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Quick Guide to
IT Services

Any IT enquires, please call
3411 3300




8/F Rm 810 Free Use Lab

Computer Facilities

Equipped with over 30 sets of computers,
iMac and printer.

@ Keep venue clean and tidy

@ Eat & Drink

@ Reserve computing places with personal belongings

(Q? Avoid last-minute printing before class
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Multi-Factor Authentication

A. | am new to HKBU and want to register my
First MFA.

Can | follow the guidelines to do myself outside
campus/at home?

YES!

- J
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Multi-Factor Authentication

B. | have a New Smartphone; but
MFA not able to use now.

My old phone
in hands now?

Step 2

o Tips: only ONE device of your choice can receive Duo Push at a time.

T EEER]
SOV KNG DAPTET LAVERITY

Two-facior Authentication (2FA) Device Management Partal

Wialeorna 1o the Device Manageeneni Partal for 2FA&

B s T b o e P rn

{(https://iss.nkbu.edu.hk/buam/DuoReq)

1 Go to Device Management Portal
and click "Sign In to Start Now".

LEE R A

HONG KNG RAPTIST UNIVERSITY

Single Sign-On

Emal Address

password (on NEXT page). If you're using
non-HKBU networks, you need to answer
Security Question after that.

2 Enter your ‘HKBU Email Address’ and

Tips: 'Email Address’ is the full HKBU email
address instead of 550id.

What type of device are you adding?

Mabile phone

@ Tablet (IPad, Mexus T_atc

What is this? CF
Meed hen?

3 Upon successful verification, you will see
a list of registered devices under ‘My
Settings & Devices'.

Click '+ Add another device' link.

4 Select 'Tablet' (even if you're using a

smartphone) and click 'Continue’.
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Multi-Factor Authentication

Step 3

What type of tablet are you adding?

@ 05 {iFad iPod Touch)

Android

"‘..h“r Ih:iﬁ : { m m

Meed help?

1. Launch tha App Som app and ssa
T "D i than “lawtall” I i

@ Install Duo Mobile for i0S

Select OS type of your smartphone and click

‘Continue’.

Tips: Select iOS on the Apple device or
Android on another supported device.

ue @

Duo Maobile Hong Kong Baptist University
Heng Kong Baptist Uinhversity

smartphone. Click Add @' to add a new

7 Click the Duo Mobile app on your
account.

display on your PC's screen after click
‘I have Duo Maobile installed’.

6 A Duo Mobile activation QR code will

Cancel

Add account

—— Use QR code

8 Click 'Use QR code’ button.

Accounts Al .

@

Horg Kong Baptest University
Hoang Kong Baptist University

FPasscode seeaes s Shaoray

Scan the QR code on your PC's screen
9 using your smartphone.

1 The new account will add to the app.

Tips: Keep it on your smartphone for
future logins.
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Multi-Factor Authentication

Step 4

@ @

Actornl

Anrmirk
Hang Kong Bapdisi Universty Heivg Koo Baglin Ushssisity
Apouni nase

Accoust name
| Harg Kang Bagtis! Unfversiy | [Hmm

Univarsity's *Mﬂ

qw e rit yul op

glwla|r|t|y|ullje|p
alald|{flaihlilk]! ajajdiflalh]iijk]!
zxcvbnm! szcvhnml!
ne: -

1 Provide a new name for the new account

and click done to confirm the changes
on the Duo Mobile app.

Activate Duo Mobile

1. Open Duo Mobile.
2. Tap the “+" button.
3. Scan this barcode.

Email me an actration link inslead

Once the QR code is accepted, the
'Continue’ button will be enabled and
click it to continue on the browser,

@ Wy Semings & Devices:

@' m
Provide a new name (e.g. Mary Mobile
3 or S50id) for the registered device and
click 'Save’ button to confirm the
changes and complete the process.

Wil s this? O -
Fasscode
= Enter a Passcode

Tips: Once you have registered additional
devices, you will be able to select a
preferred device for receiving Duo Push in
the future.
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Wi-Fi setup & Hotspot areas

BU-Standard
WPA2-Enterprise

TN AES & PEAP-MSCHAPV2

Kiosk PC Areas
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Follow-U Quota Printing Service

"Follow-U Print" quota printing service is available at:

* 4/F Library

 2/F Lobby, 8/F & 10/F Lobbies & 12-14/F Kiosk PC Areas

 Multi-media PC Labs (Rm 710, 711, 810, 811, 910, 911 &
1010)
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PowerPoint: 6-in-1 Green-printing

nsert Cesign Tran=it]

Steps for 6-in-1 PowerPoint Printing
After sending out your print-job,

# Select “File” > “Print” > Slides: Handouts > “6 Slides Horizontal”

Printer

a
Sample Handouts:

| scesm1303
'ﬁ Ready 1R
Erinter Proncrties
Settings
Print "— Print All Slides FRONT PAGE Fagel
= Print entire presentatid .
Thare '
Slides: | " -
Export =T b Shdes Horzontal
— Handouts (6 slides per
Close Print L ut
Paga 2 Paged
—
Account Motes Pages
. L]
Feedback
Options
Foge d Fageh
] L ]
4 Slides Vertical G Slides Vertical O 5l
1
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Enhance Printing Speed of
PowerPoint Lecture Notes

@ Enhance PowerPoint Printing Speed.

Select ‘File’ on the above tabs

of the main window.

Insert Design Transitions Animations Slide Show Review

|| Layout - o
ﬂREE‘t

NM 1 . B | U S akx AV ay ﬁ,

Slide= [ Section~

Clipboard s Slides Fomt
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1.2 Choose “Save As” for

1.3 Select “Tools”

1.4 Select “Compress Picture”

Compress Pictures

Compression ophions:
Apply anly ta this picture
IE Delete cropped areas of picures
Rasolution:
) High fidelity: preserves quality of the ariginal picture
) HD (330 ppik: Qoo quality for high-gefinition IHD) displays

'::' Frirt (220 ppi}: excellent quality on most printers and scresns

okl oy

1.6 Click “Email (96 ppi)” to Compress Pictures to enhance
Printing Speed of PowerPoint Lecture Notes.
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How to check Print Quota

A. Using HKBU Smart Card

Enter your '"HKBU Account” with your
"550id" and ‘password’, and then click

'Log in’.
o . L] PaperCut MF &
e
iy Porsonal Acx
= =l
el p— £1.000 O
[y e— " o
==
To check your printing account 3 You ~can see your printing
balance, select ‘Access Device', account balance.

Note: You can top-up printing credit
via Top-up Kiosk at WLB303 or 3/F

SMC.
How to add Print Quota
A. Using HKBU Mobile App B. Using Top-up Kiosk at
(Highly recommend) 3/F SMC of WLB303

[=]
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Student E-mail Setup on iPhone

step 1 P Step 2

Step 3

HKBU 2FA Sign-in
Sign in to your Dﬂ |—

“hkbu.edu.hk” Exchange
account using

Bl & i = & K 5
HONG KONG BAPTIST UNIVERSITY

SS0ud (Student number | Stall a-mail account name)

| [“Student ID” @life.hkbu.edu.hk
S$SOid Password

Are you logging in to Microsoft ADFS?

9 Central, HCW, HK

© 14:50

% raytsang

Step 6 0365 HKBU

= Mail

. Contacts
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Student E-mail Setup on Android Phone

Step 1 Step 2

o

Location
On - 25 apps have access to location

. Safety & emergency
Sett|ngs * Emergency SOS, medical info, alerts
Accounts
Saved passwords, auto-fill, synced accounts
R g R

HONG KONG BAPTIST UNIVERSITY

Step 4

Step 3

+  Add account
@  Outlook
<« Add account e G
erier your emai |
AR @life.hkbu.edu.hi

G ADD GOOGLE ACCOUNT

PRIVACY AND TERMS

$S0id (Student number / Staff e-mail account name)

“Student ID” @life.hkbu.edu.hk

21******@life.hkbu.edu.hk

g

Forgot Password
Contact ITO

University Privacy Policy Statement

SSOid: “Student ID”

CONTINUE

-
Send Me a Push

Step 5

Password: “Your SSOid password”

Are you logging in to Microsoft ADFS?

Central, HCW, HK

14:50

student number




Summary of Important Regulations
on Using IT Facilities and Services

Computer login account is for exclusive for own use only.
It is prohibited from giving account information and
password to others.

Users should NOT

e post or circulate any derogatory, defamatory, obscene,

sexually harassing or other inappropriate media
* hack or attempt to hack computers
* perform suspected or actual illegal activity

* illegally upload, download or copy of the copyright
protected material (such as music, videos and
software)

* unauthorized copy of information

* play computer games in Free Use Lab, Computer
Kiosks and Computer Labs

For more policies and guidelines, please visit HKBU ITO
web page.

http://ito.hkbu.edu.hk/index.php/services-2/wi-fi-network-access/#tab-2
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