Instructions for Online Course

(faculty/staff)

Follow these instructions to complete the online tutorial:

· Open a web browser  (Internet Explorer, Netscape, Mozilla)

· In the web browser’s address box type:  http://webct.cbu.edu
· Click on “See courses on this server”

· On the course titled “New Faculty Staff IT Orientation” click on the pencil button under the column heading “Self-registration”

· Click on “log in to my WebCT”

· In the “WebCT ID” box type the username supplied to you on the sheet attached to this letter (displayed in the upper left hand corner of the page)

· In the “Password” box type the password supplied to you on the sheet attached to this letter

· Click the “Log in” button

· Click on “Go to course”

· Click on the box that says “Course Material” and click on the first item, “Accessing the CBU Network”

· Read the information – when you get to the section titled “To change the password for your server/email account using the web process CBUauth,” click on 

https://imap.cbu.edu  follow the instructions to change your password  

· Continue to read the sections on “Email”, “Home Directory - File Transfer”, and “Help Desk”

