
 
 
 

SCOE 
 
 
 

 
 
 

New Employee  
Survivor Guide 

 
  



Contents 
Welcome .............................................................................................................................................................................................. 4 
Payroll/Benefits Related .............................................................................................................................................................. 4 

Contract ..........................................................................................................................................................................................  4 
Highlighted parts of the CSEA contract ............................................................................................................................. 4 
Timecards ................................................................................................................................................................ ...................... 5 
Other Benefits .............................................................................................................................................................................. 6 
Payroll Related Questions ....................................................................................................................................................... 6 

Technology Related ........................................................................................................................................................................ 7 
Obtaining Technology Assistance ........................................................................................................................................ 7 

How to Get Help ................................................................................................................................................................ ...... 7 
Why We Ask You to Use Our Ticket System................................................................................................................ 8 
When to Get Help ................................................................................................................................................................... 8 
Hotline Submission Form ................................................................................................................................................... 8 
Requesting Status or Appending an Open Ticket ..................................................................................................... 9 
Resolving Issues Remotely............................................................................................................................................... 10 

Accessing Buildings ................................................................................................................................................................. 10 
Card Locks on Exterior Doors ......................................................................................................................................... 10 
Building Alarms .................................................................................................................................................................... 10 
Camera Locations ................................................................................................................................................................  11 
After Hours Access at 1644 Magnolia.......................................................................................................................... 11 
Conference Room Naming Convention ....................................................................................................................... 11 

Using Your Telephone............................................................................................................................................................. 11 
SCOE Phone Systems – VoIP & Centrex ...................................................................................................................... 11 
Logging In ................................................................................................................................................................................ 12 
Setting Up Your Voicemail................................................................................................................................................ 12 
Top Five Features ................................................................................................................................................................ 13 
Website Resources .............................................................................................................................................................. 13 
Quick Reference Guide ....................................................................................................................................................... 14 

Using the Copiers ...................................................................................................................................................................... 15 
Logging In ................................................................................................................................................................................ 15 
Cost Centers ........................................................................................................................................................................... 15 
Secure Print ............................................................................................................................................................................ 16 
Mobile Printing ..................................................................................................................................................................... 16 
Guest Printing ........................................................................................................................................................................ 16 
Scanning ...................................................................................................................................................................................  17 

Scanning to Folders ........................................................................................................................................................ 17 
Scanning to Myself .......................................................................................................................................................... 17 

 2 w:\technology training\new ee tech trng\new ee survivor guide.docx 

 



Scanning to Email ............................................................................................................................................................ 17 
Using Your Computer .............................................................................................................................................................. 17 

Password Policy ................................................................................................................................................................ ... 17 
Google ....................................................................................................................................................................................... 17 
Creating Shortcuts ............................................................................................................................................................... 18 
Mapping Drives ..................................................................................................................................................................... 18 
Creating Screen Shots ........................................................................................................................................................ 20 
Printer Setups ........................................................................................................................................................................ 20 

Setting a Default Printer ............................................................................................................................................... 20 
Back Slash versus Front Slash ........................................................................................................................................ 21 

 
  

 3 w:\technology training\new ee tech trng\new ee survivor guide.docx 

 



Welcome 
Welcome to the Shasta County Office of Education! You will find it is a fantastic organization to work 
for. We want to make your transition that much easier by providing you this survival guide which we 
hope you find invaluable. 
 

Payroll/Benefits Related 

Contract 
SCOE has many represented and unrepresented employees within the organization. Those represented 
are represented by one of three unions:  

• classified school employees association (CSEA) 
• certificated teachers association (CTA) 
• child development educators association (CDEA-SC) 

 
It is important to know your contract; it includes your benefits, guidelines, and expectations as a SCOE 
employee. Contracts, job descriptins, salary schedules and employee calendars are located at:  
http://www.shastacoe.org/administrative-services-division/human-resources/salary-schedule 
 

 
 

Highlighted parts of the CSEA contract 
• As members of unions we have dues that will be deducted from your check every month. 
• There is additional compensation for members who have college credits and degrees. You must 

work with HR to ensure you have turned in the appropriate documents to be eligible for these 
benefits.  
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• Leave Policies- leaves are a large part of our benefits and are very clear in what qualifies for 
paid time off. Sick time is granted at the beginning of the year in a lump sum. If you use all of it 
before the year is over you will be docked. Your PN, NT & FCL all come out of your sick balance. 
Example if you have no sick time but you want to take your NT day you will not be paid and will 
receive a dock for the day.  

• You get 7 days of Personal Necessity per school year. These days are based upon your normal 
daily schedule i.e. 8 hours or 3.5 hours. You get 1 No Tell day per school year but you must 
schedule it in advance with your manager. There is also a provision for 5 Family Care Leave 
days but these are per calendar year, January through December.  

• Leave Without Pay- this is called Personal Business on the absence affidavit which can easily be 
confused with PN. Please be careful not to misuse or mislabel your leaves.  

http://www.shastacoe.org/administrative-services-division/human-resources/forms 

Timecards 
• Colored timecards 

• Light green - Early Childhood Programs 
• Blue - all other SCOE programs 
• White - substitutes 

• Turn In Date: Timecards are due on the last day worked in any given month, typically the last 
day and/or payday. In essence paychecks are submitted for a timecard in return. Timecards are 
permanent record and auditing purposes. It is important that they are properly filled out and 
approved and your supervisor.  

• Absence Affidavits must be filled out and given to your admins or managers. These are not 
turned into payroll but are used to verify your timecard and time off and are part of your file.  

• Flex Time- Many employees have different schedules approved by their supervisor, ie. Four ten 
hour days. Payroll is unaware of each person’s schedule therefore it is important to complete 
the hours portion of the timecard.  

• Recording Fractions of Hours: Fractional hours should be reported to the nearest quarter 
hour increment as a decimal; i.e. 1.25, 2.75, 3.50. 

• Time earned at 1.5 times normal rate: Overtime and compensatory, or comp time, is earned 
at 1.50 rate of time. Comp time can be earned in lieu of overtime. The recording of both times 
are different on the timecard. 

• Overtime is identified by the letter O and is recorded at the hours worked, not 
multiplied by the 1.5 factor. 

• If two hours of overtime is worked note 2 in the hours column and O in the 
exception column. The computer will calculate and pay you three hours of 
overtime,  

• Comp time earned is identified by the letter C and is recorded at the hours worked 
multiplied by the factor of 1.50. 

• If two hours of comp time is worked note 3 in the hours column and C in the 
exception column.  
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Other Benefits 
• Retirement- We have several mandatory retirement systems if you are employed for more 

than 4 hours per day. STRS, PERS and ALT403B, which is in lieu of social security, are available 
depending on your union classification. There are also several voluntary retirement plans 
available. 

• Health & Welfare- This includes health, dental & vision insurance. The plan year is from 
October 1st to September 30th with open enrollment in August. SCOE is a member of the Shasta-
Trinity Schools Insurance Group. Questions should first be directed to Human Resources due to 
the complexity of SCOE provided benefits. If they are unable to help you, feel free to contact 
Shasta-Trinity directly at 530.221.6444 or stsigjpa.com. 

Payroll Related Questions 
 Call Hannah in the Payroll department at 225-0232 or VOIP 1232. The Payroll department is 
located at the north end of 1644 Magnolia Avenue. 

You must have a 
timecard for each month; 
even if you took no time 
off (had no exceptions). 

These are the 
leaves codes used 
when recording 
exceptions.  
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Technology Related 

Obtaining Technology Assistance 
 

 

How to Get Help 
The department is located upstairs at 1644 Magnolia Avenue. We typically have staff available from 
7am to 5:30pm Monday thru Thursday and leaving at 5:00 on Fridays. 

• The most expedient method is to send an email to hotline@shastacoe.org. A basic description of 
the issue you experienced, computer number (WS####), and your contact information 
including your site and/or room number especially when you are new is extremely helpful. If 
you have taken self-triage measures, please let us know that as well. 

• On the website there is a user friendly questionnaire which will walk you through basic 
questions that will assist us in resolving your issue quickly. It is available at 
http://www.shastacoe.org/administrative-services-division/technology-services/support-
services/support-submission-form You may want to save it as a shortcut on your desktop so 
you are just a click away. 

• Call the hotline at 225.0279. We strive to answer each call personally; if the call is not 
immediately answered it will ring throughout the department in the hope someone will be 
available.  If we are unable to take the call the voicemail message you leave will create a ticket in 
our system. Please leave the same information as above in the voicemail so we can properly 
assign the ticket to a technology specialist. 

User has an issue 
which requires 

assistance 

User contacts hotline 
via email, call, or 

questionnaire 
submission 

Hotline ticket is 
created; user sent 

receipt of opening of 
ticket 

Tier 1 support is 
completed by IT 

Support Specialist 

User 
contacted/notified via 
telephone call, email 

Tier 2 support is 
completed by IT Staff 

Hotline ticket closed 

User receives closed 
ticket email 
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• Stop by our office; even though we would prefer one of the other two methods, we understand 
that stopping by is sometimes necessary and/or convenient.  

Why We Ask You to Use Our Ticket System 
Our department strives to have great relationships with all our customers; that being said some 
customers get a bit ruffled when we ask them to open a ticket, rather than asking us in the hallway for 
help or emailing us personally. Their first thought is often ‘well that wasn’t very helpful’. 
 
We do have a method to our madness, or at least our response. Our ticketing system is beneficial 
because: 

• All requests for help are centralized in one location which never goes on vacation. 
• It provides built in tracking to monitor departmental staffing needs 
• Helps prioritize workflow because everyone’s request is important 
• Adds transparency and allows the department to deploy resources where needed 
• Fosters collaboration within the department as we know what is on each other’s plate and can 

lend a hand when necessary. 
 

When to Get Help 
It is prudent to take a few self-triage measures before requesting help.  

• Rebooting your computer or printer may be one of the first things we ask you to try; do it 
yourself and see if it takes care of the issue. Interestingly, rebooting solves on average in excess 
of 80% of user’s issues. 

• If you are having internet issues, check with a neighbor to see if they are too having trouble. 
• If you need a password reset –  

o If you have merely fat fingered it and locked it out it will reset itself after thirty minutes. 
o Often waiting the thirty minutes is not prudent so please call a request in to unlock your 

account. Do not be surprised if we stay on the phone until you have logged in 
successfully to ensure there is not another underlying issue. 

o If you have forgotten it, no guilt – it happens to the best of us, please call in this request 
as well. Again, we will most likely stay on the phone with you to ensure there is not 
another underlying issue. 
 We will set it to a SCOE standard password. Once you do successfully log in it 

will require you to immediately create a new password. 
. 

Hotline Submission Form 
Located at http://www.shastacoe.org/administrative-services-division/technology-services/support-
services/support-submission-form  this dynamic questionnaire will lead you through answering a few 
basic questions to assist us in collecting vital information so that your issue can be addressed. 
 
The questionnaire will expand and ask more specific questions depending on your responses. We hope 
this assists you in submitting a ticket and we are always looking for ways to improve it so please share 
your thoughts with us. 
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Once a ticket is open the requestor will see the following confirmation in their email so they know that 
their request has been received by our ticket system.  

 

Requesting Status or Appending an Open Ticket 
The automated ticket responses have several links at the bottom of the email to append the current 
ticket or to obtain status. By selecting the links, an email will be created and sent to our ticket system. 
 
You may also send a general email with the ticket information in the subject line. The email will 
automatically append the ticket and the technician will be notified. 
 
The regard statement convention is very specific. It must be, and only be, APPEND:##### with the #’s 
replaced with your ticket number. For example, if we wanted to provide additional information to 
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ticket number 54322 the regard statement would be APPEND:54322. Do not have a space between the 
colon and the number as it will not work properly. 
 

Resolving Issues Remotely 
When possible, we will attempt to resolve your issue remotely by signing onto your computer from our 
office. We do this, not because we do not want to see you, but to resolve issues as efficiently as possible 
so that we can help others. 
 
Often we will ask you your workstation number; we will then use an application to 
remote into your machine. We utilize this tool in not only solving issues, but also 
to provide a helpful hand in explaining how to accomplish a desired task that is challenging to explain 
over the phone as you will see everything we do on your machine. 

Accessing Buildings 

Card Locks on Exterior Doors 
There are several types of exterior locks utilized on SCOE buildings; although 
not all buildings have them nor doors for that matter. There are two points of 
interest: 

1. Card reader: hover your card over the reader within a few inches of 
the reader.  

2. Green/Red indication lights: green is good and the door will open; 
red is bad and you need to try again or find a friend. 

3. Blue: Although the system recognizes you as an authorized user, it 
has been too long since you used that particular card. Contact IT to 
request they refresh your card. 

 
The general policy is a staff member has 24/7/365 access to their own site via the card system. If you 
need access during non-business hours you will need an alarm code as well.  Opening the door with 
your card does not automatically disengage the building alarm. 
 
For sites other than a staff member’s home site, they have business hour access. However, all staff 
members have access to 1644 Magnolia 24/7/365; again an alarm code is necessary if entering the 
building during non-business hours. 
 
If your card is lost immediately contact IT so it can be disabled. This is extremely important. IT will 
deactivate it and issue you a new card. 
 
If a card is broken, mangled, or just plain not working, please let IT know. We maintain your picture on 
record and can reissue a new card rather quickly. If you submit a ticket or call ahead we will strive to 
have it ready when you arrive. 

Building Alarms 
Alarm codes are issued by Maintenance & Operations and are typically issued based on position. If you 
are in need and have not been issued one, request your Supervisor to contact M&O on your behalf. 
 
If you accidently set off the alarm and do not have a code to silence it, call Cal Safety using the number 
located on the keypad. Cal Safety is monitored 24/7/365 and your call will be answered. Identify 
yourself to the dispatcher. While the alarm is going off, SCOE personnel will be contacted based on a 
designated list consisting of management personnel to verify your employment. If you have a code, the 
dispatcher will request it and extinguish the alarm, provided it can be verified. 

1 

2 
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In addition to the buildings security alarms, each site also have lockdown and fire alarms. Be sure to 
inquire of your site supervisor and/or you department safety committee member the lockdown 
location which is typically behind two locked doors and the fire alarm exit path and reporting 
procedures. 

Camera Locations 
Several of SCOE facilities have external cameras for monitoring purposes. Currently 1644 Magnolia, 
Oasis Campus, and Transportation have cameras placed throughout the properties. Additional 
campuses will be added as applicable. 

After Hours Access at 1644 Magnolia 
Staff is asked to enter and exit via the front door when accessing 1644 Magnolia after business hours.  
 
There is an alarm box to disarm the alarm as well as a sign-in sheet in the north east corner of the front 
door foyer. Employees are asked to sign in and out indicating if they either set or disabled the security 
alarm. The purpose is knowledge of who is in the building and to ensure that the individual setting the 
security alarm is truly the last person. 
 
Security cameras are located throughout the campus. Although cameras point to sections of the Orange 
street parking lot, the parking lot itself is not under surveillance. This is another contributing factor of 
requesting all after hours staff to enter the facility by the front door. 
 
If your location is other than 1644, inquire of your supervisor your site specific after-hours access 
policy. 

Conference Room Naming Convention 
As a point of reference, the conference rooms at 1644 Magnolia are named after trees; the PDC are after 
mountains. It is common for organizers to merely state the room name and not the address for internal 
trainings.  

Using Your Telephone 

SCOE Phone Systems – VoIP & Centrex 
The organization has two active phone systems, VoIP and Centrex. VoIP, or Voice over Internet Protocol 
utilizes our computer network to make calls rather than traditional phone lines similar to Pacific Bell. 
Centrex is a phone service that is operated through a centralized location. 
 
All SCOE sites excluding Early Childhood Services located at 43 Hilltop utilize VoIP; Hilltop utilizes 
Centrex. Staff within the same phone system may four digit dial fellow employees, VoIP to VoIP and 
Centrex to Centrex, otherwise the caller needs to seven digit dial. 
 
To obtain an outside line the caller dials 8 for VoIP and 9 for Centrex. All fax numbers need a 9 as they 
are on a Centrex line, even though the copiers. 
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Logging In 
The VoIP phone may be locked for a variety of reasons. If it is, by following these quick instructions you 
will be squared away in just a few moments. 

 
• Select the button to the left of Hot Desk 
• Select the button to the left of Login 
• When prompted enter your ext nbr. 
• Select OK upon entering your ext nbr 
• When promoted for PIN enter your ext nbr. 
• Select OK upon entering your PIN 
• The phone will reply with LOGIN COMPLETE 

 

 

 

Setting Up Your Voicemail 
The initial setup of your voicemail box requires you to complete three steps.   After completing these 
steps your voicemail box is ready for use.  
 
From your VoIP phone you can access the voicemail system by Dialing 6000.  The system will prompt 
you for your temporary passcode which is 1111.   
 
After entering your temporary passcode the system will ask you if you are ready to complete the 
following three steps.  

1. Select a voicemail passcode 
2. Record your name 
3. Record a personal greeting 

If you are ready, dial 1 to begin. 
 
First you must select a voicemail passcode.  This can be any 4-6 digit number combination of your 
choice, except for the code you just used to access the mailbox.  Please enter the digits you would like to 
use.   You will be prompted to re-enter the digits for confirmation.      
 
Second you will be asked to record your name.  After the tone, please state your name as you would like 
to be addressed. Press any key when you are finished.  The system will play back your recorded name.  
You can accept, review, or record your name by dialing 1, 2, or 3 during the review. 

1. Accept the recorded greeting 
2. Review the recorded greeting  
3. Re-Record the recorded greeting 

Third you will be asked to record your greeting. Please record the greeting you would like your callers 
to hear.   Press any key when you are finished.  The system will play back your recorded greeting.   You 
can accept, review, or record your name by dialing 1, 2, or 3 during the review. 

1. Accept the recorded greeting 
2. Review the recorded greeting  
3. Re-Record the recorded greeting 
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You may define personal contact numbers (i.e. fax number, mobile number) after you have performed 
the 3 steps above.  If you would like to do this dial 1 when prompted, otherwise dial any other key to 
skip. 
Your voicemail box is now setup and ready for use, dial 9 to exit the system. 
 

Top Five Features  
 

• Making a Call – You must dial 8 for an outside line. If you begin dialing without picking up the 
handset, the speaker phone will engage automagically. 

• Receiving a Call – You may pick up your handset or select the speaker button to engage 
the speaker phone. 

• Transfer a Call – With the caller on the line press the transfer button. The caller will be placed 
on hold while ringing the individual to whom you are transferring the call. Be 
kind and wait for them to answer, announce the caller, and hang up. If you are not 
feeling particularly gracious that day, simply hanging up will complete the transfer.  

• Using the Phone Book – Select the b tton to the left of the phone book. 
An ‘Enter Name’ prompt will appear. Using the number pad select the 
appropriate numbers to narrow the search for the individuals last 
name. Similar to texting on the older cell phones, you may spell 
multiple letters of the last name. For instance, if I wanted Adams, I 
would select 23; for Good, I would select 4666, pausing long enough for 
the curser to move to the next character.  

o Once you get close, select the Lookup button to scroll through.  
o Use the next, back, etc to scroll through the names.  
o When the desired name is found, select call. The phone will 

automatically use the speaker phone. If you want to use your 
handset, simply pick it up and it will be transferred automatically and cease the speaker 
phone. 

• Redial – A rather obvious feature, selecting this button will redial the last 
number dialed, including the required 8 and any area code, if applicable. 
 

Website Resources 
Additional resources are available at Departments\Technology Services\Phone and Telecom 
Support\VoIP/Mitel Support. 

 
One extremely helpful resource is 
Mitel’s Feature Teacher; by selecting 
your phone type (5340 IP Phone) it 
will intuitively walk you through an 
in-depth demonstration of your 
phone and its features. The link is 
available on the above page. 
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Quick Reference Guide 
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Using the Copiers 

Logging In 
There are two ways to log into the copiers; either by scanning your ID card or entering you’re the last 
four digits of your employee number. 
 
When using your card, hover it over the figure to the right which is 
located on the left section of the copier control panel. The blue image is a 
tantalizing imposter as a card reader; however, it will not work.  
 
If you log in with the last four digits of your employee number select the 
PIN Code on the blue screen, use the key pad to enter the digits and then 
select the log in button 
located in the center of 
the blue screen. 
 
 
 

 

 

Cost Centers 
Our system, UniFlow, allows staff to print 
at any copier and have their department 
appropriately charged. If you work in a 
variety of cost centers you will be 
prompted when printing or copying to 
choose a cost center to which the job 
should be charged to. 
 
If you only have one cost center there will 
not be a request to select which cost 
center to charge as there is no choice. 
 
After selecting print the UniFlow cost 
center screen will appear displaying the 
cost centers you have available and giving 
you the option to delete the print job. 
 

1. Select the last cost center used by 
left mouse clicking on the small 
red arrow to the right of each 
option. 

2. Select from the cost centers 
available to you by left mouse 
clicking on the small red arrow to 
the right of each option.  

3. Delete the print job 
 

1 

2 

3 
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The cost center screen will also appear if you print using Secure Print and only have one cost center. 
This is for a visual verification that you did print the document as it is going to the cloud. 
 
 
 
When logging into the copier with multiple cost 
centers the screen to the right will appear. Select 
which cost center you would like to charge it to and 
press log in. You will need to select a cost center 
regardless if there will be any charges involved. For 
example, there is no charge for scanning documents as 
an actual physical page is not produced by the 
machine. 

 

 
 

Secure Print 
The secure print icon is located on the copier’s main menu. In essence when using Secure Print, rather 
than printing to a particular printer you are printing to the cloud. You can then choose where and when 
to print your document. 
 
Great reasons to use Secure Print: 

1. Print a confidential document to the copier. 
2. Printing multiple documents and only want to walk to the printer 

once. 
3. Printing on your way out of your building, can physically print the 

document on any of our copiers regardless of the physical 
location. 

 

Mobile Printing 
You, as a SCOE employee may print from your mobile device by emailing the document to 
print@shastacoe.org. The document will be within your Secure Print queue on the copier. You will need 
to print it within 32 hours or it will automatically be deleted.  

Guest Printing 
Visitors, non-SCOE employees, may print as well from their mobile device by emailing the document to 
uniguest@shastacoe.org. They will receive a four digit job code in a confirmation email. At any copier, 
the guest would log into the copier by 
selecting the Job Code option and 
inputting the four digit code they had 
received. They will need to print it 
within 24 hours or it will be 
automatically be deleted. 
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Scanning 

Scanning to Folders 
Favorites to scan to folders can be easily created on any of the Canon copiers located throughout the 
organization. If the favorite is not pre-programmed please submit a hotline request so that one may be 
programmed. Otherwise, if you would like to learn how IT will be happy to show you how as it is very 
easy. 
 
There are separate instructions on how to use the Warrant Capture pre-programmed function. The 
instructions can be easily adapted for any folder that is preprogrammed as the process is the same.   

Scanning to Myself 
This option will scan documents to the user’s \home directories\ScannedDocs. When importing these 
documents into Questys you will need to browse to the appropriate folder in order to locate your 
document. 
 

Scanning to Email 
When using this option be mindful of emailing documents with SSN’s; although entirely internal, the 
SSN is still emailed thereby unlawful. When importing these documents into Questys you will need to 
browse to the appropriate folder in order to locate your document once you have moved it from the 
email. 

Using Your Computer 

Password Policy 
The following rules apply to your Windows login passwords, however, we encourage you to adopt 
these policies for your other applications that you have access to. As opportunities arise, we will be 
implementing similar password policies for all SCOE applications. 

• Required to change password every ninety days 
• Will not be able to reuse passwords for a specific amount of time 
• Be at least eight characters long 
• Contain a minimum of three of the following character types: 

o Upper-case letters 
o Lower-case letters 
o Numbers, and 
o Special characters or symbols 

 

Google 
Several departments are adopting Google (mail, calendars, docs, etc.) as a collaborative tool. Along with 
your windows log in you were also supplied with a google account. The passwords for the two accounts 
are the same; once you update your windows password, Google will automagically update as well; it 
does not however work in reverse. The windows password is the all-powerful password, the one 
password to rule them all. 
 
In order to launch Google, open up the chrome browser on your desktop. Your login will be 
your SCOE email account.   When logging in you may be asked whether or not you are 
logging into a corporate account or a personal account. You should log into a corporate account which 
established the ground work to share/collaborate with fellow SCOE employees and individuals 
collaborating on SCOE projects.  
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Creating Shortcuts 
Shortcuts on your desktop can be very useful 
as a quick jump to folders or websites or 
webpages you use frequently. The below 
instructions for creating a shortcut for the 
hotline questionnaire can be adapted as 
desired. 

1. Navigate to the correct web page 
2. Select the entire URL from the 

address bar (you will be selecting the 
entire link noted above) 

3. Copy the link 
4. Move your mouse to a clear spot on 

your desktop and right mouse click 
5. Select New and Shortcut 
6. Past the URL into the input box asking the 

location of the site. 
7. Name the shortcut something meaningful. 
8. Each time you select the link it will take 

you directly to the form. 
9. This process may be repeated for any 

shortcut you may want. 
 
 
 

Mapping Drives 
 
Mapping a drive is convenient and rather straight-forward. There are two easy ways to open Explorer, 
not Internet Explorer, but rather the file explorer. 
 
 

1. Hover over 
the Windows 
start button 

 to 
launch the 
popup, and 
then select 
Computer 
which will in 
turn launch 
the file 
explorer. 

 
 

2. The second 
way is to 
launch the file 
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explorer by selecting the file folder icon; most likely along the bottom of your computer screen. 
  

 
 

 
3. Both solutions will launch the 

computer pop-up. Left mouse 
click on Computer ; upon the 
top menu bar, select Map 
network drive . 
 
 
 

4. A pop-up will appear asking 
you what new folder you would 
like to map; displaying a drive 
and a folder. 
 
 
 

5. In most cases the drive is 
irrelevant and it is just fine to 
use the offered drive letter. The 
exception is when an 
automated process utilizes a 
specific drive.  
 
 
 

6. For example, if you wanted to 
map the SCOEShare drive: 

a. In the folder window 
type \\vm0009 (the \\ 
can be located above the enter 
key; this is known as the 
backslash) and select Browse. 

b. A multitude of options may 
appear; notice that the vm0009 
folder is highlighted in gray. 

c. When Double left clicking on 
vm0009, the subfolders appear 
below; left click on the folder you 
would like to map; then select 
finish. 
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Creating Screen Shots 
Many workstations now have multiple screens. Selecting print screen (PrtScn) by itself will result with 
an image of all of the screens.  
If only one screen is wanted, left click someone on the desired screen to make it the ‘active’ screen. By 
selecting Alt PrtScn only the active screen is captured. 
 
Anticipating the image would be pasted into Word, utilizing the crop feature the picture will 
reduced to only the image that you want to display.   

Printer Setups 
Your printers will be assigned automagically depending on your physical location within the 
organization. 
 
As previously discussed, we print via the UniFlow application which resides on each computer. Should 
the application cease to stop working, become inactive, you merely need to activate it with a couple of 
clicks of your mouse. 
 
The UniFlow icon can be located in the hidden icons pop-up located on the tool bar, by default, in the 
bottom right corner. By left mouse clicking on the upward pointing chevron the pop-up will appear. 
When UniFlow is working properly the icon will be green; 
red if it is not. If the icon is red, the following steps will 
quickly get you printing again. 

1. After launching the hidden icons pop-up screen, 
hover over the red icon. 

2. Right mouse click and select Close 
3. Navigate to your desk top and locate the UniFlow 

Client Restart. Once you 
double left click on the 
icon the UniFlow startup 
screen will launch. 

4. At that point your printing 
has been restored. 

Setting a Default Printer 
To bring up your printers you will need to left mouse 
click on the start button located on the far left of your 
task bar, traditionally on the bottom of your main 
display screen, and select Devices and Printers. 
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The settings on the 
printer may be set by 
hovering over the 
applicable printer and 
right mouse click 
which will launch the 
pop-up window. The 
two most widely used 
options are Set as 
default printer and 
Printing preferences. 

 
The default printer setting is merely a toggle on/off option and the 
setting is noted by the green check above. To change the default merely 
hover over that printer, i.e. Superintendent, right mouse click and left 
mouse click on set as default printer. 
 
Printing preferences may be identified by left mouse click on printing 
preferences. The most common is to set the color option.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You may override your default setting by the options you select at a document level. Select the printer 
properties within the application to switch between black & white and color.  
 

Back Slash versus Front Slash 
At first glance, this might appear to as a humorous topic for this guide. Ironically, when working with IT 
in resolving an issue we may request you to enter a back slash. Often our customer’s response is ‘which 
one is the back slash?’ 
 
The back slash (\) is above the enter key while the front slash (/) is to the left of the shift key. 
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