Welcome from Systems Support Division - Boulder
Welcome from Systems Support Boulder!  We are providing this information to help you get started using your computer and telephone/voice mail. 
If you have any questions, please contact the Systems Support Help Desk at ext. 4555.

For Help Desk assistance please contact NSDesk at 1-855-673-3751 or NSDesk@NOAA.Gov

	Your Computer & E-mail Logon & Passwords

	Computer or PC (Windows: After turning on your PC, to log on to your computer and the local network, you must first press the [Ctrl][Alt][Delete] keys.  Type your user name assigned by SSD, usually your first name, middle initial, last name separated by a period, i.e.: first.m.last.  The first time you log on to the system, enter the password assigned by Systems Support.  The system will then ask you to change your password.  Your password must be at least 12 characters and must include a character from three of the following four groups:  Uppercase, lowercase, numbers, and special characters.  No character can be repeated more than twice.  Your new password is case sensitive. After the intital login you will be required to use your CAC card.
For E-Mail:  You must also change the password that was assigned by Systems Support; you can do this by using NOAA’s  Password Sync/Change website.  To use, open a browser window, such as Internet Explorer and type in http://googlesync.noaa.gov/. Click the change password for both NEMS and Gmail button. Provide the information requested on the page and click Update password on NEMS and Gmail. 
To set your email vacation message, in GMail  click the Gear icon and select Settings. Toward the bottom of the Settings page is the Vacation responder. Here you can turn the Vacation Responder on or off, enter an Out of Office message, set the dates that you want it to run, and restrict who gets the message.

	Standard Software Installed On Your Computer
	- E-mail:


Google GMail
- Internet/Web Browser:
Internet Explorer (IE)
- Office Suite:


Microsoft Office (Word, Excel, PowerPoint, etc)

- Virus Scan:


McAfee Virus Scan

- E‑Forms:


Adobe Acrobat

- Audio/Video:

Windows Media Player


- File Compression:

WinZip



	Telephones & 

Voice Mail
	Your telephone is supported by the NIST Boulder Telecom Office. You can get more information about their services at http://telecom.boulder.nist.gov/
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Frequently Asked Questions
	Who do I call for questions or problems with access or use of my IT equipment or software program?
	Call the NSDesk Help Desk at 1-888-673-3751
Normal work days (Monday - Friday), 4:30 am to 4:30 pm.

OR email NSDesk@NOAA.gov for unforeseen problems that require immediate assistance such as being locked out of your computer, or some kind of software or hardware failure.
For assistance with events that should be scheduled in advance such as setting up new computers, installing software, or computer moves, please email   NSDesk@NOAA.gov..

	Where should I save my data files?
	Always use the Network Drives/Folders for filing and saving your data files.  (Files stored on the network are backed up frequently during each day.)  Drive H:\My Documents is your area on the network for you to create other subdirectories and folders to store your data either by product type or subject matter.       For example, H:\My Documents\Word for Word files, etc.  Or by subject; e.g.  H:\My Documents\MtgNotes, H:\My Documents\Budget, H:\My Documents\Assignments, etc...

	What if I forget my new password?  
	Call the NSDesk at 1-855-673-3751.  They will reset your password, and you will have to create a new one the next time you log on.

	What if I can't print?
	Call the NSDesk at 1-855-673-3751.  

	Should I turn off my computer and monitor before I leave work?
	Yes.   Even though the PCs and monitors have a “sleep” mode, electricity is still being used and collectively this wastes measurable energy unnecessarily.  If we need to patch the systems during the night, we can remotely start the computers. Never leave your computer logged in and “Locked” at the end of the day.

	What if I need additional software on my computer?
	Check with your supervisor first.  Approval is required by your supervisor/Division Chief before forwarding to NSDesk.

	How can I obtain computer ergonomic supplies;   i.e.  wrist or mouse pads, etc.?
	Check with your supervisor.  Computer supplies come from your division. 

	Can I contact the NSDesk by E‑mail?
	Yes.  The Help Desk E-mail address is: NSDesk@NOAA.gov

	What if I need to move or relocate my computer?
	Contact your supervisor and allow at least 3 working days for the move. Your supervisor should send a message to NSDesk@NOAA.gov

	What software is licensed for me to take home and use?
	· McAfee VirusScan is available for your use at home.  
· A personal copy of Microsoft Office is available from Microsoft’s Home Use Program for a very small charge (~$20).  Check with Systems Support on specifics for ordering Office from Microsoft or visit the SSD Website http://nrc.iso.noaa.gov/microsoft_hup_epp.html .


