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ACCOUNT
FAQ’S

can be accessed from any PC,

How do | log in? \ ! :
just search ‘QUB online login.’

You will be automatically issued
with a staff/student number,
University email address and
password prior to your first day.
To change your password, go
into Queen's Online then click
on Change Password. The first
time you do this you will be asked
to supply answers to some
security questions to protect your
login credentials. You may also
need to set up Multi Factor
Authentication.

You are advised to personalise
your Office 365 profile by
adding a recent picture for your
colleagues to be able to identify
you.

From QOL, you can access
iTrent, a platform that you can
use to access employment
details, payslips and book
training courses.

What to do if my

To login to the computers at account is locked?
Queen’s (including Library
laptops) you will need your If you have exceeded the
username (staff number) and number of login attempts (5)
password. You will not have and locked your account, you
administrator rights on the have forgotten your password
device. This means you cannot and the computer officer is not

install or delete software, available or it’s out of hours you
hardware drivers, change system should try the self-service
settings and install system password reset service. To use
updates. SSPR, you must be registered
with at least two
authentication methods, one
of which must be the

Microsoft Authenticator App.

What is Queen’s
Online?

Queen’s Online (QOL) is the
online staff platform which you
can use to access a number of
services such as Office 365,
employment details, online
training and email. You will be
required to login using your staff
number, password & MFA. QOL

Click here for detailed
instructions.

Note: Accounts should
automatically unlock after 20

minutes.

ALL ABOUT OFFICE 365

How do | access
Office 365?

Use the quick link on Queen’s
Online .

Office 365 Apps can be
accessed anytime, anywhere
from a wide range of devices.

How do | set up my
email?

Emails can be accessed
through Queens Online or
directly via Outlook on your
computer.

You are recommended to set
up an automatic email
signature with your job title,
address, and contact details.

How do | set up

Teams?

Part of the M365 portfolio, all
staff and students have access
to Microsoft Teams. Microsoft
Teams is available as a desktop

app, web app from Office.com,
and is also available to install on

your smartphone with intuitive
iOS and Android apps.

Once installed, or opened in
your browser, simply log in
using your QUB username and
password. You will need to
complete MFA.

How do | set up

OneDrive?

1. Onyour computer/laptop

begin by typing
“OneDrive” into your pc

search bar.

2.  Click on the app to open
it. This should cause the
“Set Up OneDrive”

screen to appear.

3.  Enter the email address
associated with your
staff number (i.e.
1234567 @
ads.qub.ac.uk), next
select the “work or

school” option.

4.  Enter your password,
and complete
Multifactor
Authentication.

5. Youshould then be
signed into OneDrive,
click next to take you to

the final back up step.

6.  Ensure your
Documents, Pictures
and Desktop are toggled
on, then choose start

backup.

Note: This may take some
time depending on the data
you have stored, once this is
complete however, every
time you log into your
OneDrive it will sync your
files.

How do | use Office
365?

Check out Queen's IT Training
Unit SharePoint site to get up

to speed with the Microsoft
365 Apps (use your student/
staff credentials).

The site contains a range of in-
house training materials and
videos, as well as materials

provided by Microsoft.

It is recommended that all
Staff and Students complete
the basic training detailed on
this site.

If you still have ‘How to use’
queries contact the IS Training
Unit.

Technical support queries
relating to Microsoft 365
should be directed to the IS
Service Desk.



http://www.qol.qub.ac.uk/
https://www.qub.ac.uk/sites/qol/
https://go.qub.ac.uk/forgotpassword
https://go.qub.ac.uk/forgotpassword
https://www.qub.ac.uk/directorates/InformationServices/Services/ITServiceDesk/sspr/Filetoupload,1251280,en.pdf
https://www.qub.ac.uk/sites/qol/
https://www.qub.ac.uk/sites/qol/
https://www.qub.ac.uk/sites/qol/
http://outlook.office.com/
https://www.microsoft.com/en-gb/microsoft-teams/download-app
https://www.microsoft.com/en-gb/microsoft-teams/download-app
https://teams.microsoft.com/
https://qubstudentcloud.sharepoint.com/sites/ITtrainingunit/
https://qubstudentcloud.sharepoint.com/sites/ITtrainingunit/
https://support.microsoft.com/en-us/office?ui=en-us&rs=en-us&ad=us
mailto:itcourses@qub.ac.uk
mailto:itcourses@qub.ac.uk
https://it.qub.ac.uk/sitehelpdesk/user/log.asp
https://it.qub.ac.uk/sitehelpdesk/user/log.asp

MULTI FACTOR
AUTHENTICATION

What is MFA?

Multi Factor Authentication
(MFA) is now in use for anyone
who accesses University IT

services.

A smartphone is required for
MFA to work.

It is strongly recommend that
you set up more than one
authentication choice, Digital
and Information Services (DIS)
advise using the Microsoft
(MS) Authenticator App as it
does not rely on mobile

signal/4G/Wi-Fi coverage.

How to set up QUB
Multi-Factor

Authentication
(MFA)?

1. Download the Microsoft
Authenticator App onto

your smartphone

Log in to your QUB
email on your computer/
laptop and click Next >

Set up your account

On your mobile phone
launch the Microsoft
Authenticator App. If
you have not set this up
before you may be
prompted to scan the
QR Code automatically.
If you have tried setting
it up unsuccessfully or
are not prompted you
can click the "plus”
symbol on the top right
of the app and select
"add work or school
account”. From here
you will have an option
to scan the QR Code.

Note: You will receive a
prompt asking whether
to allow the app to access
your camera (iOS) or to
allow the app to take
pictures and record video
(Android). You must
select Allow so the
authenticator app can
access your camera to
scan the QR code in the

next step.

Use your device's camera
to scan the QR code.

Return to your computer
and check on activation
You will be prompted on
your phone to enter a 2
digit code as displayed on

your computer screen.

Enter the code and the
authenticator app has
now been configured for

verification.

Add a second method
(Phone text) - this is
required to use the QUB
password reset system

so please do it!

Queen’s WiFi supports Windows, OSX (snow leopard and above), iOS, Android and Kindle. Note: It is
recommended that you have Android Version 11 or above installed. For iOS, Windows & MacOS:

Select
_QUB_WiFi

from the list of available

networks

Enter your Queen’s staff/

student number &
password - you may be
asked to trust/accept a

certificate (please do so)

Open Internet Explorer,
Google Chrome, or
Safari. Browse

to www.qub.ac.uk and

complete your sign on



http://outlook.office.com/
http://outlook.office.com/
http://www.qub.ac.uk/

QUEEN’S SECURITY EMAIL DO’S & & DON’'TS
POLICIES AND ,
ACCEPTABLE USE S S

. communication
Keep it short—should be

complete reading in one . Copy the entire
screen universe

Think about your subject . Never use bcc

line G ’
Security Policies and et into email wars
Acceptable Use

Guidance

Make your key points
bold, or highlighted

Settle old scores at
every chance you get

Say it up front, don’t beat
ay It Up tront, dont bed Never reply when you
about the bush

. laws and regulations regarding e are upset
Please click here to access computer and data use establishing context
Queen’s computing acceptable _ 7. Don’t send emails at
use guidance, and policies on Write as you would speak odd hours of the night
!nformat!on secur!ty, _ . Assign time to deal with
information handling, mobile
computing, data security, and
passwords.

Complying with all relevant

) Wash dirty laundry in
mail each day, reply well

public
rather than fast

Be kind

Note: These Policies apply to
all members of staff, visitors,
contractors and students of
the University and must be
read before computer
resources are used.

Being considerate to others

In short, University computer

resources are provided for Using resources responsibly

bona fide University activities. (irresponsible use includes

1S T oy s e U e collection, creation, display,

must be legal, honest, and and circulation of material

respectful of others. This that others may reasonably

includes: find offensive



https://www.qub.ac.uk/directorates/InformationServices/Services/Security/Gen-Policies/

ol WIFI
PRINTING

How do | set up WiFi

printing?

University owned Windows
computers (such as used in the
libraries and staff computers)
will print to the Ricoh-Virtual-

Queue.

For macOS (Apple), Linux, iOS
(iPhone), Android and Windows
devices using Queen's Wi-

Fi please install the Mobility
Print service and select the
"Ricoh-Virtual-Queue
[Virtual]” as the print queue.

How do | login to the

printers?

Known as multifunctional
devices (MFDs) they are
available in all student
computing areas, typically the
libraries and Peter Froggatt
Centre (PFC) and in selected
staff areas. They provide
printing, copying and scanning

facilities.

The first time you go to use an
MED you need to register for

the service.

To use the service, you will

need:

your University (ID)
smart card and

only if a UG or PGT
student, credit in

your PaperCut account

Simply present your
smartcard to the card reader
located to the top right of the
MFED and you will be
prompted to enter your user
id number (seven digits long)
and QUB logon password -
the same one used to access

Queen’s Online.

Once registered you can
simply scan your smartcard to
login, you will not need to
enter your user id number and
password again (unless you
have forgotten your

smartcard).

DISCOVER STUDENT

DESKTOP

Q pPLAY

CLICKTO
WATCH


http://143.117.16.95:9163/setup
http://143.117.16.95:9163/setup
https://print.qub.ac.uk/user
https://www.qub.ac.uk/directorates/InformationServices/Services/queens-student-desktop/
https://www.qub.ac.uk/directorates/InformationServices/Services/queens-student-desktop/
https://www.qub.ac.uk/directorates/InformationServices/Services/queens-student-desktop/
https://www.qub.ac.uk/directorates/InformationServices/Services/queens-student-desktop/
https://youtu.be/XefVgw5fz_A?feature=shared
https://youtu.be/Gld09--MXSY?feature=shared

KELVINZ2

NI High Performance Computing

What is Kelvin2?

Kelvin2 is a scalable High
Performance Computing
(HPC) and Research Data

Storage environment. This is

the second iteration of the
cluster, replacing the previous
"Kelvin" system.

What is NI-HPC? Kelvin2 is focused on

introducing new aspects of
HPC modelling for
neurotechnology and
computational neuroscience,
advanced chemistry,
innovative drug delivery,

The NI-HPC Centre is a UK Tier
-2 National High Performance
Computing (HPC) facility
funded by the Engineering and
Physical Sciences Research

Council (EPSRC) and jointly precision m.edicine,
U N D E R STA N D I N G managed by Queen’s University metabolomics and hydrogen
Belfast (QUB) and Ulster safety. Learn more here.

University.

H ?
QUB is proud to be the Lead Can | access Kelvin2?
Partner for the NI-HPC Up to 65% of Kelvin2 is
facility. Researchers in the NI- reserved for Tier-2 use by
HPC from QUB specialise in: QUB and Ulster University

. ' who are contributing towards
Chemistry, Catalysis the running costs of the
Pharmacy facility. The remaining 35% of

e Food Fingerprinting the service is available free of
charge to researchers in the
UK through EPSRC Access to

Looking to explore the possibilities of Al? Check out the HPC.

The centre hosts the Kelvin2
Q U B Al H b system. To gain an account on Kelvin2
: up. please fill out the form below:

Please read more here.

e Precision Medicine

User Registration Form
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https://blogs.qub.ac.uk/digitallearning/ai/
https://www.qub.ac.uk/directorates/InformationServices/Services/queens-student-desktop/
https://www.qub.ac.uk/directorates/InformationServices/Services/queens-student-desktop/
https://blogs.qub.ac.uk/digitallearning/ai/
https://www.ni-hpc.ac.uk/about/
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https://www.ni-hpc.ac.uk/Kelvin2/Access/
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https://www.qub.ac.uk/directorates/InformationServices/Services/queens-student-desktop/
https://blogs.qub.ac.uk/digitallearning/ai/

ADDITIONAL

SOFTWARE & HARDWARE

Available Software ’ Software4Students
On the hub

A list of software available at
Queen's is maintained by the IT

Service Desk.
Apple products and

accessories including
Mac, iPad and Although saving your work to

iPhone (only OneDirive is strongly
Resources available via Queen's recommended, you might

Additional Storage

Useful Tools and

campus network - if require extra storage space.
you are off-campus, We suggest considering the
telephone 0800 072 following products:

1154 to order)

A directory of useful tools and
resources that are commonly
used in the field of digital
scholarship is available . CooBo USB 3.0 Flash
here. Scroll the page to Drive - 982GB

browse, or search Ezekers Portable 1TB

alphabetically by selecting the External Hard Drive

hyperlinked letters.

Reduced Price Azure for Note: These promotions are
professional operated by third party
developer and suppliers and Queen's
Queen'’s Students can purchase designer tools University accepts no
software and other products including Visual responsibility for the

direct from suppliers at Studio content of links to external

reduced prices: websites or products

Software

purchased from external

sites. Listing and linking
‘ should not be taken to be an
endorsement of the

Microsoft software products or companies.

and products

Adobe software including
Creative Cloud and
Photoshop.
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HOT
DESKING

Forgotten your laptop?
Head to room 02.053


https://www.qub.ac.uk/directorates/InformationServices/Services/ITServiceDesk/#6062483
https://www.qub.ac.uk/directorates/InformationServices/TheLibrary/ResearchSupport/DigitalScholarshipHub/Toolsandresources/
http://www.adobe.com/uk/education/students/studentedition/
http://store.apple.com/uk/browse/home/education_routing
http://store.apple.com/uk/browse/home/education_routing
https://azureforeducation.microsoft.com/en-us/Institutions
http://www.microsoftstore.com/store/msuk/en_GB/cat/ThemeID.30273200/categoryID.64543200?icid=nav_menu_students
http://www.microsoftstore.com/store/msuk/en_GB/cat/ThemeID.30273200/categoryID.64543200?icid=nav_menu_students
http://www.software4students.co.uk/
https://onthehub.com/
https://www.amazon.co.uk/CooBo-USB-3-0-Flash-Drive/dp/B0DDXJKYY5/ref=sr_1_7_sspa?crid=1A8DJUWTZB7WJ&dib=eyJ2IjoiMSJ9.WUyiN7isy0JNLWmZVQlUVZdWHaWnoFTy2PktOy3FW1ZJR7310_EjqoC1sHv8jb2qiGMhYWdukJ5JGbICgtqlau_KGqkjRRgjU_0_f1dnz_OclHAsoCz1O00mCwURbP5b2kfPpi22e5E
https://www.amazon.co.uk/CooBo-USB-3-0-Flash-Drive/dp/B0DDXJKYY5/ref=sr_1_7_sspa?crid=1A8DJUWTZB7WJ&dib=eyJ2IjoiMSJ9.WUyiN7isy0JNLWmZVQlUVZdWHaWnoFTy2PktOy3FW1ZJR7310_EjqoC1sHv8jb2qiGMhYWdukJ5JGbICgtqlau_KGqkjRRgjU_0_f1dnz_OclHAsoCz1O00mCwURbP5b2kfPpi22e5E
https://www.amazon.co.uk/ezekers-Portable-External-Hard-Drive/dp/B0CL3398GG/ref=sr_1_15?crid=1A8DJUWTZB7WJ&dib=eyJ2IjoiMSJ9.WUyiN7isy0JNLWmZVQlUVZdWHaWnoFTy2PktOy3FW1ZJR7310_EjqoC1sHv8jb2qOf5X_awidoYUu6YZU0XCV54zC7dd-A3joz3fwB09cHbC5uTbkQDcYtxoduQoTs9DoVi2
https://www.amazon.co.uk/ezekers-Portable-External-Hard-Drive/dp/B0CL3398GG/ref=sr_1_15?crid=1A8DJUWTZB7WJ&dib=eyJ2IjoiMSJ9.WUyiN7isy0JNLWmZVQlUVZdWHaWnoFTy2PktOy3FW1ZJR7310_EjqoC1sHv8jb2qOf5X_awidoYUu6YZU0XCV54zC7dd-A3joz3fwB09cHbC5uTbkQDcYtxoduQoTs9DoVi2

RETURN

YOUR DEVICES

Leaving the

University?

All IT devices are required to
be returned upon the
conclusion of the relevant
affiliation with the institution.

This includes University-owned
computers, laptops, mobile
devices, servers, peripherals,
storage media, and any other
electronic equipment provided
by the university for work or
academic purposes.

All leavers are responsible for
returning university-owned IT
devices promptly and in good
condition upon the conclusion
of their affiliation with the
institution.

Please read the full policy here.

Is it possible to

transfer ownership?

In exceptional circumstances,
a request to transfer
ownership of a device can be
made by the leavers line
manager through the
completion of an online
request form, available here:

Transfer Ownership

The request should include a
clear business case for the
leaver to retain the device.
Business cases will be
approved by the Director of
Digital & Information Services
and the Cyber Security
Manager.

Where the business case is
approved, the device will be
returned to factory settings
before it is removed from
university management
systems (e.g. JAMF protect,
Microsoft Defender). As the
user will be no longer licensed
by the university this may
involve removing the device
operating system.

For any enquiries related to
this policy, please contact
cybersecurit ub.ac.uk
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UNIVERSITY
BELFAST

SCHOOL OF
BIOLOGICAL
SCIENCES

THE INSTITUTE
FOR GLOBAL
FOOD SECURITY

CONTACT US

SOBS Computer Officer - Davy
Cutler

Drop in: 11am - Ipm Monday - Friday,
Biological Sciences 0G.017

IT Service Desk

Drop in: McClay Library Ground

Floor, check opening hours here

Phone: +44 (28) 9097 5050, 9am -
Spm Monday to Friday

Email: itservicedesk(@qub.ac.uk

Online: Request IT Support



https://www.qub.ac.uk/directorates/InformationServices/Student/
https://www.qub.ac.uk/directorates/InformationServices/Services/Security/FileStore/University%20Owned%20Devices%20Policy.pdf
https://forms.office.com/Pages/ResponsePage.aspx?id=6ner6qW040mh6NbdI6HyhvYrGTJcVKpBqCw05b2pfW5UQTBMQU9ROTFPWDVOTzBZSFQxQzdVWkVERCQlQCN0PWcu
mailto:cybersecurity@qub.ac.uk
https://www.qub.ac.uk/directorates/InformationServices/Student/
https://www.qub.ac.uk/directorates/InformationServices/Services/ITServiceDesk/
mailto:itservicedesk@qub.ac.uk
https://it.qub.ac.uk/sitehelpdesk/user/log.asp
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