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Network

Servers

· Chinook 
File Server

\\chinook\users\UserName = My Documents
\\chinook\New public documents




\\chinook\shared files\UserName



\\chinook\DeptName
· PrintServ
Print Server

\\PrintServ
· Zephyr

Application Server (Timesheet , Compliance programs and others)
\\zephyr\applications.  
Logon

· Passwords expire every 40 days

· Passwords must be minimum 8 characters
(with at least 1 number/symbol and mixture of upper/lower case)

PC and Network acceptable use policy

· Read related policies (found in employee manual)
CHINOOK\New Public Documents\Policies\Employee Manual\Employee Manual.pdf

· With few exceptions, the agency’s computer systems and network are for business use only – No expectation of privacy.
· You cannot install any software, updates, or patches on your workstation.

E-mail / Voicemail
· Outlook 2010 / Exchange 2010
· Web mail (https://webmail.pscleanair.org/owa)

· ShoreTel  Communicator: voicemail notifications ; Record name and greeting.
· UserName@pscleanair.org
· E-mail management training (See Stella Nehen or John Anderson)
Remote Access
· VPN (SonicWall / NetExtender client from remote locations)
· Office WiFi CleanAir-Public  pass = cleancars; CleanAir-Staff pass=CleanAir4All
Training (computer or otherwise)
· See Susan Campbell 

Technical Support
· Technical issues - send e-mail to: Help Desk
· Software operation - seek assistance from other staff in your department.
Accessing ShoreTel Voicemail System 

From an outside line:

· Dial the Agency number (206.343.8800)

· When you hear the greeting, press #

· You will be prompted to enter your extension number

· You will be prompted to enter your password/pin

· Once in the voicemail system, see the quick reference guide for all of the options

From any internal phone:

· Dial extension 7000

· When you hear the greeting, press #

· You will be prompted to enter your extension number

· You will be prompted to enter your password/pin

· Once in the voicemail system, see the quick reference guide for all of the options

From your desk phone:

· Press the button next to –Vmail on the console screen

· Enter your password/pin

· Press the button next to Ok on the console screen

· Once in the voicemail system, see the quick reference guide for all of the options

From the ShoreTel Communicator:

· Click on the Voicemail tab

· Select a voicemail from the list

· Click on the play button
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