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The City of Spokane
COVID-19 News Update for March 20

Information about Coronavirus Disease 19 (COVID-19) is evolving rapidly. We want to make sure our
City employees have up-to-date information. We will provide this update, as needed, to communicate
what you need to know, while we work to reduce the spread of this disease in our community and
continue to provide critical public services.

Child Care Application

Today we are attaching an application form for non-public safety employees who would like to use a City
child care option. Applications are due no later than noon on Monday, March 23. Completed applications
should be sent directly to Human Resources at erahrec@spokanecity.org.

We expect to be able to offer some child care in City Hall, likely starting on March 30, with staffing by the
YMCA. This is for kids ages 5 to 12. The staff to child ratio will be 1 to 10. Each group of 10 kids will be
separated from other groups of kids.

This option is for non-public safety employees only. Public schools have been charged with providing child
care for public safety personnel. At this time, we will have limited available openings for care. Openings will
be allotted based on essential organizational needs. We will try to accommodate as many people as we
can, based on available staffing from the Y and space.

Updated Technology Information
IT is continuing to help those who are working from home. Instructions have been added to the attached

“How To” document on how to add WebEx to your smart phone or tablet.

Dose of Vitamin D to Stay Healthy!

The forecast for the weekend looks beautiful. A great way to keep your spirits up during this time is to get
outside. While playgrounds in parks have been closed, there are so many outdoor places to explore in our
community.

Do it safely, of course. Practice social distancing and follow the CDC’s guidelines on how to stop the spread
of germs. Other safety tips include using facilities before you leave on your adventure, bring hand sanitizer
and wipes for public handles, gates or other shared surfaces, and avoid using public picnic areas.

Here’s a great list of places to explore from our Bike/Ped Coordinator Colin Quinn-Hurst:

1. Walk and Bike Fish Lake Trail — 7.6 Miles of Paved Trail in the Latah Valley from I-90/High Bridge
toward Cheney
e  Trail Head Location
e Brochure
2. Walk and Bike Centennial Trail - Sandifur Bridge and new South Gorge Trail connection
e  Park at the Sandifur Bridge and access the Centennial Trail in the West Central
neighborhood of Spokane, or head toward Peaceful Valley on the new South Gorge Trail
connection along Clark Ave.
e Trailhead at People’s Park Parking Lot
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City of Spokane Staff Childcare Needs (COVID 19 childcare needs) ” ‘

Human Resources — March, 2020

1. Name:

2. Department:

3. Position/Job title:

4. Manager/Supervisor:

5. Preferred contact information:

6. Work Schedule (days and hours):

7. Do you have the option to telecommute?

Yes No

8. Do you work in public safety?

Yes No

9. If you do work in public safety have you coordinated childcare needs with your school district?

Yes No :l

10. Do you work in Public Works?

Yes No

11. Do you have another form of childcare or another person that can provide care to your child when you
are at work?

Yes No

12. What are your childcare needs?

Please Note: we will only be able to provide care to school age children ages 5-12.

13. Are you in need of child care on a full time basis or on a part time basis?

Full time Part time

Please submit our completed form to the Human Resources employee communication email:
erahrec@spokanecity.org. All forms must be submitted not later than Monday, March 23, 2020 by 12:00 p.m.

Please note: we will have limited available openings for childcare. Openings will be allotted based on essential
organizational needs at this time. If you are able to coordinate other childcare options we will not be able to
provide care at this time.
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Access Email

You can connect to your City email via your home internet utilizing Outlook Web
Access (OWA). Open your internet browser and type the following URL:

https://owa.spokanecity.org

You will now see the login information for accessing your email.

Microsoft*

Outlook'Web App

Security ( A ilanation )

@ This is a public or shared computer
() This is a private computer

[] use the light version of Outlook Web App

E-mail address:

Password:

Connected to Microsoft Exchange
€ 2010 Microsoft Corporation. All rights reserved.

Enter your full login credentials: employee@spokanecity.org and password.

You will have the same functionality as your City Outlook. It will just look a little

different.
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OneDrive

On Thursday, March 19" between 5PM and 11PM, your personal home folders
were migrated from vyour department’s H: drive to OneDrive for
Business. OneDrive is Microsoft’s cloud based storage service. When you log into
your computer after the migration is complete, the OneDrive client will install and
begin to sync your files with your local computer. Shared folders on your
department’s H: drive, such as “SHARE” or “Common” will not be moved and will
continue to be accessed through the H: drive.

Shortly after you log into your computer, you should see the following window
indicating that OneDrive is installing.

&@& OneDrive

Preparng OneDrree for Srst use..

After the installation, you should see the blue OneDrive icon in your computer’s
system tray.
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If the icon is gray, click on it and sign in using your City email address and take the
default options.
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After your files are synced, you will be able to access your files from the “OneDrive
— City of Spokane” folder in the navigation pane on the left side of your Explorer





window. Any files that you would normally save to your H: drive home folder
should now be saved to “OneDrive — City of Spokane”. It is the only folder on your
computer that will be synced with OneDrive.
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Access OneDrive from Home
To Access your OneDrive from home, select the following link:

https://onedrive.live.com/about/en-ie/signin/

You will be prompted to sign in with your City email address.

BB Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Select ‘Next”
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You will now have access to your folders.
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Remote Access to City Network (Cisco AnyConnect VPN)

Click the AnyConnect icon in your system tray in the lower right corner of your
screen. If the icon does not appear, click the up arrow to locate it.

S

Enter “remote.spokanecity.org” in the Cisco AnyConnect Secure Mobility Client
box and click Connect. NOTE: This may be prefilled with “vpn.spokanecity.org”. If
so, click Connect to proceed.

9 Cisco AnyConnect Secure Mobility Client - X

w VPN:
é Ready to connect.
v Connect

In the next dialog box, select “cos” from the Group drop-down list, enter your City
username and password and click OK.

9 Cisco AnyConnect | vpn.spokanecity.org X

Please enter your username and password.

Group: s bt
Username: | username |
Password: | """" & |

Cancel

You will now have a lock icon in your system tray to indicate that you are securely
connected to the City of Spokane network.

To log out of the VPN connection to the City network, right click the lock icon in
your system tray and click Disconnect.

NOTE: If you need to search the internet, please log out of your VPN session. This
will help mitigate over saturation of the City’s network.





Teleconferencing

General information

For teleconferencing needs, the City will be using Cisco’s WebEx application. City
ITSD has already pushed out the WebEx desktop app for all employees computer.
It is now available to start, schedule and join meetings with City employees and
external vendors as needed. Follow the instructions below to install WebEx.
Following these instructions is a link for more in-depth information on how to use
WebEx.

Installing Cisco WebEx on Your Computer

Please open the Cisco WebEx application that should be located in your system
tray.

10:21 AM
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If you do not see it please open the software center to install and download it.

To find the software center just type ‘Software Center’ in the search area of your
computer located at the bottom left corner of your computer screen. It should look
like the image below.

E O Type here to search !

Select the Software Center App icon.

. Software Center
o

Then select the Cisco WebEx Desktop App as shown below.

Cisco

ex

Cisco Webex
Desktop App





You will then need to install the Desktop App. Just select the Install button as
shown below.

Applications ) Application details

Ciscoo

webex

Cisco Webex Desktop App

Published by Cisco

You will now be prompted to sign in. There should be a prefilled URL which should
be spokanecity.webex.com/spokanecity. Validate that it is correct. If so, select
the ‘Next’ button as shown below. If not correct, contact the Helpdesk at x6460.

I

Sign in to Webex Meetings
spokanecity. webex.com/spokanecity

MNext

After selecting ‘Next’, you will now be prompted to enter your City email address.

J

Enter your email address

\
)
.-"l

Enter your City email address and then select ‘Next’

Q

Enter your email address

i

helpdesk@spokanecity.org

Next





You should see a notice indicating that your account is pending activation. An
email will be sent to you with instruction to activate.

Cisco \Webex

Your account is pending activation.
To activate your account, click the link we've sent to
ofitzgerald@spokanepolice.org

Didn't get the email message? Resend.

For complete in-depth instructions from Cisco on WebEx, please click the link
below.

https://help.webex.com/en-us/ngx2ohdb/Use-the-Cisco-Webex-Meetings-
Desktop-App

Installing Cisco WebEx on Your Smart Phone or Tablet

Cisco WebEx has an app for your Smart Phone or Tablet. The app makes it really
easy to attend meetings when you’re away from your desk.

Install the App

To use Cisco WebEx from your Mobile Device, you can install the app for either
Apple or Android. Here are links to the installs:

Apple: https://apps.apple.com/us/app/cisco-webex-meetings/id298844386

Android: https://play.google.com/store/apps/details?id=com.cisco.webex.meetings&hl=en US

Getting Started

Once you've got the app installed, we recommend you watch a short (2-3 minute)
video on how to join meetings from the app.

Apple: https://www.youtube.com/watch?v=rbLABQEhYkw

Android: https://www.youtube.com/watch?v=8jcBswuDaGk
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Quick Tips
Here are a couple of quick tips for you once you’re in a meeting.

1.) Control your Audio/Video Settings before you join the meeting. From the
home page of the app, you can mute your microphone and hide your video
before you join the session. This can be really helpful if you are in a noisy
area.

In the screenshot below, my microphone is muted and my video is turned
off using the round buttons at the bottom of the screen. They’ll turn green
if | want to re-enable them.

Shawna Ernst's meeting

SE

Ready to join?
O O €l
£l | =5 Use Internet for audio =

4

2.) Decide how you’d like to connect by clicking the audio drop-down menu at
the bottom of the screen.





There are several options for audio. You can use the internet for audio, but
we ask that you don’t do this while connected to the City’s network in order
to save our system’s internet bandwidth. Telecommuting is tough on the
system. Please use one of the two phone call options.

= Use Intemet for audio

Call me

Callin

Don't Connect Audio

3. View other attendees by clicking on the person icon:

&





Now you can see a list of all the meeting participants. Looks like it’s just me
for this one!

Participants (1)

Shawna Ernst o

Chai





4. Chat with other attendees (via text) by clicking the chat bubble in the
meeting participant’s window.

Chatting is just liking using text messaging. It allows you to send a quick
note without interrupting the meeting audio.

Chat with everyone

Great meeting!

S0 easy to make decisions with this

group!

181 4 Engilish {US) : a=d

Need More?

If you’d like an in-depth tutorial, check out the WebEx site for more info:
https://help.webex.com/en-us/p3t8bg/Use-the-Cisco-Webex-Meetings-Mobile-
App
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3. Walk and Bike Ben Burr Trail — East from Liberty Park to Underhill Park, or North to the Centennial
Trail
e  Park at Liberty Park in the East Central neighborhood and head east up the old trolley
grade toward Underhill Park or north toward the Spokane River on a newly-built trail that
connects with the Centennial Trail in the University District by the Don Kardong Bridge
4. Hike Riverside State Park Equestrian Area: Many dispersed hiking trails are accessible from this
parking area on the west side of the Park, where users are less concentrated due to the availability
of many hiking trail routes in multiple directions
e Trailhead location
e Washington State Park Discover Pass is required for the parking area, these are
encouraged to be bought on line.
e  State Parks notification on COVID-19
5. Hike Palisades Recreation Area: Circuitous hiking routes on the plateau west of the Spokane River
e  About Palisades Park Conservation Area: http://www.palisadesnw.com/
e Trailhead location
6. Hike Dishman Hills — Camp Caro Trailhead: Dispersed hiking options from large parking area in
Spokane Valley
e  About Dishman Hills
e Trailhead location
7. Hike Further Afield - Dishman Hills Rocks of Sharon Trail: Head up the south side of Dishman Hills
to reach scenic views among rocky outrcroppings

e  Rocks of Sharon Hike Information

e Trailhead location

Noise Ordinance & Take Home Vehicles

The Mayor’s Office has suspended the noise ordinance for critical public works functions and deliveries to
accommodate shifting changes that may be needed to serve the public. Also, to continue to slow the
spread of COVID-19, some employees will be able to take home their City vehicles to reduce the number of
employees in a single location.

A Note on Temperature Taking

Access to Fire Station 1 and the Fire Training Center require temperature testing before entry because of
the emergency management functions being performed there. If employees need to access either location
and do not wish to have their temp taken, they need to notify their supervisor so that other
accommodations can be made. Employees assigned to those locations that are non-essential to the
emergency operations have been relocated to other worksites, or allowed to telecommute.

Employee Information Portal (https://covid19.spokanecity.org/)
Remember, this Employee Information Portal is a great resource for employees to stay current on what’s
happening with the COVID-19 response. The Employee Information Portal can be accessed from work or

home, using a computer or mobile device. All of the emailed information we have sent to employees is
archived here.
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