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Important first steps

Step la — Activate your ACG email account

Once your email account has been created by the IRM department, it needs to be
activated in order to be used. Please follow the steps below in order to complete
activation.

1. Open your web browser and visit the following page: http://webmail.acg.edu. A
screen similar to the following will appear (An alternative URL that can be used is
https://portal.microsoftonline.com or https://www.office.com :

B® Microsoft

Sign in

username@acg.edu

Can't access your account?

Welcome to The American College of Greece.
Located in Athens, it is the oldest American-
accredited college in Europe and the largest private
college in Greece. ACG is an independent, not for
profit, nonsectarian, co-educational academic
institution.

Type your full e-mail address at the email field (e.g. user@acg.edu).

Type the temporary password that has been given to you at the password field.
Make sure that no other options are selected (for security reasons).

Click sign in.

Use the next screen in order to update your password. Please type the old
password and type your chosen new password twice. Click Update password
and sign in.

Choose your language and time zone. Click Save.

8. Your email account has been activated and is ready to be used.

SOUhwN

~

Step 1b — Enable password reset for your email account

It is crucial that you are able to reset your email password in case you have forgotten it.

The authentication methods provided (any of the following is needed) for password reset
include:
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e Mobile phone (SMS message).
e Alternate Email address.

In order to be able to use the above password reset methods, it is important that you
reqgister both the above information in the Office 365 portal. To do so please complete
the following steps (process should be done only once):

e Visit the following page. (http://aka.ms/ssprsetup ).

e Provide your login credentials if needed and sign in.

e At the next screen set up a mobile phone AND an alternate email that can be
used for password reset. (Any of the two methods can be used for password reset).

e Click finish when you are done.

You may repeat the above process in case you want to change any of the above
password reset data.

Unless you complete the above process, the only way to reset a forgotten email password
is through the IRM Helpdesk. If you already cannot logon to your email account, please
visit the IRM Helpdesk in person or send an email to helpdesk@acg.edu_in_order to
request assistance (make sure you have with you proof of identity).

Passwords expire every 180 days. A notification will be sent in advance.

Step 2a — Setup your ACG Network Security profile

1. Visit the ACG Helpdesk system (https://helpdesk.acg.edu) and Logon using your
current ACG network username and password.

Welcome to IRM Helpdesk!

Please enter your login information

User Name: |
Password:
[ Remember Me

“oon-

Reset PasswordUnlock Account
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2.

From the main helpdesk screen, choose Change your settings and select two
security questions and answers.

ical problems or have # Find helpful information that can help you
{ to report? Click here to submi quickly resolve atechnical problem on your
r anincident o your IT department 3 own. Tryto save time by doing ityourseif
/3

Keep track of the senice records youve Keep your settings up to date, manage your
= previously suf contact details language settings and more!
[

a View Your Service History \/@ /’ Change Your Settings
7 5
y.

SysAid Calendar

See a schedule of when you submitted
senice records, the dates by when they
mustbe resolved, and all events that have
been published o your group.

Password Self Service
ﬂ Password Self Senice allows you to
€ change your password if you've forgotten it
2 andto unlock your account ifits become
locked.

Select two security questions and answers and click submit. The system may
ask you to re-enter your password.

Answer Retype answer

[Please select question v | | |

Security Questions for Password Services

|F'Ieasese|ectquesti0n V| | | |

Exit from the system.

Step 2b — Choose a new ACG Network password

1
2.
3.
4

Visit the following page: https://itservices.acg.edu/PasswordReset .

Select “Change your ACG Network Password”.

Enter your username and current password (old password).

Enter the new password twice. All passwords should meet or exceed the following
guidelines:

Contain at least 8 alphanumeric characters (Required).

Contain both upper- and lower-case letters (Required).

Contain at least one number (for example, 0-9) (Required).

Contain at least one special character (for example: ,!$%"&*() +|~-=\
HIM<>?,0). '<>?,/). (Optional)

Answer the Captcha and click Next

coow
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Enter your ACG Network username and password information. Click Next
button to continue.

Username:

Select Domain:

acgadmin.edu e

0Old password:

New password:

Show Password

Confirm password:

I'm not a robot .
reCAPTCHA
Privacy - Terms

Passwords expire every 180 days. A notification will be sent in advance.
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The ACG.EDU Email System

IT Services provides students, faculty and staff with an email account hosted by
Microsoft's Office 365 service. This ensures we can deliver a feature rich email service in
a cost effective way.

You can access your Office 365 email from http://webmail.acg.edu

Log in with your username and password provided to you by the IT Department. When
you reach the Microsoft Office 365 login screen then you will need to enter your
credentials in the following format: username@acg.edu.

IT Services will NEVER ask you for your username and password by
email.

We are aware that the College web site is monitored by others, who use any
changes/disruption to send 'phishing’ emails asking for Usernames and Passwords.
These emails can appear to be from acg.edu addresses and often look authentic,
however we will NEVER need to ask for these details by email.

If you have divulged your Username and Password to anyone - please contact the IT
Services Help Desk as soon as possible on helpdesk@acg.edu.

How to activate your acg.edu email account.

Once your email account has been created by the IRM department, it needs to be
activated in order to be used.

Please refer to step 1a above in order to activate your email account.

Important actions after email activation.

The following actions are important to be performed immediately after you activate your
acg.edu email, in order to make sure that you can reset your email password in case
you have forgotten it.

Please refer to step 1b above in order to enable password reset for your email
account.

Passwords expire every 180 days. A notification will be sent in advance.
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Set up email in Outlook 2019 for Office 365

These steps describe how to set up your email account using Outlook 2019 on your PC.

Using the Auto Account Wizard is the quickest way to set up your account in Outlook
2019.

1. Open Outlook 2019. When the Auto Account Wizard opens, select Next. On the
E-mail Accounts page, select Next.

If the Wizard didn't open or you want to add an additional email account, on the
Outlook toolbar select the File tab.

2. Select Add Account.

Account

€/ cherylparsons
U) Microsoft Exchang:

+ Add Account

Mew  New .
Email Items = *

® Accc

- Chang
Account A
Settings -

hvi

3. On the next screen enter your email address and then click on Connect.

4. Enter your password and then click on Sign In. If you have Multifactor
Authentication set up enter your verification code and then click on Next.
Deselect the “Allow my organization to manage my device”. Click on OK.

Click on Done.

Close Outlook and then open it back up again

No o

MacMail Setup guide for acg.edu email (Microsoft strongly suggest to use
the Outlook application instead for better Office 365 functionality)

The following instructions step through the process of configuring your Office 365
Exchange Online account with Apple Mail for Mac OS X 10.9 - 10.10.

Step 1: Open Apple Mail. (Note: If this is your first-time opening Mail, go to step 3).
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Step 2: From the Mail drop-down menu, select Add Account...

& LI File Edit View

@ q About Mail |

Preferences... 3,

-
| Hide Mail %H |
[ Hideothers aH |
| Show All i
M quit Mail ®Q

e B T |

Step 3: Select Exchange, then click Continue.

Step 4: Enter a display name for your account in the Name field, your acg.edu emalil
address and the password. Click continue.

Step 5: Apple Mail may produce an error. Select Continue on the error.

Step 6: Choose the apps you wish to sync, then click Done.

@8 Exchange

Select the apps to use with “buffalor@colorado.edu”

? ~ Cancel Iml
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How to setup your acg.edu email account for iOS devices (Mail App)

(Assumes latest iOS version).

Once your email account has been created by the IRM department and activated by you
through the web, please follow the instructions below to set it up for your iOS device.

1. Click on Settings from your iPhone Home Screen. Click on Passwords &
Accounts.

ol Oplus = 552 pm G A 1005 .
Settings

Touch 1D & Passcode

Emergency 5085

Battery

Privacy

iTunes & App Store

Wallet & Apple Pay

Passwords and Accounts
hail

Contacts

HE00 08 00

Calendar
Motes
Reminders

. Yoice Memos

(g

2. Click on Add Account, click on Exchange
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wll Optus = 312 pm AT E Y -

£ Accounts Add Account
ol Optus = 3 pm ALY

¢ Settings  Accounts & Passwords

% iCloud

n App & Website Passwords

@8 Exchange
ACCOUNTS
> Google
iICloud Drive, News, Health, Photos, Wallet, Storage & Backup
Exch
Mﬁ Caunllg.f.".;, Calendars, Reminders, Notes YAHOO!
Company
Contacts Aol

L]
Add Account
@4 Outlook.com
Fetch New Data Push
Other

3. Enter your Email Address, Description and click on Next. Click on Sign In

ol Optus = 312 pm (o 46% .
Cancel Exchange
Email youremailaddress@domain.com
Description

Exchange Device 1D
RH3PKKORAL523COIPUUBN2TFLK
Signinto your *
" Exchange
account using Microsoft?
Your email address will be sent to

Microsoft to discover your Exchange
account information,

Configure Manually

Sign In

-zxcvbnm
L0

4. Enter your email address and Office 365 Password.

5. Click on Save Password and then Accept.
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6. Click on Save.
Important: Adjust the Mail Days to Sync according to your preferences.

This setting means that only messages received within the timeframe you select
appear in any of your folders.

ol Verizon T 10:18 AM 3 4

{ Accounts  Exchange

EXCHANGE

Account jdoe@acg.edu

) wmai [

| Contacts L

—
Calendars G
Reminders @
Notes k )

Mail Days to Sync
Automatic Reply

8. Tap your Account email address to view your Exchange account settings.
9. Tap Advanced Settings and verify that Use SSL is turned ON. Tap Done.

Your iPhone or iPad should automatically send and receive mail from your Office 365
account as well as sync to the Office 365 Contacts and Calendar.

For easy email and calendar management, Microsoft recommends to download and
use the Outlook for iOS from the iOS App Store. The icon looks like this:

How to setup your acg.edu email account for Android devices.

Android mail apps may look different across different devices, and these directions may
not exactly match the options you see. Use these steps as a guide or consult the
manufacturer's help for your particular device.
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For easy email and calendar management, Microsoft recommends to download and
use the Outlook for Android mobile app. The icon looks like this:

Choose your built-in Android email app:
Before you begin, update the Gmail app to the latest version:

1. Open the Google Play Store app on your phone or tablet.
2. Type "Gmail" into the search bar and then select Update.

Note: If the update option is not available, you're already on the latest version.

1. Open the Gmail app. Tap the menu icon in the upper left corner > Settings > Add
account > Exchange and Office 365.

™M

Set up email
G Google
ﬂ'i Outlook, Hotmail and Live

Yahoo

@8 Exchange and Office 365 <+

Other

2. Enter your full email address and tap Next. Enter your password and tap Next.
3. Follow steps for your account type:
a. Exchange or other accounts: you may have to ask your IT admin or email
provider for server settings and set up your account manually
b. Office 365 work or school: you may see a Redirect request screen. Tap OK.
4. On the Incoming server settings screen, change your server to
outlook.office365.com.
5. Follow any prompts you may get for security or device permissions, sync settings,
and more.
6. If you have an Office 365 work or school account, you may also be asked to confirm
Remote security administration and approve additional security measures. In
this case, choose OK or Activate.
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7. Go to the inbox you just set up. If you see an email that says "Action Required to
Sync Email,” open it and tap Use another Mail app instead.

8. If you don't see this message and emails are syncing, skip this step.

9. Pull down the Android notification bar by swiping down from the top of your screen.

10.1f you see a notification that reads "Unable to sync calendar and contacts," tap
it. Then tap Allow to give access and you're done!

If you're unable to add your email account to the Gmail app, try the Manual Setup steps
shown here: https://support.office.com/en-us/article/set-up-email-in-android-email-app-
71147974-7aca-491b-978a-ab15e360434c#IDOEAADAAA=Gmail_app

Installing MS Office

The American College of Greece, Information Resources Management department is
providing Microsoft Office 365 Pro Plus at no cost via the Microsoft Student Advantage
program. This agreement between ACG and Microsoft allows us to provide current
students with the latest version of full Office at school and at home.

How to get it:

o You must be an active student/faculty/staff at ACG.
o Access is integrated to your @acg.edu e-mail address.
o Sign in to your acg.edu email account with your username and password:
= Got to the top left part of the window and Open My Account, then
click on My Account link:

B

My account X

@acg.edu
My profile

My account

Open another mailbox

Sign out

= From the My Account tab select “Install Office”.
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My account ‘l_’ Install status
Detected installs: 0

Personal info ) ]
You can install Office on up to 5 PCs or Macs, 5 tablets,

and 5 smartphones.

Install Office

Install options

{n
o
ﬁ Subscriptions
Q

Security & privacy

= Follow the on screen instruction to download the install package
and complete the installation. The process, depending on your
Internet speed, may take up to 2 hours to complete.

NOTE: Office installs the 32-bit version on your PC by default, even if your computer is
running a 64-bit version of Windows. If you are unsure which version of Office you should
install, see Which version is best for me?

(https://support.office.com/en-gb/article/choose-between-the-64-bit-or-32-bit-version-of-
office-2dee7807-8f95-4d0c-b5fe-6c6i49b8d261 )

Important

Each subscription license allows you to run Office on up to five machines being Mac or
PC. You can also run Office Mobile for Android or Office Mobile for iPhone on up to 5
mobile devices.

The software will check in automatically to make sure you are still an active ACG student.
If you aren't able to log in for 30 days (for example, if you are not connected to the
internet), the software will operate in read-only mode. You must connect to the internet
and log in periodically to maintain your access. If you change your ACG password, you
may be asked to re-enter your password. If prompted to log in, remember to use the same
username with which you originally signed in (e.g., username@acg.edu)
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The ACG Network username/password

IT Services provides students and staff with an ACG network username/password in
order to use computers located at the computer labs, office and the library. This
username/password is also used to access other ACG IT services (e.g. Blackboard). This
is completely separate from the acg.edu email username/password.

IT Services will NEVER ask you for your username and password by
email.

How to reset your ACG Network password.

Method | — Using your office/lab PC located at ACG (not applicable for US
Employees or online students)

1. Log in to your office or lab PC using your ACG network username and
password.

Press Control-Alt-Delete.

Click change password.

Type your old password and your new password twice.

Your password has been changed.

abrwn

Method Il — If you DO NOT have access to your ACG Office PC, use the password
reset feature of the Helpdesk system

Assumes that you have created your ACG Network Security profile. Please refer
to Step 2a at the beginning of this document.

In case you have forgotten your password and you are away from your ACG
office/lab PC use any of the methods described below:

Method Il — Using an Internet capable device (assumes you have enrolled for
password self-service)

To access Password Self Services from your Internet capable device (provided you
have enabled the self-service password reset as explained previously):

1. Open your phone's web browser.

2. Navigate to the URL for ACG Helpdesk (https://helpdesk.acg.edu). This opens
the helpdesk login screen.

3. Click the Reset Password/Unlock Account link.

Select whether to start using the Unlock Account or Reset Password Wizard (the

process is described below).

»
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Password Self Service Wizard step-by-step

1.

N

Normally you have reached the following screen using any of the method
explained above:

Welcome to IRM Helpdesk! -

Please enter your login information

[] Remember Me

| Reset Password\Unlock Account |

Help Desk software by SysAid

Select Reset Password/Unlock Account.
Choose Reset Password.

Unlock Account Reset Password
If your account is locked, go here to Generate a new, temporary password that
unlock it. you can use to log in.

Type in your ACG network username and click continue.

Reset Password

@ o

Ifyou've lost or forgotten your password, use this wizard to receive a new one.

Please provide your user name and domain name

User Name: ‘ |

Rl |ACGADMIN |

[ Cancel || Continue
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5. Provide the answers to the security questions and captcha characters. Click
continue.

Reset Password

mytestuser1, please answer your security questions to reset your password.

(%]

In which city were you born?

What is your mother's maiden name

. Fekb3

Type the characters displayedin L]
the picture.

[ cancel || continue |

6. Enter your new password twice. Make sure that the password follows the
Password Policy Requirements. Click continue.

A Reset Password
mi STEP
Please enter your new password in the fields below

NewPassword: | .eeeee

Confirm New Password: | 0. 000

Domain Password Policy Requirements

Please make sure the new password meets the domain password policy requirements:
(’ Old passwords cannot be reused

(V] Minimum password length is 0

() Password matches Confirm Password

[ cancel |[ continue

7. Your password has been reset successfully.

Reset Password

Resetuser password succeeded!

If you have further questions, please do not hesitate to contact us at helpdesk@acg.edu
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How to reset your ACG Network password without setting a security profile

(Assumes you remember your password).

1. Visit the following page: https://itservices.acg.edu/PasswordReset .

2. Select “Change your ACG Network Password”.

3. Enter your username and current password (old password).

4. Enter the new password twice. All passwords should meet or exceed the following
guidelines:

Contain at least 8 alphanumeric characters (Required).

Contain both upper and lower case letters (Required).

Contain at least one number (for example, 0-9) (Required).

Contain at least one special character r (for example,!$%"&*()_+|~-=\

<> ?,0). '<>?,)). (Optional)

5. Answer the Captcha and click Next

aoop

Enter your ACG Network username and password information. Click Next
button to continue.

Username:

Select Domain:

acgadmin.edu »

Old password:

MNew password:

Show Password

Confirm password:

™

reCAPTCHA
Frivacy - Terms

I'm not a robot

Passwords expire every 180 days. A notification will be send in advance.
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The Blackboard Learning Management System (LMS)

Blackboard Learn (BB) is a learning management system, which enables its users to
easily exchange information, course material and notifications. It is a web based program
that can be accessed from any computer connected to the College’s network.

Type https://blackboard.acg.edu in the web browser or access the College’s Web-site
(acg.edu) and via the Quick Links.

Help on how to use the system is available through the Blackboard login page:

LOGIN INSTRUCTOR HELP STUDENT HELP

Blackboard L

USERNAME
|

PASSWORD

Forgot Your Password?

Login

E-Textbooks — What is Bookself?

(this applies to students enrolled in courses that use an e-textbook) A further
update on this will be available within the first week of classes
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Bookshelf by Vital Source is an e-text delivery system for higher education that
collaborates with more than 300 publishers and it is used in 200 countries worldwide. It
is an e-textbook distribution system that enhances learning through digital content. You
are able to access it via Blackboard Learn wherever you are located.

View your eTextbook(s) through VitalSource (no need to use Blackboard):
To access and manage your eTexbooks and user account via VitalSource visit the
website VitalSource.com and access BookShelf or directly visit BookShelf and use your
@acg.edu email credentials to login.
View your eTextbook(s) through your Blackboard Learn course
To access and manage Bookshelf through Blackboard Learn:

Visit your Blackboard Learn course.

Choose Bookshelf by Vital Source from the course menu.
Click Open Bookshelf to see the eTextbook for your course.

Bookshelf® by VitalSource®

Accems and manage Booiahelf resources 1na Bleck board.

@ow Bookaheit

Launch the Jood abe)f reader gpplication

O My Bookshel! @ Textbooks

Boceshelt by MarSource

- Bocas

View el of pour Ntles for eock course
Cortare
A3 sgneents Bcokshel! Chients
1 -
bels § Quicne Select whic) Boolshelf client 10 wae
Orscursacn s
na
Learn More about Bookshelr
My Graces Go 10 the Bcod shel) webety

Support Tools

Support end maintam powr integranon uith Bodshelf

Beohshel! Melp and Suppon

Need help? S the Boolshelf Aelp nte

OR
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Click My Bookshelf eTextbooks to view all eTextbooks for all your courses.

ATTENTION: If you are registered in a course that uses an e-textbook, please be
informed that after the 50% Withdrawal period the initial access to your course’s e-book
has expired. In order to receive the full license for access to your course’s e-textbook,
you need to visit the e-textbook menu item and click to open and reactive your e-textbook.

You can also see the eTextbook(s) and any accompanying content if you:

e Click on the eTextbook(s) or Books link.
e Click on your eTextbook.

eTextbook

¥ Testing October 2014 -

2 Build Content « Assessments v Tools v Partner Content +

Announcements

Metabolism

Bookshelf by VitalSource Acthor Carole J. Coffee

eTextbook VBID 1-889226.26-0

IE Video Testing

Acknowledgment message:

When you try to open an eTextbook, you will be redirected to page with an
acknowledgement message. This page informs you about the fee that will be charged if
the eTextbook is launched. So, in case you have a hard copy of your book and don’t wish
to use an eTextbook do not click the Launch button, because you will be charged with the
price of the e-Textbook. In case you will use the e-Textbook, click the Launch button so
as to proceed.
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Launch Bookshelf Link

=

ACKNOWLEDGMENT

Fiymy recusst 3 relim] by presenting i copy of your sotbook. DD HOT ACCESS the o-Book o you wil be caged 2o Shudents who hove artacated i -booic il et be oy 3 reiumd. o hey withirae bekore 1he ithdrawal ceanfing

[l ot show e s message agae

(lick Cameel 1o go bk

— m

After you click Launch, you will be redirected to another page asking if you have a
VitalSource account. Log in with or account or if you don’t have one press NO and follow
the instruction to create one.

After you login with your VitalSource account another message will appear. Press
continue to be redirected to the eTextbook page.

Activate your VS user account

Activate your Vital Source user account via Blackboard Learn

In order to be able to access the content of the eTextbook, you will first need to activate
your Vital Source user account via Blackboard Learn.

To do that follow the steps below:

e Visit your Blackboard Learn course.

e Click the Bookshelf by Vital Source menu item from the course menu. A page
opens that concentrates various Vital Source links.

e Click Open Bookshelf to launch the Bookshelf reader application.
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B2 Bookshelf® by VitalSource®
*  Pubishers Content ~ Access and manage Bookshelf resources via Blockboard, |

Announcements

My Books QOpen Bookshell
Bookahali by Vial Source Launch the Bookshelf reader appbeation

NCGraw-Hil Campus

My Bookshelf e Textbooks
LG ao- Ml HIgher

Educaton View: all of your titles for each course

Bookshelf Clients

Select which Bockshelf client to use

Now you are lead in the Vital Source platform in a new window/tab.

When you try to open an eTextbook, you will be redirected to the Launch Bookshelf Link
page with an acknowledgement message.

ACKNOWLEDGMENT: If you have requested or plan to request a refund by presenting
a hard copy of your textbook, DO NOT ACCESS THE e-Book otherwise you will be
charged a fee. Students that withdraw from a course or have activated an e-book will
not be granted a refund, unless they withdraw before the withdrawal deadline.

If you wish, select the Do not show me this message again, and proceed by clicking
Launch.

Launch Bookshelf Link

Cancal Lamch

ACKNOWLEDGMENT

Fjou reques! 3 refind by presentng o hard copy of your bnthooks D0 HOT ACCESES e e-Book or you will e champed a foe. Shodents who have: acivated an e-book will ot b grasted a refind. umless fhey withikam before e withirawal deadline

171 D ok shew e fhes message agae

(lick Cameel 1o go bk

-

After you click Launch, you will be redirected to another page with the prompt to
Register or Sign In.
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To Register follow the instructions below:

e Fillin your email and press Continue.

Welcome to

Bookshelf

To beqin, enter your email.

Email

¢ In the next page, you have to fill your personal information.
Fill in your name and select a security question of your choice.
Be sure to select the last check-box in order to be able to continue to the next step.

You can also select the box above, but it is optional.
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You're almost done!

-@gmail.com (change)

First Name Last Name
Password @ Confirm Password

Security Question

What is your favorite sport? v

Security Answer

Email me occasional updates about my account activity,
product updates, and special offers. (You can
unsubscribe at anytime)

| agree to the Terms of Use and Privacy Policy.

e Click Finish to complete the registration.
e A Welcome to the New Bookshelf! Window appears. Click on Next to proceed
and then again Next on the next pages. Then, finish with Done.

THE AMERICAN COLLEGE OF GREECE
26

paidg 6 - 153 42 Ayia Mapaokeun - ABrva - TnA.: 210 600 9800 - ®ag; 210 601 2781 - www.acg.edu
6 Gravias Street - 153 42 Aghia Paraskevi - Athens, Greece - Tel.: +30 210 600 9800 - Fax: +30 210 6061 2781 -
www.acg.edu


http://www.acg.edu/

ACG Office of Information Resources Management

Welcome to the New Bookshelf!

We've redesigned Bookshelf to provide an optimized reading
experience for students like you.

iOS Android Mac PC

[ J Next

e You have now completed the activation of your VS user account. The new page
that comes up is the one in the image below. You do not need to Redeem any
eTextbook Code. You can browse the store if you wish but you DO NOT buy your
eTextbook(s) from here. The eTextbooks are automatically adopted to your Bb
course by the Blackboard Learn administration. Close the VitalSource window to
return to your Blackboard Learn course and access your eTextbook.

8 Bookshelf Store Redeem Mansge @

You don’t have any books yet.
Start building your library!
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Bookshelf via Blackboard Learn

View your eTextbook(s) through your Blackboard Learn course
Visit your Blackboard Learn course
Choose Bookshelf by Vital Source from the course menu
Click Open Bookshelf to see the eTextbook for your course
OR
Click My Bookshelf eTextbooks to view all eTextbooks for all your courses

ATTENTION: If you are registered in a course that uses an e-textbook, please be
informed that after the 50% Withdrawal period the initial access to your course’s e-book
has expired. In order to receive the full license for access to your course’s e-textbook,
you need to visit the e-textbook menu item and click to open and reactive your e-
textbook.

Bookshelf® by VitalSource®

Access and manage Bookshelf resources via Blackboard.

~ coursel E .3
Today
Course Information Open Bookshelf
My Instructor

Launch the Bookshelf reader application

Bookshelf by VitaiSource
My Bookshelf e Textbooks
Books

View: all of your titles for each course
Confent
Assignments Bookshelf Clients
[ERNE X Cene. Sclect which Bookshelf client to use
Discussion Board
Chat

Learn More about Bookshelt

My Grades Go to the Bookshelf website

Support Tools

Support and maintain your integration with Bookshelf.

Bookshelf Diagnostics

Run diagnostics on the connection with Bookshelf.

Bookshelf Help and Support

Need help? View the Booksh

You can also see the eTextbook(s) and any accompanying content if you:
Click on the eTextbook(s) or Books link from the Bb’s course menu.

Click on the name of your eTextbook.
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Books
¥ coursel =y

Todoy @ Metabolism

Author Carole J. Coffee
Course Information VBID. 1-889325-26-0
My Instructor

Bookshelf by VitalSource
p——
BOOks |

Content
Metabolism
Assignments
Title Metabolism

Tests & Quizes

Author C. J. Coffee
Discussion Board I1SBN 978-1-889326-26-2
Chat - John

— Publication Date February 11, 1998

My Grades Binding Trade Paper
Tools Type Print
Price $32.95

Recommended

How to use Bookshelf via Blackboard Learn
Bookshelf by Vital Source page

The Bookshelf by Vital Source page provides you with links so as to access and
manage your digital content via Blackboard Learn. Below, you will find the available
links and their use:

Open Bookshelf

Launch the Bookshelf reader application

My Bookshelf eTextbooks

View all of your titles for each course

Bookshelf Clients
Select which Bookshelf client to use

Learn More about Bookshelf
Go to the Bookshelf website
Support Tools

Support and maintain your integration with Bookshelf.

Bookshelf Diagnostics

Run diagnostics on the connection with Bookshelf,

Bookshelf Help and Support

Need help? View the Bookshelf help site.
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For more information please visit: https://www.acqg.edu/web/blackboard/bookshelf-via-
blackboard-learn-students-updated/

VS Bookshelf Application

Download and Install the Vital Source Bookshelf application on your devices
(PCllaptop/mobile)

You are able to download the Vital Source application on your pc/laptop, tablet or smart
phone from Vital Source Bookshelf Download and download your eTextbooks so as to
read them offline. You can also print your eTextbooks. Note that you may be limited on
the number of pages printed per printing effort according to each publisher’s restrictions.

You are allowed to install the VS BookShelf application to 2 computer and 2 mobile
devices.

To download and install the Vital Source Bookshelf application, follow the steps below:

e Click on the Vital Source Bookshelf Download link

e In the Download the Latest Version of Vital Source Bookshelf page click the
corresponding button for the device you wish to install the application (i.e. for
Windows, Mac, iPad, Android tablets and smart phones). Instructions are
available on the same page for completing the task.

e Save the executable file (.exe) on your device and proceed with the installation

e Launch the Vital Source Bookshelf application and accept the License
Agreement

e You are now presented with the Vital Source Bookshelf environment and a
window requires your Vital Source user credentials to login. As username put
your @acg.edu email user account and as password the password you entered
when you activated your user account via Blackboard Learn

e In case there is an adopted eTextbook in your Blackboard Learn course and the
online Bookshelf you will be able to see your eTextbooks in the VS Bookshelf
application. If not, you first need to wait for the eTextbooks to be adopted. Then,
visit the Account menu and select Update Book List

e You have now activated the Vital Source Bookshelf on your pc and synchronized
its contents

e To keep your list updated, click the Account menu item on the Vital Source
Bookshelf application and choose Update Book List.
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Additionally, you are permitted to deactivate the VS application license from a device
and use the activation for another device. You can do this via your online Bookshelf
user account and the Devices option.

Account Info

Devices

About Bookshelf

Sign Out

In order to deactivate a device, click the deactivate link.

Manage Devices

2= User Info i gg{mobile} mobile d ctivated at any giv

Davi Version Li U ted
J Devices e .

Computer 3 APTOP-41 ¢ November 27, deactivate

E Resources

LinkedIn Learning

The American College of Greece is partnering with LinkedIn Learning for new, on-
demand content. LinkedIn Learning offers dozens of Learning Paths, or series of
courses in which industry experts teach valuable career knowledge and skills.

The service offers more than 8,000 courses complemented by exercises.

Active students, faculty and staff can connect to LinkedIn Learning via this link:
https://linkedin.acg.edu.
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What is LinkedIn Learning?

All students and staff have access to LinkedIn Learning, a continually growing and
evolving library of training videos and tutorials covering a wide range of software,
technologies and business topics. Students and staff members can take advantage of
free 24/7 access to the entire library of training; this includes:

e QOver 8,000 online courses with over 245,000 videos

e Vast array of subjects and software presented by carefully selected authors, classroom
educators, best-selling authors, and recognized authorities

e Rich features including bookmarking videos, chapters or courses for future reference, create
collections, make notes and undertake knowledge checks

e Use Learning Paths where industry experts teach you the knowledge and skills to start your
career.

What you can do with LinkedIn Learning

e Manage information in your personal profile

o Keep track of your course history and recent activity

e Bookmark your favorite courses or videos

e Earn certificates of course completion and share these on your LinkedIn profiles
e Access from a range of devices

e Create collections

Learning

e Take tutorials to help with coursework
e Learn techniques for your own projects
e Build technical skills to enhance your CV

Teaching

e Assign tutorials for project or course work
e Incorporate individual LinkedIn Learning videos or courses in your curriculum
e Provide tutorials to supplement a teaching

Professional development
e Take tutorials to boost your productivity

THE AMERICAN COLLEGE OF GREECE
32

papiag 6 - 153 42 Ayia Mapaokeur) - ABriva - TnA.: 210 600 9800 - ®ag: 210 601 2781 - www.acg.edu
6 Gravias Street - 153 42 Aghia Paraskevi - Athens, Greece - Tel.: +30 210 600 9800 - Fax: +30 210 6061 2781 -
www.acg.edu


http://www.acg.edu/

ACG Office of Information Resources Management

e Explore new technologies on your own
e Enhance your CV with LinkedIn Learning

Activate your LinkedIn Learning account

LinkedIn Learning is a highly personalized learning experience designed to help you
achieve your professional goals through learning you can access anywhere and
immediately apply.

We encourage you to connect your LinkedIn account to LinkedlIn Learning, so you'll
have a richer learning experience powered by the data and insights of the LinkedIn
network.

To activate your account and start using the service please refer to this link:

https://www.acqg.edu/current-students/it-acg/linkedin-learning/how-can-i-activate-my-
linkedin-learning-account/

Frequently asked questions

What happens to my playlists and digital certificates when | leave ACG?

You must download all of your data before leaving the institution. Unfortunately, when
your ACG account is deactivated, you will no longer be able to utilize the LinkedIn
Learning service. It is strongly suggested to immediately download certificates for
completed courses.

If you would like to continue using LinkedIn Learning after you leave the institution, you
can sign up for a consumer account by contacting the LinkedIn Learning customer
services where your details may be migrated to a new account. For students who
become inactive, LinkedIn Learning accounts will be updated within one month
after the end of the course registration period.

Who can access LinkedIn Learning?

Current students, faculty, and staff may access LinkedIn Learning. If you do not have
access and feel you should, please contact the IRM Helpdesk at +30 210 6009800 ext.
1356, use the IT Self Service or through email at helpdesk@acg.edu.

Who should | contact if | can’t sign in?
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Contact the IRM Helpdesk at +30 210 6009800 ext. 1356, use the IT Self Service or
through email at helpdesk@acg.edu. Please put LinkedIn Learning in the subject line of
your support call.

What are the minimum machine requirements for using LinkedIn Learning?

LinkedIn Learning provides documentation on system requirements.

What URL do | use to access LinkedIn Learning?

https://linkedin.acg.edu

For new users, once an account is activated, we would recommend the following short
courses which include valuable information on how to use LinkedIn Learning:

e How to use LinkedIn Learning

e Gain skills with LinkedIn Learning

e LinkedIn Learning Highlights

| have connected the ACG Linkedin Learning account with my personal LinkedIn
account. What URL do | use to access LinkedIn Learning?

You can use the normal LinkedIn page that you used before. LinkedIn Learning will
appear as an additional feature.

For new users, once an account is activated, we would recommend the following short
courses which include valuable information on how to use LinkedIn Learning:

e How to use LinkedIn Learning

e Gain skills with LinkedIn Learning
e LinkedIn Learning Highlights

Do | need to create a LinkedIn account?

No. You need only your ACG username and password to access the LinkedIn Learning
courses. Itis strongly suggested that you create a LinkedIn account and link it to your
LinkedIn Learning account to take advantage of the full system capabilities.

How do | link my personal LinkedIn profile to LinkedIn Learning?

For information on how to link your personal LinkedIn profile to LinkedIn Learning
please use this how to guide.
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Can | bookmark my current location in LinkedIn Learning?

Yes, via the bookmarks symbol next to each video title.

Can | access my training history?

Yes. You have access to several reports under the top menu, including recent activity,
your video history, and your course history.

Can | obtain ‘Certificates of Completion’ for completed courses?

Yes. When you finish a course by watching every tutorial in the course, you can receive
a certificate of completion. You may print the certificate, e-mail it, or embed your
certificate in a blog post or web page including your LinkedIn profiles. These are the
best ways to ensure the authenticity of the certificate.

Can | use LinkedIn Learning on mobile devices?

An app is available for iOS and Android devices which allows you to download courses
suitable for offline learning.

How do | use the LinkedIn Learning app for my iOS device?

See https://mobile.linkedin.com/ for information on the LinkedIn Learning App.
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