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1    CHECKLIST 
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HP offers special pricing for some of the 

items on their consumer product lines for 

Schulich students. 

Ç Go to www.hpshopping.ca/epp 

Ç Use affiliate code SSB34GGCAL 

2 COMPUTING REQUIREMENTS   

2.1     DESKTOP OR LAPTOP COMPUTER 
You need a desktop or a Laptop computer that can run Windows and Microsoft Office applications. Any 

desktop computer or laptop computer bought in the last three years or so should be sufficient for your 

computing needs. 

BUYING A COMPUTER  

The ideal choice would be a wireless (Wi-Fi) enabled laptop.  It will 

allow you to connect to the wireless network from the classrooms and 

the common areas throughout the campus.  The network ports for 

connecting to the wired network using an ethernet cable are also 

available throughout the campus in classrooms, hallways, breakout 

rooms, library, etc. 

Choose your computer from major brands and get at least two year replacement warranty.  Also, make sure all the 

software is pre-installed and you are provided with the software CDs (if any) and the system recovery CD. 

We also recommend buying a laptop that supports Tablet PC features such as pen-based computing.  Please visit 

aƛŎǊƻǎƻŦǘΩǎ ǿŜōǎƛǘŜ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ¢ŀōƭŜǘ t/ ŦŜŀǘǳǊŜǎΦ 

2.2    ESSENTIAL SOFTWARE 
You need Microsoft Office applications to work on your assignments and presentations.  You do not have to buy any other 

software. 

MICROSOFT OFFICE PROFESSIONAL   

You can buy Microsoft Office Professional Edition from Data Integrity, the campus computing store at York 

Lanes Mall, at a heavily subsidized rate.  Alternatively, you can buy Microsoft Office Home & Student Edition 

from the retail chains such as FutureShop, Staples, etc.  Please avoid buying Microsoft Office Basic Edition, because it does 

not include Microsoft PowerPoint - which is an essential application. 

2.3    INTERNET CONNECTIVITY AT HOME 
You can access all the services, such as Schulich email, course materials databases, group databases, library 

resources, etc., remotely over the internet.  We strongly recommend that you subscribe to a high speed internet 

service at home.  
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3 KEY SOFTWARE TOOLS &WEB SERVICES  

 

SOFTWARE TOOLS &  

WEB SERVICES 

DESCRIPTION 

Student Portal 

 

A personalized web site that enables you to access your email, course materials, 

etc.  The web address of the student portal: http://athena.schulich.yorku.ca 

The Lotus Notes Account Summary sheet contains your login information. 

Passport York Passport York account provides access to York services like registering for 

courses, accessing wireless network, etc.  You need to sign up for the account.  

Sun Java Plug-in for Web 
Browser  

The Java plug-in for the web browser must be installed for you to be able to see 

the menus in the course material databases, Sametime, etc.  The plug-in can be 

downloaded from the student portal. 

Domino Web Access  Mail Web based email developed by Lotus (an IBM subsidiary). You can access it 

through the student portal. 

Course Material Databases*  The course material database (CMD) is a simple online storage space used by 

instructors to post course related documents and instructions.   

Moodle*  Moodle is an online course management application that provides several 

features including online discussions, access to course materials, assignment 

submission, etc.   

Learning Space *  Learning Space is a collaborative e-learning application that allows students in a 

class to engage in online discussions, access course material, share documents, 

etc.   

*  Note:  Every Schulich course uses one of the three online applications (Course Material Database, Learning Space 

or Moodle) for distributing course related documents.   

Lotus Sametime  Web Conferencing allows you to conduct virtual (online) meetings using text 

chats, voice chats, real time document sharing, desktop sharing, etc.   

Symantec Antivirus  The Symantec antivirus software provides security against virus attacks on your 

computer and the network.  It is provided free of cost to all York through York 

computing software download web page.  

New Mindsets  

 

The web site contains e-learning resources used for the courses MGMT 5150 

(MBA) & MGMT1000 (BBA).  The login instruction will be provided by your 

instructor. 

Software Repository The Schulich Software Repository contains optional software that you can 

download.  It can be accessed through the link at the student portal. 

  

http://athena.schulich.yorku.ca/
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4     STUDENT PORTAL 

4.1 OVERVIEW 
The student portal is a personalized web site where you can access your email, course materials, etc.  It provides a 

comprehensive list of useful links to various tools and online resources. 

Login  Page http://www.schulich.yorku.ca   (Top Menu)  >  Quicklinks  >  Portal - Student 

Username & Password See Lotus Notes Account Summary Sheet provided during orientation session 

 

 

4.2 CHANGING YOUR PASSWORD 
The Change Password tool allows you to change your password for the portal and all your Schulich web applications.  When 

you change your password it takes about 10 minutes to take effect.  The System Administrators do NOT have access to your 

changed password.  If you forget your password you can approach the helpdesk to reset it to your original password. 

http://www.schulich.yorku.ca/
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4.3 ADDING PORTAL AS A TRUSTED SITE 
If you use Internet Explorer web browser, you should add Schulich web sites to ά¢ǊǳǎǘŜŘ {ƛǘŜsέΦ  For example, opening 

Microsoft Office attachments to your email might be prevented by Windows security, if the email site is not been added as 

a Trusted Site.  

 

 

 

 

 

 

 

 

 

 

 

1. Open Internet Explorer and go to menu options Tools-Internet Options and switch to the tab Security. 

2. Choose the Trusted Sites icon. 

3. Click on the button Sites. 

4. Enter *.schulich.yorku.ca in the text box.  The wild card character represents all web sites in Schulich domain.  

5. Uncheck the checkbox at the bottom. 

6. Click on the button Add and close the window. 

7. Close all open browser windows and reopen the browser.  

The Schulich sites are now added as trusted sites, and you can see it in the status bar at the bottom of the browser.  

 

4.4 LOGOUT 
The link for logging out of the student portal is at the top right corner.  If you access student portal from a public machine, it 

is very important that you make sure you logout of the web site.  
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5 PASSPORT YORK ACCOUNT   

Passport York is the primary method of online authentication at York web sites. You can use your Passport York username 

and password to log into York's online services and tools.  

5.1 SIGNING UP FOR PASSPORT YORK ACCOUNT 
You can find information on Passport York and online sign up at 

http://www.yorku.ca/computing/students/accounts/passportyork.html 

You only need your student number and date of birth to sign up for Passport York.  

 

You need a Passport York account to access most of the online tools and services available at the Current Students web 

ǇŀƎŜ ƛƴ ¸ƻǊƪ ¦ƴƛǾŜǊǎƛǘȅΩǎ Ƴŀƛƴ ǿŜō ǎƛǘŜΥ http://www.yorku.ca/yorkweb/cs.htm. Clicking on most of the links in this page will 

take you to the Passport York login page if the service requires authentication.  

5.2    MANAGE MY SERVICES  

Manage My Services is an application that allows you to activate various computer lab accounts, 

and other optional York Services.  You can access Manage My Services at  

http://www.yorku.ca/computing/students/accounts/mmsservices.html 

The services that you would need to activate are:  Sirius - SSB Student Lab at Room S336, and Acadlabs - PC/MAC Labs 

(Computer labs at the libraries).  You can print your documents in black and white as well as color at these labs.  The other 

service that you may find useful is Electronic Mail.  Note that York Mail is different from your Schulich email. 

  

http://www.yorku.ca/computing/students/accounts/passportyork.html
http://www.yorku.ca/yorkweb/cs.htm
http://www.yorku.ca/computing/students/accounts/mmsservices.html
http://www.yorku.ca/computing/students/accounts/mmsservices.html
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6  WIRELESS NETWORK  

WIRELESS NETWORK ς AIRYORK 
AirYork wireless access is available throughout the Schulich Building and other locations in main campus.  It is also available 

in Miles S. Nadal Downtown Management Centre.  AirYork Wi-Fi is ōŀǎŜŘ ƻƴ ά802.11 bέ wireless technology.  Almost all of 

the current laptops come with 802.11b/g capability built-in.  However, if your laptop does not have the wireless capability 

built-in, you can buy an 802.11b/g/n  wireless card that plugs into your laptop. 

  CONNECTING TO AIRYORK:  

1) Start your laptop and make sure your wireless 

card is enabled. Wait for a minute or so for your 

computer to detect the wireless network and 

connect to it. 

2) Start your browser and it will automatically 

redirect you to the login page shown in picture on 

the left.   

3) Login using your Passport York username and 

password. Now you can access the internet.  

 

 
IMPORTANT:  If antivirus is not installed on your computer, you should Install Symantec Anti-virus software which is 

available for free at York UIT web site: http://www.yorku.ca/computing/students/software/freedownloads/index.php.  If 

your computer gets infected with virus or spyware, AirYork will detect it and disable your Passport York account to protect 

the network.  If you get locked out,  you have to clean up your computer and then contact York UIT to re-activate your 

account.  

WIRED NETWORK ς YORKNET 

Wired network connections are available in the hallways, the business library and the classrooms.  You can use Passport 

York to sign on to the network after hooking up your computer to the red YorkNet jack using an Ethernet cable. More 

details: http://www.yorku.ca/computing/students/internet/yorknet/index.html   

RESIDENCE NETWORK - RESNET (OPTIONAL) 
Wired network connections are available at campus residences.  In order to connect to the network/Internet you should 

register your computer with ResNet. You can find more information at the following web address: 

http://www.yorku.ca/computing/students/internet/resnet/index.html 

http://www.yorku.ca/computing/students/software/freedownloads/index.php
http://www.yorku.ca/computing/students/internet/yorknet/index.html
http://www.yorku.ca/computing/students/internet/resnet/index.html
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7 LOTUS NOTES EMAIL       

The email service offered at Schulich is based on Lotus Notes platform from IBM.  The email product that we use is called 

Domino Web Access; it provides web browser based email access obviating the need to install any software.  

7.1 ACCESSING YOUR EMAIL  
Log on to the student portal at http://athena.schulich.yorku.ca  ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƭƛƴƪ άLƴōƻȄέ ƛƴ ǘƘŜ άaȅ aŀƛƭέ window to 

access your email. The very first time you try to access your email you will get the warning message shown below. Choose 

Ok.  

 

Go to the top of the browser and rightςclick on the message shown below ŀƴŘ ŎƘƻƻǎŜ άLƴǎǘŀƭƭ !ŎǘƛǾŜ· /ƻƴǘǊƻƭέΦ 

 

 Once you install the ActiveX control you should be able to access your email.  

      

http://athena.schulich.yorku.ca/
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7.2 SENDING EMAIL AND USING THE ADDRESS BOOK 

CREATING A NEW MESSAGE 

 

¢ƻ ŎƻƳǇƻǎŜ ŀ ƴŜǿ ŜƳŀƛƭΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άbŜǿ aŜǎǎŀƎŜέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ǘƻǇ ƳŜƴǳ ŀƴŘ ƛǘ ǿƛƭƭ ƻǇŜƴ ǘƘŜ ǿƛƴŘƻǿ ǎƘƻǿƴ ƛƴ ǘƘŜ 

next picture. 

USING THE ADDRESS BOOK 

 

 

When you finish composing your message, click on Send on the top menu bar to send the email message. 
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7.3 MAINTAINING YOUR ACCOUNT 

CHECK EMAIL FILE SIZE 

Your email account size is limited to 200 MB and it cannot be increased.  When your account size exceeds the limit, you may 

not be able to receive all your emails.  It is a good practice to maintain your account size below 80% of the limit.  You can 

check email file size as shown below. 

 

DELETING EMAIL AND EMPTYING TRASH 

Deleting a message does not completely remove the email from your account ς it just places the email in the Trash folder. 

5ŜǇŜƴŘƛƴƎ ƻƴ ȅƻǳǊ άǎƻŦǘ ŘŜƭŜǘŜέ ǎŜǘǘƛƴƎ όōȅ ŘŜŦŀǳƭǘ пу ƘƻǳǊǎύ ƛǘ ǊŜƳŀƛƴǎ ƛƴ ȅƻǳǊ ¢ǊŀǎƘ ŦƻƭŘŜǊΦ  LŦ ȅƻǳ ǿŀƴǘ ǘƻ ǊŜŎƻǾŜǊ 

ƳŀƛƭōƻȄ ǎǇŀŎŜ ǉǳƛŎƪƭȅ ǘƘŜƴ ά9ƳǇǘȅ ¢ǊŀǎƘέ ŀƴŘ ǘƘŜ ǎǇŀŎŜ ǿƛƭƭ ōŜ ǊŜƭŜŀǎŜŘ ōȅ ǘƘŜ ǎŜǊǾŜǊ ǿƛǘƘƛƴ ǘƘŜ ƴŜȄǘ с ƘƻǳǊǎΦ 

 

 

 

    

REPLYING WITHOUT ATTACHMENTS 

When replying to an email with attachments, choosing ... without Attachment(s) option (if attachments are no longer 

ƴŜŜŘŜŘύ ǿƻǳƭŘ ƘŜƭǇ ȅƻǳ ǘƻ ŎƻƴǎŜǊǾŜ ǎǇŀŎŜ ƛƴ ȅƻǳǊ ŀŎŎƻǳƴǘ ŀǎ ǿŜƭƭ ŀǎ ȅƻǳǊ ǊŜŎƛǇƛŜƴǘǎΩ ŀŎŎƻǳƴǘǎΦ 
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7.4 FORWARDING (REDIRECTING) YOUR EMAIL     
Forwarding your emails involves some risk.  When you forward your emails the incoming messages are redirected to the 

forwarding email account before they reach our email servers, and hence they are not copied on to our system.  If you lose 

your email during transit we would be unable to recover it since it is beyond our control. 

        

                       

 

 

 

 

 

 

 

7.5 SETTING YOUR ACCOUNT PREFERENCES 
 You can customize your account settings for email and calendar by clicking on Preferences.  For example, you can create a 

standard closing for all your messages by choosing the menu options Mail and then Signature.   
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8 COURSE MATERIALS DATABASES  

 

The instructors use one of the following three web applications for distributing 

course materials online to the students:  Course Material Database (CMD), 

Moodle and Learning Space.  These databases can be accessed from the student 

portal.  You can find the links to your registered courses on the left column in the 

My Course Links section.  Almost all the courses use CMD and very few courses 

use Learning Space or Moodle.  

 

8.1   COURSE MATERIAL DATABASES (CMD) 
The Course Material Databases are simple databases where the instructors post the lecture slides, assignments, handouts, 

etc.  Usually the students are NOT given access to post messages in the CMDs.    
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8.2   LEARNING SPACE 

Lotus Learning Space is an e-Learning 

platform.  It is consists of a collection of four 

databases.  Similar to the Course Material 

Databases, Learning spaces are also used by 

the instructors to post the lecture slides, 

assignments, handouts, etc. In addition, 

Learning Space can also be used for online 

discussions and team work on assignments.   

 
 

 

 

 

8.3  MOODLE 

Moodle is a new web based learning 

management system that was launched last 

year.  At the moment, only a few courses are 

using Moodle. You can see the list of the 

courses that are offered using Moodle at 

http://moodle.schulich.yorku.ca. You can 

login only if you are already registered for at 

least one of those courses.   

 

 

 

 

http://moodle.schulich.yorku.ca/
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9   GROUP DATABASES 

Each course will, generally, have one or more group projects.  You can use Group databases to store all the documents 

related to a particular group project in one central place so that all the team members can easily access.   

9.1  CREATING GROUP DATABASES 
One of the members of a group creates the database and provides access to other members.  

The creator of the database automatically becomes the manager of the database.  You can 

have up to three databases that you created and be a member of any number of databases.  

Note: Please do not use the group databases for 601 (MGMT 6100) projects since these 

databases are deleted at the end of each term. 

 

 

 

 

 

 

 

 

 

 

9.2  LAUNCHING AND MANAGING THE GROUP DATABASES 
Once you create the database refresh the browser to see the group 

database listed ǳƴŘŜǊ ǘƘŜ άaȅ 5ŀǘŀōŀǎŜǎέ window at the portal. It will 

also appear in the portal of all the team members added to the database.  

Only the manager of the database can launch the administration panel of 

the database. The admin panel enables the manager to add/remove 

members, change the title or delete the database. 
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10 WEB CONFERENCING  

10.1 LOTUS SAMETIME 
Lotus Sametime can be used for simple text based chat or audio/video web conferencing. Sametime also supports 

document sharing (whole team can view a Word dƻŎǳƳŜƴǘ ōŜƛƴƎ ŜŘƛǘŜŘ ƻƴ ƻƴŜ ǇŜǊǎƻƴΩǎ ƳŀŎƘƛƴŜύΣ ŘŜǎƪǘƻǇ ǎƘŀǊƛƴƎ όƭŜǘ 

someone control your desktop remotely to help you with a problem), whiteboard, etc.  

You can launch Lotus Sametime from the student portal from the link in the Useful Links window.  

 

 

 

 

 

 

 

 

 

ATTEND A MEETING 

 You can look up the open meetings by clicking on the button Attend a Meeting. If the meeting is password protected the 

meeting facilitator would have to provide you the meeting password by email or other means to enable you to join the 

meeting.  

SCHEDULE A MEETING 

CƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ά{ŎƘŜŘǳƭŜ ŀ aŜŜǘƛƴƎέ ŀƴŘ ƛƴǾƛǘŜ ƻǘƘŜǊǎ ōȅ ŜƳŀƛƭ ƻǊ ǇƘƻƴŜΦ ¸ƻǳ Ŏŀƴ ǎŜǘ ǘƘŜ ǎŜŎǳǊƛǘȅ ƭŜǾŜƭ ǘƻ ƻǇŜƴ 

meeting (anybody can join), password protected, or unlisted meeting. In the case of an unlisted meeting, the invitees need 

to know the name of the meeting in order to join it.  
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10.2  SKYPE AND DIMDIM ς FREE TOOLS FROM THE WEB  
The following web collaboration tools are widely used good alternatives for Lotus Sametime. They are available for free on 

the internet. 

SKYPE  

Skype is available for download from www.skype.com. You can call other computers using Skype or 

even regular phones.  Skype works very well for quick audio conference sessions (up to 15 

participants) using the built-in microphones in the laptops.  The software (as shown in the picture 

on the left) looks like other popular instant messenger programs, and it can handle text, audio and 

video chat sessions.  To use Skype: 

1. Go to Skype web site and download the software. 

2. Install Skype and create an account.  

3. Add friends and colleagues as contacts using their Skype usernames. 

Now you are ready to have an audio conference with your contacts.  

DIMDIM  

DimDim is a web conferencing tool that offers the same functionality as Lotus Sametime ς desktop sharing, document 

sharing, audio/video chat, etc., but it is much easier to use. You can access it using your browser at www.dimdim.com.  Go 

through the quick sign up process, and you will be host or attend web meetings.  

 

  

file:///C:/Users/elango/Documents/!Launch%20Week%20Projects/Summer%202010/www.skype.com
http://www.dimdim.com/
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11 EMAIL USAGE POLICY 

11.1  EMAIL USAGE POLICY 

OFFICIAL MODE OF COMMUNICATION 

The Schulich School of Business treats Lotus Notes email as one of the official modes of communication.  Schulich faculty 

and staff will send out official notices using Notes email.  You are expected to monitor your email account regularly. 

REDIRECTING YOUR MAIL TO AN EXTERNAL ACCOUNT 

You can choose to redirect your email to an external account.  However, it is your responsibility to ensure that the receiving 

email account is functioning properly.  We cannot guarantee that the redirected mail will reach your external account, since 

it is beyond our control.  If your forwarding address is non-functional and the forwarded mail bounces back, your 

forwarding address will be removed by the administrator. 

MAINTAINING YOUR ACCOUNT 

It is also your responsibility to maintain the size of the disk space used by your account.  Keep your mail file under the 120 

MB space allocated to your account by saving attachments to your machine, deleting the old mail, using team databases for 

group projects, using Schulich email only for Schulich related activities, etc.  

SENDING MASS MAIL 

The Schulich School of Business prohibits individual students from sending mass emails to groups contained in the Lotus 

Notes email address book.  The Department of Information Services & Technology, the GBC, and the UBC would like to 

make it clear that abuse of the system through the use of mass emails is strictly prohibited and anyone sending 

unauthorized mass emails will be penalized.  Only the executives of the two student organizations, the Graduate Business 

Council and Undergraduate Business Council, are allowed to send mass emails.  If you have information or questions that 

you would like to pass on to the general student population please contact the appropriate council and they will forward 

your request, where appropriate, or direct you to other electronic mechanisms, such as discussion groups, which you can 

use.  

OFFENSIVE CONTENT 

Sending messages with άƻŦŦŜƴǎƛǾŜέ content using your Schulich email account is prohibited.  "Offensive content" includes 

(but is not limited to) messages that contain profane, vulgar or offensive language, messages that are defamatory of 

individuals or groups, messages that advocate religious, political or ideological positions, and messages that have a 

commercial purpose.  Penalties for offensive content will be geared to the specific circumstances, but could include 

suspension or cancellation of Notes accounts, disciplinary actions under university-wide regulations, and (in extreme cases) 

actions initiated in the civil or criminal courts.  Common sense should be sufficient to make sure that you have no trouble in 

this regard.  However, if in doubt, please check with IS&T/UBC/GBC before you send the message. 
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11.2 PENALTIES FOR SPAMMING  
 

OFFENSE OFFENSE SANCTION PERIOD IMPLICATIONS FOR USE 

IMPROPER ACADEMIC USE 

OF MAIL GROUPS   

Inappropriate use of _SSB 

mail groups, and the 

message is academic in 

nature; inoffensive 

First  Removal of 

"Mail 

Response" 

Privileges 

2 weeks Can only read Schulich mail, and cannot respond 

directly; must look up the addresses to send mail 

from an external email account 

Second Removal of 

"Mail 

Response" 

Privileges 

Remainder 

of term 

Can only read Schulich mail, and cannot respond 

directly; must look up the addresses to send mail 

from an external email account 

IMPROPER NON-

ACADEMIC USE OF MAIL 

GROUPS  

Inappropriate use of _SSB 

mail groups, and the 

message is non-academic; 

inoffensive 

First Removal of 

"Mail 

Response" 

Privileges 

1 month Can only read Schulich mail, and cannot respond 

directly; must look up the addresses to send mail 

from an external email account 

Second Removal of 

"Mail 

Response" 

Privileges 

Remainder 

of term 

Can only read Schulich mail, and cannot respond 

directly; must look up the addresses to send mail 

from an external email account 

M ISUSE OF "RESPOND TO 

ALL"  ACTION  

Exacerbates inappropriate 

broadcast situation 

First Removal of 

"Mail 

Response" 

Privileges 

1 week Can only read Schulich mail, and cannot respond 

directly; must look up the addresses to send mail 

from an external email account 

 
Penalties for offenses increase in severity should the student persist in sending mass emails, and advanced disciplinary 

measures will be clearly communicated.  Please direct your questions to IS&T or GBC (graduate students) or UBC 

(undergraduate students). 

 

Kurt Binnie 

Executive Director 

Information Services & Technology 

 

Manuel Valdez 

President 

GBC 

 

Michael Fu 

President 

UBC 




