NEW PROCEDURES IN THE LAB

At the beginning of the shift when you log onto the computer, you will also log onto AIM Express.  
  http://www.aol.com/   and select AIM from the left hand Directory.  
The AIM logon screen will come up.

AIM Express:   is an IM program which will alert the back office to a visitor

· An ID has been set up for this purpose.

· Account Name:   csusmlab

· Password:            mathwiz

· You can also alert Maureen using this system if she has any visitors.
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DR. GILMORE’s Office is now located in the Math Lab

= students will be coming to the lab to see Dr Gilmore

1 They will sign in under EPT/ELM category (the first choice) that has been set up for this purpose.
2 Take the student’s name and determine if he/she has an appointment or is just stopping in 

3 Inform the student they must log out when they leave.

4 The acting Mathlab receptionist:  will alert Mae (Dr Gilmore’s receptionist) and  Dr Gilmore directly by using the AIM Express program.

Mae:


maetalicuran

Dr Gilmore:

DoctorBruhMan

Maureen:

memoshamrock

