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User s Tab 

Right  click in t he 
Available user s column 
and choose add user . 
 

Adding Users 

Not e:  This f eat ur e only wor ks on NT and 2000 Wor kst at ions 
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Type in t he dist r ict  
st andard user  I D and 
password. 
  

Choose t he User  Level 
T-Teacher s 
S-St udent s 
O-Of f ice 
A-Administ r at or  

Adding Users &  
Set t ing User  Levels 

User  Levels 
0-29  St udent  Level 
30-59 Teacher  Level 
60-89 Of f ice St af f  Level 
90-99 WinClass Administ r at or  
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Right  click in t he Classes 
column and lef t  click on Add 
class 

Adding a Class 
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Name t he class. 
 

I f  t eacher  is going t o use 
t his class f or  his or  her  
classroom, click on t he drop 
down ar r ow f or  owner  and 
select  t he name of  t he user  
who owns t his class.  
Ot herwise t he def ault  owner  
is whoever  is logged in at  t he 
t ime 

Naming Classes and Owner ship 
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By checking t he appropr iat e 
boxes you can adj ust  t he 
t imes of  t he day & week a 
par t icular  class is t o be 
accessible f or  user s. 

Scheduling a class t ime 
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Class Access Set t ings 

By clicking on t he ar r ows you 
can set  what  user  level has 
access t o t he class. 
You can grant  or  deny access 
by comput er  name also. 

Add comput er  
names her e 

Gr ant  or  deny 
access 
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Adding Users t o a Class 

Make sur e you ar e on t he 
User s t ab t hen j ust  drag 
and dr op t he desir ed user  
name int o t he middle 
column. (User s in Class:) 

Make sur e cor rect  
class is highlight ed 

User s Tab 

Not e:  To quicken t he pr ocess and move a gr oup of  user s at  once: 
Hold down t he Ct r l key and click t o highlight  mult iple user s 
 
Or  t o select  a gr oup of  user s in or der : 
Hold down t he Shif t  key and click on t he f ir st  user  t hen click on t he last  user .   
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Adding Sof t war e t o a Class 

Make sur e you ar e on t he 
Sof t war e t ab and t hen dr ag  & 
drop t he desir ed sof t war e in t o 
t he middle column. (Sof t war e in 
Class:) 

Sof t war e Tab 

Make sur e cor rect  
class is highlight ed 

Not e:  To quicken t he pr ocess and move a gr oup of  sof t war e t it les at  once: 
Hold down t he Ct r l key and click t o highlight  mult iple sof t war e t it les 
 
Or  t o select  a gr oup of  sof t war e in or der : 
Hold down t he Shif t  key and click on t he f ir st  sof t war e t it le t hen click on t he last  sof t war e t it le.   
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To have a par t icular  piece of  sof t war e 
aut omat ically st ar t up at  logon: 
 Right  click on t he sof t ware under  t he 
Sof t war e in Class column and choose t o 
cr eat e f older .  Then name t he f older  
“st ar t up.”   
To group sof t war e t oget her  in a named 
group j ust  f ollow t he same pr ocedur e and 
name t he f older s t he same. 
Example libr ar y sof t war e 
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To delet e users j ust  r ight  click on 
t he user  you wish t o delet e.  I n t he 
pop up menu choose Delet e Users.   
Anot her  popup box will appear .  
Choose caref ully what  you will 
delet e and click OK. 

Opt ion 1 
THI S I S THE MOST 
DANGEROUS!  This opt ion 
will delet e t he user  f r om t he 
net wor k, t he WinClass 
dat abase, and also wipe out  
any saved f iles. 

Opt ion 2 
Delet es user  f rom 
WinClass dat abase only. 

Opt ion 3 
Delet es t he user ’s saved 
f iles but  leaves t heir  logon 
account  int act . 

Use: 
Opt ion 1  
When a user  has per manent ly lef t  t he dist r ict . 
 
Opt ion 2 
When a user  has t r ansf er red t o anot her  building wit hin our  dist r ict . 
 
Opt ion 3 
When a user s f iles must  all be delet ed.  Not  used ver y of t en. 
 

Delet ing Users 
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Edit ing Sof t war e 

To add sof t war e r ight  click in 
t he Available Sof t war e column 
and lef t  click on Add Sof t war e.  
The t arget  box is wher e t he 
sof t war e is going t o execut e 
f rom.  To easily f ill in t his box 
you can dr ag & drop t he 
execut able int o t he t arget  box 
f rom windows explor er  or  j ust  
use t he br owse but t on. 

Target  check is a new WinClass 6 f eat ur e 
t hat  will aut omat ically f ind t he execut able 
f or  you as long as it  exist s on t he har d 
dr ive like mspub.exe on dr ive c:\ .  
Ot herwise use t he exact  pat h f or  net wor k 
pat h sof t ware. 

Wor king Dir  is def ault ed at  %homedir%  
which is usually dr ive “z”.  This ar ea can 
be edit ed t o help wit h DOS applicat ions 
t hat  need t he wor king dir ect or y t o be 
t he same as t he t arget  dir ect or y t o 
f unct ion. 
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Sof t ware Level Access 

You can set  t he level of  user  
access f or  each piece of  
sof t war e or  set  access r ight s by 
comput er  name. 
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The component  f eat ur e is used in 
conj unct ion wit h r est r ict  r un.  I f  t he 
r est r ict  r un f eat ur e is checked or  
r est r ict ed in Conf ig manager  you 
need t o associat e a component  wit h 
DOS apps and links f or  t hem t o 
work.  Example: I f  t he command line 
in a piece of  sof t ware is 
animat ed.bat  t he f ile will be 
r est r ict ed t o r un unless a component  
f ile descr ibes what  t he execut able 
is.  I n t his case animat e.exe is t he 
execut able. 
This f eat ur e is mainly t o keep a user  
f rom clicking on a link and using 
sof t war e not  available t o t hem.  
Programs like winwork.exe will r un 
wit hout  a component  f ile associat ed 
wit h t hem because t hey ar e 
execut ables. 

Component s 



 15 

 
 
 
 
 
 
 
 

Oper at ing Syst ems f or  Sof t ware 

Oper at ing syst ems is used 
f or  set t ing sof t war e t o only 
show up on program menus 
f or  specif ic operat ing 
syst ems. 
For  example: 
You want ed Publisher98 t o 
r un on only Win2000 
comput ers you would only 
check t he “Windows 2000” 
box. 
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Conf ig Manager  Det ails 

·  To conf igur e net wor k dr ives and user  r est r ict ions: 
Pick a level and click on conf igur e 
 

·  To add a new user  level 
Click on add 

 

·  To r ename a level 
Click r ename 

 

·  To r emove a level 
Click r emove (a level can’t  be removed if  any user s ar e set  
t o t hat  level) 

·  Checked boxes mean t he opt ion is r est r ict ed t o t hat  user  level 
 

·  Rest r ict  Run and MSDOS Apps ar e usually unchecked in or der  f or  
DOS and windows pr ogr ams t o r un cor r ect ly 

 

I f  r est r ict  r un is checked you must  ent er  all execut ables by hand in a “ok 
t o r un” list  

User  Level Rest r ict ions 
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·  Window deskt op r est r ict ions 

·  Windows 9x and 2000 r est r ict ions f or  
I nt er net  explor er  and proxy set t ings.  
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·  Windows NT and 2000 r est r ict ions 

·  Each user  level has t heir  own net work dr ive set t ings 
 

·  To add a net wor k dr ive  
Click on t he Add but t on and assign dr ive let t er  t hen 
server  and shar e name. (example \ \ 0WORK\ DOC) 
 

·  To edit  or  change a dr ive mapping 
Click on Edit  
 

·  To r emove a dr ive mapping 
Click on Remove 
 

·  To duplicat e anot her  user  levels net wor k dr ive mappings  
Click Copy t hen choose t he level you want  t o duplicat e 
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·  The I nf oTip bar  chooses t he or der  you want  t he det ails t o show when 
you put  t he cursor  over  t he WinClass monit or  in t he bot t om r ight  
cor ner  of  t he t askbar . 

 

·  Login pict ures ar e f or  phot os of  users t o appear  when t hey logon 
 

·  Backgr ound wallpaper  def ault s your  deskt op backgr ound when t his 
user  level logs on. 
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Ar ea wher e machine names ar e added t o get  t heir  set t ings. 

Machine set t ings will be set  by comput er  name.  By def ault  all WinClass 
comput ers will use t he (def ault ) set t ings.  I f  a set  of  comput ers needs 
dif f er ent  set t ings you can add new machines t o t he list  by using a wildcard.  
For  example “MSCLT* ” means t hat  all comput er s wit h comput er  names t hat  
st ar t  wit h t hese let t ers will use t hese set t ings. NOTE:  I f  a comput er  is 
named t he same as t he wildcar d but  is in t he machine list  it  will r eceive it s 
own set t ings.  Example: MSCLT2 could st ill have it s own set t ings f rom t he 
MSCLT*  (wildcard).  
 
Not e:  For  comput er s t hat  ar e not  always on t he net work you would want  t o 
uncheck t he “login validat ion” so t he comput er  will st ill logon locally if  it  
does not  f ind a domain cont roller . Example:  A lapt op t hat  goes home wit h 
t he user . 
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Add a comput er  name t hat  would r equir e 
specif ic machine set t ings. 

General WinClass Set t ings 
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·  Pr imar y t ab indicat es wher e your  WinClass dat abase r esides. 
 

·  File version inf o j ust  shows what  ver sion WinClass f iles ar e 
inst alled on t he server . 

·  Server  inf o f or  t he st udent  level. 
Shows wher e st udent  f iles are saved on t he main 
f ile server  and names of  dir ect or y shar es. 
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A small comput er  icon will appear  in your  t ask bar  on t he bot t om r ight  cor ner  
 

I f  t he scr een on t his comput er  is: 
Blue = Nor mal operat ion 
Magent a = Use local pat hs select ed f or  t hat  machine 
Black = St udent  Login, Login validat ion not  checked, no net work available 
Yellow = Some t hing went  wrong…repor t  t his condit ion t o Help Desk 

The f ollowing pages are f or  your  inf or mat ion.  They are t he st eps f or  dist r ibut ing and 
collect ing f i les t hat  wer e included in t he WinClass manual f or  t eacher s.  Teacher s ar e able t o 
do t his under  t heir  logon.  I t  is not  somet hing t hat  you will be expect ed t o do. 
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Not e:  To quicken t he pr ocess and move a gr oup of  user s at  once: 
Hold down t he Ct r l key and click t o highlight  mult iple user s 
 
Or  t o select  a gr oup of  user s in or der : 
Hold down t he Shif t  key and click on t he f ir st  user  t hen click on t he last  user .   

Dist r ibut ing & Collect ing Files 

Right  click on t he class you want  t o 
dist r ibut e f iles t o and t hen lef t  click 
on Dist r ibut e/ Collect  Files. 
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·  Click on Br owse.   
 

·  The Select  Files t o Dist r ibut e 
window will open.  I t  will def ault  t o 
your  dr ive Z.  Locat e t he f ile you 
want  t o dist r ibut e t o your  
st udent s. 

 
·  Click Open 
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Once f ile has been chosen it  will 
appear  in t he whit e box.  Click 
Dist r ibut e and t he f ile will be sent  
t o all t he home dr ives of  t he st udent  
in t hat  class. 
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Collect  Files 

To collect  f iles back t o your  dr ive Z. 
·  Click on t he collect  t ab  
·  Choose t he f ile t o collect  (whit e 

box) 
·  Click on t he collect  but t on t o 

collect  t he f iles. 
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To view collect ed f iles open 
t he appr opr iat e sof t war e 
applicat ion (word et c).  Open 
your  dr ive Z and locat e t he 
f older  wit h t he same name as 
t he name of  t he class as it  
appear ed in WinClass.   
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Open t he class f older  t hat  was cr eat ed when t he 
f iles wer e collect ed.   
I n t hat  f older  you will f ind all t he collect ed f iles 
t hey will be named wit h t he user s name f ollowed 
by t he f ile name. 
 
Explanat ion: You dist r ibut ed a f ile t o t he st udent s 
in 1st  hour  called “wr it t en t est ”.  Lat er  you 
collect ed t hose f iles f rom your  st udent s (using 
WinClass).  When you go t o your  dr ive Z and open 
t he f older  called 1st  hour  you will f ind all t hose 
collect ed f iles.  They will have t he st udent s name 
f ollowed by t he f ile name. 
 (Example Billy Smit h-Wr it t en Test ) 

Not e:  A copy of  t he or iginal f ile sent  t o t he classes dr ive Z will st ay t her e.  The user  must  delet e it . 
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