
   

For Employees 

 

Ship E-mail– Outlook 
 Outlook  is used as an official means of 

communication at Ship. Click on the 

Microsoft Office Outlook icon on your 

campus workstation or laptop.  

Outlook Web Access 

 

 

 

 

 

http://mail.ship.edu 

 You get the best Outlook Web Access 

experience when using Internet Explorer – 

but Firefox and Safari will work too! 

 E-mail accounts have unlimited storage . 

 Attachments are limited to 10 MB per  

message. 

 Attachments are automatically archived 

after 60 days but remain readily available 

for access through Outlook, Outlook Web 

Access, and Macintosh Entourage. 

 Deleted Items are kept for 30 days after 

deletion and then automatically emptied.  

 Manage SPAM e-mail messages by 

logging on to http://barracuda.ship.edu. 

 

Info@Ship 

 

http://info.ship.edu 

Info@Ship contains the Employee 

Information System (EIS), your online 

portal for information at Ship. 

 Class / grade information – grades are 

entered on the Class List pages 

 Busy search your students to plan office 

hours 

 Advisor Lists and release 

 Email your classes 

 Emergency Text Messaging sign-up 

 Update Campus Directory information 

 Internal Job Postings 

Microsoft Office 

Microsoft Office is installed on your campus 

computer. You may purchase Microsoft 

Office Work at Home media at the 

University Bookstore for $10. A single copy 

of Work at Home media may be installed on 

a home computer for work-related purposes 

for as long as you are employed by the 

university. Office Enterprise 2007 for PC and 

Office Standard 2008 for Macintosh are 

available.  

Telecommunications 

Local dialing: Dial 9 xxx-xxxx 

Long distance dialing: Dial 8 xxx-xxx-xxxx 

Toll Free:  Dial 9  1-800-xxx-xxxx 

Access voicemail off-campus: 717-477-1212 

Dial campus extensions from off-campus: 

 1xxx extension: 477-1xxxx  

3xxx extension : 717-477-1123, 3xxx 

For more information, please visit… 

 http://www.ship.edu/its/telephone 

 

Wireless access 
Nearly every academic building and residence 

hall on campus now has wireless network access.  

You will be asked to register your device the first 

time you connect.  Just enter your Ship e-mail 

address and password to join! 

File & Web Space 
Ship offers server space to store all your 

documents and files, as well as space to create a 

web site.  10GB of space is available. To access 

your files, go to My Computer or Computer and 

open the T:\ Network Drive on any campus 

computer.  As long as you’re logged in, these 

documents will follow you from place to place.  

You can also access them off campus. The S:\ 

Network Drive is available to share files within or 

across departments. 

For more information, please visit… 
 http://files.ship.edu 

 http://webspace.ship.edu  

Opscan Test Scoring 
Ship offers optical scanning of test results. You 

can obtain opscan answer sheets through your 

department office. Drop-off point for the answer 

sheets and Scanning Request Form is in MCT 054 

beside the door to MCT 060. Pick up results in 

mail slots across from MCT071. Turn-around time 

is within 24 hrs Mon-Fri. 

For more information and access to the Scanning 
Request form, please visit… 
http://webspace.ship.edu/compcent/opscan.html 

Contact Information 
Technology Help Line: HELP (4357) or 477-4357 

Emergency Classroom Computer Support 

(while class in progress): 4357, option 1 

Computing Technologies Center: 1421 

Dr. Dennis H. Mathes, Assoc VP of ITS for 

Computing Technology: 1835 

Amy Diehl, Dir of Systems & Applications: 1476 

Greg Day, Dir of Desktop Support: 1985 

Telephone Repair: 1887 

For more info: http://www.ship.edu/its 

 

Need Help? 
 

Dial HELP (4357) or 477-4357, 
stop by our  Help Desk in MCT 071, or 
e-mail us at helpdesk@ship.edu 

Access IT Services 

 Your Ship e-mail address and password 

are used for logging in to Ship IT Services 

 You should have received a letter from 

the Computing Technologies Center with 

your Ship email address/password. 

 Your password can be changed or reset 

at any time at http://password.ship.edu  
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