IT Services Handbook

Introduction
The IT & E-learning Department (ITED) are responsible for supervising and following
up college’s IT services. And, there are several labs equipped with the latest
computers connected to the web and provided with the necessary programmes to
deliver the academic curriculum. The department supervises those labs, addresses
any breakdown that may occur, protect the PCs from viruses and protects the local
web.
In addition to that, the department supports other college’s entities with all
necessary equipment such as PCs, Printers, Maintenance and troubleshooting
whenever an IT issue is occurring. Also, the main tasks that the department is
responsible to handle are:
1. Labs and related services (PCs, Printers, IPTV, etc.)
2. Internet and Intranet.
3. College Management System.
4. PC domain, Email, Data Security and Wi-Fi services.
5. Software related to delivering the academic activities.
6. Providing IT technical support to all Stakeholders.
Due to the rapid development in the field of communication and information
technology, Gulf College has established the ITED to enhance the IT experience
provided to its users.
Facilities
At Gulf College, the ITED maintains several types of facilities which support
computing and technology initiatives for staff and students in Gulf College. In the
newly redesigned IT website, the Facilities directory includes information on physical
buildings, offices, classrooms and labs. The Facilities directory also includes links to
information about the most popular computing equipment and tools (hardware,
software licensing, etc.) in use at Gulf College.
Computer Labs & Classrooms
The ITED supervises and monitors a number of educational classrooms and labs that
are enhanced with computers and other information technologies required by the
faculties and students. The following table shows the IT labs, with the available
software used to deliver the teaching classes:
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Labs Software
- Operating System: Windows 7 & Windows 10
- Microsoft Office: MS Office 2010, 2013, 2016
- VisualStudio.Net 2012
- Microsoft Expression 2013
- Adobe CC Products 2016
- Autodesk 3D Max products 2016
- SQL Server Developer 2012 R2
- Haskell Platform 2011.2.0.1.
- Oracle 10g Database
- Java ME Platform SDK & JDK
- NetBeans IDE
- SWI Prolog
- Web Matrix
- VMware Workstation
- CISCO Packet Tracer
- WinRAR
- Kaspersky Endpoint Security 10 Antivirus
- WamServer
- Android Studio
- Google We Designer
- Microsoft Visio 2013

Lab Rules and Regulations
- Maintain a studious atmosphere.
- Food and drinks are not allowed.
- Clean up your area when you leave.
- No background processes without permission.
- No remote logins without permission.
- Report any issue related to IT services by submitting a ticket through the Online
Helpdesk http://gulfcollege.freshdesk.com
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Appropriate Use Policy
The ITED provides computing services, connectivity and equipment to enhance the
learning and administrative environment throughout the campus. These privileges
and opportunities can be restricted if abused.
HelpDesk
HelpDesk is a real office, staffed with support specialists and located in the "ITED".
Walk-ins are welcomed during office hours, but the best way to get help with your IT
related requests is to create an electronic ticket at http://gulfcollege.freshdesk.com.
Or by contacting the ITED landlines 24468666 Ext. 129 / 106 / 113 / 161 and sending
an email to (cite@gulfcollege.edu.om).
Violations of Gulf College IT Policy

- Sharing your account or network resources
The user should never share your User Accounts details with anyone, including
relatives, roommates or friends. Everyone who should have access to computing
systems at Gulf College (GC) has an opportunity to get his or her own account
accounts and privileges. By sharing your password, you are giving others
unauthorised access to your personal files, e-mail, etc., and also to other computer
resources. Change your password regularly, particularly if you think it has been
compromised. Also, do not provide access to GC network resources to unauthorised
persons.
- Increasing Network Load
Do not unduly increase the network load for non-teaching related activities,
including:
- Chain e-mail, Forgery or Commercial use (see below).
- Harassment, Spamming or Mail bombing (see below).
- Network games.
- Video watching
- Chain E-mail
Chain e-mail of all types, including virus hoaxes, good luck/bad luck messages,
and fake fundraisers, unduly strain the computing system and its resources. Do not
propagate these. You may want to ask the sender not to send you further chain
letters or simply delete and ignore them.
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- Forgery
Posing as another person or altering your communications to hide your identity is
forgery. All electronic communication, including e-mail and newsgroup postings,
should have your name and user-id. Even those sent as pranks or jokes are considered
forgery.
- Harassment
Do not use electronic communication to distribute threatening, obscene or
discriminatory messages. Repeated and unwanted electronic communication can be
considered harassment.
- Spamming
Sending unwanted e-mail messages to a large quantity of recipients slows the
network and is not permitted.
- Mail Bombing
Flooding a person's mailbox with numerous or large messages with an intent to
disrupt his/her normal work is "mail bombing." Not only does this affect the person
who is being bombed, but everyone on the network because all activity will be
hindered and slowed by the massive amounts of information that need to be
processed.
- Commercial Use
College resources are intended to enhance the educational experience. Selling items
online, advertising, or using e-mail as solicitation is an improper use of computing
resources. Even if you are using your personal computer but are using the network
connection in your college room or office, your dialup account, or other College
network resources, the usage is prohibited.
- Unauthorized Access
Do not gain unauthorised access to the resources of other institutions, organisations,
or individuals or use false or misleading information to gain access to unauthorised
resources. Do not alter copy, move, delete software, information, or files (including
software, libraries, data, e-mail, etc.) on a network server or the files of other users
without permission.
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- Communicating or Using Personal Information
Do not communicate or use any personal or financial information without permission
of its owner including passwords, personal identification numbers, and credit card
numbers.
- Being Irresponsible
Take reasonable precautions to prevent unauthorised persons from accessing your
account or GC network resources. Do not use a resource in a manner that will
adversely affect the work of others intentionally, recklessly or negligently.
Gulf College Students Accounts
ITED is responsible for creating students GC Accounts and passwords in order to have
access to the available services. All students Accounts are created within the first
week after the student’s registration.
Student’s services are:
1. PC & Wi-Fi details
2. Students Email details
3. Allocating Printing Quota
4. VLG Accessing details (Created by VLG Team)
5. Online portal details
1. To access any PC in Student IT Labs:

Use your username and password to login to the PC in any labs and library.
Your default username & password are as follows:
Username: “Student ID”
Password: First letter (in Capital) + date of birth (DDMMYYYY) + exclamation mark (!)
Example:
Name: Maher Ahmed
DOB: 16/02/1990
Student ID: 112230

Then, the PC accessing details are as below:
Username: 112230
Password: M16021990!
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To change PC account password:
1. After logging in, press ALT+ CTRL + DEL
2. Choose “change password”
3. Enter the current Pass & repeat the new
password twice.
To access students Wi-Fi:
1. Access GC-Student network on your device.
2. Username: “Student ID”
3. The credentials required for the password are the same as the PC login data.
2. Log in to Students E-mail
All students in the college can have an email under college domain.
(“studentID”@gulfcollege.edu.om)
ITED will create new emails under Gulf College domain for new students; to use it for
communication among students and lecturers. You will also receive an email from the
UK affiliated university to gain access to the E-Library if you request that. You can
check your email by accessing the Gulf College website then click on “Outlook” icon at
the top of the Home Page, or by accessing the direct webmail site
(http://outlook.office.com).
Email Account Default accessing details are as follows:
Email: “Student ID”@gulfcollege.edu.om
Password: First letter (in Capital) + date of birth (DDMMYYYY) + exclamation mark (!)
Example:
Name: Maher Ahmed
DOB: 16/02/1990
Student ID: 112230
Then, the email account accessing details are as below:
Email: 112230@gulfcollege.edu.om
Password: M16021990!
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To change PC account password:
1. Go to My Account as it shows on the picture
2. Then choose Security & privacy + Password
3. Enter the current password & repeat the
new password twice.

3. Allocating Printing Quota
Every active student has an allocation of 450 pages/ semester. The student can use
it to print module materials and other related documents from any PC in any Students
lab or library.
At the beginning of every semester, the ITED will update the printing allocation for all
active students automatically.
4. Virtual Learning Gateway (Moodle) Accessing Details
The Virtual Learning Gateway (VLG) is the learning environment for all students,
where it allows the students to be enrolled in all modules taken during current
semester, providing the following features:
- All required materials
- Academic Activity Calendar
- Assignment Originality Report (Using Turnitin Services)
- Online availability (24 hours)
- Chat Rooms between Student—Student / Lecturer—Students in every module
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To access the VLG (Moodle)
1. Go to www.gulfcollege.edu.om,
2. Then click on “Moodle” icon at the top of
the Home Page,
3. Your username and password are similar
to the accessing details of the PC domain.
4. After entering the user name
and password click Login.
Then your name will appear on the top of the
screen / click on your name to enter your
profile.

5. Then click on preferences then change password to change the default password.
6. Put the default Current password then type your new password and confirm the
new password (again). Then click save changes. Then continue.

7. Then you access your modules after entering the username and password, then the
home page will appear to you with the faculties of Gulf College.
8. Click on your faculty name
9. When you click on the module you are enrolled in, the page will appear to you with
all the lectures and the support materials you need.
10. To submit your assignment go to the Module that you want to submit your
assignment to, click on the “Turnitin Assignments” link on the left panel, then click
on the assignment name -> choose “My Submission” tab -> choose a name for the
submission -> click “Browse” to locate file you want to submit, then click “Add
Submission”.
11. In case you forgot your VLG (Moodle) password, please contact the Moodle
Coordinator in your faculty/ Centre, or send a ticket through the Online HelpDesk.
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5. Online Portal Accessing details
The Students Online Portal is a portal where the students can access the following
services:
1. Online Results
2. Module Allocation
3. Available Reports
4. Requesting Official Letters to access the Students Online Portal
1. Go to www.gulfcollege.edu.om,
2. Then click on “Portal” icon at the top-Left of the Home Page. Or, go to
“Current Student” -> “Portal”.
3. Your accessing credentials are sent to your GC official email account with and email
titled “Online Portal – Accessing Details”, use it to access the Students Online
Portal as per the instructions mentioned in the email.
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