Using the Tufts Network - Students

Arts and Sciences, Engineering, and The Fletcher School

The Tufts Network: An Overview
Below you will find some helpful nomenclature to familiarize you with
the Tufts Network.

Term Definition

UTLN Universal Tufts Login Name. You will use your
UTLN and password to access a variety of
resources, including email and the Tufts network.

LAN Local Area Network.

Tufts Network The interconnected computer systems at Tufts
University.




Logging in to the Tufts Network

Students can log on to any public computer on the Medford campus
using their Tufts network account username and password. Some of the
locations include the Eaton Computer Lab, the EPDC, Ginn Library,

Mugar Lab, Olin, and Tisch.

e When you turn on the computer, the Log On to Windows window
will appear.

e Type the following information into the appropriate boxes

In the box labeled ... Type ...

User name

Your Tufts UTLN

Password

Your Tufts network password (not your
email password)

e Confirm that TUFTS appears in the box labeled Log on to.
Click on the button labeled OK.

Log On to Windows

Copyright © 1985-2001
Microsoft Corporation

User nare:
Password:

Log on ko

| UTLH

TUFTS

[ QK [g[ Cancel Shut Do, ..




Changing your Tufts Network Password

Changing your Password at Initial Log on

The first time you log on to the Tufts network you will be asked to
create a new network account password.

The Change password window will appear.
In the box labeled Old Password, type the Initial Password found on
the Tufts Student LAN password sheet.
In the boxes labeled New Password and Confirm New Password,
type the new Tufts network password you wish to use.
Your new password, must meet the following requirements, for
example $ampleP@sswOrd! For a full list of password requirement,
please visit http://www.tufts.edu/tccs/r-strongpass.html.

0 Longer than 8 characters
Contain at least one capital and one lowercase letter
Contain at least one symbol
Contain one number
Cannot match any part of your UTLN (for example,
jsmith01)
Cannot contain the words password, password, change,
temporary, or Tufts, student, or welcome

o Cannot use four or more repeating characters (for example

1111, AAAA, tttt, or 1)

o0 Cannot be the same as the previous 24 password

Click on the button labeled OK.

O 00O

@]

Changing Your Password from a Tufts Public Computer
To change your Tufts network password:

On your keyboard simultaneously press and hold the Ctrl, Alt, and
Delete keys.

The Windows Security window will appear.

Click on the button labeled Change Password.

Windows Security

Lagan Information

Use the Task Manager to close an application that is nok responding.

| Lock Computer | [ Log OFf... ] [ Shut Dawn. .. ]

I Change Password...% [ Task Manager ] [ Cancel ]



http://www.tufts.edu/tccs/r-strongpass.html

The Change Password window will appear.

Confirm that your UTLN appears in the box labeled User name.

Confirm that Tufts appears in the box labeled Log on to.
In the box labeled Old Password, type the your current Tufts

network password.

In the boxes labeled New Password and Confirm New Password,

type the new Tufts network password you wish to use.
Click on the button labeled OK to chance your password.

Change Password

Copyright £ 1985-2001

Microsaft Corporation

User name: | jsmithd1

Log on ko | TUFTS

Old Password: | seensees

Mew Password: | [ITTIYTITTTYTY

Confirr Mew Passward: | sessssnnsnny

Changing Your Password Using the Internet

If you wish to change your password while you are off campus or logged

on to a computer that is not on the Tufts network:
Launch an internet browser.
Visit the Password Change Form at

https://outlook.web.tufts.edu/iisadmpwd/tuftsPasswordCng.htr

successfully changed

Cornplete all figlds
Account should be in the format of tRS\WTLY (a9
tuftstjemith01).

Enter the requested password information and click on
"Submit'

0Old password

Mew password

Confirrn new password

Password Change Form Use this form to change your password on the Tufts domain.

Note: If you are currently logged into the Tufts domain, you may be locked out of your dorain account when you
change your password. To avoid lockout, please logout and login to the domain once your password has been

The Tufts domain password pelicy has
changed, effective March 22, 2005. Please
scroll down to learn about these changes.

o Password must meet University password
complexity reguirements! (see belowy

e Click here for assistance selecting a strong
password.

o If you need further assistance, please
contact your Front-ling Support Provider
(FSP) or the University IT Support Center at
73376

Tufts Domain Password Policy
_ Effective 3/22/2005

Password
Information

*

Tufts Domain
Password Policy



https://outlook.web.tufts.edu/iisadmpwd/tuftsPasswordCng.htr

On the webpage labeled Password Change Form, locate the

Password Information section.

In the box labeled Account, type your Tufts username after tufts\

(for example, tufts\adaley03)

In the box labeled Old Password, type your current Tufts network

password.

In the box labeled New Password, type the new Tufts network

password you wish use.

0 Please refer to the section labeled Password Policies on page 16
of this guide or scroll down the Password Change Form to view
the Tufts Domain Password Policy.

In the box labeled Confirm New Password, retype the new Tufts

network password you wish to use.

Click on the button labeled Submit to change your password.

Complete all fields.
Account should be in the farmat of fufsILITIN (a9
tuftsijsmith1].

Enter the requested password information and click on
"Subri”.

Account tuftshadaley3
Old password [TITTITTT]
Mew password (TITTT]
Confirm new password [TTTTT]

ISubmit[\g[ Fieset ]

If you have successfully changed your Tufts network password:

0 The Tufts Password Change Manager browser will appear
with the message “Password successfully changed — You may
now close this window.”

Tufts Password Change Manager

for Active Directory

Pazsword successfully changed - You may now cloze this window.

o0 Close the internet browser to complete your password change.



e If you incorrectly type in your current Tufts network username or
password:
0 The Tufts Password Change Manager window will appear
with the error message “Invalid username or password”

Tufts Password Change Manager

for Active Directory
Error: Invalid username or password

Back

o Click on the button labeled Back to return to the Password
Change Form.

O Back -

o Confirm that you typed in your correct Tufts network username.

0 Inthe box labeled Old Password, retype your current Tufts
network password.

0 Inthe boxes labeled New Password and Confirm New
Password, retype the new Tufts network password you wish to
use.

o0 Click on the button labeled Submit.

e If you type different passwords in the boxes labeled New Password
and Confirm New Password:

0 The Tufts Password Change Manager browser will appear
with the error message “Passwords don’t match.”

Tufts Password Change Manager

for Active Directory

Passwords don't match

o0 Click on the button labeled Back to return to the Password
Change Form.

o0 Inthe box labeled Old Password, retype your current Tufts
network password.

0 Inthe boxes labeled New Password and Confirm New
Password, retype the new Tufts network password you wish to
use.

o0 Click on the button labeled Submit.



Password Expiration Policy

Every 6 months, you will need to change your password. You will be
notified two weeks in advance to let you know that your password is
about to expire. You will then be prompted to change it at the next log-
in. If you allow your password to expire, you will need to have it reset
by an account administrator. You can feel free to change your password
at any time prior to the 6 month expiration date. Remember that the new
password must be different than the previous 26 passwords used for your
account.

Accessing your Personal Storage Space

Accessing your Personal Storage Space from a Computer on the
Tufts Network

You can access any files you have saved to your personal storage space
once you have logged on to a computer on the Tufts network.

e From the Start menu, select My Computer.

_‘\} My Documents

b My Recent Documents  »
E Microsoft Office Word i\/ My Pictures
2003 »
_J My Music

. : My Computer
g Inkernet Explorer g

‘Tvg My Network Places

xl Microsoft Office Excel 2003
g) Help and Support

IEI Microsoft Office PowerPoint -
= 2003 /.)gearch

All Programs D =] run...

g Off [6| Shut Down

72 start



e The My Computer window will appear.

e Double-click on the network drive labeled with your UTLN and/or
labeled as the (P:) drive.

| ¢ My Computer,

© File Edt View Favorites Todls  Help :;'
: ) ) @) -
O > lﬂ: 7’ Search W= Faolders
: Address | 4 My Computer V| Go
§ 1 :
= Hi 3% Floppy (A1)
&;@ Local Disk {C:)

@ DD Drive (D2

@ adaley03 on 'Metapp P Drive [>s
Filer ' {P:)
—_——

Accessing your Personal Storage Space from a Residence Hall on
the Medford Campus

Accessing your Personal Storage Space from a PC

e From the Start menu, select Run.

e The Run window will appear.

e Inthe box labeled Open, type \\homedir.tufts.edu\UTLN (your
UTLN is your Tufts network account username).

e Click on the button labeled OK.

= Type the name of a pragram, Folder, document, or

Intermet resaurce, and Windows will apen it far you.

Qpen: | \thomedir kufts, edulUTLM w |

[ QK “ Cancel H Browse. .. ]
83




Accessing your Personal Storage Space from a Mac

e From the Go menu, select Connect to Server.

e The Connect to Server window will appear.

e Inthe box labeled Server Address, type
smb://homedir.tufts.edu/UTLN (your UTLN is your Tufts network
account username.

e If you would like to add this server address to your list of favorite
servers:

0 Click on the plus sign to the right of the server address.

Server Address:

smb://homdir.tufts.edu/UTLN i'%
e Click on the button labeled Connect.
860 Connect to Server
Server Address:
smb:/ /homdir.tufts.edu/UTLN [+] [@.
Faverite Servers:
Remove (" Browse ) ( Cennect[‘@
e

e The SMB/CIFS File System Authentication window will appear.

e Confirm that Tufts appears in the box labeled Workgroup or
Domain.

e Inthe box labeled Name, type your UTLN.

e Inthe box labeled Password, type your Tufts network account
password.

e Click on the button labeled OK.

SME/CIFS File System Authentication

-
1" y Enter the waorkgroup or domain and your user rame
and password tn arcess the seruer

Workgroup or Domain
TUFTS

Name
UTLN

Passward

"1 Remember this password in my keychain

( Cancel ) f Gk %3




Accessing your Personal Storage Space from a Tufts Computer Lab
on the Medford Campus

e From the Start menu, select Drives and Network Shares

- Drives and Network Shares k

Hr,-" Eaton Lab Temp Drive

==

. Programs 4

j"l Search »
Help and Support

Run...

L7)
=
‘_] Log OFF eatonlab. .
©

Shut Down, ..

e The My Computer window will open.
e Double-click on the network drive labeled with your UTLN.



Temporary Storage Space

All users have access to the Temp drive and all files saved to it. Each
public lab on the Medford campus (Eaton, Mugar, and the EPDC) will
have temporary storage space for you to use. Please note, the temp
drives are used for temporary storage and are not secure. To access
files saved to the temporary storage space to share with classmates:

e From the Start menu, select Eaton Lab Temp Drive.

Programs
W,

> Search 3

Q_ Help and Suppart

_E? Fun...

Log Off eakanlab, ..

Windows XP Professional

e My Computer will open and you will be able to access any files
saved to the Temp drive.



Printing

In order to print in the any of the labs or libraries you must first log into
a computer using your Tufts UTLN. Next, you will be prompted to
select the printer that corresponds to the location you wish to print your
documents. Currently you can print to locations where the Student
LAN login is available. Even if you’ve sent multiple documents to the
printer, once you go to the print station, you will still have the option of
selecting which ones you’d like to print.

Sending your print job to the queue
Printing in Eaton Lab, Mugar Lab, EPDC, or Ginn Library
e From the File menu, select Print.

Close

lml Save  Cirl4s

Save As...

Page Setup...

| print.., Ctrl+F‘%|

%

e The Print window will appear.
e Click on the down-facing arrow next to the box labeled Name and
select \asitsspfpel\Medford Public Computing.

Printer

Mame: _é \iasitsspfpel iMedford Public Computing |'V

Skakus: e N
Type: =
Wwhere! L
Comment: | ¢y Adobe PDF

et
o 3 Microsoft Cffice Document Irmage Witer




e Click on the button labeled OK

Printer

Marne: _39_ YiasitsspfpeliMedford Public Computing v

: Idle - -
?:;t::s HP LaserJet 2100 PCLE
where! IP_130.64.36.71 [ Print ka File
Zarmrment: [T Manual duples
Page range Copies
@ all Murnber of copies: *
O Current page O Selection

() Pages: 11 Callate
Enter page numbers and/or page ranges '

separated by commas, For example, 1,3,5-12

Print what: | Docurment | (oo
. Pages per sheet: 1 v
Prink: All pages in range W s el page
Scale bo paper siger  |po Scaling £
Cptions. .. als [}J [ Zancel

At the Print Station
Once you have sent your print job to the queue, you can go to any print
station to print your document. Each sheet costs 10 cents.
e Inthe box labeled Log on ID, type your Tufts UTLN
e Insert your Tufts ID or print card in the card reader.
e A list of all the documents you can print will appear
o0 Click on the name of the print job you’d like to print.
o0 Click on the button labeled Print.

Logging Out

Once you have finished using a computer in the lab/library, you will
need to log out of your account. By logging out, you are leaving the
computer ready for the next person to use and eliminating the possibility
of someone using your account for their personal use.



LAN & Email Password Resets

If you are having difficulty logging in to the computer using your UTLN
and password, you may need to have your password reset. For account
support you can come to walk-in hours at the Eaton Computer Lab on
Monday - Friday from 1-5pm during the academic year, and by
appointment. If you are unable to come on campus for a password reset,
you may send a fax of your Tufts Student ID and another form of
government issued photo ID. Please provide an email address to which
your temporary password information can be sent.
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