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TROUBLE-SHOOTING TIPS

	PROBLEM
	TROUBLE-SHOOTING TIP

	When I try to Log In, I get a message that the “Network Tree/Server Cannot Be Found”. 
	Restart the computer.  If it still won’t connect, check the cables to make sure they are all connected tightly, then restart again.

	My mouse/arrow/cursor is “frozen” … nothing will move on the screen.
	Do a Ctrl/Alt/Delete.  Open the TASK LIST. Look for “Not Responding” programs – close any you find.

	I’ve gone to the TASK LIST and looked for “Not Responding” programs.  My mouse/arrow/cursor is still “frozen”.
	Do a Ctrl/Alt/Delete.  Choose the SHUT DOWN button.  Choose the SHUT DOWN AND RESTART button.

	My keyboard is “frozen”.  Nothing will work on the computer. (If the “Caps Lock” light will not come on, the keyboard is “frozen.”)
	Hold the power button on the CPU in until it powers OFF (this may take 5-10 seconds).  Count slowly to 20.  Turn the CPU back ON.

	I’m trying to open Type To Learn, Reading Counts, Attendance….I get a message about not being able to open the program.
	These programs run from the Network – make sure you are logged in to the computer correctly.  Log off and then log back in.

	I can’t get to anything on my “H” drive.
	Make sure you are logged in to the computer correctly.  Log off and then log back in.  If that doesn’t work, restart the computer.

	I can’t get to anything on the “K” (Common) drive.
	Make sure you are logged in to the computer correctly.  Log off and then log back in.  If that doesn’t work, restart the computer.

	My Outlook won’t open, or I get a message about my Personal Folders not being found.
	Make sure you are logged in to the computer correctly.  Log off and then log back in.  If that doesn’t work, restart the computer.

	I’m trying to print to a Network printer (POD printers, lab printers) – nothing prints.
	Make sure the POD or lab printer is set as the “default”.  Make sure you are logged in to the computer correctly.  Log off and then log back in.  If that doesn’t work, restart the computer.
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Use the Task List to close an application that is not respanding.
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Using the TASK LIST:

1. Do a Ctrl/Alt/Delete. The “Novell Client for Windows” screen will appear.

2. Click on the TASK LIST button.

3. The “Windows Task Manager” window will appear.

4. Look at the listing of any programs that are currently open.  The Status should all say “Running”.

5. If anything says “Not Responding”, click once on the name of the program that is not responding (this will highlight the program name), then click the END TASK button.

6. The program will close.  Leave programs that are Running alone!

7. Click on the X  in the top right corner to exit Task Manager.

Using the “Novell Client for Windows” window:

Network Login

· All users should see their login info.  If you don’t see anything here, you are NOT logged into the Network.

Workstation Login

· Students should see the 412 user

· Staff should see their login info.

BUTTONS:

· LOCK WORKSTATION: Use this to protect your open programs while you are away from the computer.

· CHANGE PASSWORD: Do NOT use this option!

· LOGOUT: Use this to log OFF the computer.

· TASK LIST: Use this to see “Running” and “Not Responding” programs.

· SHUTDOWN: Use this to RESTART or SHUT DOWN the computer.

· CANCEL: Use this to close this window.


NOTE: Karen (AT) has the ability to “remote control” into any of the computers at RIS.  She may do this, if necessitated, to correct a problem that only she can fix, or to view Operating System files that need to be checked.  If Karen needs to do this, a message will appear on your screen, stating that she is remotely controlling the workstation.





NOTE: If your mouse is “frozen”, use the TAB or ARROW keys on the keyboard to move around the buttons.  When the button you want is “framed”, press the ENTER key on the keyboard to select the button.
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