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Internal IT Help Ticket 

In order to provide more support for staff teleworking, and those who are still working at sites with less in-

person admin support, an internal IT Help Ticket form has been created for the interim. This help ticket gets 

sent to internal staff who work in data and admin. The responding staff member will let you know if the issue 

should be sent to KLH. This form is also accessible on the Intranet here. 

Send in a Help Ticket  

The DataLink and HMIS Help Ticket remains the same 

Tools Quick Reference 

• Agency COVID-19 response, updates, and related documents: Agency Intranet 

• Meetings within our agency: Teams 

• Meetings with external contacts: Zoom 

• Phone Calls: Work-issued mobile phone, or personal mobile phone using the Comcast Business app 

• Desk Phone Voicemail: Check through your e-mail, call in to your voicemail, or use the Comcast Business 

app 

• Signatures: DocuSign 

Agency Intranet 

 https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet  

1. Agency COVID-19 Response  

2. Link to Webtime 

3. Link to HMIS/DataLink 

4. Technology trainings 

5. Employee directory 

Microsoft Teams 

1. Teams can be accessed through www.office.com where you can download the Teams app to your 

desktop. Teams also has a mobile app  to download to your smartphone through the app store. *If a 

staff member does not have a computer with a microphone, they can use the Teams app on a 

smartphone to join meetings.  

2. Teams can be used to meet with other staff within Catholic Charities. This can be used for 1:1 

supervision, small team meetings, or larger meetings such as management meetings or department 

staff meetings. Meetings can be held live with participants, and can be recorded  for those within the 

team to watch later.  

3. Most departments have already begun implementing Teams and have a Team available for 

department/program meetings. However, if you have not been invited to join a team yet, please speak 

to your supervisor.  

4. Learn more about hosting and joining Teams meetings Here 

5. Teams function to use depending on the type of meeting: 

https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/SitePages/IT-Facilities-and-Data-Systems.aspx
https://app.smartsheet.com/b/form/b2377037be8141079cf3aa4f339cc7ff
https://app.smartsheet.com/b/form/843a4f41cb13493d9ba692f1312f23ed
https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet
https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/SitePages/CCDSR-COVID-19-Response.aspx
http://www.office.com/
https://support.office.com/en-us/article/set-up-your-teams-mobile-apps-1ba8dce3-1122-47f4-8db6-00a4f93117e8
https://support.office.com/en-us/article/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://srcharities.sharepoint.com/:b:/r/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/IT%20and%20Data%20Systems/Training%20and%20Instructions/Teams%20Meeting%20Instructions%203%2016%2020.pdf?csf=1&e=9brwa0
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a. I want to meet 1:1 with a staff member and I need to share my computer screen (a regular 

phone call won’t work). Use the Chat function in Teams and share your screen on the call with 

the individual staff member. Instructions Here 

b. I want to meet with my program staff/team, and have a team meeting. Use a Team that is 

created for your program and schedule a meeting within a channel on that Team. Instructions 

Here 

c. I want to set up a large department meeting. Use a Team that is created for your department 

and schedule a meeting within a channel on that Team. Facilitators should turn on their camera 

when speaking so it is easier for staff to know who is talking. Instruct anyone not speaking to 

mute their microphones. Instructions Here 

6. Teams has many other functions that can be helpful when working in the office or remotely. More 

instructions will be sent out later this week, however in the meantime here is a list of some helpful 

functions: 

a. Chat-for 1:1 conversations or group conversations that are limited from the Teams conversations 

b. Posts-for communication with everyone on the Team, or tagging specific team members  

(remember everyone on the Team can see your post) 

c. Planner 

d. Document Collaboration 

For more training on Teams, including videos, visit this link https://support.office.com/en-us/Teams  

DocuSign 

1. Docusign can be used to gather signatures on documents from internal staff, or external persons. In 

order to use DocuSign, you need to request an account. Please Send in a Help Ticket to request an 

account.  

2. Once you have an account, use these instructions to learn how to send documents. 

Comcast Business App 

1. The Comcast Business app allows you to extend your desk phone to your mobile phone (personal or 

work-assigned). The app can be downloaded from the app store on any smart device including iPhone or 

Android, just search “Comcast Business” in the app store. 

a. You can set up the app so that calls coming into your extension, ring your device. 

b. You can check your voicemails through the app, and update voicemail greetings.  

c. You can make calls through the app that will show your Comcast Business number instead of 

your device’s number 

2.  To start, please Send in a Help Ticket requesting access so that we can set up the account. Include the 

phone number of the device that the app will be downloaded on.  

Zoom 

1. Zoom can be used for meetings that involve people outside of our agency for video and audio calls. You 

can Send in a Help Ticket requesting a free account to ensure your account is under the agency group.  

2. Free accounts can support unlimited 1:1 meetings with no time limit. If you add a third person to the 

meeting, the meeting time will be limited to 40 minutes. The agency has purchased a limited number of 

https://support.office.com/en-us/article/do-your-one-on-ones-in-teams-8b8486f0-55ac-4421-9cf6-53024c67590d
https://srcharities.sharepoint.com/:b:/r/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/IT%20and%20Data%20Systems/Training%20and%20Instructions/Teams%20Meeting%20Instructions%203%2016%2020.pdf?csf=1&e=9brwa0
https://srcharities.sharepoint.com/:b:/r/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/IT%20and%20Data%20Systems/Training%20and%20Instructions/Teams%20Meeting%20Instructions%203%2016%2020.pdf?csf=1&e=9brwa0
../Chat
https://support.microsoft.com/en-us/office/send-a-message-to-a-channel-in-teams-5c8131ce-eaad-4798-bc73-e33f4652a9c4
https://support.office.com/en-us/article/use-mentions-to-get-someone-s-attention-in-teams-eb4f059d-320e-454e-b111-03361d4d6855
https://support.office.com/en-us/article/use-planner-in-microsoft-teams-62798a9f-e8f7-4722-a700-27dd28a06ee0
https://support.office.com/en-us/article/files-c593c78a-27c4-4661-a598-682baa30ca7e?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/Teams
https://app.smartsheet.com/b/form/b2377037be8141079cf3aa4f339cc7ff
https://srcharities.sharepoint.com/:b:/r/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/IT%20and%20Data%20Systems/Training%20and%20Instructions/DocuSign%20Instructions%20.pdf?csf=1&e=PwiFn4
https://app.smartsheet.com/b/form/b2377037be8141079cf3aa4f339cc7ff
https://app.smartsheet.com/b/form/b2377037be8141079cf3aa4f339cc7ff
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subscription accounts for use for longer meetings with more participants, so please check with your 

Assistant Director/Director for use.  

3. These instructions will help you get started with Zoom, starting with downloading the application to 

your device (either mobile or desktop). Follow the instructions on the screen.  

4. See these instructions for how to host a Zoom meeting. Zoom integrates directly with your Outlook 

calendar, so scheduled meetings will be sent through Outlook with all meeting details. Meeting 

participants need to be invited to join the meeting through e-mail. Please note that toll-free call-in is not 

available under our accounts. You must remove the dial-in options from the meeting invite prior to 

sending. Participants can join from their computer or mobile device for video and audio. 

5. There are options for allowing video, screen sharing and recording within meetings.  

6. The Zoom Help Center has links to trainings that walk you through how to get started, and other popular 

topics here 

a. Scheduling Meetings 

b. Joining Meetings   

https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac
https://zoom.us/support/download
file:///C:/Users/lhazlewood/AppData/Local/Packages/Microsoft.MicrosoftEdge_8wekyb3d8bbwe/TempState/Downloads/Zoom%20Meetings%20Training%20Reference%20Guide%20(1).pdf
https://support.zoom.us/hc/en-us
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting

