                                     HELP DESK   
                         TSS HELP E-MAIL
                                                    546-5872                                                 TSS@shore.ctc.edu
BEFORE YOU CALL THE HELP DESK, PLEASE TRY THIS………
Computers

· Machine frozen up?  Shut it down, count to ten and turn it back on.  If holding down the CTRL and ALT keys and then pressing the DELETE key does not shut down the computer, do not be afraid to use the on/off switch.

· With the computer turned off, check to make sure everything is plugged in, both into the back of the machine and monitor; and into the power source.

· Never plug things such as a mouse, keyboard or monitor into the back of your computer while it is turned on.   This can cause damage to the computer.
· Make sure the power strip, computer and monitor are turned on.


· If your keyboard or mouse does not work, check to be sure it is plugged into the back of the computer, and then reboot the machine.

· If you get the memory dump screen, the “blue screen of death”, turn your machine off and on again.  Call if the screen stays blue.

· The password to your e-mail account or login does not work?  Make sure the CAPS LOCK is off and your logon name is in the box.
· Please note that the CAPS LOCK has to be on before logging onto the HP3000.
Phones
· If you are not receiving phone calls………..try checking if call forwarding needs to be cancelled-

1.  Lift the handset and press “# # 9 1”.

2.  Hang up the handset and have someone try and call you.

3.  Please do not  "move" the telephone to another wall jack.  This may cause damage to the phone system.
Printers

· Be sure the printer is turned on and plugged in.
· Never use LaserJet labels in an Inkjet printer and vice versa.
· If your LaserJet printer is leaving a black stripe down your page, try changing the toner cartridge.  
Students

· To help students sign up for their e-mail account, have them go to http://zoot.shore.ctc.edu/register and follow the instructions.  If  still having problems, call 546-6999 for help, or see Mary in room 1021A Admin. Bldg.

· Remind students to make a backup copy of their work so they have it if their diskette or zip disk fails. Sometimes bad disks do show up the last two weeks of the quarter.
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