	Welcome to the School of Psychology. 

The School of Psychology runs the Psychology Information, Communication and Technology Services (PICTS).  PICTS encompasses all information services within the School of Psychology (see the “PICTS Overview” document).  Below are details on how to access two of these services, PICTS File share for personal use and PICTS SharePoint Services for collaborative use.  Users wishing to access these servers off campus will have to use a VPN client.  Please see the University IT pages for more details.
PICTS File Share (Helios)
The first service is a file share hosted on Helios where you have been provided with personal disk space (10GB) for data backup purposes. This service is to supplement your own personal back up policy (e.g. external hard drive or DVDs etc). This should not be your only back up copy and should not be used to archive data. The file server is backed up on a weekly basis. We do not guarantee the integrity of your data. 

Mapping to your file share on Helios: 

Windows 

1. Open My Computer. 

2. On the Tools menu, click Map Network Drive. 

3. In the Drive box, click a drive letter e.g. H:. 

4. In the Folder box, type:
\\helios\username
Example: \\helios\jm5.

If a DNS suffix is not set up on your PC you may have to enter the address as:
\\helios.st-andrews.ac.uk\username 

5. Tick Reconnect at logon. 

6. Click Connect using a different user name and enter username@westburn (e.g. jm5@westburn) and your password. 

7. Click the Finish button. 

8. You will be prompted for your password. 

9. A share with your email id (e.g. jm5) and the drive letter you chose (e.g. H:) will appear in your My Computer window. You can open this folder, create sub folders and cut and paste files/documents as you would any other folder on your system. 

Mac OSX 

1. Click on the desktop. 

2. Select Go from the menu bar. 

3. Select Connect to Server... 

4. In the Server Address: box type the server and share as follows:
smb://helios/username
Example: smb://helios/jm5

If DNS is not set up on your PC you may have to enter the address as:
smb://helios.st-andrews.ac.uk/username 

5. Click the Connect button. 

6. Log on using your email id and your School password. 

PICTS SharePoint Services (Athena)
The second information service is a Microsoft SharePoint site (called PICTS SharePoint Services) hosted on Athena. SharePoint is a web-based collaborative infrastructure giving users access to shared workspaces. It facilitates document collaboration, blogs, wikis, task lists, shared calendars and more.  See the “Introduction to SharePoint” document.
Logging onto PICTS

When you log onto PICTS at http://athena.st-andrews.ac.uk/ , you will be required to log in using your PICTS account which is your University email ID followed by @westburn. e.g. jm5@westburn. This is not an email account, but tells the server your account is stored on the "westburn" domain. 

More information on the PICTS SharePoint service can be found in the Word document “An Introduction to SharePoint”.  The help files (found by clicking the ? in the top right) also give detailed instructions on how to use SharePoint. 


Changing your password

Under Links on the main page of PICTS there is a link to Change Password.  Click on this link. The domain should already contain WESTBURN and account should already contain your id (e.g. jm5).  Enter your old password and then enter your new password twice (new and confirm).  Click OK and you should get a message confirming you have changed your password.  Click the link at the bottom to return to the PICTS SharePoint home page.
IT Services request that you do not use your University password for your School password.
