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The information provided in this manual introduces the most commonly
needed information for staff receiving or using a new DCFS computer,
laptop or tablet device. Please read all items carefully.
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Technology Refresh Introduction

DCFS along with the Office of Technology Services has entered into a new 48 month lease agreement with
Dell computers to provide updated devices to staff. As a part of the hardware technology refresh, there
are also multiple changes to the software technology installed on the devices. These software versions and
settings are part of the new statewide standard configuration settings that are being applied to all devices
to provide for a more secure, manageable and stable computing environment. The changes you will see
related to your new equipment include a new:

e Operating System — Windows 10

e Login Screen — OTS SWE domain

e Login Screen — Micro Focus

e Antivirus and Encryption Software — McAfee Endpoint Protection
e VPN software and Connection — Cisco AnyConnect

e Microsoft Office Tools — Office 2016

e Microsoft Email Client — Outlook 2016

e Webmail and Phone Email Login

e Dameware Remote Control

e Application Catalog

NOTE — Due to our leasing contract, nothing should be affixed to the new computer/monitor/Docking
equipment. For example: stickers, taped notes, etc.

NOTE — Restrictions placed on each workstation will prevent unauthorized installation of all non-DCFS
approved software. If a particular software program is needed that is not provided, your supervisor should
follow the appropriate procedures for requesting that software through the Service Desk support center.

New Device Types

There are two new types of devices being deployed for DCSF staff: A laptop model Latitude 5480 and a
Tablet model 5285. Both of these devices are leased as part of a new 48 month lease agreement with OTS
and Dell Computers. A description of each model and all components is provided below:
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1. Standard Laptop PC Model - Latitude 5480 (Figure 1)
What’s in Your Kit — The complete Laptop model kit includes:

1. Dell 5480 Laptop PC 5. Carrying Case
2. 23” Monitor 6. Laptop Power Supply/Wall Charger
3. Docking Station 7. External Keyboard
4. Docking Station Power Supply 8. External Mouse
Figure 1
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Other Ports, Slots and Buttons on the Laptop Latitude 5480

1234

SYSTEM FRONT VIEW
. Dual array microphone
. Camera
. Camera status light
. Dual array microphone
. Display
. Battery and charge status light
. Speaker

NOoO b, WN R

SYSTEM BACK VIEW
. Network Port
. Fan vent
. microSim card slot (not included)
HDMI Port
. USB 3.1 Port
. Power Connector Port

OUTAWN R

SYSTEM LEFT SIDE SYSTEM RIGHT SIDE
1. Type-C Docking Connector 1. Headset/Microphone Port
2. USB 3 Port 2. USB 3 Port
3. SD Card Reader 3. VGA Port
4. Lock Slot
1 2 3 12 3
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2. Standard Tablet PC Model — Latitude 5285 (Figure 2)
What’s in Your Kit — The complete Tablet model kit includes:

1. Dell 5285 Tablet PC

2. Detachable Keyboard 8. Tablet Power Supply/Wall Charge
3. 23” Monitor 9. Tablet Power Bank/Charge

4. Docking Station 10. External Keyboard

5. Docking Station Power Supply 11. External Mouse

6. Carrying Case 12. Stylus Pen

7. Tablet Sleeve

Figure 2
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Other Ports, Slots and Buttons on the Tablet Latitude 5285

SYSTEM FRONT VIEW
1. IR Camera Status LED
2. IR Camera
3. IR Emitter
4. Ambient Light Sensor
5. Front Facing Camera
6. Camera Status LED
7. Kickstand Auto-release Pegs

SYSTEM BACK VIEW
1. Fingerprint Sensor (Optional - Not
Included)
. NFC sensor (Optional — Not included)
. Rear Microphone
. Rear Facing Camera
. Kickstand
. micro SD Slot (underneath kickstand)
. micro SIM Slot (underneath kickstand)

NOoO bk WwWwN

SYSTEM RIGHT SIDE

SYSTEM LEFT SIDE
1. Headset/Microphone

1. Type-C Docking

Connector Port
2. USB 3 Port
2. USB 3 Port
3. SD Card Reader 3. VGA Port
' 4. Lock Slot
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Connecting to the AT&T LTE Network
The standard Tablet PC comes with a built-in Cellular LTE card to provide internet service to the device after the card is
activated. In order for the card to be activated, DCFS management must approve and submit the request to AT&T.

The SIM card on the Tablet PC’s is accessed on the bottom of the tablet behind the tablet kickstand using the following steps:

1. Turn the tablet over, with the screen facing down and open the kickstand all the way
2. Slide the cover over the SIM card to the right and pull up. (See Figure 3)

3. Push SIM card up forwards towards the top of the device to release the card

4. To replace the card, push the SIM forward into the slot until it locks into place

Figure 3

Unidentified network
Once the AT&T LTE service has been activated, click the radio
bars icon in the system tray at the bottom right and then click
the “Cellular” button On (color changes to blue) to connect to
the internet using the service providers network anytime cellular
data service is available. parklink

Verizon Wireless (LTE)
Connected

Click the Cellular button again (color changes to gray) to 026DF4
disconnect from the cellular data service. * Secured

Cellular Connection

9478bf

ATT536
Secured

ATTARARIQAt

work setting:

2 all @
Mobile
Airplane mode  Cellular hotspot

o YBM
5/31/2017
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Before You Begin

For your initial logon, you must be physically connected at an Agency Facility and hard wired into the
network. If you are using a laptop or tablet model device, the following is required:

- Physically Located at an Agency Facility

- Laptop PC or Tablet PC with detachable keyboard
- Docking Station and Power Supply

- Network Cable

- Optional: Laptop Power Supply/Wall Charger

Logging into the Computer/Network

1. Anytime the device is turned on or woken up from sleep or hibernation mode, the computer will show
the default lock screen as shown in Figure 3 below.

Figure 3

Attention: This

be u Division of Administration
te of Lot support of busin

Office of Technology Services

Tuesday, January 16

2. Press the space bar to activate the login screen shown in Figure 4 below. Select “Other User” from the
bottom left of the screen then enter your account username and password, then press Enter or click the
right arrow on the screen next to Password.

For Official Use Only
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Figure 4

2

Other user

Sign info: SWE

ow do | SRS anOthefitie it

Initial Configuration — New Desktop

The new Windows 10 desktop is shown in Figure 5 below.

Figure 5
W

3:51PM

O [ £ P WH PCc-Manual-Windo PpH%EI0QY ¢ L@ e &3
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The Start button is still in the lower left of the desktop. It has changed to a flat Windows Logo that looks
differently depending on your mouse pointer being away from the button, hovering over the button or
clicking on the button as shown in Figure 6.

Figure 6

Default Hover Pressed

The Start Menu

To open the Start menu, click the Start E button in the lower-left corner of your screen or press the

Windows logo key E on your keyboard. The Start Menu will appear as shown in Figure 7 below.

Figure 7
Office 2016

)~ Acrobat Reader DC

c F 0% UE| x 3

E Calculator
Stickies Outlook 2016 Word 2016 Excel 2016
Calendar

Camera i a l‘ a N ; P g
> o !

l Cisco v ) Skype for PowerPoint

Notepad Voice Recorder Business 2016 OneNote 2016 2016

E Connect

O Cortana E g

D Calculator File Explorer Snipping Tool

B o

l DocumentDirect 4.4

E

XH Excel 2016

)

G
@ Q Get Help

€) Google Chrome

¢

e Installed Programs are listed alphabetically on the left side of the menu.

e The Shut Down button is the Power Icon shown above the windows logo. When the Power icon is
clicked, the menu will provide options for Sleep, Shutdown or Restart.

e The Logout icon is shown above the Power and Settings icons. When the Logout icon is clicked, the
menu will provide options for Sign Out and Lock.

For Official Use Only
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e The search box on the Start Menu is hidden by default. To search for programs and/or documents,
click the Windows logo and start typing as shown in Figure 8 below.

D @ Filters \v/
Best match
m» PC-Manual-Windows10.docx
Microsoft Word Document
Last modified: 1/16/2018
Documents

W PC-Manual-Windows7.doc

R pe-man ——

e The right side of the screen provides access to commonly used applications.

Automatic Screensaver Activation

The screensaver will activate after 10 minutes of inactivity. To deactivate the screen saver, either
move the mouse, or press the space bar.

Power Management

After 15 minutes of inactivity, the monitor will turn off to conserve power. Move the mouse or press
the space bar to activate the monitor.

Installing Software

The DCFS Applications folder on the desktop contains links to Web Applications, a link to install printers and
the link to OTS Application Catalog.

DCFS
Applications

For Official Use Only
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< | DCFS Applications - o x

V 3
A || > DCFS Applications v @/ | Search DCFs Applications »
A Name - Date modified Type Size
¥ Quick access
2 ACESS 2/1/20181:06PM  Intemet Shortcut 1K8
M Desktop ~ # o
) CAFE 2/1/2012 1:06PM  Internet Shortcut 1KB
& Downloads # 5 EBT WebAdmin 172018 107PM  Internet Shortcut K8
Documents ] FA Web System 2/1/2018 :07PM  Internet Shortcut 1KB
(=] Pictures ] Family Assessment Tracking System /172018 1:07PM  Intemet Shortcut 1KB
D Music 2] InfoPac 2/1/20121:08PM  Intemet Shortcut 1KB
& Videos ] LASESweb 2/1/20121:08PM  Internet Shortcut 1K8
# | Louisiana SDM 2/1/2018 1:08 PM Internet Shortcut 1KB
& This PC &) Moodle 2/1/20181:09PM Internet Shortcut 1KB
I Desktop ] OTS Application Catalog 2/1/20123:30PM  Internet Shortcut 1KB
t::j Documents a Policy Management 2/1/2018 1:09 PM Internet Shortcut 1KB
& Downloads 2] Printer Installation 2/1/20183:31PM  Intemet Shortcut 1K8
b Music .ij QATS 2018 1:10 PM Internet Shortcut 1KB
e 7] Reflection 0121:05PM  Intemet Shortcut 1K8
; = TOTS Provider Web Portal 018 1:10PM  Internet Shortcut 1K8
B Videos 2] Vibe /172018 1:09PM  Internet Shortcut 1KB
‘& Windows (C:) ) WebFocus /1/20181:06PM  Intemet Shortcut 1KB
== JDESSELL (\STW
== STWDHOME (\\!
== STWDDATA (\S
== TDRIVE \\STWD v
17items 1 item selected

The OTS Application Catalog will show items available for installation.

To install software, select the desired software and then click the Install button.

- =]
@ @ http://sweisbappscem swelagov/otssoftwarecatalog/ O ~ & || @ Application Catalog x (% e
Welcome, SWE\jdessell
Y nReE E Tl My Application Requests My Devices I
BROWSE BY Showing 1 - 2 of 2 results
Category Publisher NAME VERSION PUBLISHER CATEGORY REQUIRES APPROVAL
Al T Document Direct ASG No
@  Groupwise Messenger No

ASG Document Direct

No description available

policatios

More Details Start installing

Microsoft: System Center
Configuration Manager

State of Louisiana - OTS First  Prev 1 Next Last

For Official Use Only
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Notification of installation will appear on screen.

APPLICATION INSTALLATION

4 Please wait while the application that you
% requested is being prepared.

Do not close this page until the status reads Complete.

Status: Connecting to server

OTS Application Catalog will announce that installation has started.

e @ http:/sweisbappsccm.swe.la.gov/otssoftwarecatalog/ O ~ & || @ Application installation resuft X | | ]

Welcome, SWE\jdessell

PYsllle= e ReEIE sl My Application Requests My Devices

BROWSE BY
Category Publisher

All ASG Document Direct

Application Installation

V Your application installation has started.

The appl will install on your computer and you will be notified when the application installation finishes

Q) Back to Application Catalog

State of Louisiana - OTS

For Official Use Only
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Notification that installation is complete will display, click OK.

[L) Software Center X
f Technology Services

F{% Software installation is complete

ASG Document Direct 4.4.2.1

The software installed successfully and can now be used.

For Official Use Only
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MS Outlook 2016 opening for the First Time

MS Outlook 2016 has been preinstalled. Double click the icon on the desktop to get started. m Click

Next on the first two message boxes.

Welcome to Microsoft Outlook 2016

Welcome to Outlook 2016

Outlook helps you manage your life with powerful tools for email,
calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Back Next > Cancel

Microsoft Outlook Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outlook to connect to an email account?

e =

The next screen will automatically be populated with needed information and will change to the image on

the right below. Click Next.

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

Your Name:

Example: Ellen Adams

E-mail Address:
Example: ellen@contoso.com

Password:

Retype Password:
Type the password your Internet service provider has given you.

() Manual setup or additional server types

Add Account X

Auto Account Setup
Outlook can automatically configure many email accounts.

John Desselle

E-mail Address: John.Desselle.DCFS@LA.GOV
Example: ellen@contoso.com

O ‘Manual setup or additional server types

" c—
< Back Cancel

For Official Use Only
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The following message shows the status of the Outlook configuration. Once it is complete, click on Finish.

Add Account X Add Account X
Searching for your mail server settings... Searching for your mail server settings...
Configuring Configuring
Outlook is completing the setup for your account. This might take several minutes. Qutlook is completing the setup for your account. This might take several minutes,
v Establishing network connection v Establishing network connection
=3 Searching for John.Desselle. DCFS@LA.GOV settings v Searching for John.Desselle. DCFS@LA.GOV settings
Logging on to the mail server v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[[] change account settings Add another account...

Next > Cancel s ((Fnen 1) cancel

As with previous versions of Outlook, a copy of all email will begin downloading the first time the application
is opened. It will show the progress at the bottom of the screen. Depending upon the amount of email, this
may take a while.

Inbox - John.Desselle. DCFS@LA.GOV - Outlook

Send / Receive Folder View Q Telt me what you want to do...
¥ | ¢ ) 5 : e = 3 1 »> —
(=7 o | TXlgnore x £ 2 | [72 Meeting Move to 3 To Manager gi) @ ) I =i
. ‘J % Clean Up - 2 > < 5 (1- F*')d 3 Team Email v Done I, O-)N u[i&c LU ooy | AddessBook S
New  New elete  Reply Reply Forward [ . ~ S % love Rules OneNote Unread/ Categorize Follow ‘ourier
Email heme= | &6 Junk = pi [ More E2 Reply & Delete ¥ Create New = G e U Y Filter Email = =
New Delete Respond Mave fags Fina WinZip Courter ~
4 Favorites < rch Current Mailbox £ Current Mailbox =
Unread Mail1 : = hn D e
All  Unread By Date ~  Newest ¢ John Desselle Kerry Chaney (OTS); John Dessele - 9:38 AM
4 Today RE: 2018 DCFS Rollout pre-event instructions o
4 John.Desselle.DCFS@LA.GOV g 4
{ John Desselle i
Inbox 3 4 RE: 2018 DCFS Rotlout pre-.., 93I8AM | =
P Just as 2 reminder to myself Just as a reminder to myself for when we are back in the office:
Drafts i
Sent tems
Deleted ltems 4 Yesterday
Junk E-Maill John Desselle
Nevs Feed Win10 - Skype Tue 3:43 PM
3 When taking screenshots for
Outbox
John Desselle
hasiadec tvres RE: VPN - Win10 Tue 3:18 PM
RSS Feeds Doing a Network login from
Search Folders

£

= T o
ltems: 192 Unread:3 2 Reminders: 1 Lcnn(nzclo:Mu'o;:ﬂi.(:nange [ @ - ] + 100%

Please allow time for your email to download. Depending on the number of messages in your mailbox,
this process may take a few hours. The device needs to remain connected to the network during this
process. You will know it is finished updating by looking at the status bar at the bottom of the Outlook window.

= - i + 100%

For Official Use Only
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Outlook Web Access — When utilizing Outlook Web Access on the internet, the user name

will be entered as swe\username.

In order to access webmail, go to hitps://webmail.la.gov.

The Domain Log in should be SWE\username.

Do not use DCFS\ in front of your username

Outlook and WinZip

How to manage the zipping of items being sent through Outlook.
To turn off automatic zipping of all files being emailed through Outlook
Open Outlook

(0 ]\

Outlook 2016

Go to File

Send / Receive Folder View Q Tell me what you want to do...

= lgnare x t:;i @_ E;:; E2 Mesting TZIRESLIH’!ES

Clean Up ~ Team Email v Done

3} To Manager

NEW  NEw Delete  Reply Reply Forward [ pore - © _| Move Ru
Ermail Hems- 4 Junk~ Al | & Reply 8 Delete ¥ Create New v -
Mew Delete Respond Quick Steps ® M
;i <
4 Favorites Search Current Mailbox .. J© | Current Mailbox ~ 22 Reply [ Reply All (5} Forward

Go to WinZip Courier Options

Account Information

/) JoeSkaggs@lagoy
A Microsoft Exchange

F Accaount Settings
at}

Change settings for this account or set up more
connections,

ctions.
Settings - Access this account on the web.
hitps://webmall.la.gov/owar

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or

Automatic not available to respond to e-mail messages.
Replies
= Mailbox Cleanup
=3 Manage the size of your mailbax by emptying Deleted ltems and archiving.
Cleanup
Tools

Go to Attachment Options

For Official Use Only
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[
Password: |

Sign in
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[} WinZip Courier Options X

Cloud Service
Automatically upload attachments to a Cloud service

Attachments

Automatically zip attachments

@ Zipping options... Zip Attachment name

Conversions
G Automatically apply conversions to files befare zipping
8 [ Encrypt by default Encryption options...
[ Convert to POF by defautt Convert to PDF options...
[ Resize Images by defautt Resize Image options...
[ Watermark by defautt Watermark options...

Check for Updates

How often should Courier check for updated versions?
ﬁ Update options...
Registration
'l:-) Enter your registration code to activate Courier
y
& Registration... Purchase...
Close

Uncheck “Enable attachment zipping”

,J . Attachments Options >
-
Zip Attachments b
EI] Enable attachment zippilg ]
E
L But ask me before zipping attachments when
[] the combined size of all attachments is less than 52| MB r
. [ the number of attachments is less than 5
= And never zip attachments with the following file extensions:
q | .
Single Attachments |
[ Mlow conversion of a single attachment without zipping I
Dont zip single attachments smaller than 0= KB _
Diont zip single attachments with the following file extensions:
i Zip;zipx; T=;arc;arj;bz;beZ;cab;gs;img;iso;jar;lha;lz
h;pgp;rar;taz;the;thel;tgz; te;wm=; Ws=; vE5; = |
i Resst extension list to default setting
/! L
Cancel |

For Official Use Only
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Zipping and encrypting attachments on a single email

In the toolbar there is an option to zip and to encrypt attachments. Select these options and the files will
be zipped and / or encrypted.

Q Tell me what you want to do.

e

ile Messag ns n urier
= G - = = AR l "
o Calibri (Boc= |11~ A & = -2~ ke [22] & [UJ 0
Cop Yi _,z
Paste B I U |®-A.E==|e=5= Addres Check Attach Attach Signatur
- ¥ Fomat Paint B A "7 Book Mames Filew ftem~
Clipboard Basic Text MNames Include
To Email Administrator;
ce.
Send
Subject [ Test Zip Email
5 testidt
ttached
E arie

Test Zip Email - Message (HTML)

Attach Large Files
Email fror

B Attach file Zippedl] & Encrypt

B Zip Attachments

£ Convertto PDF
esize Images

Watermark Images

If you choose to encrypt a confidential file, you will need to enter a password for the file. The password
must contain at least 8 characters, including letters and numbers. You will need to share this password

with the recipient of the file.

AT LRI —
Unzip/Share

Files A -

Files

Edt  Backup  Tools Settings  View  Help

test.zip

Actions
Linzip All Files

Browse & Manage Files Decrypt

A password is required to decrypt files

Y Frequent Folders

g

Enter password:
L‘ This BC |
& 187 GB free of 235 GB
b - EHldethe password

x

nvert & Protect Files
en adding files to this Zip file:

| Encopt

@ Network

[[]1itemn(z)

Incanh Skannc (1]

Zip File: 1 item(s), 12 Bytes

Saving Files to the Network Drive

o
oF ) Options

Save or Share Zip

& Unzip to: y
CiUser..\Documents

W

DO NOT keep important work documents on the C:\ drive. Save them instead to a network home directory,
called the H:\ drive or a shared directory, called the S:\ drive.

Any documents saved on the C:\ drive will be lost if the workstation is re-imaged or if the hard drive fails.
The network drives have limited space. For this reason, DO NOT copy your entire C:\ drive to your H:\ drive,
or move any unnecessary files to the network. Only work related documents that need to be backed up

should be stored there.

For Official Use Only
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Family Services

To save a MS Word document to your H:\ drive, click on the “File” tab in the upper left corner of MS Word

and click on “Save As...”

Document2 - Word

Open

@ Recent Today
ﬁ~ PC-Manual-Windows10_Jan2018.docx

o =| Documents » NewRollOutManual » Win10

@, OneDrive m:- PC-Manual-Windows10.docx

" =| Documents » NewRollOutManual » Win10

{Q This PC ﬁ- JohnD - Week ending January 19 2018.docx
=] H: » WeeklyReports

o= AddaPlace Yesterday
m:;: PC-Manual-Windows10_Jan2018.docx
4=| H:» Documentation » Win10

Browse

i5= PC-Manual-Windows10_Jan2018.doc

Click on Browse to locate your H:\ drive.

Document2 - Word

& OneDrive Today
- Win10
EE] This PC Documents » NewRollOutManual » Win10
=
Yesterday

o= AddaPlace

Win10

H: » Documentation » Win10

Browse -
- This Week
Win10

Desktop » NewRollOutManual » Win10

1/18/2018 1:22 PM

1/18/2018 9:03 AM

1/18/2018 8:27 AM

1/17/2018 3:27 PM

1/17/7018 224 DM

X
Sign in

X
Sign in

Look for your username in the next window. The full name of your H:\ drive will most likely be covered up,
but it is in the form of “<your username> (\\STWD-CLUSTER-STWDUSERS-SERVER\STWHOME) (H:)” and is

below Windows (C:)

[F Save As X
N ﬁ > ThisPC > Documents > v O Search Documents r
Organize ¥ New folder == >
[ This PC A Name Date modified Type
I Desktop Custom Office Templates File folder
f_j Documents NewRollOutManual File folder
‘ Downloads
J) Music
&=/ Pictures
E Videos
i Windows (C:)
== STWOHOME (\'
- @ v < >
File name: v
Save as type: | Word Document (*.docx) v
Authors: John Desselle Tags: Addatag
[[] Save Thumbnail

A Hide Folders Tools ~ Cancel
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Select a folder into which the document will be saved. A new folder can be created by clicking on the New
folder button and then entering a name for the folder, then hitting Enter on the keyboard, then clicking
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the Open button. Click on “Save” to save the document.

[ save As X [ save As X
- v Rgcumentation > Win10 » v o ch Win 2 - v A [« Win10 > Newfolder v o rch | Id 2
Organize ' - @ Organize v New folder - @
B This PC Name - Date modified Typ == JDESSELL (\STW A Name - Date modified Type
[ Desktop Images 1 ACTEMP No items match your search
B Documents @ PC-Manual-Windows10.docx 1 Zeninstallers
i D @5 PC-Manual-Windows10_Jan2018.docx 1 ARRemedy
. 1 Cajun
D Music
DameWare
=/ Pictures
& videos Databases-Wol
. Documentatiol
‘& Windows (C:)
EnableFontUse
== JDESSELL (\\STW
STWDHOME (\\! Excel Bamples
= vl i€ > Firewall Vi £ >
File name: | Doc2.docx v File name: | Doc2.docx v
Save as type: Word Document (*.docx) v Save as type:  Word Document (*.docx) v
Authors: John Desselle Tags: Addatag Authors: John Desselle Tags: Addatag
[ Save Thumbnail [ Save Thumbnail
~ Hide Folders Tools v Cancel A Hide Folders Tools [ sve [ concel
The document is now saved to your network home drive (H:\)
There are multiple ways of accessing the document. One way is detailed below:
Click on File Explorer near the Start button on the desktop
CI k “ h H ”
ick on “<your username> (<server name>\<server share>\) (H:)
n < | File Explorer = o %
Home Share View o
M s > Quickaccess » v Search P
F t folders (8) "
v
v ¥ Quick access riequeEntioldens.to)
[ Desktop Desktop Downloads Documents
This PC This PC A=) This PC
$ Downloads 'm * »n C = 'm
= Documents
S| Pict Pictures Images New folder
- S e This PC 1 This PC\Documen..A\Win10 [ /DESSELL(WSTWD..AWin10
Images L=
New fold
SIS Win10 Win10
Win10 I This ..ANewRollOutManual 3. DESSELL..\Documentation
Win10
v & This PC ~ Recent files (20)
[ Desktop
mmn  FileExplorer,jp umen Win10\Images
| Documents P9 7
‘ Downloads w] PC-Manual-Windows10_Jan2018.docx
J! Music @-| Doc2.docx NST..\New folder
| Pictures SaveWordDoc-5,jpg
B Vvideos SaveWordDoc-4jpg Win10\Images
‘s Windows (C:) SaveWordDoc-3,jpg 1a\Win10
{:‘- JDESSELL (\\STWD-CLUSTER-STWDUSERS-SERVER\STWDHOME) (H:)POC'ZJPQ This PC\Docu RollOutManual\Win10\Images
== STWDHOME (\\STWD-CLUSTER-STWDUSE + [ SaveWordDoc-1,jpg This PC\Documents\NewRollOutManual\Win10 v
28 items =
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If you created the file inside a folder, double click on that folder, then double click on the file.

h + wano = 0 X [TTE 0+ Nertoda -~ o x
oh °
. R
.

' < 471> THsPC » JDESSELL (\STWD-CL ouse ) 04) > > Winl0 > v 0] | Search Wini0 2| e 4 11> ThsPC » JDESSELL (\STWD-CH

> Winl0 » New folder V|G Seschewlode »

2 Windows (C) . Windows (C)
= IDESSELL (WSTWD-CLUSTER-STWOUSERS- = IDESSELL ()STWD-CLUSTER. STWDUSERS-
= STWDHOME (\STWD-CLUSTER-STWDUSE a2 STWDHOME (WSTWO-CLUSTER-STWDUSE

Sitem:

Note: Avoid creating deeply nested subfolders with long names on the network. Files that have long
names nested within deep subfolders will not be saved by DCFS backup software and will be
unrecoverable if the file is subsequently damaged or lost.

Find/Install a Printer

How to Install a Network Printer (Find/Install Printers)
Identify a network printer by its Printer Name from the first line of the Identification Label on the desired
printer.

Click on the Install Printer link on the IT - Helpdesk page found on the Intranet to install printers. To access
the Intranet, open Internet Explorer and go to http://intra. The process is the same as when previously
using iPrint. There is also a shortcut to the printer installation page in the DCFS Applications folder on the
desktop.

Select the drop down box next to “Select your Parish” and choose your Parish.

e W https://webapps-dev.d.. © ~ @ € || Y Printer Selection < L0 e

DEPARTMENT OF CHILDREN & FAMILY SERVICES

STATE OF LOUISIANA

Printer Management Please provide the following information.

Install Printers

Fields marked with an * are required.

Location Information

* Select your Parish
Allen
Ascension
Avoyelles
Beauregard
Caddo
Calcasieu
Catahoula
Claiborne
Copyright ® 2005-2010 Louisiana Department of Children and Family Services. All | [SUbUIGT]
East Baton Rouge
East Feliciana
Evangeline

* Select your Office Address

* Select your Floor

For Official Use Only
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Select the drop down box next to “Select your Office Address” and choose the office’s street address.
- a X

e W https://webapps-dev.d... © ~ @ & || W Printer Selection x|[T|a o ve 8@

DEPARTMENT OF CHILDREN & FAMILY SERVICES

STATE OF LOUISIANA

Printer Management Please provide the following information.

it i * 2
Install Printers Fields marked with an * are required.

Location Information
* Select your Parish

* Select your Office Address

* Select your Floor

5825 Florida Slree! Suite 20100
627 N. Fourth Street - Ibervnlle Building
Blvd. Suite 4

Copyright © 2005-2010 Louisiana Department of Children and Family Services. All Rights Reserved.

Select the floor from the drop down box next to “Select your Floor”.

e M https://webapps-dev.d... © ~ @ & || W Printer Selection x|[T|a o ve 8 @

DEPARTMENT OF CHILDREN & FAMILY SERVICES

STATE OF LOUISIANA

Printer Management Please provide the following information.

it i * 2
Install Printers Fields marked with an * are required.

Location Information

* Select your Parish
* Select your Office Address [627 N. Fourth Street - Iberville Building |

* Select your Floor

This will display a list of printers. Choose the printer and click on Install, located next to the printer name.
&« “https webapps-dev.d.. O ~ @& C | W Printer Selection e { %@

DEPARTMENT OF CHILDREN & FAMILY SERVICES

STATE OF LOUISIANA

Printer Management Please provide the following information.

Fields marked with an * are required.

Install Printers

* Select your Parish

* Select your Office Address [627 N. Fourth Street - Iberville Building V|

* Select your Floor 7th v

Printers at your Location

” Install Printer " Printer Name A V " Printer Type ” Printer Location A V ”
| Install DCFS-S092P0733 Lexmark C935 7-229-1A
| Install DCFS-S092P0716 Lexmark Opira T644 7-237-11A
| Install DCFS-S092P0715 Lexmark C935 7-237-11A
| Install DCFS-S092P0717 Xerox WorkCentre 7855i 7-237-24A

For Official Use Only
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Confirmation message about installing chosen printer.

Add Printer Connection

Do you want to add a printer connection to
L . % \\s-pmps-dcfs01.swe.la.gov\DCFS-5092P0708?

After clicking Yes following screen will show status of installation.

G @ http://s-pmps-dcfsdlswel. O ~ C || @ DCFS-S092P0708 on s-pmp... =

A U] DCFS-S092P0708 on s-pmps-dcfs01.swe.la.gov

vew |

Document List

Properties
Device Status

All Printers ’ -
| PRINTER ACTIONS

ause
esume

Printer Queue: Ready ~ Waiting Time: 0
Pending Documents: 0

Printer Installation

o

Checking network connection ...

Pl

Cancel All Documents
Connect

The printer is now successfully installed on the workstation.

G @ http://s-pmps-dcfsOlswel. O ~ & || @ DCFS-5092P0708 on s-pmp... (=]

DCFS-S092P0708 on s-pmps-dcfs01.swe.la.gov

Printer Queue: Ready ~ Waiting Time: 0
Pending Documents: 0

Document List
Properties
Device Status
All Printers

The printer has been installed on your machine
| PRINTER ACTIONS

use

Printer Installation

Wl
o

Click here to open the printers folder on your machine

vl

esume

Cancel All Documents
Connect

To make the printer the Default Printer and to print a Test Page, click on the link ‘Click here to open the
printers folder on your machine’

For Official Use Only
Last Saved on: 4/17/2018 1:48:00 PM -25-
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Right click on the new printer and select Set as default printer.

e Devices and Printers
A Fa > Control Panel > Hardware and Sound > Devices and Printers

Add a device Add a printer See what's printing Print server properties Remove device

v Devices (3)

¥V 9=

DCFS311DN72L Generic PnP USB Optical
Monitor Mouse

v Printers (6)

DCFS'SC‘ See what's printing ftware  Microsoft Printto  Microsoft XPS Send To OneNote
on 5 nter PDF Document Writer 16

s-pmps- Set as default printer

weila.go Printing preferences

Printer properties

Create shortcut

| & Remove device :
— i01.5we... State: . Network Connected Status: 0 document(s) in queue

T JoubleHoot Model:  Lexmark Universal v2
- Properties Category: Printer

Click on OK from the Printers message:

Printers X

|, Setting this printer as default means
Windows will stop managing your
default printer.

o | (]

Right click on the new printer and select “Printer Properties”
Click on “Print Test Page.” This window will vary with different printers. But there will always be,a Print Test
Page button. The test page should be waiting at the printer.

5 \\s-pmps-dcfs01.swe.la.gov\DCFS-SO92P0708 Properties X

General  Shaing Pors  Advanced Color Management  Secury  Configuration Ovedays Forts  About

=
E=v IDCFS-5002P0703] ‘

Location: | 627 N. 4th St, 7-300-42A ‘

Comment: [ Lexmark T644

Model: Lexmark Universal v2

Features

Color: No Paper available:
Double-sided: Yes
Staple: No

Speed: 50 ppm

Maximum resolution: 1200 dpi

Preferences... Print Test Page

2 Lexmark Cancel ovly e

Repeat this process to select and install any other required printers.

For Official Use Only
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Changing the Default Printer

Click on Start and type printers then click on Printers & scanners. Click on the printer needing to be set as
the default printer and then click on Manage.

(] 33 Filters \/

Printers & scanners

Add p

Best match

Printers & scanners
System settings

Settings

Ll Change advanced color management
settings for displays, scanners, and printers

£ printers|

Click on Set as default. That printer is now the default printer. A test page can be printed from here.
settings = |3 %

@& DCFS-SO92P0704 on s-pmps-dcfsOl.swe.la.gov

Manage your device

Printer status:  Idle
Open print que Set as default
ster

Have a question?

Remote Control

To better serve employees, DCFS I/T uses remote control to aid in troubleshooting issues.
DameWare Remote Management is the tool used to accomplish this.

IH

DameWare allows DCFS I/T to see what the user sees and “take control” of a workstation to assist in

working through issues.

When a user calls the User Support Center (USC), they will be asked for their IP Address. That information
is found by double clicking the PC-Info icon on the desktop. The IP Address needed is the IPv4 Address
which starts with 10.xxx.xx.xx. If a displayed IP Address starts with anything else, this indicates a
connection to a VPN and cannot be used for remote access.

/- PC-Info

It may be a good idea to double click on PC-Info and write
down the Computer Name of your computer and save in a
secure location. If you are unable to get into your
computer, this information will still be needed when USC is
contacted.

For Official Use Only
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The user is notified of a connection being requested when they see the following notification:

DameWare Mini Remote Control X

The following user is requesting permission to
connect to your computer via remate control.
Please choose either to
Accept [Yes) or Decline (No).

User ID: jdessell
Logged on As: jdadmin
From: 8TW5DZ1

Count down: 109 seconds

@ E Accept i

Decline

Accept must be clicked to allow the

DameWare Mini Remote Control

MRC Notification

connection. The user’s desktop will turn black

once the connection is made and the MRC

Notification will appear:

ePortal

Updating Personal Information

It is important that your information is kept up to date, especially after any location, phone or position

MRC Notification
User ID: jdessell
Logged on As: jdadmin
From: 8TWSDZ1

change! Keep your Profile current by opening Internet Explorer and going to ePortal, located at

https://eportal.dcfs.la.gov, enter username and password, click Login.

e

a W hitps://eportal.defs la.

File Edit View Favorites Tools Help

£ ~ @ C | @ One SO Platform

“iNetia

NetIQ® Identity Manager

Username
Enter your username

Password
Enter your password

To verify/edit your personal information click on “My Profile”.

Verify your contact information.

For Official Use Only
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e A https://eportal.dcfslag.. © ~ & C || 94 Directory Search e
File Edit View Favorites Tools Help
NetlQ Identity Manager 1=}
‘Welcome John Identity Self-Service Work Dashboard Roles and Resources Administration Logout Help
INFORMATION MANAGEMENT A
= 72 @ =
sword Search List f s - U
< My Profile Basic Search.
Eaeclory, Search Search for User
S 2 Item Category Expression Search Term
[Last Name V| [starts vith VI
Change Password
[@ My Seved Searches @ Advanced Search
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If any information is missing or incorrect, Click on ‘Edit Your Information’ and adjust as needed.

= o X
e @ https//eportslociilag. O = @ C || 8 My Profile x &
Fde Edit View Favorites Jools Help
NetlQ Identity M a -
etlQ Identity Manager
Weicome John Identity Seif-Service Work Dashboard Roles and Resources Administration Logout Hedp
INFORMATION MANAGEMENT &
Z 2 -
Change Password Detail 7@ -
My Profile John Desselte
Directory Search [ q
£~

PASSWIORD MANAGEMENT A I€ A
Change Password

First Name: John

Last Name; Dot el

CN: Meszed

Title: Systam Administaie

Department: OTS EVGIDCFS Support

Email: QLAGOV

Telephone Number:

Address: 627 N Fourth Street

city: Eaton Rooge

State: LA

zIP: oe02

Parish: EBR v

Change Password in ePortal
Click the Change Password link on the left to change your network password. Click Submit when finished.

- (m] X
G @ hitps://eportaldcfslag., O~ @ C || @ Change Password X (=3
File Edit View Favorites Jools Help
NetlQ Identity Manager t =
Welcome John Identity Self-Service Work Dashboard Roles and Res es A ation Logout Help

INFORMATION MANAGEMENT A
Change Password

Change Password
My Profile
Directory Search Please change your password.
= = Your password must have the following properties:
< - ; - * Minimum number of characters in password: 8
Change Password - M number of sin p :8

You must use numbers in your password.

+ First character of password cannot be numeric,
* Minimum number of numeric characters in password: 1

The password is case sensitive.

+ Minimum number of uppercase characters in password: 1
* Minimum number of sin i1

You cannot use special characters in your password.

You must use a unique password.

Hint: Hint was not defined
Old password:

New password:
Retype password:

st | v

For Official Use Only
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Virus Protection

The approved DCFS application for Virus and Adware/Spyware protection, on Windows 10, is McAfee
Endpoint Protection. This application is loaded during the imaging process. Virus, Adware/Spyware and
Encryption protection are managed centrally through McAfee management servers.

McAfee status: OK

Hover the mouse over the McAfee icon in the _ G 11:15 AM
' v o b qx
system tray, it should say McAfee status: OK. O @@ = = 1/17/2018 [

OTS WHQO TO CONTACT FOR SUPPORT

Office of Technology Services

The OTS Service Desk is the first and only contact point for DCFS employees (users) to resolve computer-
related problems.

To report a problem, AFTER ONSITE TECHNICIANS HAVE COMPLETED INITIAL NEW EQUIPMENT
ROLLOUT, contact the OTS Service Desk by phone or email.
e Telephone number: 1-844-219-6900 (outside Baton Rouge) - 225-219-6900 (in Baton Rouge area)
e Email address: dcfs.usersupportcenter.DCFS@la.gov

When sending email to the Service Desk, please include the following:
e Your username and a direct telephone number to reach you.
e Your office location and office/cubicle number.
e |Pv4 address — obtained from double clicking PC-Info icon on desktop.
e Inform the Service Desk that this computer has WINDOWS 10.
e Host Name / Serial Number / Service Tag.
e [f the issue is regarding a printer, include the make, model, network name, and physical location of
the printer.
e The exact error message encountered.

Hours of operation for the Service Desk are Monday through Friday, excluding holidays,
from 7:00 am to 4:30 pm.

Before calling the Service Desk, some basic troubleshooting steps should be taken, if applicable:

e If your device is locked up/frozen or is extremely sluggish, try rebooting after properly shutting
down all open programs and saving any open work.

e Check all cables to make sure they are firmly connected to the wall and to your device

e [f unable to login: Have you changed your password recently? It could be that your new password
has not synchronized with all the components involved in “logging in”. Try entering your old
password in that case.

e Passwords can be changed at https://eportal.dcfs.la.gov using Internet Explorer.
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