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Importance: High

IT June Newsletter
New Working Environments, Same Technology Tools

For some of us, our working environments are changing as staff begin to transition back into
the office. Whether you’re continuing to telework, moving back to City spaces, or using a
hybrid approach, our technology tools will remain the same.

IT Tools: When to Use What
Departments have the discretion to use City-approved enterprise business tools how they
see fit to foster effective collaboration in their daily work. Enterprise tools like Skype and
Zoom will continue to be provided as an option for remote meetings and collaboration.
Explore the Telework Toolkit and IT EmployeeNet to learn more!

Updated Telework Toolkit
The Telework Toolkit has been updated to address some commonly asked questions,
including appropriate use guidance for video conferencing and collaboration tools.
Depending on the nature of your collaboration needs, one collaboration tool may be more
appropriate than another. The guidance below will assist you in understanding the most
appropriate collaboration tool for your business needs.
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Collaboration Tool Use Case
Phone Verbal conversation that does not require

team members to see each other, share
screens, or present materials. *See “Phone
Conferencing” on page 17 of the Telework
Toolkit for more information on phone
conferencing options.

Skype Internal meetings between City staff in
which one or more team members are
working remotely and need to share
screens, present materials, or use video to
see each other. *Zoom is also an option for
internal meetings to those that prefer it.

Zoom Meetings that include internal City staff
and external partners or customers to
share screens, present materials, or use
video to see each other. Zoom is the
preferred tool for meeting with people
outside of the City.

 

TELEWORK TOOLKIT

Requesting Equipment
If you are planning to continue telework long-term and have additional IT hardware needs,
such as webcams and headsets, please work with your department’s Purchasing Contact to
identify and record your needs. We will be reaching out to department Purchasing Contacts
to gather these needs and make bulk orders. Visit the Price Quotes page for sample pricing.

Help Desk Support
In efforts to provide the best experience possible, all in-person Help Desk support is by
appointment only. Please contact the Help Desk to set-up a service appointment, as walk-in
or “stop-by” assistance is not supported. Visit the Help Desk page to learn more about in-
person service expectations.
 
As staff transition back to the office or continue teleworking, please keep in mind that the
Help Desk’s telework troubleshooting support is limited. Staff are also responsible for
reconfiguring their office spaces.
 
The Help Desk can help staff with

Problems with a City-owned device (laptop, tablet).
Problems with connecting to the City network.
Problems installing City-approved essential software.
Problems with your password and/or account.
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Problems accessing software.
Problems accessing Remote Desktop Connections on your personal device.

 
It is your responsibility to troubleshoot

Problems with your home Wi-Fi or Internet service.
Please contact your Internet Service Provider for this assistance.

Problems with your personal devices, including mobile devices.
 
Please note that the Help Desk cannot

Install City-issued software (such as MS Office, Adobe) on personal devices due to
licensing restrictions.
Assist with setting up your computer hardware at your home, either in-person or
remotely. City staff are responsible for reassembling their workstations and office
spaces upon return to the office.
Support any new tools or software that the City does not already provide.

Please submit a New Software Request for any new software requests, not
already approved by City IT and Attorney’s Office.

Provide cables for connecting personal devices (e.g. monitors) to City-owned devices
at home.

Return to Office Checklist
Returning to the office after an extended period of working remotely? Here are some things
to consider prior to your first day back in the office.

·       Prepare to return your loaner laptop in the near future. If you were issued a loaner
laptop to telework during the pandemic, please contact your supervisor or
department Purchasing Contact as soon as possible. IT will be reaching out to
departments in the coming months to facilitate the return of these devices and
determine any desired replacements.

·       Transport City hardware with care. If you took City hardware (monitors, laptops,
etc.) home for telework and plan to return these items to City spaces, please review
our Taking Equipment Home tip sheet for tips on ensuring a safe transport of City
hardware.

·       End your office phone forwarding. If you’re returning to the office and had your
office phone forwarded to a personal phone, view page 16 of the Telework Toolkit
for instructions on ending phone forwarding.

·       Freshen up on your conference phone skills. View page 17 of the Telework Toolkit
for instructions on setting up phone conferences.

Network Performance
As some staff return to City spaces and some continue to telework, the City network may
experience some performance issues as we adjust to this new increase in traffic. We will be
monitoring network performance closely, and we ask all staff remain patient as we work to
provide the best service possible.

GlobalProtect VPN
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GlobalProtect VPN is replacing Cisco AnyConnect VPN. AnyConnect will be removed from City
machines beginning the week of July 26, 2021. Please begin using GlobalProtect as your
primary VPN solution moving forward. For tips on connecting to GlobalProtect VPN, view the
GlobalProtect Connection Guide.

General Reminders

Passwords
Visit the Passwords page for instructions on changing your network password at work and
remotely (via VPN or RDS). You can also find tips on creating a strong password and
remembering your password to keep our technology infrastructure safe.

SharePoint Assistance
All SharePoint issues and service requests should be submitted to the Help Desk. Please
email helpdesk@cityofmadison.com or call 266-4193 to have a service ticket created. Once
created, the Help Desk will assign your ticket to the SharePoint team for further assistance.

Recording Virtual Meetings & Events Policy
Recording any virtual meetings or events requires prior approval from the City Attorney’s
Office and Information Technology. City Zoom accounts are for official City business only.
Please do not use your City Zoom account for personal matters, and do not record meetings
of personal nature.
 
Please note that all Board, Commission, and Committee meetings are pre-approved.
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