Accessing BCC Network Services Remotely
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System Overview
Information Technology Services provides secure remote access to many of the networked resources you find in your office.  The system is designed in such a way that you do not have to install software packages on your home computer or laptop to access the BCC network.  Accessing the system is simple through Internet Explorer or Netscape Navigator using any PC-based computer connected to the Internet.  
Some Important Notes:
· There are no products like this available that work with Macintosh computers.  We expect this technology will be available in the coming year.
· You must have an Internet connection – dial up or cable works the same, even the speed is comparable.  Please call the ITS help desk at ext. 3333 if you need advice on selecting and Internet service provider (ISP). 
Your Computer’s Specifications and General Requirements
	Hardware requirements:
	· Intel-based system (not Macintosh) 

	Software requirements:
	· Microsoft Internet Explorer versions 5.0 and higher (upgrade a lower version at www.microsoft.com/downloads) 
· Netscape Navigator versions 4.7 and higher (upgrade a lower version at www.netscape.com) 

	Internet connectivity:
	The PC you are using must have a connection to the Internet:

· Dial-up access – connection speed should be at least 28.8k (most services are now 56k)

· Broadband

· DSL

· T1 (on campus or at another College, business, etc.)


Logging in to the System
· From the Quick Links on the College’s website (www.bristol.mass.edu) select Faculty/Staff Intranet.  Or, point your browser to the following site (note no www prefix): 
bcc.netillavo.com  
· The login page will appear.  Enter your network BCC User Name and Password.  Make sure BCC-Master is listed in the Realm.  If you do not already have a User Name and Password, ask your supervisor to fill out a Computer and Telephone Request Form, which s/he can locate in Outlook’s Public Folders.
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· If this is the first time you are using the system, you will be prompted to download a security certificate.  Click the “Always trust content from Netilla Networks, Inc.” checkbox and then click the Yes button.
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Navigating the System
· The main screen will appear similar to the following:
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· Navigate to different areas of the network using the colored tabs at the top.

· My Apps[image: image4.png]


.  This is the primary area you will use on the system.  Depending on your access, you may see additional options in the My Apps window.  Please call the ITS help desk (ext. 3333, option 1) if you need assistance using any of the specialized software that is not documented in this packet.
· My Admin [image: image5.png]My Admin



.  This area of the system allows you to change your options.  While the Web Office Properties should not be altered, you can change your BCC network password by following the steps below.  Remember that your password is changed next time you try to log in on campus.
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· Logout  [image: image7.png]locout >




· Be sure to do this when finished!

Using Banner
Banner – this is the version of Banner that runs through a Web browser (Internet Native Banner or INB) and this option allows you to access the production database.  You must have a Banner user name and password to use this.

· Click once over the Banner icon/option [image: image8.png]nnnnnn



 and the following screen will be displayed.  Enter your Banner Username and Password, leaving the Database empty.  Click the Connect button.
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· You will then be presented with your Banner menu as it would display on campus.  Use the software as you typically would on campus.  Print jobs and procedures submitted through Job Submission can also be done remotely.
· Exit Banner as you normally would by clicking on the Exit button [image: image10.png]


.  Click the Yes button to end the session.  You will need to close the window by click the X in the upper right-hand corner.
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Using Outlook
Access your email, calendar, etc.  It will appear exactly as it does on your office computer (unlike Outlook Web Access which has a different look and feel).

· Click once over the Outlook icon/option [image: image12.png]M Outlosk



 and your Outlook inbox screen will be displayed.  Use the software as you typically would on campus.

· If this is the first time you are using the Outlook, you will need to manually change a setting so that email you send will be permanently stored in your Sent Items folder.

1. From the Tools menu, click Options.

2. On the Preferences tab, click the Email Options button.

3. Click the check box – Save copies of messages in Sent Items folder.

4. Click the OK button twice.
· To exit Outlook, click the outer-most X in the upper right-hand corner (typically the red one).

Using Word, Excel, PowerPoint, or Access
Each of these software packages will run from the hardware at BCC meaning you do not have to have these programs loaded on your home computer to use them.  Additionally, you can access files stored on the BCC network in N: and S: drives.

· Click once over the desired icon/option and the package will be displayed.  Use the software as you typically would on campus.

· You can access any of your files stored on the network.  Using Word as an example:

1. Open Microsoft Word.  From the File menu, click Open.

2. Click the Look in drop-down arrow to see the drives/locations available to you.  Click on the selected drive and navigate to the file of your choice.
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· While looking at the drives available you will notice that the C: drive is not your home computer’s hard drive (likewise neither are A: or D:).  When you are using the remote access system, your local computer’s hard drive becomes drive Z: as shown in the display above.  For example, you could open a document you have stored on your N: at BCC and then proceed to save it on your local computer hard drive by choosing drive Z:.

· To exit the software package, click the outer-most X in the upper right-hand corner (typically the red one).
Basic Troubleshooting
Prerequisites - The following items are required to successfully login to Netilla.
· Browser Check

You must access the Netilla Service Platform with Netscape Version 4.7 (only), or

Microsoft Internet Explorer 5.0 or above. 

· Microsoft JVM (Java Virtual Machine)
Netilla requires a Java-enabled Web browser. A Web browser is considered “Java-enabled” when it resides on a computer that has Microsoft Java Virtual Machine (JVM) installed.  You can download Microsoft JVM directly from Netilla at http://www.netilla.com/downloads/msjavx86.zip.

· Browser Security Settings

Browser Security Settings must be set to Medium or Low. Setting browser security settings to High will prevent the Java Applets from executing. This is detailed in the FAQ section below.
Frequently Asked Questions:

1. When I connect to Netilla through Internet Explorer, I am informed that java is not enabled on my computer and see a window similar to the one below. What do I do?
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Windows XP users: Some Windows XP machines may not have JVM previously installed. In this case, download Microsoft JVM at http://www.netilla.com/downloads/msjavx86.zip.

2. I cannot access the BCC network remotely using Netilla. After entering my login and password the system hangs and displays ‘Loading Proxy Component…’  What should I do?

This occurs if Microsoft’s JVM is not the default JVM. To re-enable the Microsoft JVM as the default JVM for the browser, do the following.

1. Close your browser, if it is not already closed.

2. Click Start, Programs, Settings and choose Control Panel.

3. Double-click the Java Plug-in control panel.

4. The properties page for the Java plug-in opens.

5. Click the Browser tab as shown below.

[image: image15.png]=[01x]

Settings

Java(TM) Plug-in will be used as the default Java Runtime in the
Tollowing browser(s):

%Mltmsnﬂ Internet Explorer

[ Netscape 6

oty Reset





6. Uncheck "Microsoft Internet Explorer" as the default browser, and click Apply.

7. A confirmation dialog box opens, as shown.
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8. Click OK.

9. Microsoft JVM becomes the default JVM for Internet Explorer.

10. Re-launch your browser and connect to Netilla.

3. When I try to print the system tells me that there are no printers installed or nothing happens.  Why is this?

This occurs when the driver for your home printer is not loaded/installed on the server that Netilla runs on.  Please contact ITS at (508)678-2811 ext. 3333 and choose option 1.  We will need to know the exact model of the printer you are using at home so we can load the proper drivers.[image: image17.png]
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