Changing computer workstations
In the event there is no IT staff available to service a faulty desktop computer, here are the steps to follow to get up and running at an alternate workstation;

· Locate a vacant cubicle in your area that has a functioning computer

· Login to the computer using your user name (firstname space lastname) and password.

· Locate a printer close by and make note of the printer name located on a label affixed to the printer.

· Open the Internet Explorer browser and navigate to the OPM Intranet site located at http://www.ct.gov/opmathome/guestaccount/login.asp you don’t need to login.
· Navigate to the Office Technology section using the left-pane menu.

· Utilize the job aid named “Add a new printer” to assist you in installing the printer for use.

· Utilize the job aid named “Accessing email outside of OPM” to enable you to reach your email, contacts, calendar, etc that you would normally use your Outlook desktop software to access.  Outlook will not function for you at a new computer until configured by IT staff.

· You will be able to access all of your normal network shared files, i.e. your “N:” drive, but will NOT be able to access any files on your “C:” drive, such as your “My Documents” folder.

· Utilize the Telephone Tips or Telephone Tutor job aids to forward your telephone number to your new location. 

· If you feel up to the task, you can also swap out defective components of your desktop computer (keyboard, mouse, cpu, etc.) with a vacant computer.  Just notify IT staff when they are again available.
