DeVry Library Troubleshooting Guide Frequently Asked Questions:

If your answers are not here, contact
Paul Burden, Director, Library Services
DeVry University

18624 W. Creek Dr.

Tinley Park, IL 60477

(708) 342-3360

pburden@devry.edu

IT Help Desk (877) 784-1997
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DeVry Student E-Mail

eCollege and Textbook Issues
iLab/Remote Microsoft 2007 Access
Internet/Connectivity Issues

Library Catalog/Request a Book Using the Catalog
Microsoft Student Software Bundle
MyDeVry Portal

SkillPort
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APA /MLA citations and APA/MLA format
How do | write my paper using APA format?

Go to http://library.devry.edu

On the left side of the screen click on Research ke
Under Citation Guides click on the APA or MLA link as appropriate to see a tutorial

Also you can click on Ask a Librarian, a librarian can direct you to books or websites

| want a librarian to proofreading my paper for ABé&mpliance.

Please consult your instructor for proofreading andediting options, the library does not
offer this service to our students

What websites can help me with setting up my ctetiin my reference page?
Three websites you can use for your citations are

http://www.citationmachine.net

http://www.noodletools.com/

http://owl.english.purdue.edu/

Ask a Librarian
How do | use Ask a Librarian?

Go to http://library.devry.edu/

On the left side of the screen click on Ask A Libraan

Click on Ask a Librarian-Go!

There was not a librarian available on Ask a Lilarar Where does my question go?

Your question will go to webmail and a librarian wil ask your question within a day



Databases
How do | access the databases?
What the login and password for the databases?

Go to http://library.devry.edu

Select database as appropriate
User name for Students: DSI number
User name for Faculty & Staff: DSI number

Password for Students: YYYYMM of birth (born in January 1990 password is
199001)

Password for Faculty/Staff: MMYYYY of hire
EBSCOhost for journal, magazine and newspaper arties
Click on EBSCOhost Advanced Search (second link iinst)
Select databases to search

Click on Continue

Enter search terms

Click on Search

When | tried to use the databases, my DSI numbesrdbwork. | am an alumni.

Due to licensing restrictions, only students curretty enrolled are able to use the databases

| wanted to get a jump start on my classes, beaf@eession started. But | am not able to get
into the databases.

Databases are only accessible during sessions

My DSI number does not work.



When entering your DSI number have you typed in thé as a capital letter? Are you
enrolled this session?

| emailed articles from EBSCO to myself but thegt dot arrive. How do | retrieve them?
What email provider did you use?
Did you send each article separately?

Did you send this article from work? If you sent i from work, look at your junk mail
folder

| researched and topic and placed articles in aB@EBnost folder, but | can not find them.
Where are they?

If you log off, you lose the articles unless you sep a username/password for a
permanently accessible file, a Librarian at your l@al campus will instruct you how to
retrieve the articles or you can go to Ask A Libraran

| want three articles on... Please send them.

A Librarian at your local campus will assist you insearching for the articles or you can go
to Ask A Librarian, we will help you search for them but we will not do the search for you

My instructor wants an article from the Wall Strdetirnal, and | can'’t find it in EBSCO.

Wall Street Journal is not available on EBSCO, cor#ct your instructor or campus
librarian for details on how to obtain a copy of the article

My instructor wants an article from the New Yorkriés using the database. How do | find
from the New York Times using the databases?

The New York Times is not available on EBSCOhost,antact your instructor or campus
librarian on how to obtain a copy of the article



How can | get to ProQuest database?

We no longer have ProQuest databases at Devry—it kdeen replaced with the EBSCO
Host databases

My classmate has Lexis/Nexis access. | need infpclass.

Talk to your instructor about getting access

DeVry Student E-mail

By default, your email is configured as your firstinitial and last name at

my.devry.edu—i. e.;jsmith@my.devry.edu

Go to http://my.devry.edu

Login for Students: DSI number

Password for Students: YYYYMM of birth (born in January 1990 password is

199001)
Click Login
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Click on My Student Email (second link under DV Student Tools)

The window that opens contains a link that reads, &k here for instructions for
accessing Windows Live email services—click on thigk and follow the steps
described

eCollege and Textbook Issues
Why can’t | access my courses? They begin in adays.

You can access your classes the day before the slatarts

How do | access my online classes?

Go to http://www.devryu.net

User name for Students: DSI number

Password for Students: YYYYMM of birth (born in January 1990 password is
199001)

Once logged in to eCollege, click the My Profilerik at the top of the page and update
your most current e-mail address, this e-mail addrss will be used for instructors and
classmates to send messages to you—make sure itie that you use most often



How do | access the textbook for my class?
The book is available at two locations in your cowge shell:
The HUB—you can access the entire book there.

Under the tabs for each week, there is a button foassignments. You should be able to
access the readings for each week: PDF or HTML fonat.

In, addition, paper copies of the textbooks cabdugght at your campus bookstore or online (as
follows):

Go to http://www.devry.effollett.com

First link is Buy Course Materials
Click on Undergraduate

Select his location ONLINE
Select the course

Select the section (which in many cases is ALL)

iLab/Remote Microsoft 2007 Access
How do | access Office 2007 applications over titerhet using the DeVry iLab.

You can access the DeVry University iLab by goingothttp://lab.devry.edu-be sure to
read the Student Storage Policy before continuing

The DeVry iLab provides students with direct accésshe most common academic
applications without installing or purchasing sofave on your home computer or laptop



User name for Students: DSI number

Password for Students: YYYYMM of birth (born in January 1990 password is
199001)

Important Note — Upon the logging in for the firsttime, you will be prompted to install
a required Citrix ICA plugin, follow the instructions on screen to continue




After successfully logging in to the iLab environmat, you will be greeted with an
Applications window, which includes theOffice 2007software suite and other relevant
applications needed for your enrolled program of sidy

When using the DeVry iLab, you may be prompted by &lient File Securitywindow to
ask permission to access the files on your local tiadrive

SelectFull Accessand thenAlways ask me

Selecting these options will allow you to save dogents and files to your local hard
drive, even though you're accessing the Office se@fare over the Internet

Important Note - By default, your files are saved o the DeVry iLab server underMy
Documents

The DeVry iLab allows students to save their files to the DeVryesver and access them
anywhere with an Internet connection

When using theDeVry iLab environment, save your files to the default locabin on the
iLab server, if you need to save a copy to your US&rive or local computer’s hard
drive, selectC$ on ‘Client’ or the letter associated with yourdal removable device



Internet/Connectivity Issues
Note: DeVry Web sites work best using Internet Exforer
My computer wants me to load a program (Adobesliklatc.) what do | do?

Load the programs after verifying with your instructor that you should load it

Not accepting Cookies? What does that mean?
Cookies are small text files that identify your corputer and verify access.
Your browser must be able to receive all cookies
In Internet Explorer click on Tools
Then select Internet Options
Select the Privacy tab (third from the left)

Adjust the scale so that it is set at Medium Higholower (I prefer to keep the security
level as high as possible)

Click Apply then OK

Then Refresh the page

Your browser must not be restricting any content.
In Internet Explorer click on Tools
Then select Internet Options
Select the Content tab (fourth from the left)
Click on Content Advisor

Click on Enable, you will find the Content Advisorwhere the level of security can be
adjusted on a sliding scale for each category (g.; nudity, violence, etc) and make your
selection

Click Apply then OK

Then Refresh the page



To delete Cookies, History and Temporary Interiies f
In Internet Explorer click on Tools
Then select Internet Options
Select the General tab (first at the left)

Click the button(s) that denote removal of CookiesHistory and Temporary Internet
files

Click Apply then OK

Then Refresh the page

Personal or workplace firewall.

Sometimes the firewalls will interfere with the valdation process, if you can turn off your
firewall temporarily—this fixes the problem but at work, you may need to talk to your IT
department for assistance

What is a popup blocker and why do | have to chaitge
Popup blockers are designed to limit advertisementso check its status
In Internet Explorer click on Tools
Then select Internet Options
Select the Privacy tab (third from the left)
Make sure the box is not checked

Then Refresh the page

My library page doesn’t work off campus.

See the previous four items for possible solutions



Library Catalog/Request a Book Using the Catalog
How do I find a book using the library catalog?

Go to http://library.devry.edu/

Click on Library Catalog
Type in the title or subject of the book you want

Click on the title of the book

How do | get a book from another campus?
After following the steps above to locate the book
Click the Request an Item link under the graphic atthe top of the page
Enter your DSI number and your last name
Click the Login button
Change the box to read Request an item that is ohé shelf
Click the OK button
Enter your DSI number and select a delivery point(Pick Up At)

Click the Submit Request button

| am an online student, how do check out a bookftioe library catalog?

You cannot check out a book from the catalog, howev, you can request an item using the
steps listed above or renew it once you have checki out

The catalog won'’t let me request/renew items.

The library material you requested could be for carpus use only or you could owe
fines, either one would stop you from requestinthe item, or

The item may be requested by another student



Microsoft Student Software Bundle

As a DeVry Campus student, you pay a technology fewery term, which covers the use of
Campus lab equipment, printer usage and thlicrosoft Student Software Bundle

Go to http://my.devry.edu

Login for Students: DSI number

Password for Students: YYYYMM of birth (born in January 1990 password is
199001)

Click Login
Click on Student Softwareainder Student Tools

Click on Order or Download Student Softwanender Software Referencedollow the
instructions and please allow 5 to 7 business daj@ shipping

Important Note — 1% term DeVry students will not be able to acces# Saftware bundle
until the 3% week of the semester.

MyDeVry Portal

MyDeVry portal allows you to
Access your academic information
Add/Drop courses
Viewing grade history and course curriculum

Pay your bills online

Go to http://my.devry.edu

Login for Students: DSI number

Password for Students: YYYYMM of birth (born in January 1990 password is
199001)

Click Login



If you're unable to login to the MyDeVry Portal, sdect the Forget your passwordfnk
beneath the login fields

Upon successfully logging in to the MyDeVry Portalstudents should see a similar
screen to the one shown below



The most important student tools can be accessed der the My Toolssection (first list
beneath the search box)

Important Note - Students should submit their information to SIREN in order to
receive emergency alerts regarding campus closingseather related warnings

netLibrary
How do | set up a free account in netLibrary?

Go to http://library.devry.edu

Select netLibrary
Login for Students: DSI number
Login: Faculty& Staff: DSI number

Password for Students: YYYYMM of birth (born in January 1990 password is
199001)

Password for Faculty/Staff: MMYYYY of hire
Click on Create a Free Account in the upper right-land corner
Fill in the blank and click Create Account

Now you can view the book

SkillPort

SkillPort™ is a web-based e-Learning portal where gu can access a range of training
resources at work, at home, and on the road...whewer and wherever you have the
need and time

From the MyDeVry Student Portaglselect theSkillPort link located under Student Tools



A SkillPort window will appear allowing you to create your owntraining plan and self-
paced courses

You can begin searching for various topics of intexst by typing in a specific topic in the
Search dialogue towards the top of the page.




Turnitin

My instructor told me about a website that can kHec plagiarism/ What is the name of the
website?

The name of the website is Turnitin, the URL ishttp://www.turnitin.com/static/home.html




