J File Eclger
Crestive Cloud Files:
Teaching Indesgn Apphzatices Frasmate: atom Offica Tampistas Lazzan Pars ol Vidscindic fro
designabni § | A ! Fie Fade ! | File Folder J Fke Foliges
Applcrtion Suppart
<cars
kMas Acois CHeaia Choed Flas TRachineg Indesign dekgnakn i 8
o _— | File Fichar | | Fir Fricker | Fir Faider | Fibe Friner
stndith Fioucke
DI Laoed
Suriockc App beatio Applestion Supgarnt Ecara Zdabim Bumiosth Foder DYIAD Lal
Sharybasn animatic | A ! Fie Folee ] - | Fie: Foider J File Folite
bt
8 max medek
Autodest Appicaaon Manager Stmrysoand snmabc fram e bart s max mode b Seart Mena
St Wt | Fiks Fodar ! Fa ol | Pl Fokk | Fil. Faider J Ak Frids
Fashuon flate
DELirany
3k M 220 Fathion fats DiLibeary 343 M 2020 | setor Servar for AusCAD Anastoety Evtenion Manager
rve s Sevves fir A | Filks Fodchar || Fla Fbas | F .I Fiks Folds
Ansmesty Barakn
s shudert work Guides hack i Favmrites [ Faiver 2015 Aecovered Files WISE Back Lip
Faticken bare I Fiks Frarkar ] Fla Fals ! Fli Falri Fia. Fiter ] Rls Frids
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Getting a free copy of Microsoft Office

to install on your PC, Mac, Tablet or Phone

First of all, you need to login to your email account, this has been covered fully in a previous email and | have
attached the PDF outlining this again, however this is a brief reminder.

Go to https://northernart.ac.uk/portal/ then Click on EMAIL

Click Here

BA (HONS) DEGREES SCHOOL LEAVER COURSES MASTERS DEGREES STUDY WITH US WHY STUDY WITH US? OPEN DAYS APPLY NOW ABOUT US PORTAL

THENDRTH N MOODLE Sl ELECTRONIC REGISTERS Tip: You may need to

- o D scroll down

CRM

MY DOCUMENTS & PRINT : =
SHARES ACCOUNT OneDrive . o

. School of Art

You will then be prompted for your college email address:

For staff it is in the form of firstname.surname@northernart.ac.uk e.g.
Joe.Bloggs@northernart.ac.uk for students it is studentrefno@northernart.ac.uk e.g.

BLOJFA0002 @northernart.ac.uk

®

Outlook
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You will then be prompted for your school user name and password.

Outlook Tip: Make sure the box tells
you that:
http://adfs.nothernart.ac.uk

is requesting your password
B

B2 Microsoft

Authentication Required x

® hitps://adfs.northemart.ac.uk is requesting your usemname and password

User Name: | |

Password: | ]

i

You will then be able to access your email.

£ Search ® 5 & 2 < 0 (¢
= [l Emptyfolder (£ Mark all as read

> Favourites ©  Junk Email ¢ Filter

Tod.
v Folders i
, Extreme Networks
Inbox 13833 Enabling Wi-Fi6 functionalit... 1518
ENABLING WIFl6 FUNCTIONALITY ACROSS Y.

& Drafts
Jo Mekerrow

' 7

> Sent ltems Change to Qur Terms of Busi... 20
View this email in your browser Dear Majahi...

i Deleted items 55661

= - . Peplink

O Junk Email 5 Questions about the 56 futu 046
PREPARE FOR THE 56 FUTURE WITH SECURE...
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http://adfs.nothernart.ac.uk/

However, it's not email we wish to collect, we want to install the freebie Microsoft Office Suite So first
of all you need to click on the square of nine dots in the top left of the Outlook page.

Click Here

S Favorites

B Sent ltems
£ Inbox 106
il  Deleted ltems 4174

Once you've done this then this should drop down:

HH Office 365 —

Click Here
E Outlook ‘ Onelrive

m Class Notebook S Sway
[= Forms H) Admin
All apps =
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Click at the very top on Office 365 and you should be presented with this:

Good afternoon Install Office
+ & e @® & ® @ P @ L &
Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Slass Sway
Notebook
s & -
N
Forms Admin All apps
Recommended

Click on "Install Office” and this should drop down:

Install Office

Office 365 apps

Includes Qutlook, Onelrive for Business,

w
I

Word, Excel, PowerPoint, and more.
"o : :
AT Other install options

—»  Select a different language or install other
apps available with your subscription.

Select the top option (Office 365 apps) if you simply wish to install Office on a PC

Select the second option (Other install options) should you wish to install to a Mac, a tablet, a smartphone
and/or use a different language preference to English.
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Click on the top option and you will get this popup warning you that there will be setup file to install and how
one should go about installing it. Click the second option should you wish to install to anything other than an
English PC.

Just a few more steps...

] setup.. - Yes

{ T - =x
@ Click Run @ Say "yes" © Stay online
Click the Setup file at the bottom of the Click Yes to start installing. After installation, start Office and sign in
screen. with the account you use for Office 365:

bgoodwin@northernart.ac.uk.

Need help installing?
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You then be prompted to save a file to your computer

Save As
¢ x
A <« OneDrive - The North... » VPN Link - ) 2 Search VPN Link

COrganize = Mew felder Bz - 9
_J 3D Objects A Name Status Date modi
[ Desktop
Documents
‘ Downloads
ﬁ Music
&=/ Pictures
m Videos

Mo items match your search,

== Backups (Br]
e Windows (C:)
= Datal1 (E:)
- Datall (F:)

- Datal3 (G:)
= Home (h:) (YR 4 >
File name:
Save as type: :App[ication ~|
# Hide Folders | Save | | Cancel

Click Save (select somewhere convenient to save it should you wish)

In the bottom left corner, you should find:

I Setu p.Defen-us_O...exe .

Click the up-arrow and select the option “open”

If presented with the warning “Do you want this app to make changes to your device” then click “Yes” and
everything should start installing.
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OneDrive for Business

OneDrive for Business allows staff and students access to 5TB of cloud storage space. Please do not
confuse this with OneDrive which is not linked to the Institution and is altogether different.

OneDrive is not a replacement for your home drive but is designed to complement it.

The two primary uses of OneDrive we recommend are:
1. It can be used to move data that isn't used on a daily basis to make space in your home drive if
you are starting to run out of space.

2. It can be used as a Cloud USB stick to transfer data from your network drive/s to it to work at
home and then transfer it back when you come back.

There is a 90 day recycle bin. Once this data is gone, it is gone. Users should be careful what they delete.
The school does not hold its own backup of this data.

When a user leaves they will lose access to their One Drive.

To access your personal Northern School of Art OneDrive, please follow the instructions below.

1. Go to our website https://northernart.ac.uk and click on the portal link, which will bring up the
page below. Then click on OneDrive

THE NORTHERN MOODLE HERITAGE LIBRARY
VLE [LEETRONI&REGISTERS CATALOGUE

CRM
MY DOCUMENTS & PRINT ; e
INITIAL SEREHING SHARES A[:GEUNT UHEErwe For The Northern

School of Art
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https://northernart.ac.uk/
https://northernart.ac.uk/

2. Enter your username following the example in the screenshot below, then hit next.

Sign in

mccbet0091@northerna rt.ac.uH

Can’t access your account?

3. Enter your password and click Sign In.

< mccbet0091@northernart.ac.uk

Enter password

l¢¢I¢¢l0‘¢‘|

Forgot my password
] Y

Page | 14



4. You will then be presented with the following screen which is your interface to access, your one
drive files. Office files can be worked on, straight from here using the Online versions of the office
Apps. Or they can be downloaded to your local device and worked on offline. Non-office files
such as Adobe Creative Cloud etc would need to be downloaded and worked on offline. All files
once they have been edited and saved can then be uploaded back to OneDrive.

OneDrive
fearch everything + New T Upload v 73 Sync o Flow v IF sort = )
BAMBAM MCCONAGHIE (Student
B My files Files
) Recent
& Shared 0O Name Modified Modified By File Size Sharing Activity
& Recycle bin Do Attachments August 10, 2017 BAMBAM MCCONAGHIE { 0 items Private
D& CameraRoll January 26, 2018 BAMBAM MCCONAGHIE (0 items # Shared
I EdiAdvance.Tdp.Client.2017-10 January 26, 2018 BAMBAM MCCONAGHIE [ 1item Private
T4 Shared with Everyone February 24, 2014 BAMBAM MCCONAGHIE { Oitems o Shared
2]  Capturel.PNG BAMBAM MCCONAGHIE [ 4.78 KB & Shared
@  cover letter.docx BAMBAM M [ 356Ke £ Shared
@ CV.docx BAMBAM M ( 351K8 Private
@ img20180125_13564193.pdf January 25, 2018 BAMBAM MCCONAGHIE ( 30.2KB Private
[Z]  img20180125_13575597 jpg January 25, 2018 BAMBAM MCCONAGHIE {352 KB Private
D New Text Document.txt January 26, 2018 BAMBAM MCCONAGHIE ( Private
[Z]  textpsd September 19, 2018 BAMBAM MCCONAGHIE {400 KB Private
Get the OneDrive apps
Return to classic OneDrive

If anyone has any issues, or wants us to take you through the process or use of OneDrive for
business please get in touch with your IT Dept.
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Accessing email on iPhone

Click on the App Store
Search for Outlook in the App store.
Once you find Outlook Get to install Outlook.

all 02-UK 7 ¢ 15:28 @ 44% @ )
Q, Outlook © Cancel
o Amazon
cid Search, compare and buy GET
b 6 & Sian

Microsoft Outlook
ﬁ Email and calendar I\
1. 8.6 6 &

Do more Reply on the go

Find everything
Search
it
sz




Once installed click Open.

On the screen you are greeted with enter your school email address, for staff it is in the form of
firstname.surname@northernart.ac.uk for students it is studentrefno@northernart.ac.uk

all 02-UK 7 15:29 9 40%@ )
Q. Outlook © Cancel
Amazon
amazon
T Search, compare and buy GET
b & & Sxd

Mobile shopping
made easy...

Explore Departments

¥

4 Ad

...millions of
products available

Microsoft Outlook
G Email and calendar OPEN
1.8 6. 6.6
Do more Reply on the go Find everything

<l
b g
Apps

Today Games
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all 02-UK 7 ¢ 15:30 40% @ )

Add Account Skip

Enter your work or personal email

majahid.aslam@northernart.ac.uk

Add Account

Create New Account

Privacy & Cookies

@hotmail.com @outlook.com @hotmail.co.t

NI NS N S N L W N — L N—

(N N N N U N \— L — L —

return



mailto:firstname.surname@northernart.ac.uk
mailto:studentrefno@northernart.ac.uk

¢ You will then be prompted for your school user name and password. Please enter this.
e Then on the Add Another Account screen click “Maybe Later”

all 02-UK = ¢ 15:31 9 40% @) all 02-UK 2 15:34 9 40%@ )
< Not Office 365 (2) Add Another Account
art.ac.uk

lame and password.

a: [miaslam ]

== )

Would you like to add
N\ Done another account?

Maybe Later Let's Do It!
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e Then click “Turn On” on the Enable Notifications prompt.
e Then click “Allow” on the Send You Notifications prompt.

all 02-UK

Inbox

m Other

i ——
WE e @ TE W e e

- W - - - -

. 0 Robert McConaghie 14:34
Enable Notifications ile o
Outlook uses notifications as a way to b
make sure your inbox is always up-to-
date. Disabling them might delay email ~ 12:50
delivery. ling...
No Thanks Turn On ey
. S T - T— o A ey
B
o el
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@ 40%@

Inbox ¥

e -

W o e @ e e T e

-

i Robert McConaghie

"Outlook” Would Like to Send
You Notifications r..

Notifications may include alerts,
sounds and icon badges. These can be

12:50
configured in Settings. X
ling...
Don't Allow Allow are...
T - — o & ey



e You then have Access to your School Email Inbox.
e If you click the calendar icon, you can access your School Outlook Calendar.

all 02-UK =
¢ Inbox ~
Other = Filter

all 02-UK =&

¢ March

Today - Monday 16 March WK 12
No events

Tomorrow « Tuesday 17 March

ALLDAY @ St. Patrick's Day (N. Ireland)

(© United Kingdom

10:00 ® SMS new provider
1h
L@
@ General Office
Wednesday 18 March
No events

Thursday 19 March

No events

= Q =

=
(o]
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e To access other Inbox folders click on your face icon.
e To access Outlook again, just click on the Outlook icon from your home screen.

all 02-UK =
all 02-UK & 16:05
35
® .
Office 365 fo)
Majahid Irfan Aslam
. Outlook
Favourites
© Q Inbox

D Sent ltems

? Drafts
Q Inbox

£33 _Important_
3 _ToDo_
£  Archived Work
£ Archive
£ BackupExec

£ BlackBoard

£1  Mitel
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Accessing email on Android

e Click on the play Store
e Search for Outlook or Microsoft Outlook in the play store.

Outlook
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e Once installed click Open.
e On the screen you are greeted with enter your school email address, for staff it is in the form of
firstname.surname@northernart.ac.uk for students it is studentrefno@northernart.ac.uk

3:35

Add account

Enter your work or personal email address.
Joe.Newcombe@NorthernArt.ac.uk

G GOOGLE ACCOUNTS

PRIVACY AND TERMS

CONTINUE >

[l @ <
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¢ You will then be prompted for your school user name and password. Please enter this.
e Then on the Add Another Account screen click “Skip”

adfs.northernart.ac.uk

Type your user name and password.

User name: | Jnewcombe |

Password: [ seeeees |

1l @] <
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e You then have Access to your School Email Inbox.
e If you click the calendar icon, you can access your School Outlook Calendar

3:36 &

=  Inbox

TODAY * MONDAY, 16 MARCH

No event

TOMORROW « TUESDAY, 17 MARCH
No event

WEDNESDAY, 18 MARCH
No event

THURSDAY, 19 MARCH
No event

FRIDAY, 20 MARCH

No event

SATURDAY, 21 MARCH
No event

SUNDAY, 22 MARCH
No event
MONDAY, 23 MARCH

1l @) < 1l @] <

D & ©® ® © € = O

K
Jo
ED
al
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Accessing your Work Extension from Home

To Divert Your Work Extension Externally to Home Phone or Mobile

> *8 (9 for outside line) Then number (*8 9 01642 222222)
> ## 8 To Remove the Divert Once Back in The Office

To Access your Work Voicemail from Home

» Ring Your Full Work Number from Anywhere
» Once Voicemail Kicks in Press ** (Extension Number)
» Access Voicemail the Usual Way
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SAFER DISCONECTING FROM REMOTE COMPUTER

The safest way to disconnect

from a remote computer
connection is to simply click

on the small X in the bar at

the top of the screen as shown here.

You will see the following dialogue; this is fine just
click the 'OK’ button.

Please Don’t

The other way to disconnect, from the start menu, makes it
far to easy to accidentally click ‘Shutdown” because this is
muscle memory.

This will turn off the remote computer in your office, making
reconnecting impossible until a person physically goes into
the office and turns on your machine.

This means one of our LT. or Estates staff will have to
leave their home to switch your machine back on and we
are all trying to avoid this as much as possible.

PLEASE BE CONSIDERATE AND USE THE CONTROLS AT THE
TOP OF THIS DOCUMENT NO MATTER HOW CONFIDENT
YOU ARE IN YOUR SKILLS. THIS SIMPLE CHANGE CAN KEEP
US ALL SAFER AND HELP REDUCE OUR WORKLOAD.
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REMOTE COMPUTER NAME

Remote Desktop Connection

o Your remote session will be disconnected
Pragrams on the remote computer will continue to run after

you have disconnected. You can reconnect to this remote
session later by legging on again.

[ Don't display this message again Cancel

-ﬂﬁ Richard Dewar

£ Type here to search




Changing Remote Desktop Name

1. Open Remote Desktop Connection - Click on the Start button (i) and start typing - remote desktop
connection (ii) and hit enter. If it doesn’t show up type mstsc and hit enter.

i) i)

Recently added

SSL VPN

Settings Web  More v Feedback

T§ Microsoft Teams /)
ati Best match

._ Remote Desktop Connection N L

I ¢

# ) »*
Jf

@ 3D Viewer Search the web

S Smoothwall SSL VPN

Remote Desktop Connection
| e

A

£ remote - See web results > App
"% Settings (8+)

»

0

A1 Adobe Acrobat DC Open

3 Run as administrator
[] Adobe Acrobat Distiller DC.
1 open file location
Adobe After Effects 2019
=2 Pin to Start
Adobe After Effects 2020
3 Pin to taskbar

Adobe Bridge 2019
Adobe Bridge 2020
2| Adobe Connect

Y Adobe Creative Cloud

Adobe lllustrator 2019

Adobe lllustrator 2020

Adohe InDesian 2019

O fiype here to search £ remote] m o [&] [ [ I §
& Remote Desktop Connection - X

Remote Desktop

- 2. Type the new rovided
»¢ Connection yp b

computer name in to the text

box next to Computer.
Computer: | w

Username:  CCAD-AD\gpurvis & Remote Desktop Connection

i
&3

You will be asked for credentials when you connect.

| | Remote Desktop
¢ Connection

| x Show Options | Help General | Display | Local Resources | Programs | Experience | Advanced
Logon settings

P L Enter the name of the remote computer.

3. To change the username (if i
needed) click on Show Options.

Computer: Example: computer fabrikam com -
User name:

The computer name field is blank. Enter a full remote computer
name.

Connection settings

Save the cument connection settings to an ROP file or open a
| saved connection.

To save the connection (stops you
needing fo repeat the above)

0 Save ] [ Save fs... ] [ Open... ]

click on Save as... and save to

(4 Hide Options [ Connect H Help

|

your desktop.
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