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 E-MAIL – Network Account 
 
Email is an OFFICIAL form of University Communication.  Staff, faculty and students 
are expected to check their official email address on a frequent and consistent basis in 
order to stay current with University communications. For students and faculty, we 
recommend checking email on a daily basis, in recognition that certain communications 
may be time-critical.  
http://domin.dom.edu/documents/IT_Policy_Manual.htm #_Toc98914603  
 
Instructions on forwarding your DU email to another email account can be found at the 
following link:  http://domin.dom.edu/documents/emaildocs/mailforwar ding.pdf  
 
 
My username is :  ____________________________ 
 
Username Requirements:   
For Students usernames are the first four letters of your last name, followed by the first 
four letters of your first name (i.e. Brian Wilson’s username would be “wilsbria”).  
For Faculty and Staff usernames are the first initial of your first name, followed by your 
last name (i.e. Raymond Johnson’s username would be “rjohnson”).  
 
My email address is :  ________________________@dom.edu 
(i.e. wilsbria@dom.edu or rjohnson@dom.edu ) 
 
�

Basic services that come with your Network Account are: 
 

·  An Outlook email account with 100 Megabytes of storage space.  
 

·  A personal storage space (N: drive ) with 100 Megabytes of storage space. This 
can be accessed via the My Computer icon of any PC on campus.  

 
·  Access to LIBRARY resources from Off-Campus. 

 
·  (Optional) You may apply for a personal web space (I: drive ) with 50 Megabytes 

of storage for publishing a web page.  The URL for your web page would be 
http://domin.dom.edu/students/ yourusername   
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ACCESSING YOUR DOMINICAN EMAIL:   
 

1. From your browser, go to:  http://mail.dom.edu/exchange  
2. You should see a box that looks similar to this: 

 
3. In the username field, type your email address (username@dom.edu).  Make 

sure your username is spelled correctly.  
 

4. Enter your password in the password field and click “OK”. 
 

5. After clicking “OK”, your email should load.  If it does not and this login window 
reappears, erase all content in both and repeat step 3 and 4.   

 
Note : We have found that some browsers are not compatible with our email system 
(AOL’s browser and Apple’s Safari browser).  We recommend that AOL users minimize 
the AOL browser and use Internet Explorer for email.  Similarly, Macintosh users should 
consider using Firefox instead of Safari. 
 

WHY CAN'T I SEND (OR RECEIVE) CERTAIN E-MAIL ATTACH MENTS? 
There are two major reasons why you cannot send or receive certain attachments from 
others; file size and file type. 
 
File Size  -  The largest file attachment our e-mail server can receive or send out is 
limited to five megabytes (5 MB; or 5000 KB).   
 
File Type  -  You do not need to be a "computer nerd" to have heard about the havoc 
that viruses have caused worldwide.  Email attachments that contain the following file-
types - which are notorious for carrying viruses - are blocked: 

·  ..exe, .zip, .asp, .aspx, .com, .bat  
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ACCESSING YOUR NETWORK (N:) DRIVE FROM OFF-CAMPUS 
 
 If you have internet access from off campus, it is possible to access a file that is 
in your DU network (N:) drive.  Please note that this feature requires Internet Explorer 
for Windows and is not available to Mac users. Also, this works best when you 
download the files you need to your local computer and then upload them once changes 
are complete. 
 

1. Click the File...Open  drop-down menu in Internet Explorer.   
 

2. In the ensuing dialog box, click the checkbox for Open As Web Folder .   

 
3. Type the following address: http://fileserv.dom.edu/students/ yourusername  

 
4. Click “OK” , and you will see a login window. Fill it in using your email address 

and password; the same way as described in the previous section. 
 

5. After entering your login information, click “OK” .  Be patient!  Depending on your 
connection speed to the Internet, you may have to wait a bit before your directory 
listing finally comes up in your browser window.   

 
6. Assuming you would like to get files from your N: drive onto your home computer; 

single-click on the name of the file that you wish to retrieve.   
 

7. Go to the Edit  drop down menu in your browser and select “Copy”.   
 

8. Now, go to the location on your computer that you wish to save the file to (e.g. 
“My Documents) and once again, go to the Edit  drop-down menu and select 
“Paste” .   

 
9. You will then see your file! 

 
You can do the same process in reverse to transfer files from your home machine to 
your N: drive at Dominican. 
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LIBRARY RESOURCES FROM OFF-CAMPUS 
 
Off-campus (remote) access to the Library's electronic resources is provided through 
software named EZProxy. (Pronounced: "Easy Proxy")  
 
Using the library's website to access online databases is the same both on and off 
campus. 

1. Go to the Library homepage (http://domweb.dom.edu/library/crown ) 

2. Click on the “Articles” link 

3. The “Articles” page contains a substantial list of available databases. 

4. After clicking on a link for one of these databases (e.g. “Webfeat Federated 
Searching”), you will be asked to login to EZProxy.  

5. In order to login, you will once again need to use your Dominican email address 
and password. 

6. After you have logged in to EZProxy, you can begin using the online resources.  
You will not be required to log in again unless you close your browser. 
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CAMPUS NEWS
 
This is the place to go for information about events and activities on campus, as well as 
links to online applications, the faculty/staff directory, and individual school web pages.  
Your one-stop-shop for Dominican University!  This page is the default on all university 
computers and can be accessed from off-campus by going to DU Web Services or 
http://www.dom.edu/campusnews 
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CAMPUS WEB 
 
Campus Web allows you to search course schedules, register for classes, view grades 
and print un-official transcripts, as well as view billing information from student 
accounts.  You need a student ID number and PIN to access Campus Web.  Your 
student ID number can be found on any document from the Registrar’s office; the last 6 
digits of the number on your ID card; or from your school office.   
 
If you have already been issued a student ID number but have forgotten your PIN, go to 
our PIN retrieval site at: http://domweb.dom.edu/retrievePIN/  
 
(You will be prompted for your Dominican network username and password to gain 
access.  The dialog window you see will be the same as shown for off-campus e-mail 
access or off-campus network drive access.) 
 
Your PIN status is controlled by your Advisor.  If the system says your PIN is EXPIRED, 
you must contact your Advisor to clear it. 
 

 
 
For the full documentation please go to: 
http://domin.dom.edu/documents/campusweb/registrati on/campuswebstudents.htm 
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BLACKBOARD 
 
Dominican has an online courseware package called Blackboard.  Instructors can post 
course-related documents, homework assignments, web links, have a discussion board.  
Each instructor chooses what features to use in Blackboard.   
 
The very first time that you use Blackboard, you will need to create a Blackboard user 
account.  Once you have created a Blackboard account for yourself, you will be able to 
use it to login to all of your classes that use the Blackboard system 
 
To access Blackboard from either on or off-campus, go to the following web address:
 http://blackboard.dom.edu  
 
You will see the following screen: 

At this screen, you should do one of two things: 

·  If you already have a Blackboard account -  Click the Login  button. 

·  If this is the first time  you have ever  accessed Blackboard at 
Dominican University - Click the Create Account  button.   

·  Remember: You will only have to create your account ONCE.  Do NOT 
create a new account for each individual Blackboard class you are in!  . 

For the full documentation please go to: 
http://domin.dom.edu/documents/blackboardstu.htm  
 
For questions regarding Blackboard, contact the Dominican IT Helpdesk (ext: 6888) . 
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CLEAN ACCESS 
 
At Dominican University, we use a network security system known as Clean Access. This system protects 
your computer by preventing infected computers from gaining access to and then contaminating our 
network or your computer. 
 
Clean Access is required on all personal computers that will be accessing network on campus. Below are 
the instructions for installing and using Clean Access. Please note that non-Windows users 
(Macintosh/Linux) will not need to download the Clean Access Agent. 
 

1. Access the Network   
 

Connect to the network and open a browser. You will automatically be directed to the Clean 
Access login page. You must have a network/email account in order to login to Clean Access. If 
you do not have an account, please visit the Lab Assistance Desk at the Technology Center in 
Lewis Hall Basement to sign up. 
 

2. Download the Clean Access Agent (first login onl y)  
 

Once your username and password have been verified, Windows users will be prompted to 
download and install the Clean Access Agent. This is a one-time installation. After the installation 
is completed, you will see 

a. The Clean Access Agent icon will appear in your system tray (the lower right part of your 
screen, by the clock).  

b. The Clean Access Agent login window will appear in the center of your desktop. 
 

3. Log Into Clean Access Agent, Validating, and Upd ating   
 

Login to the Clean Access agent by entering your Dominican username and password in the 
agent’s login window. 
 

4. What does the Clean Access Agent Check on my com puter?   
 

a. Confirms that up-to-date antivirus software is installed1. 
b. Checks that the Automatic Updates feature is enabled in Windows. 
c. Determines if that service packs and critical updates have been installed  

 
If the validation is successful, you will be directed to our “Network Usage Terms and Conditions” 
page. Upon accepting the terms, you will have full network access. 
 
If the validation is not successful, you will be given “Temporary Access” and will see a “continue” 
option.  Temporary Access gives you a set amount of time to correct any problems found by 
Clean Access.  After pressing “continue”, you will be given directions on how to proceed.  If at any 
time you need help, open a web browser and follow the onscreen instructions.  Some updates 
require you to restart your computer. If this is the case, login to the Clean Access Agent again 
after restarting. If there are still updates that need to be installed, you may have to repeat this 
process several times. 

 
If you still cannot connect to the network, contact the IT HelpDesk at X6888.. 

                                                 
1 As a DU student you may download a free copy of Norton Antivirus at http://updates.dom.edu/patches 
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 MISCELLANEOUS INFORMATION 
 

ARE THERE WIRELESS AREAS ON CAMPUS? 
 
 The Rebecca Crown Library has the largest area of wireless access, centered 
primarily in the Information Arcade on the lower level (near the Cyber Café), and the 
reading tables on all floors.  The Library supports the 802.11a, b, and g protocols.  
There is also wireless access in the Technology Center, the Digital Media Classroom 
(Lewis 406), the 3rd floor of the Lewis Building and the Grill.  These areas support the 
802.11b and g protocols. 
 
 

WHO DO I CONTACT FOR HELP? 
 
IT Helpdesk 
Email: helpme@dom.edu  
Phone: (708) 524-6888 
IT Helpdesk: Technology Center , Lewis Basement 
 
IT Web Page: http://domin.dom.edu/infotech.htm  
IT Policy:  http://domin.dom.edu/documents/it_policy.htm  
 
 
LAB HOURS 
Sunday, noon – midnight 
Monday – Thursday, 8:00 AM – midnight 
Friday, 8:00 AM – 5:00 PM 
Saturday, 9:00 AM – 5:00 PM 
 
These are the normal hours in effect during fall and spring semesters for the 
Technology Center and Crown Lab.  Extended hours are provided during finals.  
Summer and holiday hours, as well as changes to normal hours of operation, will be 
posted. 


