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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. 
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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 Welcome1 

 

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

 

 
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 

 

 
 

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

 

 
 



 

  Page | 8 
 

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

3. Click next when this screen appears 
 

 

 
4. Ensure the “Yes” box is ticked and click “Next” 
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5. Ensure that you have “Email account” ticked and then click “Next” 

 

 
 
Click “Finish”  
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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. 
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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.   
 

 
 
Open up Microsoft Outlook and at the top 
right side click “New Email” 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
When the new message opens, click on “To” 
to select recipients for the email. 
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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. 

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. 
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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. 
 
 

 
 
 

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: Welcome1 

 
 
  

https://mail.nzschooloftourism.co.nz/owa
https://nzschooloftourism.co.nz/owa
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Ensure that your language is English and time zone set to Auckland, NZ 
 

 
 
You are now able to access your emails from home. 
 

 
 
 
  



 

  Page | 15 
 

One Drive 
 
One drive is an online storage system where you can save and open documents from course 
or home.  It is similar to “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 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://nzschooloftourism.co.nz/
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2. Type in your campus email address. This is your username followed by 
@tourism.acnz 

 
 

 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 

 

 
  

1 

2 

3 
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3. Click the “Documents” option 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 

4. Name the file and select “Save” 
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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. 

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

http://www.pathwaysawarua.com/
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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. 
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You will be brought onto your home page 

 

 
 
Click which step you are for Literacy and numeracy.  Once you complete these, you are 
ready to go!   
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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 

 

 
 

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. In file explorer address bar type \\attgdc01 and hit enter 
 
 

 
 
 
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) 
 

 
 
 
 
 

file://attgdc01
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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/ 

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

http://www.elearning.attg.co.nz/
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3. Click “Create new account” 

 

 
 

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: Password1!  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.   
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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. 

 

 
 
 

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

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

 
 
 
 
 
 
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” 
 

 
 

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

 
 
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. 
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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 I loved the course, but I 
wont be needing a job thanks.  I wasn’t dedicated enough to complete my Fishbowl profile.  I 
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” 

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

 

 
This will then open up the FishBowl website 
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3. Your tutor will give you your username (this is your Take2 id number) and your 
default password is welcome2014 

 

 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Update your details regarding your customer service experience & your personal 
statement.  (It is a great idea to use your Personal Statement that your create when 
you do your CV) 
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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.   

 
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. 
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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! 
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Changing your password 

If you need to change your password, simply click on the 
right hand pane and select “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) 



http://nzschooloftourism.co.nz/



