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What if I want to telework, but I did not bring home my NASA-issued laptop?
You can use your home computer and Internet provider to connect to NASA Information Technology (IT) resources. But you should only use a computer that has updated virus software and IT security updates.
What should I do if I am unable to connect to IT resources required to perform my job?
If you cannot connect from your telework location due to equipment malfunctions (computer, Internet connectivity, etc.), contact the Enterprise Service Desk (ESD): Submit a ticket online at esd.nasa.gov; send an e-mail to nasa-esd@mail.nasa.gov; or call 358-HELP (4357) or 1-866-4NASAHQ (462-7247).
Can I get additional equipment at my house for teleworking?
You must use the resources that have been provided (i.e., NASA-issued laptop, CallManager 
and SoftPhone for telephone services, etc.) to facilitate your telework experience. Requests for additional hardware and software will be handled on a case-by-case basis. Contact your 
IT POC for assistance.

Can I contact the Enterprise Service Desk (ESD) for support when teleworking?
Yes, you can contact the Enterprise Service Desk (ESD) to assist you with your NASA-issued equipment and limited support related to connectivity issues from your home computer. You also can obtain password reset support for your voice mail, the CallManager Web site, SecurID token PIN resets, and domain login.

For assistance, contact the Enterprise Service Desk (ESD): Submit a ticket online at esd.nasa.gov; send an e-mail to nasa-esd@mail.nasa.gov; or call 358-HELP (4357) or 1-866-4NASAHQ (462-7247).
How do I get computer and office supplies?
Computer and office supplies will be obtained through the same method used for office supplies used at NASA HQ. Additional IT equipment or software will not be procured for teleworking.

What if my computer equipment needs repairing or malfunctions while I am teleworking?
If your NASA-issued equipment requires repairing or malfunctions, contact the Enterprise Service Desk (ESD): Submit a ticket online at esd.nasa.gov; send an e-mail to nasa-esd@mail.nasa.gov; or call 358-HELP (4357) or 1-866-4NASAHQ (462-7247). Then bring the equipment back to NASA HQ for repair as soon as possible. If you are at a Continuity of Operations (COOP) site, contact the onsite IT support. If it is your personal equipment, you are responsible for the repair.

Can I forward my office telephone number to my telework location or any other number?
Yes.  Or you can use SoftPhone instead, if you have a NASA-issued laptop. (See the SoftPhone Web page for more information.) Otherwise, you can forward your office number to any telephone.  There are two ways to forward incoming calls: 

· Directly from your HQ desktop phone:  Press Forward All and enter a destination phone number. When calls are successfully forwarded, you will see a different icon (a phone with an arrow above it) next to your phone number. This symbol is very subtle; so you may wish to remind yourself that calls are forwarded by placing a post-it note on your phone. To turn call forwarding off, press Forward All again.
· Using the CallManager Web site:  You can initiate call forwarding using the CallManager Web site: User Options | Device | Line Settings | Incoming Call Forwarding. Refer to the Telephone Services Web page for more information.
Regardless of the method you use, be sure to specify the destination number as if you were dialing it from within HQ: 

· You must include "9" to get an outside line. Example: 95551234 

· You must also include "1" if the number is long distance.  
Example: 913015551234 
· Calls forwarded to locations within HQ require only the 4-digit extension. 
Example: 1234.

What are some frequently used Web sites I will need when teleworking?
· Outlook Web Access (OWA) – https://webmail.nasa.gov Login using your domain user name and password (e.g., ndc\jqdoe1).

· NOMAD E-mail and Calendaring – http://nomadinternal.nasa.gov/nomad/default.html This Web site provides information on e-mail and calendaring. This site also has a link to the e-mail Web client. You can use this to connect to e-mail and calendaring from any computer that is connected to the Internet.

· Secure Nomadic Access (SNA) – https://sna.hq.nasa.gov Use this to access NASA HQ shared folders and internal Web sites from anywhere on the Internet. All that is required is a browser and your SecurID token. This provides secure access from your home computer to NASA internal resources. You do not need to use this if you have your NASA-issued laptop with the NASA HQ VPN software installed.

· Frequently Used Applications at HQ – http://www.hq.nasa.gov/itcd/freq_used_apps.html provides links to frequently used HQ applications (WebTADS, NAMS, HATS, etc.).

· Telephone Services and CallManager – http://www.hq.nasa.gov/itcd/telephone_services provides information on telephone and voice mail services. 

http://itcd.hq.nasa.gov/telephone_services.html#cisco provides you access to CallManager, which lets you set up special features of your desktop phone, including call forwarding.

What other teleworking tools or resources are available?
· Telework Tools Web site:  http://itcd.hq.nasa.gov/telework_tools.html
· Getting IT Help:  http://itcd.hq.nasa.gov/get_help.html
· Remote Access Services:  http://itcd.hq.nasa.gov/remote_access.html
· Secure Virtual Team Meeting Services:  http://itcd.hq.nasa.gov/vtm.html
· SoftPhone:  http://itcd.hq.nasa.gov/softphone.html
· Teleconference Services:  http://www.nisn.nasa.gov/ServicesPages/IM.html
	For assistance, contact the Enterprise Service Desk (ESD): Submit a ticket online at esd.nasa.gov; send an e-mail to nasa-esd@mail.nasa.gov; or call 358-HELP (4357) or 1-866-4NASAHQ (462-7247).
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