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Introduction

Welcome to Information Technology or IT on campus!

This is a manual designed to explain some important areas of IT that you will be able to use
on campus while studying with us.

We are going to go through some different stages with you step by step to set you up so you
are ready to go for the year.

IT is a big part of your campus life, your social life and your future employment opportunities.
While you are on campus, you will have the opportunity to use various resources of IT to help
with your education.

,::zllllll]ﬂ:
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Campus Computers - Initial Log on

1. Double click on the Logon button (top left hand corner)

2. Type in your username and password. Your username is your first name followed by
lastname e.g. sallyandrews Please check with your tutor if you are unsure what your
username might be. Your password initial password is Welcomel

Username:

Password:

Once you log on for the first time, you will then be prompted to change your password. Its as
easy as that!
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Changing your password

If you need to change your password, there are two different ways this can be done.
Option 1

1. Onthe keyboard hold down the CTRL + ALT keys and then press DEL

Home PgUp Nav

End PgDn MvUp

Insert Pause MvDn

PriSen  Scrlk  Dock

options Help  Fade

2. Click on Change a password

Then follow these instructions and your password will be successfully changed. You will need
to enter your original password followed by entering your new password twice. After
successfully completing this, your new password will become active the next time you log on.

If you forget your password, then talk to your tutor who will contact the IT Manager for you
who can reset this for you.
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Campus Wi-Fi

While studying here, you will have access to the
campus Wi-fi using your personal devices such as
phones, tablets, laptops etc.. You will find this under
your wireless connections.

The name of our Wi-fi is “ATTGWIFi”

Your tutor will give you the password for you to
connect to it.

From time to time, the password for the campus Wifi may change. When this happens, you
will need to firstly “Forget ATTGWIFi” before reloading it onto your device as above.

When you reload the WiFi it will prompt you for the new password which will be given to
you by your tutor.
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Campus Email

You will have your own email account using Microsoft Outlook. It is a good idea to regularly
check your emails so you keep up to date with everything that is going on on your campus.
Generally it is a great way to hear about different employment opportunities that arise.

1. From your desktop click the “Start” button or press the Windows key on your
keyboard

£

Intemet

Cuthook 2013

=
&

Printers

2. Without clicking on anything just start typing “Outlook” and you will see Outlook 2013
appear on the right hand side. Click Outlook 2013

Search
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When accessing Outlook for the first time you may have to go through the setup wizard.

3. Click next when this screen appears

Welcome to Microsoft Outlook 2013 E3

Welcome to Outlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

g

Bac I(Next> )I Cancel I
e

4. Ensure the “Yes” box is ticked and click “Next”

Microsoft Outlook Account Setup [ X |

Add an Email Account

Use Outlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outiook to connect to an email account?

< Back Next > Cancel I
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5. Ensure that you have “Email account” ticked and then click “Next”

Auto Account Setup
Outlook can automatically configure many email accounts,

E-mail Address: lJoeBIoggs@sirqeorge.(o.nz
Example: ellen@contoso.com

(" Manual setup or additional server types

Click “Finish”

Searching for your mail server settings...

Configuring

Qutlook is completing the setup for your account. This might take several minutes.
v Establishing network connection
Vv Searching for JoeBloggs@sirgeorge.co.nz settings
Logging on to the mail server

Congratulations! Your email account was successtully configured and Is ready to use.

[~ Change account settings Add another account... |
A m Cancel |
S’
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You are now set up ready to go. You can find your personal campus email address located
at the top of Outlook.

_
k JoeBloggs@sirgeorge.conz - Outlook 7 - 5 X
FOLDER VIEW
E ddress Book
(] Ru
" " -
‘
ea &r0 !
We didn' find amthing o show here
Mail Calendar People Tasks -
) ) HCROSO 0 &
Dsaet| , 2 3] 1:27am B

-

-

Inbox - JoeBloggs@sirgeorge.co.nz - Outlook
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How to send emails to other students and staff

If you want to send emails to other students or staff, then here’s how you will be able to do
so.

=

FILE HOME SEMD f RECEIVE F(
Open up Microsoft Outlook and at the top
right side click “New Email”

Ignare

E 7 Clean Up~

- Delete = Repl
- wo Junk -
2w Delete
) £
4 Favorites €
Inbox Al

Sent Items

Deleted tems

4 JoeBloggs@sirgeorge.co.nz

E H =
When the new message opens, click on “To” FILE MESSAGE INSERT OPTIO
to select recipients for the email.
Cut
Cop
Faste I U al
- Format Painter ]
Clipboard P
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This box will open up. Type the name of the person you are trying to send the email to in

the box circled.

Select Names Flnhal Address List

G | |9ona|Address List - JoeBloggs@sirgeorge =]  Advanced Find

& Aachal Lal
& Aaliyah Walla
& Aaron Curtis
& Aaron Otoole
& fashna Lal

& Abbe Wirihan
& Abbey Biszark
& Abby Bull

& Abby Paul
&IAbdu Maham
4

|T|

Business Phone

| Location

Auckland TCT Airp
Auckland 5G5
Christchurch 5G5S
Auckland 5G5
Auckland TCT Airp:
Wellington 5GS
Wellington TCT
Hamilton SG5
Christchurch 5G5

Christchurch 5G5 =
»

To -»

Cec-»

Bee -» |

ok Cancel |/

3

Zaect Names: Global Address List

IHam\ Rurul

Hemi Ruru

& Hilary Young
& Hillary Rowland
& Hine Winitana

& Hirinii Potene

.‘. Hinekorangi Broughton

Business Phone

& Henry CHEONG Auckland
& Heremaia Sen Hamilton 5G5
& Hermina Hotesi Dunedin 565

Auckland 565 —
Wellington 5GS
Auckland 5G5
Wellington 5G5S
Rotarua SGS

CgHLZ
& HLZOo1 ~
4 | »
To > | |
Ec—= |
Bee -» I

oK Cancel |/

3

Highlight the persons name and click on either “TO”, “CC” or BCC”. You can send emails to
multiple recipients by following the same steps as above. Write your email and once you have

finished, simply hit send and your email is gone.

Select Names: Global Address List

Search: * Nameonly ¢ More columns  Address Book

IHerni Ruru 5o | |GlobaIAddress List -JoeBIoggs@sirgeorgs;I Advanced Find
I Name | Title Business Phone | Location

Hemi Ruru Wellington SG5
& Henry CHEONG Auckland
& Heremaia Sen Hamilton 5G5S
& Hermina Hotesi Dunedin 5G5
& Hilary Young Auckland 565 —
3 Hillary Rowland Wellington 5G5S
& Hine Winitana Auckland 5G5
; Hinekorangi Broughton Wellington SGS
& Hirinii Potene Rotorua 5G5
I.leLZ
s HLZO1 -
4| | »

To | IHerni Ruru

-3
Lo-» | Il

Bee > | I
OK I Cancel

Page | 12



Accessing your email from home

You can access your emails from home by entering the following address in your internet
browser; https://mail.nzschooloftourism.co.nz/owa

You must type the address in the browser exactly as it appears above ensuring that you type
HTTPS — most websites only need you to type http however if you miss the s, you will not be
able to access your emails.

1. Type https://nzschooloftourism.co.nz/owa in the browser address bar and you will
come to this screen.

Microsoft*

Outlook' Web App

Secunty (

@® This is a public or shared computer
O This is a private computer

[0 use the light version of Outiook Web App
User name: |

Password:

Connected to Microsoft Exchange

& 2010 Microsoft Corporation. All rights reserved

2. Enter your username and password. These will be the same as you normally log onto
the computer on the campus. Eg: Username: joebloggs & Password: Welcomel
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Ensure that your language is English and time zone set to Auckland, NZ

Mirosoft*

Outlook'Web App

If you have low vision and use a screen reader or high contrast
settings, you can select the check box below to optimize Outiook
Web App for this and all subsequent sessions. After you sign in, you
can modify this choice at any time using Options.

D Use the blind and low vision experience

Choose the language you want to use.

language: |English (New Zealand) v

Time zone

I(UTCHZ.OO) Auckland, Wellington E}

Connected to Microsoft Exchange
© 2010 Microsoft Corporation. All rights reserved

You are now able to access your emails from home.

Jex Bhoogs
T ——— O] B 1% G xo toan - cueb o acz X
Cutioak Web App
Inbox
. ' ts + M o

Trene are 7€ femz b 2how iz vz

Mal

|
=
|
-

| 100 Hioggs

cetens - @
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One Drive

One drive is an online storage system where you can save and open documents from course
or home. Itissimilarto “My Documents” you would normally have on your computer at home
but instead of being limited to only accesing your documents from campus, you can now
access them anywhere, anytime on any device with an internet connection.

The following steps will help you access one drive so you can access your documents and files.

1. Open the internet explorer and type in the URL http://nzschooloftourism.co.nz/.
Once the homepage has loaded then scroll right down to the bottom and click

Office365
Read More - Boad More U a sevice anu ot w
Read More — Read More —
New Zealand :
School of Tourism >>> YOUR BOARDING PASS o o @0 @e
Enrolment Info International Students QOur Campuses Travel Bug g
= = DOMESTIC STUDENTS > ENTRY REQUIREMENTS JJAKL BRITOMART IIWLG COURTENAY PL i
= INTERNATIONAL STUDENTS > IMMIGRATION & VISAS JAKL QUEEN ST IIWLG WILLISST A . v
— > COURSE COSTS > MEDICAL & TRAVEL INSURANCE JIAKL AIRPORT /ICHC  CHRISTCHURGH [ (Bgn
Any district v
= USEFUL INFO = FACILITIES, EQUIPMENT & JHLZ HAMILTON /[DUD DUNEDIN -
= DOWNLOADS STAFFING JIROT ROTORUA Tue 17 v | Nov

= EMPLOYMENT SUCCESS

Student & Staff

= JOIN OUR TEX
= OFFICE 365

> FEE PROTECTION
> DOWNLOADS

Wed 18 v | Nov

© 2015 NZST | Designed by Redfire, built by Redfire Digital -~
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2. Type in your campus email address. This is your username followed by
@tourism.acnz

] Office 365

Sign in with your work or school account

Verbinden 27 jobloggs@tourism.ac.nz

Password

) Keep me signed in

3. Enter your details for logging onto the computer on campus (your username &
password)

Authentication Required

The server httpsy//fs.tourism.ac.nz443 requires a username
and password.

User Name: |oebloggs

Pass'.']'ﬂrd' drdrdr g i

Log In Cancel
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Congratulations, you now have access to One Drive! From here you can access your files

and documents you have on your one drive.

/5 OneDrive for Business - Windows Internet Explorer provided by ATTG

)= [ s to

) Onedrive for Business x

L& ¢ pE——

2 Documents

Weicome to your OneDrive for Business, the place 1o store, sync. and share your work. Documents are private unti shared Learm more her

@new Tupload & sync

O e

1778827384
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How to Save Documents to OneDrive in Mircosoft
Office Programs

1. On the ribbon within any Microsoft Office 2013 program click on the “File” tab

ME INSERT DESIGN PAGE LAYOU

Calibri (Body) - |11 ~| A" &
Paste i Z 2 AR
= ¥ Format Painter B I U-akx,x |R

Clipboard ) Font

2. Click on “Save As” and select the “OneDrive @ Aviation Travel Training Group”
option. Click the “Browse” box.

Save As

! , && OneDrive
n;.,‘) Aviation Travel Training Group
2 Recent Folders
G OneDrive @ Aviation Travel @ Action Plans 2(
Training Group Hemi Ruru's OneD
© Action Plans
@, SharePoint Hemi Ruru's OneD
o Dodgeball
- Hemi Ruru's OneD
1- E Other Web Locations
W © Documents
Hemi Ruru's OneD
] Computer @ Maori
= Hemi Ruru's OneD
Account + Add a Place

Options
Browse
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3. Click the “Documents” option

3 0open
7w
\ )K ) ~ Web Sites v https:/fattg-my.sharepoint.com v personal ~ grantfalconer_sirgeorge_ac_nz I Search grantfalconer_sirgeorg. ..
i+ @ Microsoft Word
Grant Falconer
[= 7 Favorites All Site Content
B Desktop
& Downloads

1= Recent Places

7 & ies

THIA BReaos MA RSt n s adminintrabariannimisad Favm barmadaban Shnbiiara neabad b thin Sta AR a s w

= s Libraries

\ . .
’J Music iy Style Library Use the style library to store style sheets, such as CSS or XSL files. The style sheets in this gallery can be used

| Pictures by this site or any of its subsites.
E Videos
Sites and Workspaces
& Computer :_:,‘ Blog Blog of Grant Falconer, containing my thoughts, comments and questions.
File name: ]| :l IAII Word Documents Ll
Tools ~ Open lvl Cancel I
4

4. Name the file and select “Save”

w3Save As K

\d ~ Web Sites ~ https://attg-my.sharepol

Organize v  New folder

.com ~ personal - grantfalconer_sirgeorge_ac_nz ~ Documents ~

I Search Documents

v
EI Microsoft Word 21 Name - Date Modified Type Size | ]
. Old H Drive Contents 20/02{2014 9:25 a.m.  Folders
W Favorites - Shared with Everyone 13/03/2014 10:04 a... Folders
Bl Deskrop
& Downloads

| Recent Places

4 Libraries
\jfj Documents
,J’ Music
|| Pictures

B videos

1% Computer
File na zl
Save as type! ZI
Authors: Grant Falconer Tags: Add atag Title: Add a title

[ Save Thumbnail

(4 Hide Foldersl Tools Cancel
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Pathways Awarua

Pathways Awarua is an online learning system intended to support adult learners to
strengthen their numeracy and reading skills. The 100+ interactive learning modules are
linked to the Learning Progressions and results from the Literacy and Numeracy for Adults
Assessment tool you complete can be used to select your starting point. Eg. if you are a step
4 then you choose to enter the programme at this level.

You can access this programme from home and at the college. It is all about self development
so remember, the only person you are competing with is yourself. Employers in industry now
take into account your literacy & numeracy levels so if you find that your level isn’t as high as
youd hooped for, do not worry. Use this tool to gain more knowledge and when it comes to
completing your next Literacy & Numeracy assessment, you may just find that the hard work
you have put into pathwyas has paid off for your future.

Remember, its all about your development.

©Pathways Awaruas

1. Open the internet explorer and type in the header www.pathwaysawarua.com

L%/ AWARUA

Waelcome to our new website

PATHWAYS

AWARUA
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2. Click on ‘Learner Registration’

Fill in your details on the form. Your join code will be given to you by your tutor. Once you
have filled in the form and accepted the terms & conditions, click register.

Register here to join Pathways Awarua

| Firstnamea

|.‘_am':'ame

|E-mail adidress

| LUsamame

| FPassword

| Confirm password

|
|
|
|m;fenumaer |
|
|
|
|

|_.-'r:|fr.| code

[ Accept terms and conditions

Register
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You will be brought onto your home page

Home Logout

My Stuff General Numeracy

+ \
- . S

John Bloggs (hemiruru)
My Profile

My Messages Ca

No messages

If you know your General step from the

on the path

¥ My Pathways
General Numeracy = Ostep 1
General Reading = Ostepz
Writing 8 ;:Epi
S
Number Facts o EKEE N
WordFit Q Step &
@ gont know
¥ My Progress

General Numeracy

Tool, select it here and you will be placed st an appropriate pi

oint

General Reading

Writing

©2011-2014 Tarfiary Education Commission - Privacy - Check My SYstam | owsted with Bllracken

Click which step you are for Literacy and numeracy. Once you complete these, you are

ready to go!

If you kmow your General Numeracy step from the Assessment
ct it here and you will be placed at an appropriate point
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Printers on Campus

When you initially log on to the computers on campus, you should have access to all the
printers you need. If your printers are not available you may need to load them. Loading
printers is really easy and ensures that if for what ever reason you cant find the printer you
are looking for, you can easily load these at a later time.

1. From your desktop click the “Start” button or press the Windows key on your
keyboard

Cuthook 2013

x

Cutheok Web
App

i

€|l

2. Without clicking on anything just start typing “File Explorer”’and you will see File
Explorer appear on the right hand side. Click File Explorer
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3. Infile explorer address bar type \\attgdcO1 and hit enter

O Bw-|

Home Share View

- 1 [ N

®

S Favorites ]
B SiyDrive ‘-&w AKLCus
B Desktop
4 Downloads ﬁ AKLSGS
“El Recent places -
[4 Recently Changed _
|\ Public ) AKLSGS

P -

Scroll down the list until you find the printers you need to load. To load the printer, simply
double click that printer and you will now be able to print to that printer. (Note that you
will not be able to access printers from other campuses)

Hattgdco1 =] E3
CTC) PR - Network - attgdcd! - v 123 | search attgdco1
Organize *  Search active directory  Network and Sharing Center  View remate printers £+ 0 @
i Favorites o= =
B Desktop .ﬁ; WLGSGSLab1 ‘ﬁ; WLG5GSLab2
\# Downloads -2 -,
"2l Recent Places % 2%
'ﬁ’ WLGSGSLab3 'ﬁ, WLGSG5Marketing
-l Libraries 2 -t
@ Documents P o=
J, Music .ﬁ; WLGSGSReception .ﬁ; WLGSGSTutors
[&5] Pictures - -,
B videos P 'y
w WLGTCTCampusManager w WLGTCTGatel
;-;.I Computer - N - N
S WLGCampus$ (\\attafs U T
G Applicatons (\atigfe.s Qﬂ WLGTCTGateS Qﬂ WLGTCTHOS
S HemiRuru (\\attafilehe o
T2 NatinaResources (1 ¥ WILGTCTKoncaCS52 ) \WLGTCTKonicaC552Colour
s Local Disk (Q2) ;%’ -;%
¥ STAR-Departments (1} o o
Students fs.sir S S
= (lettg g .ﬁ; WLGTCTMarketing ‘ﬁ; WLGTCTSTAR
- e
¥ VILGTCTTutors | |
o =
|/ AKLSGSLab2 (\\attgdca1)
R
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E-Learning

E-Learning is a website you will need access to for various units while on campus. If you are
studying International Flight Attending, you will refer back to e-learning when completing
your closed book exams.

1. Open internet explorer and type in http://elearning.nzschooloftourism.co.nz/

£ ATTG Elearning - Windows Internet Explorer provided by ATTG

(<]

O=1142| 1 arrG Eieaming

Welcome to the online learning site for the You are not logged in. (Login)

AVIATION & TRAVEL TRAINING GROUP

Below you will see a variety of categories ta choose from. Click on the category that applies to you so you can vis

Available courses

Click here if you are a student of a participating NZ Click here if you want to leam online from the comfort of | Click here if you are a full-time learner; ¢ either TCT or 5GS
Secondary School your own home!

Click here if you are a staff member within the ATTG group

2. Click on the “Login” button at the top right of your screen

You are not logged@n. (Login)
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3. Click “Create new account”

Is this your first time here?

Hi! For full access to courses youll need to take a minute to create a new account for yourself on this web site. Each of the
individual courses may also have a one-time "enrolment key”, which you won't meed until later. Here are the steps:

. Fill out the New Account form with your details.

. An email will be immediately sent to your email address.

Read your email, and click on the web link it contains.

“four account will be confirmed and you will be legged in.

. Mow, select the course you want to participate in.

. If you are prompted for an "enrolment key™ - use the ane that your teacher has given you. This will "enrol” you in the course.

. fow can now access the full course. From now on you will only need to enter your personal usermame and password (in the
form on this page) to log in and acosss any CoUrsseeTTaye enrcliog

Create new account)

e B =R & o R SR L T L

4. Complete the information as per below. Choose a username Eg: joebloggs. Your
password must have at least 8 characters, 1 digit, 1 lower case letter, 1 upper case
letter and 1 non-alphanumeric character. Eg: Password1l! When supplying an email
address, use your campus email address Eg: joebloggs@tourism.ac.nz and not your
personal email address. (This is a easier way to locate your password in the future
should you forget it)

Write down your username and password so you can find it if you happen to forget it.

Home = Login & New account

Choose your username and password

Usemame*
The password must have at least 8 characters, at least 1 digitis), at least 1 lower case letteris), at least 1 upper case letter(s), at least 1 non-alphanumeric characteris)

Password* O Unmask

More details

Email address*
Email (again)*®

First name* |
Surname® |
City/towm* [
Country*® |Se|ecl a country

Create my new accouna Cancel|
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5. When you have hit “Create my new account”, this box will appear and an email will
be sent to you.

An email should have been sent to your address at joebloggs@sirgeorge.co.nz
It contains easy instructions to complete your registration.

If you continue to have difficulty, contact the site administrator.

6. Open up “Outlook”, select the email from “Admin User” and click the link.

Wed 23/07/2014 11:28 a.m,

All Unread ByDate *  Newest ¥

4 Today Admin User <kelly@attg.co.nz>
Admin User ATTG Elearning: account confirmation
ATTG Elearning: account confirmation 11:30 am.

Hi Joe Bloggs, A new account has been requested

Hi Joe Bloggs,

A new account has been requested at 'ATTG Eleaming'
using your email address.

ontfirm your new account, please go to this web address: \
st mail programs, this should appear as a blue link /
ool

\Vhlch y°u 1E b s 4 3
then cut and paste the address into the address
line at the top of your web browser window.

If you need help, please contact the site administrator,

Admin User
kelly@attg co.nz

This will take you back to the internet explorer. You should see this dialog box appear.

Thanks, Joe Bloggs

Your registration has been confirmed

Congratulations you are ready to go. Welcome to E-Learning!
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E-Learning for International Flight Attending
course

For IFA, you will complete your closed book exams on E-Learning. Here are a few simple steps
to access the closed book assessments. (To access the actual closed book exam, you must
obtain the password for the assessment. Every closed book exam has a different password
that corresponds with that particular exam)

1. Once logged onto E-Learning, scroll down and select “ATS Aviation Exams for
International Flight Attendant Subjects”

“* FULL-TIME

%r SGS

[# 17789 Identify and describe Maori tourism attractions and products (i
W TCT

# Hertz Product Knowledge - Exclusive TCT certificate (i

# X Base Backpackers 1 day Product Knowledge Course - TCT students (i
' ATTG

[# Blue Lagoon Cruises (i

# Go Rentals Exclusive Module (

i
<‘ # ATS Aviation Exams for International Flight Attending studentD
# International TGNt ACLEnaIng TINgs £xam

[# 23767 - Demonstrate knowledge of and use the internet in a tourism workplace (ATTG full-time learners)

[# 18212 Destination New Zealand exam

# 23766 Demonstrate knowledge of the tourism industry

# Introduction to Australia Quiz

# 20490 Outline and apply contract legislation and common law principles to the tourism industry (i
# Recap activities for full-time learners

[# 25192 Airline terminology and products used in the travel industry

Search courses: | @

2. Enter the enrolment key (This will be given to you by your tutor)

Enrolment options

Online, closed book exams for full-time learners of ATTG who are studying the Certificate in International Flight Attending.

Self enrolment (Student)

Enrolment key iooo--oo -

You are now ready to complete your aviation exams when needed. Remember that to
access each individual exam, you will need to be given the password by your tutor.

Your prog

Welcome to the aviation exams area for all full-time students within the ATTG group.

Your tutor will have referred you to this section if you are ready to complete one of the exams towards your ATS Certificate.

To access the exam for the subject you are currently studying, simply click on the appropriate link below and then enter the password you have been
advised by your tutor.

Good luck!
Nevss forum

News forum
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Fishbowl

So whats in it for you? Imagine you are a fish in the ocean in a giant school of fish. Do you
want to be the first to swim free or be eaten by a shark?

When an employment opportunity beckons, do you want to be the first one recommended
because your Cv & Fishbowl are completely up to date and proofed? Or do you want to wait
in line behind everyone else as you add a few things at the last minute or miss out altogether
because 5 students had their Fishbowl profiles completed and were already sent for those
jobs? Its all up to you. You control the way you appear to industry.

More to the point, whats not in it for you?

No mucking around with last minute proofing and finding referees phone numbers and
permissions. When the job offers come in, your profile is ready to go!

If you don’t keep Fishbowl up to date, say bye bye to employment opportunities. By not
keeping it up to date, you are telling your campus manager “Hi, yeah | loved the course, but |
wont be needing a job thanks. | wasn’t dedicated enough to complete my Fishbowl profile. |
had more important things to do. Cheers”

So remember, Fishbowl is your opportunity to sell yourelf to prospective employers and it
starts from day one.
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1. In File Explorer click on “Students Drive”

“ Network Location (6)

. WLGCampus$ . Applications (\\attgfs.sirgeorge.ac.nz) HemiRuru (\\attgfile\homes) (H:)
? (\\attafs.sirgeorge.ac.nz) (F:) ? @)
‘o NN 000000 ) w2
s NationalResources (\\attgfs) (N:) e t$ . Students (\\attafs.sirgeorge.ac.nz)
? | I y (\\attafs.sirgeorge.ac.nz) (R:) ; (s2)
“es@  2.22TBfreeof 3.99TB . < C—

2. Scroll down to the bottom and then click on “FishBowl”

’ R \-ulll’-ﬂ-‘-’ e el B L e L

|, Wellington TCT Campus 26/11/2013 5:39 p.m.  File folder
ieliiles - TCT 31/03/2011 12:10p... File folder
11/04/2013 8:52a.m. Internet Shortcut

This will then open up the FishBowl website

Sl © o /attgwebl1/Fishboowi/ Returmlrl=542fFish bowl2fmanageridistudent searchiasps
File Edt View Favont=s Tools Help

Welcome to fishbowl!

Please login below to continue

© Al Rights Reserved, Avistion & Travel Training Group 2014
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3. Your tutor will give you your username (this is your Take2 id number) and your
default password is welcome2014

Welcome to fishbowl!

Please login below to continue

Username:

Password:

l

D Remember me next time. Log In

4. After you have logged on, you will be taken to your home page. Initially you will not
have much information on your profile. The first thing you will need to do is to edit
your profile. Simply click “Edit Profile”.

Student

Welcome Janelle! Ready to make a splash?

Home
My Profile
Edit Profile

Change Password

Logout

% )

fish
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5. You will then be brought to your page to edit your personal details
these as below and then click “Update” at the bottom.

158676

|._Ine

|Ellnggs

[o277277277

Iineblnggs@tourism.ac. ®

[Full Nz

[Tahiti, Australiz, Fiji

Update Cancel

6. Update your details regarding your customer service experience &

. Simply update

your personal

statement. (It is a great idea to use your Personal Statement that your create when

you do your CV)

1yr, & mths

Update your Customer Service Experience:

|[] Years + |U Manths Update I

As a dependable, well-grounded person, | am reliable and
can be trusted to provide a consistent, quality standard in
all aspects of my work and perscnal life. With a logical
mind, | like to be organised and systematically arrange
and structure plans, ideas and intentions. | value myself
as an efficient warker who is diligent in carrying out tasks
and duties set to the highest level With an outstanding
work ethic, | always strive for excellence and endeavour to
succeed in all components of life. My ability to provide
exceptional customer service has been recognised by
previous employers as a key competency | hold. My
capability to solve problems and gratify an individual will
set 3 platform for an interactive role in the tourism
industry. Along with my positive attitude manners and
conscientious character, | put @ profound effort into my
personal presentation. These attributes, along with my
strong passion for tourism will help me to achieve success
and develop & pathway into this industry.

Edit
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7. Edit your Jobs & Location options. Select your preferred job (what is your ultimate
job). Select your preferred location (you can have more than one location you are
willing to work in eg: Wellington, Palmerston North, Auckland) and then select any

other jobs that you are open to working in the future. Again you can select multiple
jobs that you wish to work later on down track.

Airline Flight Attendant Palmerston North Delete

Update your Preferred Job Choice: Add a Location to your Preferred Locations List:

IAccommodation - Backpackers and Camping Grounds |Auckland

Update | Add

Airport Check-in, Duty Free, Retail, Food and Beverage Delete
Hotel Reception, Reservations, Porter Delete
Travel Agency Delete
Add a Job to your Other lobs List:

IAccommodation - Backpackers and Camping Grounds

Add

8. The last step is to upload your CV and a cover photo. (Don’t worry about uploading
your CV if you haven’t done the CV unit just yet, we can come back to this step). To
upload a CV, you must save this as a PDF document with your username file ID eg:
158676. Note that it can take up to 24 hours for this to link to your profile so if it
doesn’t appear straight away, don’t worry.

Pleaze include 158676 & Janelle Salisbury in your CV's filename ease include 158676 & Janelle Salisbury in your Photo's filenam

Browse. .. | Browse__. Upload |
158676.pdf Edit Delete 158676.jpg Edit Delete
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Your Profile

Once you have updated your profile, click “My Profile” on the right hand pane and you will
be taken to your updated profile as below. Your profile shows your contact details, literacy
& numeracy levels, the qualification you are enrolled to study as well as how many days you
have had off campus and all the details your filled out while editing your profile.

You now have a fishbowl profile that is going to help you get into employment. But don’t
forget that you need to ensure that your fishbowl profile in constantly updated so YOU are
the one the campus manager sees standing out when employment opportunities come up!

Student

Home
My Profile
EQix rrorne

Change Password

Joe Bloggs

Mobile: 0277277277 Customer Service Exp: 1yr, 4 mths
Email: joebloggs@tourism.ac.nz Literacy: 4/6

\:U" NZ MNumeracy: 6/6
Personal Staten

As a dependable, well-grounded person, | am reliable and can be trusted to provide a consistent, quality
standard in all aspects of my work and personal life. With a logical mind, I like to be organised and
systematically arrange and structure plans, ideas and intentions. | value myself as an efficient worker who
is diligent in carrying out tasks and duties set to the highest level. With an outstanding work ethic, | always
strive for excellence and endeavour to succeed in all components of life. My ability to provide exceptional
customer service has been recognised by previous employers as a key competency | hold. My capability to
solve problems and gratify an individual will set a platform for an interactive role in the tourism industry.
Along with my positive attitude manners and conscientious character, | put a profound effort into my
personal presentation. These attributes, along with my strong passion for tourism will help me to achieve
SUCCESS. L this industry.

€
£

Qualifications

Certificate in Airline, Travel & Tourism

Mational Certificate in Travel Level 4

Jo e industry

Airport Check-in, Duty Free, Retail, Food and Beverage
Hotel Reception, Reservations, Porter

Travel Agency

My preferred job choice
Airline Flight Attendant
My preferred locations to work

Palmerston North

Available CV's:

15867 6.pdf View Download
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Changing your password

If you need to change your password, simply click on the Student
right hand pane and select “Change Password”

Home
My Profile
Edit Profile

¢ Change Password

You will then be able to change your password. Type in your current password and then type
your new password in the given boxes. When you change your password, it must contain 1
symbol and 6 characters (as per the picture below)

Change Your Password Need Help?

Old Password:
Old Password

I The password you used to login to your account.

Mew Password:
Mew Password

I Must include:

Confirm New Password: ¢ lsymbol (@ &% AE*()-_=+\|/.7
I * 6 characters or more (a -z, A-Z)

Confirm New Pasword

Re-enter your new password.

Change Password Cancel
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