  Part 1 – Turning on the PC and Logging on 

	This first handout is how to turn on your PC and log on to the terminal server when you are in your House. During the IT training the steps on the first page  will already be done for you. Skip to page 2

	[image: ]First you will need to turn the power on. This is done by pressing the power button.

If you have a PC, you will need to turn the power on both the monitor and the base.

When you have pressed the button it will light up.

 If you have a Laptop then this button will be located inside, above the keyboard.
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	When the PC or Laptop has finished loading you will be taken to the log in screen. There will be three options.

· OHT – Admin
· OHT – Staff
· OHT – Tenants

You will log on as OHT Staff. Single (left) click on the picture of a Robot that says OHT – Staff under it.
	[image: ]

	You will be prompted for a password. Single (left) click on the box where it says password and type in welcome1 on the keyboard


[image: ] then Single (left) click on the arrow to Log in. 

 If you make a mistake use the backspace key to delete the last thing you typed
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	[image: ]To access all of the OHT IT resources you need to connect to the ‘Terminal Server’.

This is where you will find:
· Your Email, 
· Your House Files
· The OHT intranet site

To Connect to the terminal server Double (left) Click on the shortcut 
	[image: ]

	You will now have to log in again. This is where you will need your own username and password. 

It will remember the name of the last person that used the computer. If that was you then single (left) click on that name

If that was not you then you should single (left) click on  ‘Other User’
	


	You will then be prompted to enter your user name and your password.

Single (left) click where it says ‘User name’ and type in your personal username e.g johnb


Next Single (left) click where it says ‘Password’ and type in your own password. 

When you are ready Single (left) click on the arrow to log on to the terminal server.
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