
Information Technology
New User Orientation

IT Department

Guangdong Technion-Israel Institute of Technology



IT Resources
1. Network account

2. Computers provided by GTIITSoftware installation & activation

3. Smartcard

4. Wireless network (eduroam& GTIIT-STU)

5. Office 365 (Outlook, OneDrive, SharePoint, Teams)

6. Meeting room booking & Devices in meeting rooms

7. Zoom conferencing software

8. Moodle & Panopto

9. Printing services

10. ERP system login and general instruction 

11. Cybersecurity

12. IT Support



Network Account



GTIIT Network Account

ÅNew users are assigned network account with username.

ÅTo activate your account:
ÅGo to the password self-service system https://pwm.gtiit.edu.cn

ÅClick on “Activate Account”

ÅFollow the wizard to set your password

ÅFind back your forgotten password

https://pwm.gtiit.edu.cn/


Security Questions and answers

Follow the wizard to set secret questions and 
answers. This feature enables you to reset your 
password solely by answering your secret 
questions that only you know the answers to. 



Password Requirements

ÅThe password length is a minimum of 10 characters.

ÅPassword cannot contain the user's account name or parts of the user's full name that 
exceed two consecutive characters.

ÅPassword will have to be changed by the user on the existing anniversary of the last 
password change over the year.

ÅMust contain characters from three of the following categories: 
ÅEuropean language uppercase alphabetic characters
ÅEuropean language lowercase alphabetic characters
ÅBase 10 digits (0 through 9)
ÅNon-alphabetic characters (for example, !, $, #, %)
ÅOther alphabetic characters not included in the other categories

ÅAll users will need to provide three security questions and answers –This is the 
mechanism for password recovery.



Smart Card



GTIIT Smartcard

- Enter or exit campus

- Access buildings and rooms

- Access STU library,STUoutdoor stadium

- Buy food & beverage in GTIIT canteen

- Buy food & beverage in STU canteen

- Printing

How to top up?
Open Alipay-> Search 



Internet and Wireless Access



Internet and Wireless Access

A list of wireless networks with different 
purposes are available on campus. 

Å Eduroam provided by GTIIT

Å GTIIT-SEC             provided by GTIIT

Å GTIIT-STU  provided by STU to access to STU resources

Note: Each account is permitted to login upon to 5 devices. For the safety of your GTIIT email, 
homework, and other valuable information, you shouldNEVERshare your account to other people. 

The eduroamis a secure wireless network. We 
recommend eduroamto our staff and 
students.

It is FREE to all GTIIT members.
Instructions are available on 
https://sites.gtiit.edu.cn/it/home/our-
services/connect_communicate/wi-fi/ 

https://sites.gtiit.edu.cn/it/home/our-services/connect_communicate/wi-fi/


How to connect to eduroam (Android)

ÅOpen 'Wi-Fi’ setting in your Android Smartphone

ÅSelect theeduroam

ÅComplete the connection configuration: 
EAP=PEAP,Phase2=MSCHAPV2

ÅFor the Android 11 version, you need to fill in the 
domain as:gtiit.edu.cn

ÅSelect Do not validate at CA certificate

ÅType in yourGTIIT email 
address(username@gtiit.edu.cn) with passwordand 
when prompted click 'connect'.

username@gtiit.edu.cn



How to connect to GTIIT-SEC (Android)

ÅOpen 'Wi-Fi’ setting in your Android Smartphone

ÅSelect the GTIIT-SEC

ÅComplete the connection configuration 
EAP=PEAP,Phase2=MSCHAPV2

ÅSelect Do not validate at CA certificate

ÅType in your GTIIT username & password  (Note: only 
username without domain suffix)

ÅClick ‘connect’. Your Username

Username



Resources provided by Shantou University

Å Wireless network GTIIT-STUand STU are provided by Shantou University (STU), 
and subject to STU policies, daily traffic is restricted to 1.5GB.

Å When connecting to GTIIT-STU, please open a Firefox browser and go to 
http://a.stu.edu.cn, fill in your GTIIT account username & password to login.

Å STU library http://www.lib.stu.edu.cn/

Å E-journals and databases: http://www.lib.stu.edu.cn/zy/database, access 
available only over the wireless network GTIIT-STU or STU. 

http://a.stu.edu.cn/
http://www.lib.stu.edu.cn/
http://www.lib.stu.edu.cn/zy/database


Microsoft 365



Activate Microsoft 365 (www.office.com )

In your personal computer, you may 
need to use the official Microsoft 
software

Sign in to download Microsoft Office
1. Go to www.office.comand login 

with your GTIIT account.

2. From the home page select Install 
Office (If you set a different start 
page, go to aka.ms/office-install)

3. After installation, sign in GTIIT 
account to activate your Microsoft 
Office Software.

http://www.office.com/
http://www.office.com/


Activate Microsoft 365 (www.office.com )

Click the                 on the upper left corner of 
the page (www.office.com), you can go to 
varies of Office applications.

http://www.office.com/
http://www.office.com/


Setting up MFA for Microsoft 365 Login

ÅSteps to configure Multi-Factor Authentication (MFA)
1. Login Microsoft 365on a web browser. 
2. Enter your full email address 
3. You will see the following screen. 

https://login.microsoftonline.com/


Setting up phone-text for MFA
ÅClick "+add a method” andchoose “phone” .
ÅSet the Country code and input your mobile phone number, follow the wizard to 

register the MFA. For more details of MFA, please refer to the article here.

https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000054218


Email



GTIIT Email (Microsoft 365 - Global version)

ÅEmail address: username@gtiit.edu.cn

ÅMailbox quota is 50GB,extra 50GB for online archive. 

ÅTo check email, go to https://www.outlook.com/gtiit.edu.cn, username is your 
email address. 

The University-assigned email account is an official means of 
communication with all students, faculty, and staff.

https://www.outlook.com/gtiit.edu.cn/


Configure GTIIT Email on your Devices

ÅEmail type: Exchange

ÅServer:outlook.office365.com

ÅUsername:username@gtiit.edu.cn

ÅPassword:*******

ÅPort number:443 (if needed)

ÅSecurity type:SSL/TLS (if needed)

We recommend "Microsoft Outlook" 
App for Android users.



Login in email account in Outlook



Onedrive



OneDrive – cloud storage

Protecting your essay and other work with the aid of 1TB FREE cloud storage.



Install OneDrive in desktop

ÅAfter installing the OneDrive, 
login with your account.



Install OneDrive in desktop

ÅCreate the OneDrive folder in 
your computer.



Install OneDrive in desktop

ÅSync your OneDrive files 
to the localPC .



Install OneDrive in desktop

ÅFind the folder of 
OneDrive-GTIIT in your 
PC.



OneDrive – cloud storage

ÅShare online files with others.

ÅNote: If you need to send out a huge attachment, you may use OneDrive sharing feature.



OneDrive – cloud storage

ÅMultiuser online editing
With OneDrive online document, 
multiuserscanhaveaccess toedit a 
document at the same time.



SharePoint



Go to GTIIT central document repository  
https://technionchina.sharepoint.com/sites/Files/Documents/Forms/AllItems.aspx

https://technionchina.sharepoint.com/sites/Files/Documents/Forms/AllItems.aspx


Teams



Microsoft Teams 
(https://www.outlook.com/gtiit.edu.cn)

Search other colleague’s name 
and get in touch with s/he

https://www.outlook.com/gtiit.edu.cn


Room Booking
Via Outlook



Open Outlook from your computer



2.   
3.

1.

Open Room List



How to reserve a meeting room

2. Select a date

1. Choose a meeting room

3.Create a new meeting



Send email to the ‘Room Name’ to reserve the meeting room.

Send out Reservation 



ÅSystem will send back an email to inform you the reservation result.

Confirmation for reservation



How to use the devices in Meeting Rooms

ÅUsing Video Conferencing System in Research building Meeting 
Rooms

ÅUsing the Zoom Room software in A530 Meeting Room

ÅUsing the Zoom Room software in A528 Meeting Room

https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000054643
https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000056528
https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000064500


Software Center



GTIIT Software Center

Open your computer, 
pressWindowskey, and 
searchSoftware Center.

You can install any 
software you need from 
Software Center.

If you encounter any 
problem please refer the 
instruction here.

https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000071025


Foxit PDF Editor



Activate Foxit PDF Editor



OCR

ÅOpen a PDF file which needs to OCR

ÅClick Recognize Text

ÅClick OK, and then convert to HTML

ÅUse browser translation function to translate



Business Systems



GTIIT Business Applications Intranet Portal

https://my.gtiit.edu.cn

(login with GTIIT email address and 
password)

You can easily get information and 
access to GTIIT business systems such 
as moodle, panopto.

https://my.gtiit.edu.cn/


Zoom
Videoconferencing



Zoom – Video Conferencing

Zoom is a solution for remote 
teaching and interactive online video 
meetings.

Please go to https://gtiit.zoom.us

1. Download the Zoom Client

2. Sign in with SSO

https://gtiit.zoom.us/


Zoom – Video Conferencing

Fill in “gtiit” as the Company domain, then sign in with your GTIIT email account. 



Zoom – Video Conferencing

You can manage the video meetings.

1. Host a meeting
2. Join a meeting
3. Schedule a meeting

Click hereto view Zoom User guides.

https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000029920


GTIIT Moodle

https://moodle.gtiit.edu.cn

Online Learning Management 
System. Course based website to 
support teacher and students
communication, assignments, 
materials and more.​

1. Choose Office 365 Login, login with 
GTIIT full email address and password

2. For moodlecourse registration issues, 
please contact Undergraduate Studies 
Office at us@gtiit.edu.cn

https://moodle.gtiit.edu.cn/
mailto:us@gtiit.edu.cn


You will come to this course page to view the materials shared by teachers.

GTIIT Moodle



GTIIT Panopto

https://panopto.gtiit.edu.cn/

AVideo Learning Platform for 
Education. Students can view online 
lectures here shared by teachers.

https://panopto.gtiit.edu.cn/


You will come to this GTIIT Panoptopage to view the videos.

GTIIT Panopto



GTIIT VPN
Connect from off-campus network



GTIIT VPN: Connect from Off-campus networks

GTIIT has a Virtual Private Network (VPN) service which provides a 
secure method to connect to the University campus network regardless 
of where you are connecting from (e.g. a Wi-Fi in your home).

1. Enroll Token 
Use your web browser to access https://sites.gtiit.edu.cn/otp

2. Install FreeOTP/Microsoft Authenticator app on your mobile devices

3. Install Pulse Secure application on your devices/PC

https://sites.gtiit.edu.cn/otp/


GTIIT VPN: Connect from Off-campus networks

ÅConfigure Pulse Secure
ÅAfter installing Pulse Secure, 

you need to fill in the server 
URL: 
https://sslvpn.gtiit.edu.cn
ÅLogin with your GTIIT 

account and 10 digits 
passcode which is produced 
by the token and Microsoft 
Authenticator.

ÅFor more details please 
refer to the article here.

https://sslvpn.gtiit.edu.cn/
https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000050324


GTIIT E-Journals
Electronic Resources for academic and research



GTIIT has purchased 
several E-Journals 
Resources for academic 
and research purpose.

Click this link to access.

GTIIT E-Journals Resources

https://helpdesk.gtiit.edu.cn/support/solutions/folders/15000076861


Printing
Multifunctional Photocopier Services



GTIIT Printing, Copying and Scanning

Printer Name:
ÅStaff-Print-Q, Staff-ColorPrint-Q

Public Printer locations:
ÅAdministration Building
Å3rd floor:Staff-ColorPrint-Q
Å4th floor:Staff-Print-Q
Å5th floor:Staff-Print-Q

ÅTeaching Laboratory Building
Å3rd floor: Staff-ColorPrint-Q

ÅResearch Building
Å5th floor:Staff-Print-Q
Å6th floor: Staff-ColorPrint-Q



Add printer into your computer

1. Connect to Wi-Fi eduroam
2. Open a file explorer (not a 

browser) then input \ \print or 
\ \print.gtiit.edu.cn in the 
address bar, you will come to 
the below folder, double click 
“Staff-Print-Q” and 
“Staff-ColorPrint-Q” 
to add them into your 
computer.

3. For more details, please 
refer this article.

https://helpdesk.gtiit.edu.cn/support/solutions/articles/15000027460


Print from a document

ÅWhen open a document and 
go to print, you will see the
both printers in the printer 
list.

ÅSelect either of them to print, 
and go to the corresponding 
physic printer to release your 
job.



GTIIT Printing, Copying and Scanning

To use this service,you will need:

1. Connections to Campus network

2. Open a document which you want to print

3. Print a job to Staff-Print-Q or Staff-ColorPrint-Q

4. Go to the printer

5. Swipe your GTIITSmartCardat the printer or 
input yourusernameandpassword

6. Associate your Smartcard to your GTIIT account 
(only the first-time printing)

7. Swipe your card again

8. Release printing jobs/ Copy / Scan



ERP System
HR, Finance & Inventory 



Oracle ERP system

ÅGo to 
https://my.gtiit.edu.cn, 
click Oracle ERP icon to 
access ERP system.

ÅFor more details, please 
refer to another ppt 
slides.

https://my.gtiit.edu.cn/


1. System Login and Account Management

1.2 System Login

Specific URLfor GTIIT Oracle system:
https://ekhg.fa.ap1.oraclecloud.com

1. Click Company Single Sign-On, enter GTIIT full 
email address and password.

2. Click ‘Login’.

https://ekhg.fa.ap1.oraclecloud.com/


Home page navigation



71



How to View/Edit personal Information



2. View/Edit Personal Information

2. 1 View Personal Information

1. Click Personal Information icon on the 
Springboard.

2. You can review your personal information, 
Employment Info and contact Info, etc. Jane Lee



Go to Home –Click “Pay” icon –Click “Payslips”

3. View Payslip

Jane Lee

3. 1 View Payslip



Click the Amount  to view the payslip:

3. View Payslip

Jane Lee



76

Recording Absence



4. Recording Absence 
4.1 View Absence
Path: Home - Absence



4. Recording Absence 
4.2 Add Absence
Path: Absence ςAdd Abcense

Jane Lee



4. Recording Absence 

Note:
1. All types of leave can be applied at least half a day, but only Unpaid leave can be applied by the hour.
2. When the admin staff applies for 7-day or more leave, please fill in the emergency contact.
3. For Faculty, a replacement for teaching duties is mandatory.

Path: Absence ςAdd Absence



4. Recording Absence 
4.3 Sick Leave

Note:
CƻǊ ƳƻǊŜ ǘƘŀƴ н ŘŀȅǎΩ ǎƛŎƪ ƭŜŀǾŜΣ ǇƭŜŀǎŜ ŀǘǘŀŎƘ ǊŜƭŜǾŀƴǘ ŎŜǊǘƛŦƛŎŀǘŜΦ



81

How to withdraw an absence application?



Jane Lee

4. Maintain Absence Records 
4.4 Withdraw Absence Application

Path: Absence-> Exsisting Absence



4. Maintain Absence Records 

bƻǘŜΥ /ƭƛŎƪ ǘƘŜ ŎǊƻǎǎΣ ȅƻǳ Ŏŀƴ ǿƛǘƘŘǊŀǿ ŀ ƭŜŀǾŜ ŀǇǇƭƛŎŀǘƛƻƴ ŜǾŜƴ ƛǘΩǎ ŀǇǇǊƻǾŜŘΦ
Lb ǘƘŜ ŜŘƛǘ ƳƻŘŜΣ ŎƭƛŎƪ ά5ŜƭŜǘŜέ ǘƻ ǿƛǘƘŘǊŀǿ ȅƻǳǊ ƭŜŀǾŜ ŀǇǇƭƛŎŀǘƛƻƴ.



84

Expense module



5.1 View Expense

Path: Home ςExpense

5. Expense Module



5.2 Createexpense

*Note: This function is for expensereimbursedto

GTIITstaffs/faculties only. Expensereimbursedto

suppliersor third party, pleasesubmita PRinstead.

5. Expense Module



Path: Enter Purpose > Click Add icon

5. Expense Module



88

5. Expense Module



üDate: Date of expense submission

üTemplate: Choose a template

üType: Choose a type as per the expense item



TemplateτGTIIT Salary Advance: For new non-Chinese staffs to settle down in GTIIT



ÅWhen the report which you submitted turns 
to the status as “Pending expense auditor 
approval”, it’s about time you printed it out.

Åyou need to select it and click:

> Print / Print preview with attachments

Ådownload and print the PDF file, deliver it 
with the hard copies of receipts to Finance 
department.

91



92

Purchasing Requisition module



6. Purchase Requisition

93

Before purchasing, please submit 
a Purchase Requisition line here to 
apply approval.

Any problem with PR, 
please refer to the online 
User Guide here



6. Purchase Requisition

94



7. System Support
Should you have any problem with the system, please contact:

1. ForgeneralHRproblemandAbsenceissues,pleasecontacthr@gtiit.edu.cn.
2. ForFinanceissues,pleasecontact88077043(XiZHUO)andfinance@gtiit.edu.cn.
3. ForPurchaseissue,pleasecontact88077140andevelyn.zhang@gtiit.edu.cn
4. For technical issuesuchas, accountproblem login problem, network connectionproblem etc.,

pleasedirectly go to Springboardand click‘GTIITIThelpdesk’icon and submit your questionson
line. YoucanalsoreachusviaEmail: itsupport@gtiit.edu.cnandTel: 88077026.

mailto:hr@gtiit.edu.cn
mailto:finance@gtiit.edu.cn
mailto:evelyn.zhang@gtiit.edu.cn
mailto:itsupport@gtiit.edu.cn


Cybersecurity



What can you contribute to cybersecurity?

ÅResponsibility for GTIIT data

ÅProtect your passwords

ÅEnable Office 365 MFA

ÅProtect computing resources

ÅSay no to unauthorized software

ÅUse of GTIIT email

ÅBe aware of Phishing

ÅStay vigilant online(Internet use, 
Social media, etc.)

ÅCybersecurity training

Å

Å

Å Office 365 

Å

Å

Å

Å

Å (
)

Å



Cybersecurity online course

https://www.futurelearn.com/courses/introduction-to-cyber-security

https://www.futurelearn.com/courses/introduction-to-cyber-security


Stay Safe Online

ÅLook for the lock

ÅTreat your personal information with care

ÅProtect yourself against viruses and hackers

ÅBe aware of malicious email (Scam, Phishing)

ÅKeep your software updated

ÅProtect your machine, protect your data

More information at https://staysafeonline.org/stay-safe-online/



IT Support



How to get IT support?

ÅOnline Service Portal https://helpdesk.gtiit.edu.cn/

Å IT website https://sites.gtiit.edu.cn/it/

ÅEmail itsupport@gtiit.edu.cn

ÅAccess IT Office for urgent support during office hours: 

8:30AM to 12:00PM, 1:30 to 5:30PM, Monday to Friday,
Room 538, Admin Building.

https://helpdesk.gtiit.edu.cn/
https://sites.gtiit.edu.cn/it/
mailto:itsupport@gtiit.edu.cn


IT Service Portal 



IT Website

Learn more about IT 
Department and IT services of 
GTIIT.

https://sites.gtiit.edu.cn/it

GTIIT Software catalog

https://sites.gtiit.edu.cn/it/gtiit-
software-catalogue

https://sites.gtiit.edu.cn/it
https://sites.gtiit.edu.cn/it/gtiit-software-catalogue


NEVER EVER SHARE YOUR 
PASSWORD TO ANYONE!

IT staff will never ask for your password!



Thank you!


