
The new Brookdale SharePoint Intranet, BrookdaleShare, officially launched on December 8, 

2015, replacing the former MyBrookdale Portal. BrookdaleShare is available to all Brookdale 

Employees.  Students do not have access to BrookdaleShare. 

 

SharePoint was selected as the new intranet platform based on: 

 Cost: The platform is included in Brookdale’s Microsoft  Enterprise license Agreement.  

 Design: Features a modern clean interface, uses an intuitive navigation, and has a 

consistent look and feel. 

 Functionality: It fosters collaboration, improves communication, has a powerful 

document management system, and robust search features. 

 Extensibility: Provides comprehensive Business Integration tools that integrate across 

Office applications and other Microsoft technologies. These tools enable analysis, 

reporting, dashboards, and visualizations, and it is mobile ready.  
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BrookdaleShare Has Launched! 
Spring 2015 

NEWSLETTER 

Essential portal content was migrated and redesigned as part of Phase 1 of the BrookdaleShare implementation project.  This 

included content from the President’ s Office, Governance, Info & Forms (replaces the old Staff tab on the Portal) and Transition. 

Additional sites will be added in subsequent phases as the college moves forward with the Redesign implementation.  

 

BrookdaleShare is accessible on and off campus from any web browser.  Use your NetID user name and password to login in.  If 

you are accessing BrookdaleShare on campus from your Brookdale issued computer, simply launch Internet Explorer and you 

automatically will be logged in. SharePoint supports commonly used web browsers, such as Internet Explorer, Chrome, Firefox, 

and Safari. However, Internet Explorer is the preferred browser, as SharePoint is a Microsoft Product. 

 
An overview of Brookdale Share, instructional videos, and FAQ’s are available from the left navigation menu on the Home page.   
 
For additional support, please contact the Help Desk at 732-224-2829. 

OIT 

http://www.brookdalecc.edu/oit
https://share.brookdalecc.edu/
mailto:helpdesk@brookdalecc.edu


SECURITY AWARENESS - Social Engineering 

Visit: www.brookdalecc.edu/oit 

Located above the main navigation menu of the Brookdale 

Community College website, is the new MyBrookdale link, 

which provides access to all Brookdale’s common sign-on 

applications. Common Sign-on applications use the same user 

name and password. Applications such as Email, WebAdvisor, 

AdvisorTrac, etc., previously found on the old MyBrookdale 

Portal “QuickLaunch” navigation can now be accessed from 

the MyBrookdale link.  All applications in the MyBrookdale 

menu are accessed using your NetID user name and password.  

Click on the video hyperlink 

for overview of the 

applications found within 

MyBrookdale 

QuickLaunch: (video 

tutorial). 

For additional support, 
please contact the Help 
Desk at 732-224-2829. 

Desktop Virtualization is software 
technology that separates the desktop 
environment and associated applications 
from the physical device, the computer, that 
is used to access the desktop and 
applications.   
 
A virtual desktop can be accessed from any computer which 
has the Virtual Desktop Client installed, without the need 
for specific hardware requirements.  That means that a 
course, which requires a specific application or suite of 
applications, no longer needs to be schedule in designated 
labs, if the desktop is virtualized. 
 
Last spring, Brookdale piloted Virtual Desktop Computing 
environments with the Mathematics, English, Computer 
Science, and Psychology departments, using VMWare 
Horizon Client.  As a result of the successful pilot, LAH 125, 
LAH 228, and Wall Rm 111 will be running the Virtual 
Desktop environments for the student computers in these 
labs. 
 
For instructions on using the VMWare Horizon Client in 
Labs, click the following link: VMWare Access 
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MyBrookdale Link and Common Sign-On 

VIRTUAL DESKTOPS  
Now Available in Designated Labs 

Social Engineering is a form of intrusion hacker’s use to manipu-
late people to give up confidential information. It relies on social 
interaction and communication, tricking people into breaking 
normal security procedures. It is one of the greatest threats to 
your personal identity. The types of information these hackers 
are often seeking are passwords, credit card information, bank 
information, or access your computer. They indiscreetly install 
malicious software–giving them control over your computer and 
access to personal information stored on your computer. 
 
Preventing yourself from falling victim to social engineering re-
quires using basic common sense. 

 Password.  Never share your password. No legitimate busi-
ness or organization with ever ask you for your password. 

 Emails. Delete any request for financial information or 
passwords. Do not respond to emails that claim they can 
’help’ restore credit scores, refinance a home, or be eligible 
to win something. 

 Personal Information. Limit the types and amount of per-
sonal information you share on social media. Overt time, 
hackers can create a profile of  you from just a few personal 
facts you may inadvertently share. 

 Verify the facts. If you believe that a business or institution 
has a legitimate claim, verify their contact information by 
asking for the name and extension or locate the information 

from trusted source, such as a bill or statement.  

 Device Protection: Install and keep updated antivirus and 
spam filtering software onyour computer and mobile devic-
es. 

For additional Information check out the following  links: Social 

Engineering and Security Through Education. 

http://www.brookdalecc.edu/oit
https://brookdalecc.njvid.net/showvideo.php?pid=njcore:51708
https://brookdalecc.njvid.net/showvideo.php?pid=njcore:51708
mailto:helpdesk@brookdalecc.edu
mailto:helpdesk@brookdalecc.edu
http://www.brookdalecc.edu/documents/oit/vmwareaccess.pdf
https://brookdalecc.njvid.net/showvideo.php?pid=njcore:51708
https://www.youtube.com/watch?v=hM6l0BehFgE
https://www.youtube.com/watch?v=hM6l0BehFgE
http://www.social-engineer.org/


Brookdale 

employees can 

purchase Microsoft Office 

Professional Plus 2013 and 

Office for the Mac 2011 for 

home use for only $9.95. The 

package includes Word, Excel, 

PowerPoint, Access, Outlook, 

InfoPath and OneNote. For 

additional information, go to  

Info& Forms tab on 

Share.Brookdalecc.edu and 

search for Microsoft Home Use 

in the document library for 

purchasing details. 

Did you know... 

 

 

 

 

 

Need Help? 
 

Visit the OIT web site for  

technology related information 

and  documentation: 

http://brookdalecc.edu/oit 

 

Contact the OIT Help Desk at: 

HelpDesk@brookdalecc.edu 

(732) 224-2829 

 

 

Additional Resources 
Employee IT  Handbook  

OIT FAQ’s 

MyBrookdale Mobile  - iOS 

MyBrookdale Mobile - Android 
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Outlook Tip: How To Use Search Folders to Find 

Email Fast! 
Managing your email can be an exhaustive and daunting task. Outlook 2013 Search 

Folder is a feature for organizing your inbox, managing email, and increasing 

productivity. Search folders allow you to create custom search strings so that you no 

longer have to re-type a search over and over to retrieve information. 

 

To create a new Search Folder: 

1. Launch Outlook 

2. Click the Folder tab from the 

Outlook Ribbon 

3. Click New Search Folder from the 

New group 

 

 

Microsoft provides a number of useful 

default searches you can choose from, 

such as “Mail sent directly to me” or 

“Mail from specific people.”  Scroll 

through and choose from one of the 

many default searches or select Create 

a custom Search Folder to configure a 

custom search.   

 

 

Click the Criteria link to begin the wizard custom search configuration set-up process. 

 
 
After you add a custom search, the 
folder will appear below the 
standard email folders as shown 
below.  
 

 
 
 
 
 

 
For additional information, go to following video tutorial, Using the Advanced Custom 
Search Criteria 
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https://share.brookdalecc.edu/info/Pages/default.aspx
https://share.brookdalecc.edu
http://www.brookdalecc.edu/oit
mailto:HelpDesk@brookdalecc.edu
http://www.brookdalecc.edu/documents/oit/newhire-it-manual.pdf
http://www.brookdalecc.edu/oit/faqs/
https://itunes.apple.com/WebObjects/MZStore.woa/wa/viewSoftware?id=462291972&mt=8
https://play.google.com/store/apps/details?id=edu.brookdalecc.mobile
http://www.brookdalecc.edu/oit
https://support.office.com/en-us/article/Video-Use-advanced-criteria-in-a-custom-search-folder-e75b8cfa-3140-4654-974e-3dc1f223ac65?ui=en-US&rs=en-001&ad=US
https://support.office.com/en-us/article/Video-Use-advanced-criteria-in-a-custom-search-folder-e75b8cfa-3140-4654-974e-3dc1f223ac65?ui=en-US&rs=en-001&ad=US


IT Connect 
 

Quick Reference Guide for New Employees 
 
How do I change or reset my password? 

Use the NetID password management system to change and reset your password, as well as look-up your account 

information (i.e. user name, 7 digit employee ID and Library access number). NetId is accessed from the 

MyBrookdale link located above the main navigation Brookdale Community College website.  
 

What information resources are accessed using my NetID user name and password? 

Your NetID user name and password provide access to your desktop or laptop computer, the Brookdale SharePoint 
Intranet, Email, Canvas, Library resources,  WebAdvisor, wireless network access and other Brookdale IT resources.  
For additional support, please contact the Help Desk at 732-224-2829. 

  

How can I check my email from the web? 

You can access your email using the Outlook Web App (OWA).  To access your email from any web browser, go 

to the Brookdale Community College website, click the MyBrookdale link and  select Employee Email link. Enter 

your NetID user name and password. 
 

Can I receive my Brookdale email on my mobile device? 

Yes, you can configure your mobile device to receive your Brookdale Email.  For detailed instructions on 

configuring email on your mobile device, visit the OIT web site >Services & Support>Email  and refer to View Self 

Help Resources at the bottom of the page, for your specific device. 
 

What programs are installed on my Brookdale issued computer? 

 All Brookdale issued desktops and laptops have the following applications installed: 

 Microsoft Office 2013 (Word, Excel, PowerPoint, Outlook, OneNote, InfoPath, and Access) 
 Internet Explorer, Firefox and Chrome web browsers  
 Adobe Acrobat XI Pro 
 Specialized software, based on division or department needs, may also be installed.   

 

Where can I backup my files? 

Your Brookdale issued computer has a network drive, H: configured for your use.  Files saved to the networked 

H: drive are backed-up nightly.  Access your network share by clicking on the Computer icon on your desktop.  

Your  H:drive name (FirstInitial/LastName) is located in the left navigation panel. 
 

Where can I get support for my desktop/laptop? 

Please contact the Help Desk at HelpDesk@brookdalecc.edu. Or call: (732) 224-2829. 
 

How do I connect my mobile device to the wireless network? 

  If you are familiar with your device's wireless configuration interface, use the information below to connect to 

  the Brookdale wireless network.  

 Network SSID: brookdale-wpa2 

 Security/Encryption:  Depending upon your device, these options will vary; select any of the following; 

WPA2, 802.1X Enterprise, or Enterprise or 802.1x EAP. 

 Username/Identity: Enter lincroft\user name (i.e. lincroft\jsmith) 

 Password: Enter your NetID password and SAVE/JOIN.  4 

https://netid.brookdalecc.edu/
mailto:helpdesk@brookdalecc.edu
http://www.brookdalecc.edu/
http://www.brookdalecc.edu/oit/service/email-faculty-staff/
mailto:HelpDesk@brookdalecc.edu

