
 

  

Learning Centre 

Guide 2  

Using the Computers in 
the Learning Centre 

The Learning Centre 

2nd Floor, Bridgewater House 

Learning Centre Website: 

http://intolearningcentre.co.uk 

E-mail: manchester.lrc@into.uk.com 

Telephone: 0161 631 12 22 

Opening Hours: 

Monday:  8.45am - 6.30pm (18:30) 
Tuesday: 8.45am - 6.30pm (18:30) 
Wednesday: 8.45am - 6.30pm (18:30) 
Thursday: 8.45am - 5.30pm (17:30) 
Friday: 8.45am - 5pm      (17:00) 

 
July/August: Opening Hours Change  

 

http://intolearningcentre.co.uk/
manchester.lrc@into.uk.com


 
  

How Do I Log On? 

There are 30 PCs for use in the Learning Centre. 

To use the IT resources, you must be fully enrolled onto your 

course. Once you are enrolled, you will be given a student ID 

card which has a special barcode number on it, unique to you. 



 Press CTRL + ALT + Delete (press all 3 keys at the 

same time). Your contract with INTO then appears. If 

you click OK you are agreeing to the INTO terms and 

conditions of using the INTO computers. Now you log on 

with your username and password 

 Your username is: Into followed by your student 

number.  Example: if your student number is 

1234567, your username will be Into1234567 

Note:  Your student number should be 8 numbers long. If you 

have extra zeros (noughts/ 000), you may need to remove 0. 

For example, if your student ID /number on your INTO card is 

001234567, use 01234567 

 Your password is Into2014 (Important: Capital I then 

lower case letters). When you log-in for the first time, 

you will be asked to change your password. Your 

password has to have a capital letter, be AT 

LEAST 8 letters long & and have a number in it.   
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 Do NOT use your name as your password. 

Example Manchester1995 will work. 

 If you forget your password, please ask the Learning 

Centre staff to change it for you. 

Are There Any Rules? 

 All internet and systems use is monitored in 

accordance with the Student Acceptable Use policy 

and UK and EU Law. Make sure you are not illegally 

downloading material or you may find that your IT 

account is blocked. We block any websites that are 

illegal in this country or that are against our belief that all 

out students are equal. This includes hate (racist) sites 

and pornography sites. 

 Certain websites such as streaming media and games are 

also blocked, as they may take up too much bandwidth to 

use.  

 Do not plug your phone into the PCs: this may spread 

viruses 
 Don’t forget to log off when you have finished using a PC 

as you are responsible for any actions under your login! 

How Do I Save My Work? 

Every student has a H:\drive with 250MB of secure network 

storage.  This is the safest way to store your work. 



 
 

To save your work: 

 When the work you want to save is on the screen, click 

on File, then Save As 

 Click down the menu on the left until you get to 

Computer and click on it. On the list that appears, find 

your H drive, called Network Location. It will have 

your student ID number by the side of it. 

 Click on Save to add your work to your filestore. 

Is WI-FI Available? 

We have secure and encrypted wireless for students here at INTO. 

You can connect to this by selecting INTOSTUDENT on your 

device and entering the password helloandwelcome.  

How Do I Access Moodle (VLE)? 

Go to the Learning Centre website at 

http://intolearningcentre.co.uk/  Here, you will find a link to 

Moodle. Your course tutor will explain how to register to use 

Moodle. 

What Other Help Can I Get? 

 Remember, there are computers on the 3rd floor 
you can use when the Learning Centre is 
closed/very busy. 
 

 Pick up the hand-out about accessing your INTO email 
account from the Learning Centre staff. 

http://intolearningcentre.co.uk/

