ITS Training Toolkit

https://its.ucr.edu/training

ITS General Information

New to UCR? Not sure what ITS does? The resources below will help you to understand the services ITS
provides and how to get help with any issues you might experience.

Introduction to ITS Video
This short video provides information on what ITS is, the service ITS provides to campus, the resources we
provide to help you, how to contact us and how you can learn more.

Introduction to ITS Job Aid
This downloadable / printable resource provides an overview of the ITS services and how to access our self-
help and support tools.

ITS Staff Resources

This downloadable / printable resource provides details on several resources that are useful to staff at UCR.
The document includes details on how to submit support tickets, accessing and using the ITS Knowledge Base,
accessing and setting up security tools such as VPN and MFA, how to monitor system maintenance and
outages.

ITS Student Resources

This downloadable / printable resource provides details on several resources that are useful to students at
UCR. The document includes details on how to submit support tickets, accessing and using the ITS Knowledge
Base, accessing and setting up security tools such as VPN and MFA, how to monitor system maintenance and
outages.



https://its.ucr.edu/training
https://youtu.be/RglVZEl1cz0
https://its.ucr.edu/ITS_Intro
https://its.ucr.edu/ITS_Resources
https://its.ucr.edu/ITS_Student_Resources
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Office 365

1] Office 365

Introduction Microsoft Office 365 Video
New to MS Office 365? Watch our short introductory video to understand how to access Office 365 and the
applications available to you.

Please see the Knowledge Base articles below to get detailed information on the available applications and
how to install Office 365 depending on your standing at the University.

Interactive Tutorials

UCR Microsoft Teams Guide
This guide provides an overview of Microsoft Teams functionality including using chat and teams, creating
teams and managing meetings using teams.

&

OneDrive

UCR OneDrive Guide
This guide provides an overview of OneDrive functionality including creating and sharing folders, uploading to
OneDrive and how to synch OneDrive files with your computer or device.
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SharePoint

UCR SharePoint Guide
This guide provides an overview of SharePoint, including using SharePoint pages, SharePoint Document
Libraries, and editing and creating SharePoint pages.

Reference Materials

Microsoft Teams Introduction

When should | use OneDrive vs. SharePoint?

Security Guidelines for Storing and Sharing Cloud Data

Knowledge Base Articles
Office 365 - Student Advantage and Download Directions
Office 365 - Download and Install Office



https://youtu.be/Swux_Ikfh90
https://uc.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D373316%26UserMode%3D0&domain=14
https://uc.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D373371%26UserMode%3D0&domain=14
https://uc.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=core%2Factivitydetails%2FViewActivityDetails%3FActivityId%3D384464%26UserMode%3D0&domain=14
https://ucrsupport.service-now.com/sys_attachment.do?sys_id=72e85a1b1bbe841026bd635bbc4bcb5b&view=true
https://ucrsupport.service-now.com/sys_attachment.do?sys_id=8e0b54a31bee8454453e7592cd4bcbc7&view=true
https://ucrsupport.service-now.com/sys_attachment.do?sys_id=6dbffc7d1b7ac050453e7592cd4bcba4&view=true
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=0868da980f602f0086b7c7dce1050ee0
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=94b8d6ad1baa4898f3444158dc4bcb64

ITS Training Toolkit

Additional Resources

Additional Teams Information from Microsoft
Additional OneDrive Information from Microsoft
Additional SharePoint Information from Microsoft

Service Link

'RIVERSIDE | serviceLink

Classroom Materials
Servicelink Projects for Campus Partners
This module demonstrates the access campus partners have to Projects and Project Tasks in ServiceNow.

Reference Materials
Submitting and Tracking Tickets in ServicelLink
This job aid provides an overview of the ServiceLink Homepage and how to submit and track support tickets.

Training Videos
Submitting Tickets for Remote Workers
This video demonstrates how to submit tickets when working remotely.

Knowledge Base Articles
Using the Servicelink Portal
Knowledge base (ITS) - Introduction and Purpose Statement

General Systems Training

Interactive Tutorials

i)

Power Bl

Introduction to Power B

This course provides an overview of the Power Bl Service and Desktop. It introduces you to the various
elements of Power BI, as well as how to connect and work with data. The course will also provide you with the
basics of building and publishing reports.

€

Drupal’

Introduction to Drupal
This course provides a basic overview on how to use Drupal to edit existing web pages as well as creating new
pages / content.



https://docs.microsoft.com/en-us/microsoftteams/enduser-training
https://support.office.com/en-us/article/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://support.office.com/en-us/article/sharepoint-online-video-training-cb8ef501-84db-4427-ac77-ec2009fb8e23
https://ucrsupport.service-now.com/sys_attachment.do?sys_id=5b8be65f1bb6c41026bd635bbc4bcbe2&view=true
https://ucrsupport.service-now.com/sys_attachment.do?sys_id=e6bd66db1bf6c41026bd635bbc4bcb30&view=true
https://ucrsupport.service-now.com/sys_attachment.do?sys_id=7723a4531baf44109c0b844fdd4bcb17&view=true
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=86f82bac1be2cc58f3444158dc4bcbcd
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=bf8d74ccdbe33b40f6a471198c9619a5
https://uc.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D365887%26UserMode%3D0&domain=14
https://uc.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D363359%26UserMode%3D0&domain=14
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UCR DocuSign Guide
This guide provides an overview of DocuSign functionality including the signing and sending of documents,
setting up documents for completion and signature and completing and signing received documents.

Training Videos

Introduction to Multi-Factor Authentication
This video provides an overview of Multi-Factor authentication at UCR.

Knowledge Base Articles

Activate and Log In to a DocuSign Account

When to Send Documents in DocuSign

Multi-Factor Authentication (MFA) - FAQ

Multi-Factor Authentication (MFA) - SMS Only Phone Instructions

Multi-Factor Authentication (MFA) - Emailed or Downloaded Passcodes Instructions
MyAccount - General Information

Additional Resources

Power Bl Learning from Microsoft

DocuSign Support

websites.ucr.edu - Provides a wealth of Drupal information including information on workshops, a how to
guide and requesting and launching sites.

Support Catalog Items

Launch a Drupal Website

This form is to request the date for launching a CMS (Acquia Drupal) website. For example,
something.ucr.acsitefactory.com to display as something.ucr.edu.

Request a Campus Website
This form allows eligible staff and faculty members to request either a Drupal CMS site or hosting space.

https://its.ucr.edu/training#info

https://its.ucr.edu/training#office365

https://its.ucr.edu/training#servicelink

https://its.ucr.edu/trainingfigeneral



https://uc.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=core%2Factivitydetails%2FViewActivityDetails%3FActivityId%3D391711%26UserMode%3D0&domain=14
https://ucrsupport.service-now.com/sys_attachment.do?sys_id=cdd6b2931bfac41026bd635bbc4bcb50&view=true
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=186256c6dba804d4f6a471198c9619e8
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=7ca579b137555704610fc8cfc3990e8d
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=7b0d6bb6378d17043cc7a485c3990e9f
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=2fe61586dbedfb800d74755a8c9619ed
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=e5b6d946dbedfb800d74755a8c9619ec
https://ucrsupport.service-now.com/ucr_portal/?id=kb_article&sys_id=45218d40db47f300f6a471198c96191b
https://powerbi.microsoft.com/en-us/learning/
https://support.docusign.com/
https://websites.ucr.edu/
https://ucrsupport.service-now.com/ucr_portal/?id=sc_cat_item&sys_id=885d8b5a0f4797400e36244be1050e06
https://ucrsupport.service-now.com/ucr_portal/?id=sc_cat_item&sys_id=351380f40fbfc300138942bce1050e36
https://its.ucr.edu/training#info
https://its.ucr.edu/training#office365
https://its.ucr.edu/training#servicelink
https://its.ucr.edu/training#general
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