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Summary of what to do when you get home and changes to workflow:  

1. Setup your equipment during your shift (not your personal time). Locate your model of 

device in this guide starting on page 3 and setup your equipment. 
 

2. The first change in Workflow is connecting to VPN after you sign in to your device. This 

allows a secure connection to OED resources when at home, page 8. 

 

3. The second workflow change is logging into the Cisco Jabber Softphone client, this allows 

you to answer calls from the Finesse queue and to your personal line on your computer 

instead of physical phone. This must be done BEFORE logging in to Finesse, page 12. 

 

4. The third workflow change is a new extension to login to Cisco Finesse, you now have an 

Agent ID that starts with 556 or 557 (this does not change your phone number) page 12. 

 

5. The last workflow change is reviewing your calls in Calabrio, you now review your calls 

using your new Agent ID 556 or 557, page 15.  
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Policy and Procedures 

Personal Devices 

State and Agency policy prohibit the connecting a state computer or phone to any non-state device 

that can store or transmit data. The practical meaning of this is that you are prohibited from: 

 Transferring or storing work information on a non-state computer, mobile device, or non-

state internet/cloud storage service. 

 Using non-approved internet-based collaboration or conferencing tools such as Dropbox, 

Google Docs or Google Meet to store or share documents. If you need to securely share 

documents by a method other than the existing email encryption platform of Proofpoint, 

you should contact a manager or IT Services for recommendations. 

 Using a personal printer to print work documents. 

 Using a USB “thumb” drive that has not been issued by the agency to store or move 

documents from place to place. 

These rules apply at all times to all employees whether working at home or in the office. 

See: DAS Statewide Policies, Telecommuting and Teleworking, 50-050-01 and Acceptable Use of 

Information Assets, 107-004-110. 

Getting Help 

Access to a number of technical resources and self-help tools. A guide to password resets and other 

frequently asked questions is available via the Help Desk EdWeb page.  

You can call the help desk at: 503-947-1633.  

Help Desk Operating Hours: 
Monday – Friday 0700 – 1800 

Saturday 0800 - 1700 

Expired Computer Passwords  

If your password expired while you were out on leave, you will be unable to access your work 

resources. You will need to contact Helpdesk to temporarily allow your account to login so you can 

update your password (see additional information on page INSERT)  

 

 

 

 

 

 

 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&ved=2ahUKEwirzsS9_rTsAhVdCTQIHVFJCtgQFjAAegQIBBAC&url=https%3A%2F%2Fwww.oregon.gov%2Fdas%2FPolicies%2F50-050-01.pdf
https://www.oregon.gov/das/Policies/107-004-110.pdf
https://www.oregon.gov/das/Policies/107-004-110.pdf
https://secure-edweb.emp.state.or.us/helpdesk/index.cfm
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Computer Setup: This section will cover the various models of devices in our 

network, please navigate to the section for your device 

 

Dell 5070/7070 PC with Wifi capable Antennae 

 

Dell 5070/7070 Parts List 

1. Optiplex with Wifi capability (the gold threaded metal part is where the Wifi antennae goes) 

2. Power supply 

3. Wifi antenae 

 

 
 

 

Plugging In; What Goes Where 

On the back of the 5070/7070 the ports are as follows 

1. Power Supply 

2. Display port (2) the connect part looks like this and will connect to your monitors 

 
3. USB ports for keyboard, mouse, USB headset 

4. Wifi antennae 

5. The network ethernet port is circled if you prefer to hardline to your home router 

instead of Wifi 

1 2 
3 
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Dell 5060/5070 WITHOUT Wifi capability 

 

Dell 5060/5070 Parts List 

1. Optiplex 5060/5070 PC 

2. Power supply 

 

 

1 2 3 4 

1 2 
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Plugging In; What Goes Where 

On the back of the 5060/5070 the ports are as follows 

1. Power Supply 

2. Display port (2) the connect part looks like this and will connect to your monitors 

 
3. USB ports for keyboard, mouse, USB headset 

4. Netgear Wifi Adapter that will plug in to the USB port on the front of your device 

5. The network ethernet port is circled if you prefer to hardline to your home router 

instead of Wifi 

 

 

 

 

 

 

 

 

 

1 2 3 

4 
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Lenovo ThinkPad laptop and docking station 

 

Lenovo Parts List 

1. Docking Station 

2. USB-C cable for docking to laptop 

3. Power supply 

4. Laptop (not pictured) 

  

Plugging In; What Goes Where 

On the back of the Docking station the ports are as follows 

1. Power Supply 

2. Display port (2) the connect part looks like this and will connect to your monitors 

 
3. USB ports for keyboard, mouse, USB headset (these are in two locations) 

4. The USB-C cable to dock your laptop MUST BE PLUGGED IN BACK OF DOCK, the front 

port will not work to connect your peripherals. 
5. The network ethernet port is circled if you prefer to hardline to your home router 

instead of Wifi 

1

2 

3 
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Monitor Connections 

On the back of the monitors the ports are as follows 

1. DisplayPort  

2. AC Power Port 

 

 
 

Putting It All Together 

Once you have unboxed and unwrapped everything, begin with the monitors.  Gently place them 

face down on a flat, dry surface and plug in the AC power and Display Port cables, one on each 

monitor. Stand the monitors back up. 

Place your PC or docking station on the desk. Plug the keyboard and mouse into any of the four USB 

ports. Plug both DisplayPort cables into the DisplayPort jacks.   

1 2 3 4 3 

2 
1 
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Finally, plug in the AC adapter to the PC and plug all the power cords into the power strip (make 

sure the power strip is turned on). 

Arrange everything to your desired layout with the front of the PC facing you.  Turn the PC on by 

pressing the power button on the left side of the front panel.  Turn your laptop on by lifting the lid 

and pressing the power button typically located near the screen. 

 

Connect to F5 VPN connection instructions with RSA token (Note: if you log out or reboot your 

PC, or Disconnect your VPN session, you must reconnect to VPN before you have access to OED 

resources) 

First make sure you have a Network connection either through your Wireless network or hardlined 

with a network cable. Browse to a site like google.com or yahoo.com to verify you can access the 

internet. 

You may already have the Big IP VPN icon pinned to your taskbar, it looks like this: 

 

If you do not, search for BIG-IP in on the search bar and you can Right Click and pin to taskbar 
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Load that icon and you will be prompted with a login window. Enter your Network credentials (the 

same you use to login to the PC) **note you may only see this prompt on your first VPN 

attempt, or after a password reset, if you do not see this login prompt, just proceed to the 

next step** 

 

 

You should then see the program checking for antivirus software 

 

 

After it passes that check, you will see this RSA SecureID Token screen. Enter the code that is on 

your token (this code changes every minute). If you enter this code incorrect 4 times it will lock your 

RSA token and you will need to contact Helpdesk to unlock the token 

 

 



 

OED Teleworking Tech. Guide UI specific Fall 2020 10 

 

 

You will then see this screen say Initializing, then Authenticating, then once you are connected it 

will disappear 

 

 

To verify your connection to VPN, on your Taskbar near the clock, expand the arrows to show 

hidden icons. Right-click on the Red F5 icon and it should say Connected. It will also be in Red. If 

icon is grey, then you are disconnected 
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Soft Phones and Headsets 

There are several styles of headsets in the OED environment, the two most used models for 

telework are below.  

 

Headphone: Jabra 40 

 Jabra 40 Evolve comes with a stereo headset with a boom microphone. The headset has an orange 

cable that plugs into a circular controller.  The cable from the controller has a USB end that plugs 

into the PC.The microphone can be rotated 270 degree and can be worn on either side.The 

controller has four buttons; volume up, down, answer/end, and mute microphone.  

 

 

 

Headset: Jabra Engage 65 

The Jabra Engage 65 Headset came from your desktop and can be plugged into your device in a USB 

port for audio. You must also plug in the power adapter to power the base and charge the headset.  
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Cisco UI:  

Taking Finesse Agent line calls using Cisco Jabber is a 2-step Process: 

1. Logging in to the Cisco Jabber Softphone client on your PC\Laptop (must be done first) 

 

2. Login to Cisco Finesse with your secondary agent ID that begins with 556xxxx OR and 

557xxxx where your 4-digit extension would replace the “x”. Your username and password 

remain the same. If you are not sure which extension you now have, it will show you in 

Jabber 

 

 

 

Load the Cisco Jabber shortcut on your desktop and Login using your Network Credentials 

(the ones that you use when you first sign in to your device) 

 

Accept the Certificate (you may have to do this 2-3 times) 
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You will get a brief tutorial, you can select next or skip 

 

 

At the bottom of your Cisco Jabber you should see both phone lines. Your personal line and 

your Agent Line. It does not matter which is selected to receive calls either to your Personal 

Line or Agent Line (the one listed with the 556 or557 will be what you login with to Cisco 

Finesse) 
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Left side menu options: 

 

 

 

If you select VM and it shows you are not logged in, navigate to your Settings, then the 

Accounts section and add your Network Credentials under the Voicemail section. You can 

then listen to VM through your PC audio\headset 

 

 

To adjust your Sounds\Devices\Ringer, navigate to your Settings, under the Audio section 

you can modify your sound devices and volume. The default Speaker and Microphone device 

is usually the built in speaker of the PC\laptop. If you have a USB headset plugged in you will 

need to use the drop down arrows to change the options to your headset 

 

My Profile & Settings 

Call log for both lines 

Calendar\Meetings 

VM 



 

OED Teleworking Tech. Guide UI specific Fall 2020 15 

Using Calabrio while Teleworking 

Like Finesse, the Calabrio call recording system is only supported using Internet Explorer and requires 

an installed plug-in.  Login at https://oed-co-clabbase.oed.state and the login is your standard 

computer login username and password. 

To Search for recorded calls click on the Recordings symbol.  

Select Filter and then Expand Search. (Figure 18) 

 

Figure 1: Calabrio search screen 

 

Use the Select Criteria drop down to filter the calls (Specific date, called number, calling number 

etc) delete the criteria that you don’t need 

If you are searching for a number, you can use the asterisks for quicker searches. For example if I 

was searching for a called number of 503.947.1633, you can search it as *1633. 

https://oed-co-clabbase.oed.state/

