Your Map to What You Need to Know
For Your New Computer

READ THIS FIRST!

See Pages…

Ready to connect everything and turn your computer system on?



Important policies, and how to stay out of trouble.



Your passwords, and how to work with them


Basic steps (walkthrough) for getting logged onto the computer

and onto the Internet (and any other steps regularly taken,

like checking email or doing MIS).



Maintenance – Things you are required to do on a regular basis.

· Windows Update – Run once a week  **REQUIRED**

· Symantec Live Update – Run once a week  **REQUIRED**

· Back up your data – Recommend doing once a week or as necessary 

More instructions and procedures

· Basics on Lotus Notes email


· How to run other programs and where to store documents

· Other tips and tricks


· Troubleshooting

· Other information


Need help?

Your first point of contact is Harold Jones at the state office:

Phone:  916-979-2030 x117


Email:  Harold L Jones

If you have an urgent situation and Harold is unavailable, you may contact your Regional Customer Service Provider (RCSP) or your MIS IT Customer Service rep:

Your RCSP is Dustin Gray:


Phone:  503-326-2346

Email:  Dustin J Gray
Your MIS IT CS rep is Robert Spencer:

Phone:  916-979-2030 ext. 104

Email:  Robert T Spencer

For MCI password resets or Lotus Notes password resets, you may call ATAC directly:


Phone:  877-944-8457


Email:  ATAC

For VPN password resets, you may call your RCSP or your MIS IT support person directly.
�This could also include a “parts list” showing what they should have received.  It should also include a list of things to check (like the date and time) once they first get logged in.  It could also include information on special needs (e.g., power inverter for generators, special Internet connection, etc.).


�This could also include information about taking the Security Training.


�I’m thinking this would be Jack’s instructions. 
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