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NETWORK BASICS

Our Network connects computers, phones, printers and other
equipment together within the City.

The Server on the Network stores databases and software in a
central location that network users can access.

You can only access the network by signing in with a user name and
a password.

Each User has their own folder on the network and can only be
accessed by the user and IT Administration.
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LOGGING ON TO THE NETWORK

Select the “Ctrl”, the “Alt” and “Delete” keys to activate the log-on
screen.
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Type in your user name and password. Note: It is case sensitive.

You only have three tries to log in correctly. After the third try, the
network will lock your out. IT will have to issue a new password.

You are responsible for keeping your password secure. Do not share
your password with anyone else. Do not write down your password and
leave it where others can see it.

Passwords are required to be complex. Your password must be at least
8 characters long and include at least 3 of of the following 4 categories:
uppercase, lowercase, number, special character.
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LOGGING OFF
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2. Select the Log Off
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3. Click Log Off
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When sharing a computer with other employees, always log off the
computer when leaving, even for a short time.
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RESTART and SHUT DOWN

N
8
™~

1. Select the Start button

i Internet B My Recent Documen ts F
Internet Explorer
_ @ My Computer
-mail
icrosoft Office Cutlook
@’ Control Panel
it

Microsol ft Office Word 2003 e a Printers and Faxes

Microsaft Office Excel 2003 p search

Crystal Reparts 9 E (R Doos

=m

2. Select the Shut Down
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Shut Down
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DESKTOP

When you log on to the
network, your screen
will open to a “desktop”
with shortcuts to your
own User Folder as well
as different software
programs.
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Double click on a short
cut to get to a folder or a
program.
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TWORK FOLDERS

= Your “user folder’/’'my
documents” is your main o

File  Edit W“iew Tools Help

folder to keep all your QO 3| s s |15 5 X 9

MESS IE Ut zidal

d O C u m e n tS . Mame ~ Size | Type | Date Modified

ICAccreditation File Falder 1/30/2007 5:10 PM
/ I Analysis Data File Folder 4/1/2008 3:04 PM
I annual Physicals File Folder 2/11/2008 1:31 PM
[CS)Benefit Survey 2007 File Folder 2/11/2008 11:09 AM
[C)Bi-wWeekly Reports File Folder 1/23§2006 12:21 PM
[)Budger File Folder 2/26/2008 12:17 PM
| IcERT File Folder 372008 3115 PM
[Dcodes File Folder 2/11J2008 11:09 AM
IC)Commendations_Commissions File Folder 11/28/2007 950 AM
|C)correspondances File Folder 2/11]2008 10:08 AM
IC)Crystal Reports File Folder 1/3/2008 3:37 PM
| Disciplinary File Folder 2J11}2008 10:08 AM
L |C)Disposition of Douments File Folder 2J11/2008 1:37 PM
[ | YO u Can C re ate ad d I tl O n a [)Employee Survey 2004_Data File Folder 6/22/2006 9:39 AM
|[C)Evaruation Maps File Folder 2/11j2008 11:12 aM
- - 111 i:?Favurites File Folder 7/28)2006 &:40 AM
fo I d e rS Wlth I n yo u r u Se r - | EFD Computers File Falder 2/11j2008 1:40 PM
|CIFD Product Sales File Falder 2/11/2008 4:19 PM
1}) - |C)FireProgram File Falder 4/2/2008 10:28 AM
folder” to keep organ ized. S s on
IChGrants File Folder 3/24/2008 3:50 PM
[C)Gtievances File Folder 2/11/2008 11:34 AM
[CIHarbor Shores File Folder 2/11/2008 11:35 AM
[C)Hurticane Frances File Folder 9/8/2004 1:21 PM
[C)Hurticane Jeanne File Folder 5/26/2005 ;00 PM
[IHydrants File Folder 2/11]2008 1:42 PM
K I Inkerview & Application Info File Folder 2/11]2008 11:36 AM
I Irweactinatione Fila Faldar 1011 QEPNNS 7147 B

| Microsoft PowerPaint - [ ... IE} zidol
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CREATING NEW FOLDERS

Open your “User
Folder’/"My Docum
and select “File”.

Select “New”

Select “Folder”

Type in new n{ne

Propetkies

Close

| Benefit Survey 2000
|C)Bi-Weekly Reports
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HE Data Transfer To AS400

Microsoft Office Access Application
E;] Microsoft PowerPoint Presentation
L@] Microsoft Office Publisher Document

Serif PhoboPlus Picture
ch SOL File

=) Texk Document
(=] Wave Sound
& Microsoft Excel Worksheet
£ winzip File

| Date Modified

IC)IFD Computers
IC3IFD Product: Sales
IC)FireProgram

@Forms

B Rebeka.doc
(53] rab_024.mpa
2] Safety Logo mix
[12) Safety Logo.mix
E]7-107-a.jpg

B T-107-0.3P6
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& eekly Repart (2).xls

>

280 KB
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16K8
147 KB

Microsoft Waord Dac...
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Microsaft Excel Wor...
Microsaft Excel Wor...
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Siide 6 of &
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Default Design

)
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FleFerder
File Folder
File Folder

File Folder

1/30/2007 5:10 PM
4{1/2008 304 PM
2{11/2008 1:31 PM
2{11/2008 11:09 AM
1jZ5{2006 12:21 PM
2426/2008 12:17 PM
3{17/2008 3:15 PM
2{11/2008 11:09 AM
11)28/2007 9:50 AM
2i11/2008 10:08 AM
1j3{2008 3:37 PM
2i11/2008 10:08 AM
2§11/2008 1:37 PM
622 /2006 9:39 AM
2§11/2008 11:12 AM
Fi26/2006 G40 AM
2/11/2008 1:40 PM
2i11/2008 4:19 PM
422008 10:28 AM
2{11/2008 2:00 PM
3i24 /2008 3:50 PM
2§11/2008 11:34 AM
2{11/2008 11:35 AM
982004 1:21 PM
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SAVING DOCUMENTS IN FOLDERS

When you click on
“Save”, the first option to
save in is typically the
“My Documents” folder —
Your “My Documents”
folder is your “user
folder” on the network
server.

Save your files in you
“My Documents” or a
shared department folder
on the network server.

Or browse to your
“Desktop” and double-
click a shortcut to
another location to save
your files.

I Save As i 2=
Save in: ID My Dacuments j @ - Q X Cy EF~ Toos-
Y I History
- =) IEM
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Documents jl .
=My Music
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My Computer
.
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eCe
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@ PFD Admin
Desktop P FO Inspections
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_,) S imaging on ‘mdimg’ (53
My Documnents  fse* Removable Disk (E)
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z 3%5 P Zidol
My Computer
_‘} e name:  J5avTRG A DOCUMENT doc | Save
Iy Mebwork =
Places Save as bype! IWord Document (*.doc) j Cancel Ly
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DOCUMENT RETENTION

Florida's records management program promotes the efficient,
effective, and economical management of public records. Proper
records management ensures that information is available when and
where it is needed, in an organized and efficient manner, and in an
appropriate environment.

Records management is more than retention, storage, and disposition
of records; it entails all record-keeping requirements and practices
that allow an organization to establish and maintain control over
information flow and administrative operations. Florida's records
management program is authorized by section 257.36, Florida
Statutes and applies to public records as defined in 119.011(11), F.S.

A link to the State of Florida’s General Record Retention Schedule
can be found on the City’s Intranet.
http://fl-mountdora.civicplus.com/index.aspx?nid=549
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SAVING DOCUMENTS IN FOLDERS

Click on a folder within
your user folder where
you would like to save
your document.

Because the “User
Folders”/”"My Documents
are backed up daily, files
In your network user
folder can be restored
even If the network fails.
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= Select “File”
then select
“Print”

= This window
shows which
printer your job
will print to.

PRINTING

'@I Agenda_042308.doc - Microsoft Word

B O LoY

Edit  Wiew Insert Faormst Tools Table

Mew...
2pen...
Close
Save

Save fs...

Save as Web Page...

File Search. ..
Permission
Wersions, .,

‘Web Page Preview

Window  Help

Adobe PDF  Acrobat Comments

Mormal + Bold, - Times Mew Roman

o |
EE %@

BBy By By By FHMalme

EERE R R 5

.|

[Mount Dora Firefighters Retivement Fund
Board of Trustees Meeting
April 23, 2008
Meeting Starts at 8:30 a.m.
Mount Dora Fire Department

= The drop down
will show you
other printers
available to print
to.

CITY OF

Page Setup,..
1300 N. Dennelly Street — Conference Room
(., Print Preview
(& print... CirltP Agenda
Send To »
2=
rPrinter
»
Mame: % I -&o Vimdprrt\FIRE Copier - Ricoh Aficia 2035e PCL & j Properties |
q h 7, 2008
Sl il . Find Printer... I
Tvpe: RICOH Aficio 2035 PCL & 2] x|
where: 10.0.0.67 Fire Depkt FIRE_Co R
Comment:  FIR-PRY? 10.0.0.67 Fire Dept (. 2 \ndprrtiFIRE Copier - Ricoh ficio 2035€ PCL 6 Poperies Plan Benefit |
rPage range ftatug l Pt FIRE FindPrinter. . | | | Enhancemen

& al Where: w ™ Print to fils
i Current page i) on Cornrnent: (\‘ﬁ Adobe POF ™ Manual duplex.
' Pages. rPage rangs |

& Al é hp deskiet 6122 series = N GE.&3.
Enter page numbers andfor page ranges " Current pg
separated by commas. For example, 1,3,5- " Pages: r r-\a Microsaft Office Dacument Image Writer ¥ Collate

Enter page rf =
Primt what: IDocument separated by | | ) Questys TIFF Printer
Print: I.qll pages in range Print what: [Document EGE

Prin: W Pages per sheet: 1 page -

Scale ko paper size! Mo Scaling -

Opkions. ..

Options. ..

E. Feview [Efer Iem salem et - LHent Eenenil Enhancement
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PRINTING

@ngenda_ﬂ423l]8.doc - Microsoft Word
© File Edit Wiew Insert Formst  Tooks Table Window Help  Adobe FDF  Acrobat Comments
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= If you know that
your desired

Mount Dora Firefighters Retirement Fund

printer is set as | A i

_ April 23, 2008

a default, you ; A

a 1300 IN. Domnnelly Street — Conference Room

can click on the
printer icon on :
the menu tab to : L Call to Order

II. Roll Call

p rl nt O n e C 0 py - : 0.  Meeting Minutes from March 7, 2008

Iv. Unfinished business

Agenda

- A Review Pension Crdinance Proposal Eegarding Plan Benefit Enhancement
B. Review letter from Saletn Trust - Client Benefit Enhancement.

V. INew Business
. A Distribute copy of Actuarial impact statement from GR&3.

B. Approval of Invoices:
GES - Actuarial Report and Emplovee benefit statements $3.825.
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VIEWING FOLDERS

Select “View” button
to select which view

you would like to see.|
/

File Edt View Tools Help

& zidol

Edit Help

File Wiew  Tools

»

OBack - o - l? |pSearch H:" Folders | [@ @
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V]
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61 KB Micro el Wor,,,
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Microsaft Excel War ...
TP Fila
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ddress [ - - : JE"EIEHWW — W -
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il < I a9 - O @ e - el
= == — 2 e 1] B
i RER
First Look Fro Flyer.pubs qresnTIME SHEETS.apt Ground Hog Days Hood System HOCSIER COUNTY.doc
Manual.pdf Tornado Invoic... Inspections.dac

Tiles
/rDate Mc -
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1/16/20
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ack. s INVOICE rpt 3 rnsa Povpsienls e Foider 20112008 1:31 P
LiBanafit Survey 2007 Fie Folder 21172008 11:00 80
LB Weekly Repoits s Folder VRAII006 12121 P
Iy N [lF Fil Foldes Z[R[2008 12:17 MM
&2 g2 | LICERT il Folder 31 7/2008 31574
Hal ol (Cndes e Folder 1172008 11106 A
L Commendations_Commissions Fde Frider VUFRI2007 9:50 AM
LComespondances Fie Foider 21172008 10:08 M
LSEMS Communication  Mazik Scholarship ~ MD FIRE-RESCUE 2.jpg ™MD MD Streets.xls mueller list.xls CCrystal Rrpoets e Fokder L 357 P
List. doc Award doc FIRE-RESCUE-BLKGr. . 3 Discolrary i Fokdor 211172008 10:08 4M
L Epesition of Documents e Folder 21172008 1:37 PH
Erplerves Survey 20 _Data Fie Frides 2212006 9:39 24
@ %j @ %j @ - 3 Euneriation Hags e Friier 21172008 11112 M
e S Favortes File Folder TIRATI006 8:40 A
“ LIIFD Computers Fde Frider 1172008 1:40 74
(IFD Product Sales File Foider 211172008 4:19 PH
NFES_1C5-207.dot auk of service - Patient Transpart Preparing for your  Primary Care Physicians R-104-2.3PG j;:"”"' : m ;i?:‘;‘;:mlgz :
hydrants.doc Study.doc Tnspection.doc . '
CiGeanks e Fedder 32472008 2150 PH
L Grevarces Fie Folder 21172008 11:34 AM
CiHarbor Sheres. Fie Folder 21172008 11:35.8M
CHurricans Frances File Folder SIRIZ00A 1:21 PR
(barricans Jeanne e Fride 2412008 4
bydeants Fie Foides 21112008 1142 P
> (CInterviow & Appleation Info File Foider 21172008 11:36.8M
i  Inumetinarions i Erdvios SAMATHINE 3147 Db 2
o= [ | supec LA SRS
e 70k Oefoui Dosign w
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USING OUTLOOK

= Outlook is where you will find the City’s email. Outlook can also be
used for your own personal calendar, task and contact
management.

= Click on this shortcut on your desktop to open Outlook.

OUTLOOK 2003.Ink

= You will automatically be opened to your own email account.

[8] 1nbox - Microsoft Outlook —|=l x|
‘ Fle Edt View @o Tools Actions Help  Adobs PDF Type a question for help ~
HESIRAN= R N Y 3 Forward | 2 sendjreceive ~ | BpFind [ | @ Tvpeacontact tafind  ~ | (@) !

Folder List

AllFolders || Arran

=1 6 Maibox - Zido, Lyri]
Cdendar -

[ 5] Griine
OB 2@BVE 22m
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READING EMAIL

Inbox - Microsoft Dutlook - |ﬁl Iil

| If you CIiCk Once File Edit Wiew Go Tooks Actions Help  Adohe PDF Type a question for help

Sibew ~ | & 23 XK | CaReply SEReplyto Al (5 Forward | Y SendjReceive - | 2pFind (5 | [ Typeacontacttofind - t@)!

82na\r/]|eevr\;]ﬁlll-’tla¥gu W PROBATIONARY PROCESS SOP.doc

. = €6t Mailbo - Zida, Lynrd Hanson, Philip
an e I 0 n th e rl ht (| Calendar ) Green, Jans To: Peters, Joseph
p g = &5 Contacts Cc: Zido, Lynn; Snowberger, Ronald
I | Handheld 5y || 1) Grustzmarfier, ichael Attachments: 2PROBATIONARY PROCESS SOP.doc (36 KE)
an S I e &) Deleted Item -

1 Deleted Sparn [+ Guscott, Maureen , ) ) )
i i5 the Probationary SOP with the corrections you requested.

(depend i ng On %;r;:;s & Hanson, Phiip Taks, Phil

the View you H - - s
have selected)_ //EEEE;' i ’

Or double click to B g P e B
fu | Iy 0 pe n th e - (=1 Hanson, Philip wed 3726
Jd Journal

Emailing: Hybrid.z.,, @
ag =
e m al I Ite m (=1 Hanson, Philip Tue 3/25
= [ Sent Trems MEW &MMESED AREAS
& Tasks (=i Hanson, Philip Sun 323
L-.i Search Falders PROBATIONARY P, 0
=l £ Public Falders «|| (=1 Hanson, Phiip 3/13/2...
- 4 » Garage employees .., ©
= Double click on e EL AT

=N ERE RN COMPUTER ISSUES -
attachments to o Slows
O p e n th e m u p . Jb'startl J Ilgl Inbox - Microsoft Outl... E FirePrograms | @ Microsoft PowerPoint - [... | |J%@® ﬁ'{!@ 2137 PM
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READING EMAIL FROM
OUTSIDE THE NETWORK

= Microsoft Outlook Web Access - allows City employees to
access their City email account using their network user name
and password via the Internet.

= Tolog on to Outlook Web Access go to
https://mail.ci.mount-dora.fl.us/owa

= Oryou can browse to the City’s website at
http://www.cityofmountdora.com and click on “Departments” then
click on “Employee Portal”, login with your network username
and password, and click on Outlook Web Access (OWA)

W CITY OF
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SENDING EMAIL

Inbox - Microsoft Outlook

File Edit WYew Go Tools Actions Help  Adobe PDF

13 ” -
| SeleCt NeW and then onew ~| S 73 X | gReply fReply to Al 5 Forward | L Send/Receive ~
Select “Mail Message”. vy o |
Post in This Folder — Crr4-shift+3 m

) PROBATIONAF
[j Folder... CheHShift+E Hanson, Philip
] .
. . Ll Zearch Folder...  Ctr4Shift+p To: Pfeters, Jnseph
A blank email will open
. p . Mawigation Pane Shortcut. .. her, Michael Attachments: ‘E_]PR
HH Appointment Chrl+Shift+a I —
4 aureen _I . .
8 Untitled - Message (HTML) : jﬂﬂ"ﬂeetlng Reguest  Chrl+Shift+3  EEEEEEEE— Here is the _F'rDbatI(
Fils Edt Wew Insert Format  Togs—Tctions Help Contact Chrl+Shift+C Thanks, FPhil
1=1 Send ¥ B i) Attach as Adobe POF | (1 8| =2 1 0 | ¥ 2] Options... AY | @
e S B e s ke AL IR istribution List  CErH-SHIFEHL
wodsCaligrapy - 10 - | A B 7 U [[E]
| Task Chrl+shift+k
To..
= T Task Request Chrl+5hift-+1
| Journal Enkry Chrl+5hift+3 hilip Mon &t
| . Cirlpshifeen  (Eragaem O
hilip wed 3/26
gl tF ChrH-Shift+x ¥
nkernet Fax rl+5hi hybridesz... ©
Choose Farm. .. hilip Tue 325
Jutlook Data Eile. .. [EAED AREAS
7] Tasks s Philip Sun 323
2 Search Folders PROBATIONARY P.,, D
tublic Folders +|| =1 Hanson, Philip 3/13/2...
| » Garage employees .., O
re— =1 Hanson, Philp 3{13/2... -
HEE S k]2 COMPUTER, 155UES -
s
| ﬂ |}18] 1nbox - Microsoft Outl... [ FirsPrograms | (& vicrosoft po

#start| | (O] inbox - Micr... | |5 Untitled - ... |[5 Untitled - .. B2 FrePrograms | ] Micrasof Pa... OB 28 BVE 24sem
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ATTACHING A FILE TO EMAIL

Test - Message (HTML) = x|
Fille Edit  Wiew

Farmat  Toaols  Actions  Help
% B3 B (& ) T AtachasAdobePDF |G & (53 ¥ B | ¥ [ [ ogtions... AF g’”!

Arial > 10 -

i=13end

= Click on “Insert”. v |

. e | File Edit Wiew | Insert | Formatk Tools  Ackions
(1 | 7
elect F| e T . ,
= |
[ | . S Eile. .. brach a r
This is a test email Tkem...
.
Lynn Zido
u e e C a. I e S yO U Adiministrative Assistant Signature 4
Mownt Dora Fire Departme: - —_
want to attach coxpreorne || Tow | fen izorikal L
. Mownt Dora, 7L 32757 Horizonkal Line
(352} 7357120 e —
2) 383-0881 - FAX e A
(g T e Picture. ..
Inscrt File eI | Hyperlink. ..
|@mes Ale-aa X o + Tools = .
Mame Size | Type * | Date Madified | l
\ IZIjMﬂ\GNET LABELS. xls | 21 KB  Microsoft Excel Wor...  3j14/2007 8:15 AM
My Redent Edperformance Appraisal.xls SOKB Microsoft Excel Wor... 8/11j2005 12:56 PM
B IZIJF‘erFormance Appraisal-Exermpt, xls 80 KE Microsoft Excel Wor...  ‘9j6/2006 3:04 PM
@B\ood pressure card-side 1.pub 197 KB Micrasaft Office Pu. 1/14/2003 11:22 aM
@B\ood pressure card-side 2.pub 20KB  Microsoft Office Pu...  1j9/2003 2:32 PM
Deskkop lﬂﬂagenda rauting Form.doc 26 KB Microsoft Word Doc...  10/30/2007 2:36 PM
Iﬂﬂappre\catmnl .doc 257 KB Micrasoft Word Doc...  4/17/2007 4:08 PM
@appre\catmn.doc 2BB KB Microsoft Word Doc...  1J29/2007 5:46 PM |
Jbadgezdoc 6,084 KB  Microsoft Word Doc,..  10/8/2007 5:20 PM
My Documents Iﬂﬂbadgea‘doc 4,720KB  Microsoft Word Doc,.,  10/9/2007 4:41 PM
lﬂﬂbadge‘doc 2,774 KB  Microsoft Word Doc,..  1)9/2008 5:48 PM
» g lﬂﬂb-cardsz.duc 220KE Microsoft Word Doc,.,  5/25/2005 1:29 PM
j lﬂﬂb-cards‘duc S9KE Microsoft Word Doc,.,  12/22(2004 3:59 PM
My Computet | B hirthday card-front doc 1,080 KB Microsoft YWord Doc..,  B/31/2004 Z:15 PM E
- lﬂﬂbus\nsss card - PENSION.doc 233KE  Microsoft Word Doc,.,  5/27/2005 4:10 PM
."1? B business card.doc 215KB  Microsoft Word Doc...  11/14/2006 2:17 PM ograms | 2 Crystal Repo... | 3] orientation 2... | ] Basic comput... | &1 city of Maun.. | B T Ve
My Metwork, 8] card, doc 253KB Microsoft Word Doc,., 442007 12:13 PM
Places @Eard-ba:k‘duc 19KE  Microsoft Word Doc,..  11/15/2004 11:53 AM
lﬂj:ard-ﬁunt.du: 822 KB Microsoft Word Doc,.,  10/8/2003 2:12 AM
lﬂj:ard-ﬁunt-thankyuu.duc 211 KB Microsoft Word Doc,.,  12/15/2004 9:58 &M
IﬂjCertificate of appreication.doc 250KE  Microsoft Word Doc,.,  5/18/2006 1:25 PM
WA rTvE BFFASE (F LTARTITY dae P%WR Mlicrocaft Wiard Nor ANRIZING 117 B |
File name: I d Insert | -
Files of type: [allFiles * %) | |LEEI J

————— 3 AS|C Computer Skills




SENDING EMAIL

Click on “To..” and a list of
City Employees’ addresses £ unied_essoge ()

File Edit “iew Insert Format T ns Help

will be displayed or type an =TT Y U Y 1 o 8,3 1 8| ¥ ] Douon.

—
email address directly in H
Type Mame or Select Franm Lisk: Show Mares from the:
“To” line. o | | ]
lobal Address List -
= | ©
bisct: | Mame | Business Phone | Office
. S I Garrett, Carol |
Double click on as many
Gianikas, Gus

names as you would like to Ce .
send an email to. They will G, s

be listed in this box. —
You can also copy to others Bl
by clicking in the “Cc” box e e
and double clicking on > ||
names.

Select “OK” when you are —
done.

Advance d w oK Cancel I

Q Inbo - Mic 2 Unititled - Me...”m EFirePrograms | lQ:I Microsaft Pa. .. | ,ﬁ

W CITY OF
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SENDING EMAIL

ﬁ Sample Subject - Message (HTML) ;Iilﬂ

Ele Edit Wiew Insett Format  Tools  Actions  Help

i=igend |l S | # B @B 2 0 T8 AttachasAdoberDF |G S (54 7 B | ¥ [ [ ogtions...

= Typeina 7 s S0 -JAIB U
subject line. | e

1] =

i

111
4
i
¥
I
e
il
[T

ISampIe Subject

= Type in your - This is & sample e-mail for training purposes d
mesSage.
= Click “Send” to
email.
[

[Untitled - Massage (HTMLY |

m‘ Startl J @ Inbox - Micr... | _ﬂ Untitled - Me. .. ” _ﬂ Sample Su... E FirePrograms | @ Micrasafk Pa... | |J%@ @ &K!E 2156 PM

W CITY OF
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CANNOT BE DELETED UNTIL

Public Records

EMAIL RETENTION

DELETE AS SOONAS NO

RETENTION DATE EXPIRES:

LONGER NEEDED:

Transitory Messages

Policies and directives -
Office business N
correspondence

Work schedules, assignments
Meeting agendas, minutes

Document that initiates,
authorizes or completes a City
transaction

This list is not comprehensive, please refer to the State of
FL General Records Retention Schedule

W CITY OF

Unsolicited e-mail “junk”

Announcements of approved
City social events

Cc:, bcc, of original message
FYI copies of originals
Notifications:

Spam filtering

Meeting request responses

Email delivery and/or
receipt notifications

DORA B AaSIC Computer Skills



EMAIL POLICIES

The Email System is to be used for business
purposes only.

Do not send jokes or junk email on the City’s Emaill
System.

Employee’s use of the emalil may be monitored by
the City.

Review the entire |.T. Policy on the City’s Intranet for
details about the email policy.

Basic Computer Skills



INTerNET
and
INTraNET




‘ SAFE INTERNET PRACTICES

E How YOU can help safeguard the City’s network
from the Internet environment:
2 Only access websites to perform daily duties

2 Do Not download any application from the
Internet (unless instructed by I.T.)

o Internet pop-ups: Click Close [XI button only

2 Do Not access personal web mail

————— 3 AS|C Computer Skills



‘ SAFE INTERNET PRACTICES

E Non-Approved Programs :

« P2P File Sharing Programs
« Instant Messaging Programs
« Internet Radio Programs

= Personal emall clients

W CITY OF
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CITY INTRANET

Access to shared Citywide processes/resources:
Internal employee events/news
Department information
City Approved Forms

City Website Link

Employee Contact Info Lists
Computer Training

HR/Employee Benefits Information
Policies

Basic Computer Skills




CITY INTRANET

ﬁ-“ﬂ""";—m /,/ /"‘\"'" —
: ) '

90({;2 72274

Intranet

The Emgleyes Intranst is designad 1o g e you with useful tocls and information. Please = :

refer to the Inf n Technology Policy H f r City Computer, Email, and Internst RS 7_/ &
usage guidalines e e City’s computer network and the Intemet implies you have Catendar S erts

read and agree to abide by the policy.

The Intranet can be accessed from any computer by browsing to
http://www.cityofmountdora.com and clicking on “Departments” then

“Employee Portal”.
T CITY OF
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Telephone Reference Guide

Put a Call on Hold

While you are on a call, press Hold.

The indicator light to the right of a line on
hold blinks slowly. To return to the call, press
the line button where the call is being held.

Transfer a Call

1. While you are on a call, press Transfer.

2. When you hear the dial tone, dial the number to which

you want to transfer the call. You can dial an internal 4 digit
extension or you can dial 9 and then a 7 or 10 digit external
phone number.

3. As soon as you hear ringing, wait until the recipient answers,
announce the call, and then hang up.

W CITY OF
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Telephone Reference Guide

Call Park — Park a Call
1. While you are on a call, press the Park softkey Button
2. Dial the 4 digit extension that you want to park the call at.

*The call is parked until someone retrieves it, the caller hangs up, or the
Call Park timer expires.

oIf the Call Park timer expires, the call returns to your telephone.

*To unpark a call, press Unpark, dial the extension and press Unpark
again.

Call Park — Retrieve a Parked Call
Pickup the call at the extension where it is parked.

To retrieve a parked call from a different extension, hit the PICKUP button
on a phone and dial the extension where the call is parked.

Basic Computer Skills



Telephone Reference Guide

Initialize Your Voice Mailbox
1. Pick up the handset and press the VOICE MAIL button,
2. The Shoretel voice prompts guide you through the steps\to
create your password and initialize your mailbox.

Access Your Messages (Log In to Your Mail Box)
from Your Shoretel Telephone

1. Pick up the handset and press VOICE MAIL butt
2. Enter your password and press #.

Access Your Messages (Log In to Your Mail Box)
from Any Internal Shoretel Telephone

1. Pick up the handset and press VOICE MAIL button.
2. At the password prompt, press * then #

3. At the prompt, enter your extension number.

4. Enter your password and press #..

W CITY OF
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Shoretel Communicator

Manage your calls and voice mails in Shoretel Communicator Software

1. From the Contacts tab, you can add contacts to see the status of other
telephone extensions,

2. From the Voice Mail tab, you can listen, save, forward, or delete your voice
mails.

3. From the History tab, you can see call log history.

| @ Windows Dial Call Tools View Help
%Prim_aryphonev_ @ ._- -_Er - =
4. From the Directory tab, you can view the ﬁhm e
phone directory. - .
5. From the Call Details tab, you can see details
about a particular call.
6. From the Speed Dial tab, you can create one

button speed dials.

Basic Computer Skills



Telephone Reference Guide

For instructions on more features of
the telephone system, refer to the
Intranet home page and select on “|
Dept Topics” and “Shoretel
Telephone System Documentation”.

http://fl-mountdora.civicplus.com/index.aspx?nid=575

Basic Computer Skills
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WORK ORDERS
(ConnectWise)




ConnectWise
IT Work Order System

To enter a new work order for the IT Department, send an email to
help@ci.mount-dora.fl.us from your Outlook program.

Enter a summary of the problem in the subject field, and enter a detailed
description with print screens if available in the description field. The
email will enter a new work order ticket and the IT Staff will be notified via
email of your request.

Or click the link on the Employee Intranet
to “Email a Work Order to IT”

GOVERNMENT DEPARTMENTS RESIDENTS

IIIIIII
Search Mount Dora

rrrrrr
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Information Technology
Policy Manual

Refer to the Employee Intranet for access to the Information Technology
Policy Manual.

http://fl-mountdora.civicplus.com/DocumentCenter/View/578

W CITY OF

MOUNT _ _
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http://fl-mountdora.civicplus.com/DocumentCenter/View/578
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Thank you for
your
participation

B | CITY OF
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