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The Learning Academy
Your One Stop Shop for Learning

To access the Learning Academy, click on the following link
http://hhcinsider.nychhc.org/corpoffices/WD/Pages/HHC-Learning-Portal.aspx
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Computer Literacy and
Web Time Entry

To learn more about Computer Literacy and Web Time Entry, click on the following link
http://hhcinsider.nychhc.org/corpoffices/WD/Pages/Web-Time-Entry.aspx



http://hhcinsider.nychhc.org/corpoffices/WD/Pages/Web-Time-Entry.aspx
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Job Aids: PDF _

| How to Access Employee Self Service_ESS C.pdf

"L How to Access MS Outlook Handout C.pdf

" How to Lock, Switch User and Sign out using CTRL ALT DELETE.pdf
| Web Time Entry Information Resources Site Tour.pdf

"] Remote Access Gateway login using DUO.pdf

Job Aids: Video I

* | ] How to Access Employee Self Service_ESS C.mp4
* [] How to Access M5 Outlook C.mp4

» [) How to Lock, Switch User and Sign Out using CTRL ALT DELETE.mp4
+ [] Web Time Entry Information Resources Site Tour.mp4

=-- Back to Web Time Entry Homepage
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Part I.
Basic Skills — Introduction to computer literacy
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What is computer literacy?

= Computer literacy is the
understanding and ability to
use computers and technology
efficiently

= Computer literacy can also refer to
the comfort level someone has with
using computer programs and other
applications that are associated
with computers
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Part Il.
Basic Skills — How to understand and navigate your computer
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In this course, you will learn
|. Introduction to Computer Literacy
Il.  Components of Computers
a. Hardware
b. Software
Ill.  Starting your Computer, Login/Sign-in and EITS
a. Enterprise Services (EITS)
b. Secure Print Services

c. Security
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In this course, you will learn
I\VV. The Components of a Mouse & Keyboard
V. Using Ctrl + Alt + Delete to

a. Lock

b. Switch User
c. Sign Out

d. Shut Down

VI. Windows Desktop, Folder, File, Shortcuts and Taskbar
a. Opening Programs/Applications

b. Moving Between Windows
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In this course, you will learn

VII. Cut, Copy and Paste (with mouse)

VIIl. Using Microsoft Outlook Email and Calendar
IX. How to Access the Internet & Intranet

X. Employee Self Service (ESS) Desktop Icon
Xl. Duo

XIl. Additional Resources
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What is a computer?

A computer is fast processing
machine that can store information
and can be used for

Work
Shopping
Paying bills
Attend classes

The possibilities are endless.
Computers can save time by
performing an assigned task very fast
and efficiently




NYC
HEALTH+
HOSPITALS

Computer system

A computer system has two (2) major
components

= Hardware
= Software
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Hardware:
Basic hardware components of a computer

© ®

© ®
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Types of computers used in the workplace
Laptop

: Desktop
Kiosk

Tablet
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HEALTH+ A peripheral device, is a machine that you would often
HOSPITALS see accompanying a computer to provide it with
Common peripherals additional functionality

Printers Scanners

Multi-Functional
Devices
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Computer software

= Software is a set of instructions, data,
programs or application used to operate
computers and execute specific tasks

= Opposite of hardware, which describes the
physical aspects of a computer, software is
used to refer to applications, scripts and
programs that run on a device
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Operating system

= One of the most important software used is called
the 'Operating System (OS)’ which is a set of
general purpose software program that manages
the overall operations of the computer

= Microsoft Windows is a well-known example of

an Operating System which is a widely used
throughout the world
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Application software

= There are other types of software as well
known as the application software

= Application software, also known as a

program is specific purpose software which
Is used by a user for performing specific task
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-~
Software examples m

Electric Medical
Records

MacAfee
Google Chrome

Windows

MS Media Player Cisco WebEXx

MS Explorer MS Office Suite
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QUIZ TIME!
Quiz 1: Multiple Choice

= A Desktop Computer is an example of a

While Internet Explorer is an example of a

A. Windows, Microsoft
B. Software, Hardware

C. Hardware, Software
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QUIZ TIME!
Quiz 1: Multiple Choice

= A Desktop Computer is an example of a

While Internet Explorer is an example of a

A. Windows, Microsoft
B. Software, Hardware

C. Hardware, Software
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Part Ill.
Basic Skills — Starting your computer, login/sign-in and EITS
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Turning on the computer
= To turn on your CPU and or Monitor, look for the

= Universal “power” symbol and press the button once

Central Processing Unit

Monitor (CPU)
Power

Button
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Signing into a NYC Health + Hospital computer

Key Tip
After you're finished

entering your User ID and
password press arrow or

- ‘enter’ button on keyboard
e @ to log in.
If you need further
assistance contact
EITS @ 877.934.8442

EnterpriSeserviceDesk@nychhc.org

B e T Rt T i U i U i T
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Enterprise Service Desk (EITS)
= Service Now
https://nychh.service-now.com

IS the portal that handles all EITS
request through their intranet site.

= You can contact EITS via email
EnterpriseServiceDesk@nychhc.orq

= or by phone at 877.934.8442



https://nychh.service-now.com/
mailto:EnterpriseServiceDesk@nychhc.org
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Enterprise Service Desk (EITS)

= Secure Print Services handles
all printer services from
registering your ID to repairs and
maintenance
http://hhcinsider.nychhc.org/sites/
MPS/Pages/Index.aspx

= NOTE: Information Security
tracks the work you do on your
computer ensuring that you are in
compliance with NYC Health and
Hospitals policies and laws



http://hhcinsider.nychhc.org/sites/MPS/Pages/Index.aspx
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QUIZ TIME!

Quiz 2: True or False?

= | can use my NYC H+H computer to go on Facebook

and no one will ever know
A. True

B. False
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QUIZ TIME!

Quiz 2: True or False?

= | can use my computer to go on Facebook and no one

will ever know
A. True

B. False. EITS Security is tracking all
of your actions on any NYC H+H
computer and phone
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Part IV.
Basic Skills — How to use a mouse and keyboard



NYC
HEALTH+
HOSPITALS

Mouse

= The mouse is used to move the cursor
to select and manipulate objects,
choose options from menus and
respond to dialog boxes

= |t is meant to operate like an extension
of your hand
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Mouse

= If you are using a laptop, you may
choose to use a touchpad instead of a
mouse

= The touchpad on a laptop does the
same job as the mouse on a desktop
PC

= Itis sometimes called a trackpad
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Mouse

= A mouse usually has 3 sections

= The primary button (usually the left
button) selects, highlights, and
executes

= The secondary button (usually the
right button) opens menu

= A mouse may also have a wheel

between the two buttons, which
moves cursor up and down the page
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The mouse pad
= The mouse pad is a piece of rigid

or slightly resilient material on which
a computer mouse is moved

= A mousepad is needed to provide a

surface that the rubber ball of a
mouse could grip enough to move
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Using the cursor for different mouse operations

= Acursor is a shape on a computer
screen that shows where actions
made with the keyboard or mouse is
taking place

——
= Itis the vehicle used to deliver a I

variety of mouse operations e % 1
= The cursor has several different ¢

shapes depending on the application

A
you are using. The most commonly
used cursor shapes are the Pointer, Arrow Crosshair ' Beam Pointer
Arrow the I-beam, and the Crosshair

Point, Hover Precision Text Field Point, Hover
and Select and Select
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Using the cursor for different mouse operations
= If you see the Blue circle, sometime
green circle spinning. Windows is

asking you to wait why they work
something out

= The Red circle with a ban that goes
diagonally across it indicates that the
contend is unavailable

Spinning circle Red ban

System is Busy Content Unavailable

Wait
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How to use a mouse — Correct mouse hold

To hold the mouse correctly, you should

= Place your palm on the base of the mouse

= Put your thumb on the side of the mouse closest to the
computer

= Put your index finger on the left button

= Put your middle finger on the right button

= Put your remaining fingers on the far side of the mouse

= Your wrist should be straight, following the angle of your

arm and not twisted to either side or higher or lower
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Different mouse operations

Point. Move the mouse so that the
mouse pointer rests on the required
object

For example, an icon, name of a
menu, button in a dialog box,
character in a document, shape in a
picture

B e T Rt T i U i U i T
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Using the cursor for different
mouse operations

Click Tap the left mouse button.
If the button is not specified,
always use the left button

Clicking selects an object or a
command

B e T Rt T i U i U i T
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Using the cursor for different
mouse operations

Double-click. Click a mouse button
twice in quick succession

Do not move the mouse between
clicks

Double-clicking usually selects an
object and activates an operation

B e T Rt T i U i U i T
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Using the cursor for different mouse operations

= Right-click. In Windows, clicking Oper
with the right mouse button
generally gives a shortcut (context) sl e ks Prtcin
menu of options relevant to the R
particular object pointed at when the | oo e

right button is clicked

Cut

Copy

Create shortcut

= You'll get options to either copy,

Rename

move, or create a shortcut Propertes

= This is the recommended way to
move, copy and paste objects or
text
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Using the center wheel for different
mouse operations

= Use the center wheel to scroll through
screens of information

= Remember when using the mouse to
keep your wrist straight and to move
the mouse with your arm not your wrist



NYC
HEALTH+
HOSPITALS

QUIZ TIME!

Quiz 3: True or False?

= Acursor Is a shape on a computer screen that allows

you to see where your mouse is located
A. True

B. False
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QUIZ TIME!

Quiz 3: True or False?

= Acursor is a shape on a computer screen that allows

you to see where your mouse is located

A. True. The mouse is like an
extension of your hand

B. False
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The keyboard

= The keyboard is used mainly for
typing text into your computer

= Like the keyboard on a typewriter, it
has keys for letters and numbers

= |t also has keys to deliver
specialize functions
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Elements of the keyboard

= Typing alphanumeric keys. These
keys include the same letter, number,
punctuation, and symbol keys found
on a traditional typewriter

= The function keys are found on the
top row and are labeled as F1 to F12.
They are reserved for specialty,
advance task, such as rebooting your
computer, raise the volume, adjust
the contrast on your screen and more
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Elements of the keyboard

= The numeric keypad, located on
the right side of most keyboards,
allows you to enter numbers
quickly

= Check your keyboard light to see if
NUM LOCK is on. Ifitisn't, press
NUM LOCK

This allows you to use the Numeric
Keypad in keyboard as a calculator
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Elements of the keyboard

= The navigation keys, such as the
arrow keys, allow you to move your
position within a document or
webpage without a mouse. They
also include the, HOME, END,
PAGE UP, PAGE DOWN, DELETE,
and INSERT keys.

= Sometimes you will have to couple
the key with the control key. For
example, Ctrl + Home will take you
to the top of your document. Ctrl +
End will take you to the end of your
document
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Elements of the keyboard
Control keys. These keys are used alone or in
combination with other keys to perform certain

actions. The most frequently used control keys
are

= Ctrl. Enables other keys on
the keyboard to perform secondary
functions.

= Alt: on a computer keyboard is used to
change (alternate) the function of other
pressed keys

= Windows Logo: generally known for brings
up the start menu

= Escape: interrupt or cancel the current
process or running program, or to close a
pop-up window
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QUIZ TIME!

Quiz 4: Multiple Choice

= The alphanumeric keys include the same letter, number,
punctuation, and symbol keys found on a traditional

A. Mouse
B. Typewriter

C. Tower
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QUIZ TIME!

Quiz 4: Multiple Choice

= The alphanumeric keys include the same letter, number,
punctuation, and symbol keys found on a traditional

A. Mouse
B. Typewriter

C. Tower
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Part V.
Basic Skills — Using Ctrl + Alt + Delete to lock, switch user, sign out
& shut down
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Multi-user Machines

= There are times when you may have to
walk away from your computer or you are
In a departments may not have enough
computers for everyone and thereby
designate one machine for multiple users.
If you are sharing your computer, You will
need to become acquainted with CTRL
+ALT+ DELETE Keyboard function

Kiosk
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CTRL, ALT & DELETE options
1. Press CTRL+ALT+DELETE

2. ADblue screen will open with the
following options

= Lock

= Switch User

= Sign Out
= Change Password

= Task Manager
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How to activate CTRL, ALT & DELETE

Watch this video
to see how it's
done

B e T Rt T i U i U i T
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Lock function

To keep your information private and protected
click the Lock button

= You can use the Lock function if you need
to step away from your computer for a few
minutes

= The Lock function will protect your work
= |t will keep your information private

= Your information will remain undisturbed,
enabling you to continue your work upon
your return
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How to Lock your computer

1. First, press CTRL+ALT+DELETE
simultaneously to open the
options window

2. Select Lock

3. A new screen will open with your +
User ID and a blank space to
type in your password upon your
return

Your User ID

| =
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How to Unlock your computer

= Your User ID is already in place
therefore enter your Password

= Click OK, giving you access to your

original screen Your User ID

Password
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How to use the Switch User

function

= If you are using a computer shared by
multiple users, you will need to use the
Switch User function. Here’s how it

works

1. Press CTRL+ALT+DELETE +

2. Select Switch User

3. Enter User ID, Password and click User ID
OK — Password
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How to Sign Out

= Once you have completed your work,
and are done using the computer, you
will need to Sign Out

= Not to be confused with Shut Down
which turns off the power of the

machine, Sign Out will log you out of +
the computer, while allowing others to
log in

1. Press CTRL+ALT+DELETE
2. Click Sign Out

You will be logged off of that computer
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Screen time out
PLEASE NOTE

= Screensaver: Your screen will time
out after 15 minutes of
uninterrupted use due to NYC
Health + Hospitals security policy

= Troubleshooting or EITS
emergency updates can cause
your computer to restart

REMINDER: Don't forget to protect
your information. Keep your User ID
and Password in a private location.
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QUIZ TIME!

Quiz 5: Multiple Choice

1. To access the Lock, Switch User, Sign Out etc... menu,
you need to press , , on your
keyboard

A. Press Control + Alt + Delete
B. Press Windows + Alt + L

C. Press Control + C + Delete
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QUIZ TIME!

Quiz 5: Multiple Choice

1. To access the Lock, Switch User, Sign Out etc... menu,
you need to press , , on your
keyboard

A. Press Control + Alt + Delete
B. Press Windows + Alt + L

C. Press Control + C + Delete
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Part VI.
Basic Skills — Windows desktop, folder, file, shortcuts and taskbar



NYC
HEALTH+
HOSPITALS

What is a desktop?

= The desktop is another term for the
home screen on your computer. the first
screen you see when your computer is on

= If other windows are open (such as Word
documents or an Internet browser), the
desktop can be found behind them

= Itis the place where you can put

commonly used programs, documents,
and folders
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What is a desktop?

The staples of a desktop are the
following

= Recycle Bin

= Shortcuts to commonly
used programs

= Folders and Files

= Taskbar

= RS TR T T S
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How to start a program or application

1. Click the Start button, located in the
lower-left corner of your taskbar

2. Amenu showing the programs you use
most frequently appears on the left, and
commonly performed tasks appear on
the right

3. Select the program you want to open by
double clicking it with your mouse
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Navigating the file explorer —

= The you can access the File Explorer by selecting and
opening the folder found in the Taskbar

= The This PC icon allows you to explore the contents of
your computer’s drives, files, and removable storage |
devices. To open, double-click on the icon

= The Documents folder will store documents on your
personal drive; therefore, it can be restored in the case of
accidental deletion or computer malfunction. It can also be
accessed from any computer systemwide, once you sign in

= This is where you should save any files you work that you
may want to keep private
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What is a folder?

Folder much like a real folder, is a place where
you can save files and documents

1. To create a new folder for particular
documents, find a blank space on the
desktop or inside a folder and right-click
using your mouse

2. Scroll down to New and follow the arrow to
select Folder

3. Left-click to create a new folder
4. Afolder icon will appear called New folder

5. Rename the folder by typing inside the text
box underneath

s HEE e TN T T S =
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What is a file?

= Afile is a collection of related information or
a computerized document. The files that
make up a program are stored together in
their own set of folders

= When you create files, a good idea is to :

organize them in folders and to store files
of a like kind in a single folder

= Microsoft recommends that you store your
documents under the Documents folder,
your pictures under the Pictures folder, and
your Music under the Music folder
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How to open a folder and a file

1. Goto Documents to locate your
folder (or whichever location it is
stored). Once located, double click
to open

2.  When you open a folder, the
folders and files contained in the
folder appear in the File List

3. To open a file, double click the
fillename

MName
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Using Window file tracker

1. Asyou work, Windows tracks the files and
programs you have used. In each of your office
programs (Word, Excel, PowerPoint and
Access) there is a lists these files and programs 1
on the most Recently used document list. To
view the list I I

Home  Insert AL T A Animations Slide Show  Review  View

2. Open Application (Word, Excel, etc...), click
File in the top ribbon menu bar then click Open

3. Click Recent Items on the right side of the
menu. A list of recent files and programs
appears

4. To open a file listed on the Recent list, double
click the filename
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How to save a file

1. Click File, which is located on the top ribbon
menu bar. A drop-down menu appears

2. Click Save. If you have never saved the file
before, the Save As dialog box appears

3. Click the down-arrow in the Save As Type — [
field and then select the file type you want
your file to have
—

4. Type the name you want to give your file in
the File Name field

5. Click the Browse button and then use the
Explorer window to change folders if needed

6. Click the Save button
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How to delete a file or folder
. . . . Open
1. To begin, right-click the file or folder you bin 1o Quick access
want to delete. A context menu appears hve mccee o N
2. Click Delete and the file will be deleted sl b
] ] [¥] Scan for threats
Immediately
Include in library >
3_ For O|de|’ WindOW OS, WindOWS W||| aSk, 1 McAfee File and Removable Media Protection >
"Are sure you want to move this file to Pin to Start
the Recycle Bin?" send to 2
Cut
4. Click Yes. Windows places the file or Copy
folder in the Recycle Bin Create shortcut
Properties
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How to do a windows search

1. Click the Search button next to the
window/start button. The Search dialog box ‘
appears |

2. Type the filename, the folder name, the
date the file was last modified, or the author
of the file in the Search field. As you type,
Windows attempts to locate the file

3. The results of the search appear in the
window above and to the right. You can click
the filename to open the file I I
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What is a desktop shortcut?

= Adesktop shortcut, usually represented
by an icon, is a small file that points to a
program, folder, document, or Internet
location

= Clicking on a shortcut icon takes you
directly to the object to which the shortcut
points

= Shortcut icons contain a small arrow in
their lower-left corner

= Shortcuts are merely pointers; deleting a
shortcut does not delete the item to which
the shortcut points



NYC
HEALTH+
HOSPITALS

How to create a desktop shortcut
If the item is located on the Start menu

1. Locate the program, folder or file to which you
want to create a shortcut through the file
explorer

2. Next right-click the item. A context menu
appears

3. Right-click send to. A sub-menu appears ' |

4. Click desktop (create shortcut) and a shortcut
will be created on your desktop
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What is the taskbar?

= The taskbar is a long bar that by
default runs along the bottom of your
desktop

= The Start button, Quick Launch
toolbar, Active Program buttons,
and the Notification area are
located on the taskbar
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How to pin application in taskbar

1. Click the start/window logo
or go to your home screen

2. Select the program you
would like to pin, right-click
the icon and a menu will
appear

3. Select Pin to taskbar
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QUIZ TIME!

Quiz 6: True or False?

= Adesktop iIs the place where you can put commonly

used programs, documents, and folders
A. True

B. False
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QUIZ TIME!

Quiz 6: True or False?

= Adesktop iIs the place where you can put commonly

used programs, documents, and folders
A. True. A desktop can allow for
faster access to popular
applications

B. False
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Part VII.
Basic Skills — Cut, copy and paste and other common task
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Cut, copy and paste

= There may be times when you want to
copy an item from one place to place it
In another area

= To accomplish this task you can utilize
the Cut and Paste or Copy and Paste
functions

CuUT

COPY

PASTE
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Cut, copy and paste
Any piece of information can be cut or

copied.

= When you CUT information, you
remove it from it’s current location and
pasted (placed) it elsewhere

CuUT

=  When you COPY information, it COPY

remains at the original location and

additional copies are made and pasted

where ever you desire

PASTE

= When you Paste information that is

the act of placing it in your desired

location
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How to cut, copy and paste using the mouse Open

Pin to Quick access

Before you cut or copy, you must first select the
item by highlighting the word, folder, sentence,

Give access to >

Restore previous versions

picture etc... that is of interest. Then you can do [ Scan for threats
the fOIIOWing Include in library >
1 McAfee File and Removable Media Protection >

1. To Cut, Right Click using your mouse and a
menu will appear. Hover your mouse over the

Pin to Start

Send to >
word Cut and Left Click your mouse to a |
complete the action Copy
2. Once you are done, choose the location where E"jﬂt““““‘“t
. . elete
you want your information to appear Rename
Properties
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How to cut, copy and paste using the mouse

Open

Pin to Quick access

1. To Copy, Right Click your mouse and a Give access to >
menu will appear. Hover your mouse over Restore previous versions
: [d Scan for threats
the word Copy and Left Click your mouse anforfhree

i Include in lib
to complete the action en e - ’
1 McAfee File and Removable Media Praotection >
2. Once you are done, choose the location Pin to Start
where you want your information to appear Send to >

Cut

Copy |

Create shortcut

Delete

Rename

Properties
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How to cut, copy and paste using the mouse

Whether you Cut or Copy, the steps to Paste
remains the same

1. To Paste, Right Click with your mouse

over the location where you want your :

iInformation to appear
2. This will open your menu of options

3. Select the Paste and Left Click to
complete the action
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How to cut, copy and paste using keyboard functions (shortcuts)

= These functions can easily be
accomplished using your mouse

= However, there are times when you may
want to paste and item into an area where
you don’t have access to the Menu bar

= If you find yourself in this situation, you
accomplish these task using the keyboard
equivalent otherwise known as shortcut
keys



NYC
HEALTH+
HOSPITALS

How to cut, copy and paste using keyboard functions (shortcuts)

Keyboard functions are known as shortcuts.
They are fast and easy to learn. You should
always know multiple ways for completing a task
when using your computer. The more you know,
the further you will go. Here is how you can use
Shortcuts to Cut, Copy and Paste

1. To Cut, select by highlighting what you want
to cut then press CTRL+X to complete the
action

2. Your item will disappear or lighten in color
indicating that it has been cut
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How to cut, copy and paste using keyboard functions (shortcuts)

1. To Copy, select by highlighting what
you want to copy then press CTRL+C
to complete the action

2. Your item will remain but a copy has
been made and is being held in the
clipboard as it awaits the paste
function
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How to Cut, Copy and Paste using keyboard functions (Shortcuts)

Similar to using the mouse, whether you
Cut or Copy, the steps to Paste remains
the same

1. Using your keyboard, arrow and or tab
to the location where you want your
information to appear

2. To Paste, press CTRL+V (yes, that’s
“V” as in Victor) to complete the task
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Print screen or (PRT SCN)

= Pressing Print Screen PRT SCN
captures (copy) your entire screen as
an image (a "screen shot") and
copies it to the Clipboard in your
computer's memory

= From there you can paste it
(CTRL+V) into Microsoft Paint, Word
or another program/application and, if
you want, print it from that program

1. Instructions: Press PRT SCN button
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How to print using a mouse

1. Click File
2. Select Print

3. On the Print page, choose a printer, choose the
settings you desire using printer properties

4. Once done, Left-click Print

:
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How to print using the keyboard shortcut
1. To Print, press CTRL+P on your
keyboard and the Print window

will open, allowing you to
complete the action
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How to open the calculator using the mouse

1. Open Calculator by clicking the Start
button, scroll up in alphabetical order .
)

2. then click the word Calculator




NYC
HEALTH+
HOSPITALS

QUIZ TIME!

Quiz 7: Multiple Choice

= When you iInformation, you remove it from it’s
current location and paste (place) it elsewhere. Whereas
when you Information, it remains at the original

location and additional copies are made and pasted

where ever you desire
A. Copy, Cut

B. Copy, Paste

C. Cut, Copy
B e T Rt T i U i U i T
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QUIZ TIME!

Quiz 7: Multiple Choice

= When you iInformation, you remove it from it’s
current location and paste (place) it elsewhere. Whereas
when you Information, it remains at the original

location and additional copies are made and pasted

where ever you desire
A. Copy, Cut

B. Copy, Paste

C. Cut, Copy
B e T Rt T i U i U i T
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QUIZ TIME!

Quiz 8: True or False?

= Keyboard functions are also known as Shortcuts

A. True

B. False
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QUIZ TIME!

Quiz 8: True or False?

= Keyboard functions are also known as Shortcuts

A. True

B. False
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Part VIII.
Basic Skills — Using Microsoft outlook email and calendar
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What is Microsoft OQutlook?

= Microsoft (MS) Outlook is a work related
Information manager of choice for NYC Health +
Hospitals

=  Though primarily used for emails, MS Outlook
also includes the following functions

 Calendaring

« Task managing

« Contact managing
 Note-taking

 Journal logging
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How to access MS Outlook for the first time

There is an MS Outlook
icon on every NYC Health
+ Hospitals computer
systemwide

To open, locate the
icon on your desktop

Hover your cursor over
it then double click
with your mouse

(»]

4 = LA T FL.
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How to access Microsoft Outlook Webmail.nychhc.org
online using your smartphone

You can access Outlook, on your phone via the
Internet by using Webmail

1. Locate the internet browser on your phone Outlook Webmail

ex: Google Chrome or Safari

2. Type in the following search address
Webmail.nychhc.org

SSSSSS

3. Enter your User ID and Password
4. Click Sign In

Please Note: If asked, select Save or Update
Password
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Enterprise Service Desk (EITS)

If you need further assistance
contact EITS

= Service Now
https://nychh.service-now.com
IS the portal that handles all EITS
request through their intranet site

= Emall
EnterpriseServiceDesk@nychhc.org

= Phone
877.934.8442


https://nychh.service-now.com/
mailto:EnterpriseServiceDesk@nychhc.org
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Opening MS Outlook for the first time

Enterprise Vault Cache allows you
to decide how you will store your old
emails

= When opening MS Outlook for
the first time, the Vault Cache
window will appear

addressed first before you can

= Please note: This will have to be
access your emails I

= If you need additional assistance
contact EITS at 877.934.8442
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Configuring Enterprise Vault
1. Click Next

2. Then click Next aga
3. Finally, click Finish

Your emails will load upon
completion

Please note: This tutorial is only
displaying one option. You can
customize these settings in a variety
of ways to suit your needs




NYC
HEALTH+
HOSPITALS

Review emails

1. To preview an email, select
email from the inbox by clicking
the title found on the left side
once

2. This will enable you to preview
the email on the right side of —
the screen
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Review emails

3. To view the email in a
separate window double——
click the title of the emalill
found to the left side of the
preview >
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Compose an email o

To compose an rudimentary email

1. Ensure that you are in the Home
tab. If not, click Home

2. Then, click the New Email button
and a new window will open
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Compose an email

To compose an rudimentary email

3. Next, enter recipient’s email
address in the “To” section J,

Recipient’s email address

Subject

4. Next, enter subject title in the
“Subject” section
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Compose an email

To compose an rudimentary email

5. Add your message in the body
of the emall

Recipient’s email address

6. Click Send sabject

Enter Message Here
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Types of email recipients

There are 3 types of Recipients:

1. To contains the primary recipients, whom
the message is directed to

= I PRIMARY RECIPIENTS I

| |_SECONDARY RECIPIENTS ]
[ THIRD LEVEL (PRIVATE) RECIPIENTS ]

A

2. Cc (Carbon Copy)sends a copy of the
message. While not the primary
audience, these recipients may want to
see the information presented. The Cc
field is visible to all recipients

3. Bcc (Blind Carbon Copy) sends a copy
of the message, while keeping the Bcc
field secret to all other recipients
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Reply, reply all or forward an email

1. How to Reply to an email: Select an
emaill in the inbox (or open an email in its ||:“

own window) and click the Reply button
on the ribbon

2. If you wish to reply to All Recipients of
an email: Select an email in the inbox (or
open an email in its own window) and
click the Reply All button on the ribbon

3. How to Forward an email: Select an
email in the inbox (or open an email in its
own window) and click the Forward
button on the ribbon. Add appropriate
email addresses
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Attach a file

To attach a file: While composing an email

1. Click the Attach File button on the
Message tab

1. Next, locate and select your file — ”

I

2. Then, double click the file to complete the
process
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How to insert a picture

1. Click the Insert tab

2. Click the Pictures button —

T
\

3. Make your selection

4. Click Insert
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How to create a signature

1. Click New Email. A new window

will pop up

2. Click the Signature button on e

the Message tab —
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Create a signhature
1. Click the New button —

1 Select signature to edit

Signatures and Stationery

| E-mail Signature  Personal Stationery

Choose default signature

E-mail account: |Louise.ﬁ|bert@nychhc.org

2. A new window will open. Type a name
for this signature

3. Click OK

Louise
Mew messages: |Lc|uise
Replies/forwards: |[r1cune]
Delete SEVE I&l

Edit signature
Calibri (Body)

MOt e 1 ou [ = = = | Epusinescad |[D &
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Create a signhature

Signatures and Stationery

E-mail 5ignature  Personal Stationery

4. Select your signature name

Select signature to edit Choose default signature
E-mail account: |Louise.mbert@nychhc.org

Mew messages: |Lc:uise

5. Enter your official email signature

Replies/forwards:

[<l<ql<]

|[ncune]

6. Click save =] save | | genome
IL signature

| Calibri (Body) | B I U |—| |§usiness Card |L_|g =)
7. C“Ck OK Louise Albert, MA -

Gender Pronouns: she, her

Assistant Director of Training and Development, Lvl. B
HR Workforce Development

NYC Health + Hospitals | Central Office

55 Water Street, 25t Floor | New York, NY 10041

Phone: 646.694.6614
Louise.Albert@nychhc.org



mailto:Louise.Albert@nychhc.org
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Insert signature into email

1. To insert a signature in the body
of an email click the Signature
button on the Message tab

2. Then select a signature

3. The selected signature will
appear at the bottom of the
email message >
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Out of office replies

1. To send Out-of-Office Replies click
the File tab

2. Click the Automatic Replies button
on the Info tab

3. Then click the Send Automatic
Replies button

4. Set the start and end dates for the — | ] |
auto reply

5. Enter a message

6. Then click OK >
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QUIZ TIME!

Quiz 9: True or False?

= You can access your Outlook email online by using

Webmail at Webmail.nychhc.org
A. True

B. False
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QUIZ TIME!

Quiz 9: True or False?

= You can access your Outlook email online by using

Webmail at Webmail.nychhc.org

A. True. Webmail will allow you
access to Outlook from your
personal phone or computer

B. False
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Part |IX.
Basic Skills — Access the internet and Intranet
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Accessing the internet

= You can access the
Internet by using MS
Internet explorer or
Google Chrome

= To locate the internet icon, fn‘igf;ee:?fon
look for the shortcut on on the toolbar.
your desktop or go to the ClIE D @

the browser.

toolbar

= Left click once to open the
browse
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Window controls to open, hide and close windows

= Every screen that pops up is called
a Window

= You can use the Window Controls O @ O

buttons, which is found in the
upper right hand side of your
screen to

v
= Minimize - hides the window on the Taskbar

\4

= Maximize/Restore — expands the window to full screen or
returns it to original size

v
= Close/End - closes the window and exits the application
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Accessing the intranet (Insider)

= Click on the following link:
http://hhcinsider.nychhc.org

= The Insider homepage is where you
will access the PeopleSoft
Employee Self Service, ELM, News
about the system, the Learning
Academy and more



http://hhcinsider.nychhc.org/
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QUIZ TIME!

Quiz 10: True or False?

= You cannot use Google Chrome to access the internet

A. True

B. False
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QUIZ TIME!

Quiz 10: True or False?

= You cannot use Google Chrome to access the internet

A. True

B. False. Google Chrome is an
acceptable application that can be
used for accessing the internet
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Part X.
Basic Skills — Employee Self Service (ESS)
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Access Employee Self Service (ESS)

= There is an Employee
Self Service (ESS) icon
on every NYC Health
and Hospitals computer
systemwide




NYC
HEALTH+
HOSPITALS

Access Employee Self Service (ESS)

= You can enter Employee Self Service
(ESS) by double clicking the following NYC

desktop icon HEALTH +
HOSPITALS
ESS

EMPLOYEE
SELF SERVICE




NYC
HEALTH +
HOSPITALS

Access the PeopleSoft
Employee Self Service

= Once inside, select
PeopleSoft HR

ieamut . | PEOPLESOFT HR

CLICK HERE TO ACCESS
PEOPLESOFT HR




NYC

HEALTH+

HOSPITALS

Access the PeopleSoft Employee

Self Service

= Then login to PeopleSoft HR
using your User ID, Password then
click Sign In
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PeopleSoft Employee Self Service
(ESS)
= Your homepage will appear giving
you access to all of your employee
iInformation
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Access Employee Self Service (ESS)
using your smartphone

ess.nychhc.org

1. Locate the internet browser on your
phone ex: Google Chrome
or Safari

2. Next, type in the following search
address ess.nychhc.org

3. Once inside, click the PeopleSoft HR q :
icon

e T Rt T i U i T i U


https://ess.nychhc.org/
https://ess.nychhc.org/

HEALTH+
HOSPITALS I

hrms.nychhc.org

Access PeopleSoft Employee Self
Services using your phone

1. Next, sign in to PeopleSoft HR
(hrms.nychhc.org) by entering your
User ID and Password

2. Then click Sign In

Please Note: If asked, select Save or
Update Password

e T Rt T i U i T i U


https://hrms.nychhc.org/

HEALTH+

HOSPITALS —
ess.nychhc.orqg

Access PeopleSoft Employee Self
Services using your phone

= Once inside, navigate to the section
of your choice



https://ess.nychhc.org/
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QUIZ TIME!

Quiz 11: True or False?

= You can access your Employee Self Service using your

phone A. True
B. False
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QUIZ TIME!

Quiz 11: True or False?

= You can access your Employee Self Service using your

phone A. True. Open your internet browser and
type in the following link
ess.nychhc.org

B. False


https://ess.nychhc.org/
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Basic Skills — Duo
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How to enroll the Duo mobile application

Please Note: To complete this process, you will need to have your phone and computer with you at
the same time.

= Launch a web browser like Google Chrome or Safari and navigate to https://duodmp.nychhc.org
= Enter your NYC H+H username and password in the labeled fields and click Log In
= Go to your cell phone and download DUO Mobile App via if you are using a Droid

or App Store if you are using an iPhone

2 https://ducdmp.nychhc.org/

& Duo Self Service Device Ma... %

Duo Device Management Portal

ATTENTION: DUO will only
work if your cell phone uses
Please enter your system login credentials. aob dlglt secu rlty code. It
senme [ USErNAME | will not work with a phone
A T ToT0s| | using facial recognition or

' swiping security protocol.
Please update your phone to
accommodate.

I Log In I



https://duodmp.nychhc.org/
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How to enroll the Duo mobile application

This tutorial has been created to assist you in using DUO to access NYC Health + Hospitals web
resources, such as ESS, PeopleSoft HR, ELM or Webmail using a smartphone

Enter your mobile device phone

Select Mobile phone as the type of . number in the empty field and check
device to add and Click Continue. Select your device type. the checkbox below.

Click to Start Set up
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How to enroll the Duo mobile application

Open the Duo Mobile application
to scan the on-screen QR code
(Read the instructions on the left of

Read and follow the instructions the QR code for more details.) or _

on the screen to install the Duo click “email me an activation link Click Continue to complete the Enrollment is now complete.

Mobile for Android . y ; t Click Dismiss to go to next
instead” if the QR code is faulty Setup. section.
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How to enroll the Duo mobile application

1. Anew screen called My Setting &
Devices

2. Click the arrow for the drop down menu

3. Select “Automatically send this
device to Duo Push”. This will send a
notification to your phone every time you
log into any NYC H+H platform like
Webmail or PeopleSoft HR
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How to access applications online

= Go to Connect.nychhc.org

= Enter your username and
password and click sign in

= |t will take you to the Duo page
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How to use Duo mobile application

Choose and Authentication Method

= Send me a Push
= Call me

= Enter a Passcode S SUe
enda me a FuUs

Call Me

Enter a Pushcode
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How to use Duo mobile application

Please Note:

If you have already pre-selected an

authentication mode then it will done

automatically. If you need to change if

for any reason then do the following:

Send me a Push

= Locate the “cancel” button found in e [
the blue bar at the underneath the
authentication options

= Select which method you would like
to use

= You will see a confirmation
message in the blue bar indicating
that this method is being applied

Enter a Pushcode
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How to use Duo mobile application

If you selected “Send me a Push” | Sl 2050

= Duo Mobile application will send a pop
up message to your mobile phone to
confirm your identity.

= Click “Approve” to complete process
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How to use Duo mobile application

= Once approved you will have
access

= To select, double click the
application of choice (For ex:
PeopleSoft HR)

= Continue your work as usual
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How to use Duo mobile application

If you selected “Call me” Call Me 123-456-7890

= Duo Mobile application will call the mobile
number in your account

= You will be asked to press any number to
login

= Once you have pressed the number, you

can access to your connect.nychh.org
account
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How to use Duo mobile application

= Once approved you will have
access

= To select, double click the
application of choice (For ex:
PeopleSoft HR)

= Continue your work as usual
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How to use Duo mobile application

If you selected “Enter a Pushcode”

= Go to your mobile device and turn on Duo app

= Click the arrow to view the code. When you
press (touch) the numbers it automatically will
copy the code in order to paste in another
location

= Apop up message will confirm that the code

has been copied. This will allow you to paste
code in another location
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How to use Duo mobile application

If you selected “Enter a Pushcode”
= Gotoconnect.nychhc.org
= Enter or Paste DUO code

= Click Log In button and you will have
access
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How to use Duo mobile application

= Once approved you will have
access

= To select, double click the
application of choice (For ex:
PeopleSoft HR)

= Continue your work as usual
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How to use Duo mobile application

REMINDER: If you do not remember

your current password or have any
Issues, then call EITS at 877.934.8442
and they will assist you.
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Congratulations!
You Have Completed
This Training
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For more information, visit
NYC Health and Hospitals

LEARNING ACADEMY
Your One Stop Shop for Learning!

Or email us at
MyLearning@nychhc.org

To access the Learning Academy, use the following link
http://hhcinsider.nychhc.org/corpoffices/WD/Pages/HHC-Learning-Portal.aspx



http://hhcinsider.nychhc.org/corpoffices/WD/Pages/HHC-Learning-Portal.aspx
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Thank You!

Visit The
LEARNING ACADEMY
If you have any guestions or comments
Email: MyLearning@nychhc.org

Special Thanks to EITS for sharing their innovative work
and resources, for this training
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Part XI.
Basic Skills — Additional Resources
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Additional Resources

The following are additional resources
YyOou can use at your convenience
to enhance your learning experience

160
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Practice what you have learned

Practice using your mouse and computer
for free using the links below

= http://www.pbclibrary.org/mousing/mousercise.htm
= https://www.digitalliteracyassessment.org/
= https://www.typingtest.com/



http://www.pbclibrary.org/mousing/mousercise.htm
https://www.digitalliteracyassessment.org/
https://www.typingtest.com/
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Description of the basic hardware components of a computer

o omores o

The main computer box, technically known as the system unit, is the most important part
of the computer. It contains the guts and brains of the computer. The system unit
contains a lot of holes or ports where you plug in the rest of the computer system.

Central Processing
Unit (CPU)/Tower

nMonitor The monitor resembles a television set, and is where the computer displays information

=Mouse The mouse is a hand-operated input device used to manipulate objects on a computer
screen.

nKeyboard The keyboard is a typewriter-style device which used to tell your computer what to do.

= Szl An output hardware device that connects to a computer to generate sound just like a
stereo system

HPrinter A printer is where a computer writes down the information or output, onto paper or a
hardcopy

o iy S iy T i T e T S Ry T
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Microsoft office applications

o rpion

i Word Microsoft Word is a full-featured word processing program

Microsoft Excel is a spreadsheet program that features calculation, graphic

Excel .
tools, pivot tables, and macro
PowerPoint Microsoft PowerPoint is a presentation program
ACCESS Microsoft Access is a database management solution for Windows operating

systems

Microsoft Outlook is a personal information manager. Though primarily an email
Outlook client, Outlook also includes such functions as calendaring, task managing,
contact managing, note-taking, journal logging, and web browsing
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The title bar

= The Title Bar is at the very top
of screen - contains program
ICON, Quick Access Toolbar
and Document Title.

= In other words, it lets you know
which file you are looking at The | title bar fIdentifies which

documents are open.

« My Computer (folder),

e Untitled - Notepad,

 The Calculator are all open
documents / windows.

164
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Moving between windows - active/inactive windows

= To move from one window to
the other, simply use your
mouse to click on the window
you wish to use

= Your window is inactive if it is

paler than the other windows The C0|0 and the

position of the window will tell you
= The active window ‘s color is which window is Active / Inactive.

rich and undisturbed
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Access PeopleSoft ELM using a link

= As employees we are required to
complete annual in-service and
mandated training

= To access these trainings, we need
to go to PeopleSoft ELM page

User Name

= You can enter PeopleSoft ELM by
clicking the following link on your Password
internet browser (via computer or
phone) and signing in using your
NYC H+H User ID and password
https://elm.nychhc.org



https://elm.nychhc.org/psc/elprd/EMPLOYEE/ELM/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?
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PeopleSoft ELM Regulatory E-Learning Modules

= The link will take you to your
Employee Self Service page
elm.nychhc.org

= This is where you go to complete
your trainings using your internet
browser (via computer or phone)

= Click on the My Learning icon to
view your training completion page.
This will let you know if you have
any trainings that are pending
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PeopleSoft banner and navigator icons

= A standard banner appears at
the top of every fluid page.

Proprietary and Confidential
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PeopleSoft navigator

= The Navigator will allow Payroll Users to access
various modules within PeopleSoft.

Navigator

= Currently, NYC Health & Hospitals utilizes various
modules across the health system, however, your
access is based upon your work function and/or Role
within the organization.

= This provides seamless access to data required to
perform at the highest level while executing your day
to day duties.

Proprietary and Confidential
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PeopleSoft commands

Proprietary and Confidential
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Windows seftings . &+

I Connectpane............_....._. 2+ K
Sharingpane..................... 2 +H
Display options for
secondscreen................... &p
Quick Link menu................. A+ X
Show/hide deskiop.............. )
Maximize window................ &1
Minimize/Restore window.._. #& + L
Minimize allwindows M
Snap windowto left.............. .
Snap window to right ... - FEN
View openapps................... Ctrl + Alt +

Tab
Switch between apps.......... Alt+Tab
Mewdesktop ... &:iCtl+D
Switch desktops .................. A2+ Ctrl +
1 —

Close active desktop............ a2+ Ctrl + F4
Peekatdesktop................... 2+ .
Minimize all but the
activewindow...._.._.........._. &2 + Home
Refresh active window ... F5
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Search File Explorer: Click in the Search field
in the upper-right corner of the File Explorer
window. Type your search term(s). Use the
options in the Location group of the Search tab
to change the search location.

File Explorer Views: Click the View tab in the
File Explorer window. Use the options here to
change how your files are viewed and
organized.

Compress Files or Folders: Selectthe files or
folders you want to compress and click the
Share tab on the ribbon. Click the Zip |
button and type a name for the compressed
folder, then press Enter.

Create a Deskiop Shortcut: Right-click a file,
folder, or program, then select Send To.
Select Desktop (Create Shortcut) in the
menu.

Sort Desktop lcons: Right-click the desktop
and select Sort by in the menu. Select a sort
option.

Personalize Windows

Change the Desktop Background: Click the
Start %@ button and click the Settings &icon.
Click Personalization and then use the
options in the Background category to select a
new background color orimage.

Pin a Program to the Taskbar: With the
program running, right-click its icon on the
taskbar and select Pin to taskbar.

Personalize Windows

Customize System lcons: Click the Start .
button and click the Settings © icon. Click

Personalization and then click Taskbar at the
left. If needed, scroll down and click Turn
system icons on or off. Toggle a system icon
on or off.

Move the Taskbar: Right-click the taskbar, if
Lock the taskbar has a check mark next to it,
click it to unlock the taskbar. Click and drag the
taskbar to the top, bottom, or side of the
screen.

Customize the Lock Screen: Click the Start .
button and click the Settings © icon. Click
Personalization and then click Lock screen
atthe left. Here, select the desired
background, app status icons, and settings.

Customize Account Settings: Click the Start i
button and click the Settings % icon. Click
Accounts and then click Sign-in options at
the left. Modify your account settings here.

Maintain Your Computer

Check for Windows Updates: Click the Start®&
button and click the Settings © icon. Click
Update & Security and then click the Check
for updates button.

Open the Task Manager: Right-click the Start
am hutton and select Task Manager. Or, press
Ctrl + Shift + Esc. If an open task is no longer
responding, select it here and click the End
task button.

Improve Battery Life: Click the Battery status
& icon in the system tray and click Battery
settings. Adjust the settings here to improve
the battery life of your computer.

Secure Windows: Click the Security Center

@ icon in the system tray. A few options for
ensuring Windows is secure include:

s Virus & threat protection periodically
checks your computer for viruses and
othermaliciousfiles.

+ Account protection provides security for
your account and sign-in.

+ Firewall & network protection
configures network firewalls for private and
public networks to keep your computer
safe from network attacks.

+ App & browser control is where you
configure warnings for suspicious files,
applications, and websites that you
download and visit.

» Device performance & health keeps
track of system, software, and driver
updates, while menitering storage space
and battery life.

+ Family options lets you set up parental
contrals for this computer, as well as
connected devices.
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Cisco WebEx

1. Cisco WebEXx is the NYC Health +
Hospitals solution for video
conferencing, online meetings,
trainings, events and screen
share

2. You can receive WebEXx calendar
Invitations through Outlook emaill
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Cisco WebEx

1. You can receive WebEx calendar
invitations through Outlook email

2. As you would with any calendar
event, click Accept, Decline
Tentative then click Sen
Response
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Cisco WebEXx

1. If you click Accept, the invitation
will automatically be added to
your Outlook calendar

2. Some WebEX invitations require
your to register before you can
join the meeting room online

3. To enter the virtual platform, click
the link or the icon that say Join
Meeting

Join meeting
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Remote Access Gateway

= If you are working remotely and need
access to your office computer or
shared drive you will need to use

Remote Access Gateway
https://epicremotedesktop.nychhc.org/

= From here you can click Corporate
Remote Access

= Then you will login in using your
work User ID and password

= However, before you can log in you
will need to create a Duo account
using your cell phone



https://epicremotedesktop.nychhc.org/
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Go back to Remote Access Gateway

1. Now that your DUO is set return to Remote
Access Gateway
https://epicremotedesktop.nychhc.org/

2. From here you can click Corporate Remote :

Access

3. Then you will login in using your work User ID

and password

4. Duo Mobile application) will receive a pop up
message on your mobile phone to confirm your
identity. Click Approve

5. Once confirmed you can proceed to work as D
usual



https://epicremotedesktop.nychhc.org/
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Work remotely using Cisco AnyConnect & | |

Duo (MFA) if using a NYC H+H computer

1. Onyour computer, Cisco AnyConnect
will ask you to click Connect

2. Then Cisco AnyConnect will ask you ‘ ‘
to log in to their system

3. Duo Mobile application) will receive a
pop up message on your mobile phone
to confirm your identity. Click Approve

4. Once confirmed you can proceed to

work as usual D
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