
Division of Business IT support website and useful links 
 

BUE IT Support Web Page -  http://www.unisa.edu.au/bueit/ 
Getting Connected - http://www.unisa.edu.au/ists/GettingConnected/staff_default.asp 

Software Instructions -  http://www.unisa.edu.au/bueit/help/software/default.asp 

How To Instructions - http://www.unisa.edu.au/bueit/help/howto.asp 
Business Home - http://www.unisa.edu.au/business/ 
Ask IT @ISTS - http://www.unisa.edu.au/ists/ITHelpDesk/FAQS/ 

Passwords - http://www.unisa.edu.au/ists/ITHelpDesk/FAQS/Password/ 
Synchronising passwords -  
http://www.unisa.edu.au/ists/ITHelpDesk/FAQS/myUniSA-staff/FAQ/myunisastaff_faq02.asp 

Getting more help 

 First check online resources 
 Speak to your colleagues, they can often provide help 
 Speak to your Resource Officer or IT Liaison 

 Contact the IT Help Desk for first level support;      If they can’t resolve 
you issue, they will forward a job to us - we will contact you to arrange 
a time to support you. Please log it as urgent if you can’t do any work. 

Re-imaging 
 

If you are experiencing problems with your computer it may require a 
re-image.  This is when the hard-drive is overwritten with a fresh in-
stallation and all data is overwritten.  Your current information can 
be backed up prior to this but sometimes this is impossible to do so.  

It is good practise to store all important information on the server 
 where it is backed up daily. 

If you store any data locally, it should be on the D partition.  When we re-image 
we can sometimes leave this data and only renew the C drive. 

What we do Support: 

We offer support for: Blue plated  Desktops and Laptops, warranty issues and 
hardware purchasing , technical issues, installation of approved software,  
configuring your computer, removal of viruses, resolution of help desk jobs. 

What we don’t Support: 

We aren’t software trainers, we can’t purchase your equipment, nor provide 
support for people at our door (please log a job first).  We can’t assist you with 
your personal computers, red plates or MAC computers.  We can’t go against 
University Policy! 

BUE IT Support 
Providing Support to:  

  

*Division of Business  
*Campus Central 
*Chancellery 
*Childcare Centre - City West 
*Learning and Teaching Unit 
*Planning and Assurance Service 
*Research and Innovation Services 
*SABIT 
*Student and Academic Services 
*UniLife 

NEW USER’S HANDBOOK 
 

email: ………………………………………@unisa.edu.au 

All IT requests or enquiries need to be directed to  
the UniSA  IT HelpDesk 

http://www.unisa.edu.au/helpdesk (preferred) 
Telephone : 830 25000  

Email : IThelpdesk@unisa.edu.au 
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Your Computers should come with the 
following software pre-installed 

 

Windows XP operating system 
Microsoft Office 2007 including Publisher 
SharePoint Designer 2007 
EndNote 
Adobe Acrobat Reader 
Cisco VPN 
Oracle 
Crystal Reports Viewer 
MS Visio Viewer 
CutePDF – Word to PDF converter 
IrfanView – image viewer 
IZArc  or 7zip  -  compressing files   
CDBurnerXP – burning to CD/DVD 
Media Player Classic—DVD viewer 
Paint.Net 
VLC Player 
 

Please log a Helpdesk job for any other  
business software you may require  (note some  
software has a licence cost) 

The asset number (blueplate) is 
a blue sticker with a 6 digit  
number on it.  You will need to 
quote this number when you log 
an IT helpdesk job. 
 

This number forms part of your 
computer name and should also 
appear on the background of 
your desktop along with other 
information e.g. warranty  
details. 
 

 

Getting Started 
Once you are registered with UniSA HR system (takes about 24 hours), you will be 
issued with a username and a temporary password.  You should immediately change 

the temporary password for security purposes; something you can remember that 
consists of at least 8 characters with a mixture of letters and numbers. 

 
Your area will supply you with a networked desktop or laptop 
but you will need to log in to access resources. 

 

IT Helpdesk (ISTS) provide the following resources:   
Your user account and password 
Internet and Intranet (UniSA website) access 
Email address and Outlook mailbox (check your limit) 
See http://www.unisa.edu.au/ists/Email/restrictions.asp 
 
If you have not already done so, you should contact helpdesk to log a job with BUE IT to let 
them know that you have started and need access to appropriate resources. 
 
BUE IT will provide the following resources: 
U drive for your personal data and email storage files (limited) 
Shared Division/School/Area drives I or M 
Printers 
Software requested by your School 
Desktop support requests (logged as IT helpdesk requests) 

        Printers 

 
To add a printer you must first find out 
the name of the printer and your  
division/unit server.  You can type this 
information into your browser in  
Internet Explorer e.g. 
http://bue-prodprint/printers  
http://cha-prod/printers 
 
Click next until you find the printer 
name, click to select and press connect. 

File and Data 
Storage 

 
Your personal and shared 

drives are viewed through  

My Computer on your desktop.  
 

Please note the network drive 

(U:) identified by your  

username is your personal  

storage space, with quota,  

currently set at 4 Gigabytes).  
 

Your shared drives may be 

mapped to I: or M: but if none 

appear in the Networked Drives 

list, you will need to log a job 

for BUE IT via the IT Help Desk. 

Outlook - email - PST personal folders 
 

You have a limit  of 200 MB on your mailbox (which includes any subfolders in your 
Inbox). To help manage your email you may need to set up an Personal folder (pst) 
and move emails you want to keep into this new folder.  There are  
instructions on the BUE IT website for this process.  Each personal folder is limited 
in size to 1 Gigabyte. We recommend you create a new personal folder each year 
and archive your old Personal folder. Instructions are in the link below. 
 

http://www.unisa.edu.au/bueit/help/software/office2007/personalfolders.asp 
 

BUE IT can assist in this process as well as copying to DVD,  please log a job 
with the IT helpdesk . 

Your computer or laptop needs to 
be shut down each night to help 
with energy-saving measures and to 

ensure better working order. 
 

Go to Start Menu and choose  
Shutdown. 
 

P.S. Also lock your computer 
when you leave your desk 
 

Hint**  If your PC/Laptop won’t shutdown 
or is frozen, you may need to hold the On/
Off switch for up to 10 seconds to turn the 
computer off. 

Passwords 

Please make sure you change your default password,  
assigned by ISTS, when you commence work.  Your password 
should also be changed every few months for security reasons.  
(see useful link s on back page) 


