Work From Home
Computer Self Set Up
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Welcome to Your System Setup!

We know you are excited to get started setting up your equipment! Please follow the steps in this set up presentation carefully to
complete the process.

Please note:

* This process should take no longer than 1.5 hours to complete. Many of you familiar with setting up computers will complete in far less
time.

 If atany point, you are stuck in this set up process, stop as we will help you on OBE day. We don't want you to stress or spend hours trying
to figure it out on your own.

« A pre-setup room may be available at designated dates and times — which will be sent in the Everise Onboarding — Shipping and FAQ email
sent to your personal email address. If you are setting up outside any designated time that is fine — just stop if you get stuck.

« On OBE day you will be split into groups based on how far you gotin the set-up process.

Congratulations and Welcome to the Everise family!
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Your Kit will contain:

 Please note, some itemsmay look different based on your Line of Business.

@ Monitor @ Tower or MiniPC

@ 2 Power cords If you received the

MiniPC, you should
have two different
Power Cords. For
Tower users, you will
have two of the
same cords (on left)

Monitor Cable

(VGA to DP)

.

@ Keyboard and Mouse

EVERISE @ Ethérnet cable :



Packed Computer

* Hereis an example of how your equipment may have
been packaged.

* Please do not throw away any materials before your
computeris fully set up.

* ltisrecommended to keep your boxand packing materials
in case of needing to return replacement equipment or at
time of termination.

Monitor

PC (Tower or Mini) - Under the foam
Keyboard/Mouse

Webcam

Power Cords (2)

Display Cord

Ethernet Cord

Return Label

coNo v Ao —

EVERISE



You will need to provide, prior to OBE:

@

Monitor

*  Mustbe 21” (or larger)

*  Mustprovide a display cable that
will connect to this second monitor
ports to a DisplayPortend
(ex: HDMI to DisplayPort,
DisplayPort to DisplayPort, etc)

* Laptops and tablets cannot be
used as second monitors

EVERISE

©

Must be Wired USB-A, no wireless
Must be one of the following:
* Plantronics 3320 Blackwire
* Plantronics 5220 Blackwire
* Plantronics Encore Pro 520
and a DA80 USB Plug Adapter

O

Employees are required to have an
Encrypted Broadband Wired
Internet Connection

No Mobile Hotspots, Satellite, or
Wireless connection for Everise
Equipment

Speed Test met based on Company
Specified Requirements



Pre-Set Up Checklists:

Set Up Location:

/| Dedicated, Secure, Quiet Workspace.

No one other than the employee
should be allowed in the workspace
during your shift

7 Once set up is complete, will need to
take 2 photos from different angles of

workspace and send to Immediate
Supervisor with first 15 days after
setup.

EVERISE
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Workspace should be within 12 feet of modem/router. Everise
will provide a 14ft cable, if you need longer, you will need to
purchase yourself prior to OBE.

Should be near enough outlets— You will need at minimum 4
outletsfor your set up. (We suggest you use a surge protector
sufficient to support electronic equipment. This is an item you
would have to purchase. Some agents choose to purchase a
surge protector wybattery backup (about $100). This avoids
loss in pay as we don't pay you if you have home network
[ssues.)

LY

Computer must be placed within
connecting distance of both your
power source and router.

Important



Pre-Set Up Checklists:

Applications on your Personal Device:

B

. Microsoft Authenticator — Used to login

to Workday and Microsoft Applications

2. FortiToken Mobile — Used to access

FortiClient VPN app on your work
computer

EVERISE



Step One: Look on the back of your computer to
identify these ports

D 1 AC Power Port (Back of both the Tower PC & Monitors)
I POWER

LP @ 2 USBPorts
IN
Mini PC — DC
% E 3 Fthernet Cable Port Power on the back

E 4 VGA Monitor Cord Port (We will use the VGA on the Monitor)

I@ m 5 DisplayPort (We will use this DP port on the Tower/MiniPC)

EVERISE



Equipment FAQ's

1 | didn't receive a mouse.
When you receive your keyboard and mouse in the dual box, the Mouse is located in a separate
compartment from the keyboard, please open both sides of the box.

z My monitor was sent to me vertical, but it needs to be horizontal.
Gently grip both sides of the monitor and then gently rotate the screen to horizontal position.

3 I'm missing an item, | received the wrong item, or an item (s damaged.
Double check the Package photo slide earlier to ensure your item isnt still in the package. If still cannot
find or your item is damaged, please wait until OBE Day for IT assistance.

4 When plugging in the equipment, be sure the cords are securely connected, but do not put too much
pressure or wiggle the cords too much as this can damage the connection points.

\ £ ¥ue.

F;f

5 A common troubleshoot for equipment set up is power not coming on, things to check:
|s it securely connected?
Does the outlet I'm plugging into work —try with another device, like a lamp.

EVERISE




Step Two: Connect Power to PC

. Connect power

cable to
Power Cord
Computer

power port.

2. Connect power .
cable to power

outlet. ?

EVERISE
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L @
Step Three: Connect remaining
ca bles to computer *Note for USB Ports —may be on the

back or front of the computer.

- : Webcam USB Q‘\, 5
.+ . Ethernet Cord

A
eyboard USB "\
ouse USB “':, .

eadset USB
EVERISE
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HOW TO CONNECT?
PC TOWER + 1 MONITOR

To the strip

Power Cord !

USB Ports to
connect Mouse
and Keyboard

sussususnss § _
%

O

{
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' S I8 S0 HND (20 (R ER) (BT B NS M

- g
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Ethernet port to
connect CAT 5/6
Cable to router

| b
L m 3
X b
’»

L 3 DR i 8
- - —

e

9595050
piseesedte
To Display Port
monitor Monitor to connectto

Power port

Cable (veato computer
DP)



Step Three: Connect ethernet cable to
router

Ethernet Cable

EVERISE



Step Five: Look under the monitor to identify
these ports

VGA monitor cord port E 3 AC power port

Step Six: Connect cables to monitor ports

Y -
\ VGA Cab>§ == <ower Cord k
.

A Note: Second monitor connections may be different from

|mp0l’t0lﬂt what is displayed above.

To add your own second monitor to your load-out, follow
the manufacturer's connection instructions now.

EVERISE Otherwise, proceed to the next step. A



HOW TO CONNECT?

PC TOWER + 1 MONITOR

Rear of Monitor
Computer VGA

port to connect
1st monitor

To the strip

T

Power Cord

Monitor

~ . Cable (veato
DP)

Power port



HOW SHOULD IT LOOK?




Rear Computer

HOW TO CONNECT 2nd MONITOR? VGA port to
connect 1st
Rear of 2nd Monitor Rear of 1st Monitor monitor

of
l l — N
VGA cable

Display Port to: DP, HDMII,
VGA cable

Rear Computer

Display HDMI VGA Display Ports to
port connect 2nd monitor



TYPES OF VIDEO CABLES

VIDEO PORTS VIDEO PORTS
BACK MONITOR BACK PC

VGA to VGA cable

HDMI to HDMI cable

DVI to VGA cable




TYPES OF DISPLAY PORT CABLES

VIDEO PORTS
BACK MONITOR

DP to VGA cable

DP to HDMI cable

DP to DVI cable

DP to DP cable

DISPLAY PORT
BACK PC




Monitor FAQ's

1 I've plugged in my monitor to my computer, but the monitor says "No Display Detected”
First make sure that you have securely plugged in the VGA port into the Monitor and the DisplayPort
into the PC. If you have already done so, and still receive error, you can test with your personal monitor. If
you still receive an error on both, you can stop the setup process and join your OBE for IT assistance.

2 Both monitors will plug into the PC, not to each other.

i,

3 If second monitor saying not detected, it will be fixed on OBE for possible driver issues. You will need at
least one working monitor to start training on OBE day.

EVERISE




Step Seven: Turn on monitor and computer

EVERISE
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Step Eight: Login to Windows

Login using the username and
password included in the email
recently sent to you from
EveriseOnboarding@c3connect.com.

EVERISE
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LOGIN IN
WINDOWS

First Step

This will kick off your InTunes
setup for your account.

How would you like to set up?

@ Set up for personal use
We'll help you set it up with a personal Microsoft &

You'll have full control over this device

E Set up for an organization

You'll gain access 10 your organization’s resources ke
email, network, apps, and services. Your organization will
have full control over this device



& Sign in with Microsoft

Whah e conre el :

Type your C3
email



Security confirmation

Use Windows Hello with your account

Enter code

() We texted your phone +XXX X00000 R Please
enter the code to sign In.

e




Windows Secunty

Setup a PIN

Create a PIN to use in place of passwords. Having a PIN makes it
easier to sign In to your device, apps. and services.

Type 6 digit E L
for your pin |

D Include letters and symbols




Now click in
”Ok" tO

completed
iIntune enroll




+ Once logged into computer, locate the Google Chrome Application on the desktop and go to

EVERISE

office.com or portal.office.com

portal.office.com
portal.office.com
portal.office.com - Google Search

portal.office.com iniciar sesion

Q
® L Lo & 6

portal.office.com/home

office.com
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B% Sign in to your account X +

%

& login.microsoftonline.com/common/oauth2/authorize?client_id=00000006-0000-0ff1-ce00-000000000000...

< &

BT Microsoft

No account? Create one!
Can't access your account?

Sign-in options




2" Microsoft

Sign in ‘/ Put in your C3 email
Email, phone, or Skype

No account? Create one! Exa m ple:
N ﬁ jcatalan@c3connect.com
Can't access your account?

Sign-in options

m\ Click on Next



SE Microsoft

< jcatalan@c3connect.com Enter the password

Enter password / Shar.ed with your C3
S email

Fassword

Forgot my password




Save password?
BT Microsoft

Username jcatalan@c3connect.com
jcatalan@c3connect.com

F'assword [EEERTRERT]

Stay signed in?

Do this to reduce the numbe
to sign in.

[:] Don't show this again

No




1. First select vour

country

2. Add your
cellphone number
3. wait for your

Additional security verification

phone venfication to your password. View video to know how to secure your account

Step 1: How should we contact you?

token




Microsoft Authenticator a

« Open the Microsoft Authenticator App on your personal device.
* Follow the on-screen instructions to Add Account.
« Add a Work/School Account.

» Click Sign in-and use your C3Connect Email and Password that was emailed to
your personal email.

« Once connected, you will begin to see 6 digit numbers circulate on the screen. You
will use these as your MFA (multi-factor authentication)

EVERISE
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Verifying app

Enter the verification code displayed on your app

123456

Add your
token

4.In your cellphone you received 6
number that is your token use those

number to regist your cellphone in
office




< C

@ office.com/?auth=28home=

:2: Office 365

Good aff#érnoon

Federico Antonio Gantioqui |...

Yesterday at 3:24 PM

2 0 & € B BR|® 2

Nl ad Clhmend adsla

Nacnws

Office applications

Susely Escobar shared this w...
qQ. y

Wed at 10:16 AM

bttt bbbttt st -

e R e i biEnldas s b i -

GSD Daily Open & Close tickets ...

connect11-my.sharepoin...

® Install

Install Office

W

IT USA Gua Ayuda con clavos

web.microsoftstream.com

A\



Update Jarvis Password

» Jarvis — Agent self-help password reset portal/tool

* o This portal/tool for use by AGENTS ONLY

e e Canonlybe used ONCE every 24 hrs

» o Access portal/tool via Google Chrome (not inside Everise Citrix VDI
* e |nitial setup must be done by agent with a valid/working password

» o After password reset or account unlock, allow 5-10 minutes for
synchronization before attempting to use

EVERISE




INITIAL SETUP

* 1) Access Jarvis with this URL: https://jarvis.weareeverise.com/

B e x 4
< CcC O & jarvisweareeverise.com
e B * C3 © Messagesforweb  det How to use multipl B cals and ¢
Jd VIS
User |
|
Passw

— s EE<s s O

EVERISE
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Login to Jarvis

* Step 6: Agent will be prompted to select and store answers to 3 security
qguestions and verify their EmployeeID:

* Step 7: Answer questionsand click SAVE

EVERISE

Sel Security Questions

39



Change Password

e Step 8 : Toreturn to the change password screen, click on Control
Panel and select Change Password

e Step 9: Fillin the fields for Old Password and New Password. And
Select Change Password.

Change Passweord

EVERISE

St Safurity Cuestiops
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Change Password

* |F Successful, you’ll see a green banner appearsaying “Password Changed”

e * ALLOW 5-10 MINUTES FOR NEW PASSWORD TO SYNCHRONIZE BEFORE
ATTEMPTING TO USE

EVERISE

Change Password

411



Reset Password AFTER Initial Set up

e 1. Click on Forgot Password
« 2. Typein user_id in this format: c3connect\user_id
* 3. Click Next button

* 4. Answer security questions, verify Employee ID, type
and verify a new password

Reset Password

5. Click RESET PASSWORD button e

EVERISE

.JEII' L

virbrer Enas H B
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Account Unlock After Initial Set Up

* Repeatthe same steps as the Reset Password listed above, _
expect for Step 1. Jar ¥is

e 1. Clickon ‘Unlock Account”

v B oners H ﬂ

EVERISE
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Login to Jarvis -

Step 2: Type inuser_id in this format: c3connect\user_id

o L EECH—

e Step 3: Type password

* * agent must have a valid/working password for initial setup T

(this is the same password you use for 0365/Team, VPN &
Everise Citrix)

» Step 4: Type verification code displayedin the grey box *if you’re
having difficulty reading the code, clickon ® to get a new/different
code

e Step 5: Clickthe LOGIN button

EVERISE






C 8 outlook.office.com/mail/inbox

Favorites

Inbox
Sent ltems
Deleted Items

Add favorite

Folders

= Mark all as read

@ Focused Other

e Viviana Garsia
> Forticlient-AnyDesk

Do | click on get started?

. Lonnie Yates; Whitney Akpcbo >
> EXTERNAL: Error on lo... 11:01 AM
They need to change the login account t...

Shondranique Small
> EXTERNAL:

OBE: HRB 9A
Nc“‘l‘




FortiToken Mobile FTKMOBOB8B2DCF84 Activation on SLC1-
FAC-SRV.c3connect.lan

G FortiAuthenticator <FAC-no-reply@c3connect.com> © & € & 2
To: Mynor Montejo Wed 5/12/2021 8:09 AM

LOOK for petrss
i

Fortitoken '

WARNING: External email. Please VERIFY SENDER before opening attachments
or clicking on links.

Welcome to FortiToken Mobile - One-Time-Password software token.

=]
Please visit https://docs fortinet com/product/fortitoken/ for instructions on how to install your FortiToken Mobile
application on your device and to activate your foken.

You must use FortiToken Mobile version 2 or above to activate this token.

Activation Code for FortiToken Mobile FTKMOB0B8B2DCF84, which you will need to enter on your device
later, is

"EEID65TBKR2NYQFG™

Alternatively, use the attached QR code image to activate your token with the "Scan Barcode™ feature of the




FortiToken Application

« Open the FortiToken App on vouir nercanal device

*Do not scan the QR code on this ©  FortiToken Mobile
screen, thisis an example. Scan the
code from your Fortitoken email in

Welcome to FortiToken Mobile

your WOI’I( IﬂbOX Scan or enter the key to add token
1.Select scan
Barcode \ 2. Scan the Barcode that
you can see in your
SCAN BARCODE ENTER MANUALLY CBCOﬂneCt Ema||

E \/E RISE F::RTINET



FORTITOKEN CONFIGURATION
2" Step : Open the app Fortitoken 3" Step : Select Fortinet Account

cortiToken Mobile

. Welcome to FortiToken Mobile " FORTINET ¢

Scan or e Fortinet

3RD PARTY ACCOUNTS

Select
Enter Manually




FORTITOKEN CONFIGURATION
4th Step : Put in the user and 16 digits code

e
&  Add Account

T The user is the C3 email, example:
Fortinet

jsmith@C3connect.com
Puser@exampie.com

. The 16 digits code is provided to the
. abced efgh ijkl mnop

: agent by email from Network Team,
the 16 digits code looks like:
EEIMMUMPG326AWBF

After entering the user and 16 digits
code press in ADD ACCOUNT




FORTITOKEN CONFIGURATION

FortiToken Manage -

FortiToken 4139 | D You must see something like
| >

1 970 55 this in your screen

FortiToken ~ Manage If you can't see the token just
FortiToken 4139 _ press on the eyeball




LOGIN INTO FORTICLIENT / VPN

To login into forticlient, you need to have two things:

= Internet signal

Fortitoken installed and configured in your smartphone
1'Step : Open Forticlient giving click on the icon below, in your desktop

FortiClient




LOGIN INTO FORTICLIENT / VPN

2" Step : This window will appear

K

jcatalan

Ll REMOTE ACCESS

VPN Name

Username

Password

Everise ASH VPN

D Save Password D Auto Connect

You must fill
these boxes



LOGIN INTO FORTICLIENT / VPN

3™ Step : Select VPN Server

VPN Name | Everise ASH VPN

Username Person_al VPNs
Everise ASH VPN

Password Everise DAL VPN

L] Save Password ] Auto Connect

A new box will be

enabled
VPN Name Everise DAL VPN v
Username
Password
Token [Click on 'FTM Push’ or enter token code
o o

*— Never press this button

4t Step : Put in the username and
password and press on connect

) Status: 45% _
VPN Name | Everise ASH VPN 5 VPN Name Everise DAL VPN v
Username jcatalan Usarname jcatalan
Password ‘ | Password = |sesssssss
D Save Password D Auto Connect
5th Step : Put in the token’s box, o
. The validating percentage
the token provided for . ;
) will start to increase
Fortitoken by your smartphone
_ Status: 98%
VPN Name Everise DAL VPN v VPN Name ‘ Everise DAL VPN v
Username Username ‘ ‘
Password Password ‘ |
Token 363052
v s
Cancel
Press on OK

The validating percentage
will start to increase




LOGIN INTO FORTICLIENT / VPN

If all process before was made correctly, a window like this will be showed. Just press any key in
your keyboard to close it

You Are Accessing C3 VPN. All Traffic is Highly Monitored. Maximum Session Time is Limited to 11 Hours. After Session TigQ
jme-out You Must Reconnect To Continue!

Press any key to continue . . .




LOGIN INTO FORTICLIENT / VPN

How to verify that you are connected to Forticlient??

1. You can give double click on the
Forticlient icon and the follow window
will appear

FortiClient

jcatalan

L) REMOTE ACCESS

VPN Mame Everise DAL VPN
IP Address 10.17.240.75
Username jcatalan
Duration 00:03:34
Bytes Received 14364 KB
Bytes Sent 1877 KB

2.

You can see in the lower right corner and
will appear a green shield with a yellow
lock on it. This yellow lock means that
you are connected to Forticlient

8:22 AM
g ANEE D 000 B

If you can't see the green shield in the lower
right corner, you can press this triangle to

open more icons.



Trouble-Shooting

The FortiToken Email QR code will expire 48 hours after it has been sent. If you are trying to activate after the 48 hours, you will need to get
in touch with IT during OBE for assistance.

If locked out tried to log in 2 timesand were still unable to be successful, please stop and let IT know during your OBE as you can lock
yourself out of your account if you try too many times.

EVERISE
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InTune Set Up & Sync

 To verify your computeris completely set up and ready for Training, please follow the following instructions.

* 1. Gotothe Settingson your computer. (In the search bar, type "Settings")

» 2. Click on Settings

* 3. Under Settings, locate "Accounts'

EVERISE

&
| a» Accounts

Windows Settings

[] fheee
AopS 3 N s N
PR ofRme SO samh
e

L

Aooounts

& o Work  Apps

Best match

@ s {7

Apps

‘,\’j Settings Center
. x Settings Center

Search work and web

Q settings - See work and web res

Q, settings menu

Q_ settings app
§ Q_ settings display
Q_ settings passwords
Q, settings sound

Settings (9+)

Folders (5+)

HsPToTST

Q settingg </
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InTune Set Up & Sync

e 4. C(lick "Access work or school" on left

* 5 Under "Connectedto Everise'sEntra AD" or
"Connectedto Everise's Azure AD", ensure the
email address listed is your C3Connect email
address.

o If the email address is not your
C3Connect email address, please stop as
IT will need to assist you on OBE day in
the Software break out room.

o If youremail is your C3Connect email
address, proceed

* 6. Click on the "Connectedto..." box

e 0. Click "Info"

EVERISE

Settings

fnt Home

Find a setting

Accounts

A=  Your info

B Email & accounts

Qy Sign-in options

= IACCEEE work or school

,Q+ Other users

Access work or school

et access to resources like email, apps. and the network. Connecting
means your work or school might control some things on this device,
such as which settings you can change. For specific info about this,
ask them.

Connect
_|_

. Connected to Everise's Azure AD
. Connected by intunetestuser3@C3connect.com

Manage your account

59



InTune Set Up & Sync

* Inthe Info page, scroll down until you see "Device sync Status"
» Lookfor "Last Attempted Sync"

* If the date and time were within your set up time, then you are connected
and ready to go.

+ If you see "The sync could not be initiated (0)" or any other error message,
IT will need to assist you on OBE day in the Software break out room

Device sync status

syncing keeps security policies, network profiles, and managed
applications up to date.

Last Attempted Sync:
The sync could not be initiated (0)

MNone

EVERISE

Connection info

Management Server Address:

https://r.manage.microsoft.com/devicegatewayproxy/cimhandler.ashx

Exchange |D:
8B2EGTF40D3450A44D3B28E13B23B3AA

Device sync status

Syncing keeps security policies, network profiles, and managed

The sync was successful

8/11/2023 8:32:01 AM
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How to Prepare for OBE Day

1. On OBE Day, your Trainer will start the class by checking to see how far everyone gotin their set up journey

2. Based on your response, you will be put into break-out roomsto continue your OnBoarding.

3. When you come into the room, be ready to be grouped in the following:

o Hardware issues — You have issues setting up the equipment, not turned on, etc (This does not include your second monitor not
connecting as this could be a driverissue that will resolve during the day.)

o Software/login Issues — You have successfully plugged in the equipment and it is working, but you have issues with:
» [oggingintothe computer
» [ oggingintoyour email account
= Not completed Jarvis set up
= Not completed InTune Set up
= Not completed FortiToken/Client set up
o Completed setup — You have completed both set up and login instructions and are ready to begin compliance courses

EVERISE
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Thank you.
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