Chapter 19

Telephones and Telecommunications

ARS policy is that all telephones will be answered with proper identification of the Agency (Agricultural Research Service) and identification of the office or individual answering the telephone and that telephone coverage will be provided during normal business hours. USDA Regulation DR-3300.1 establishes policies and assigns responsibilities of the management and use of all aspects of communications services, equipment, and resources within USDA.

Acronyms:
See Chapter 22 for a comprehensive list of commonly used acronyms.

References: 
DR 1490-002 – Creative, Media, and Broadcast Policy


DR 3300-1 – Telecommunications & Internet Services and Use and Appendix A – M

P&P 020 - Cellular Devices and Service Management

P&P 253.4 - Use of Information Technology Resources


NPA PM-05-006 – Building Automation and Control Systems 
(BAS or BCS)

Web Sites:
AFM Policies & Procedures (P&P) and Manuals (M)
http://www.afm.ars.usda.gov/ppweb/

Office of the Chief Information Officer (OCIO)
http://www.ocio.usda.gov/index.html

NPA Policy Memorandums (PMs)
http://www.ars.usda.gov/Main/docs.htm?docid=16552
Attachment:
AT&T Best Practices with FAQs



AT&T Training Document for USDA



Connect Quick Start



Connect IE Quick Reference v89


Points of Contact:
	AT&T Teleconferencing/Web Meeting

Hank Davis
Information Technology Specialist
USDA-ARS-Western Business Service Center
Natural Resources Research Center
2150 Centre Avenue, Building D, Suite 310
Fort Collins, CO 80526-8119
Telephone:  (970) 492-7012
Fax:  (970) 492-7049
E-Mail:  hank.davis@ars.usda.gov
	Networx Universal Verizon Calling Cards

Elisa Dawdy 
Property Management Technician
USDA-ARS-Western Business Service Center
Natural Resources Research Center
2150 Centre Avenue, Building D, Suite 310
Fort Collins, CO 80526-8119
Telephone:  (970) 492-7020
Fax:  (970) 492-7049
E-Mail:  elisa.dawdy@ars.usda.gov

	


AT&T Teleconferencing Services

USDA’s preferred method for teleconferencing is to use AT&T Teleconferencing Services.  If you utilize teleconferencing services on a regular basis, we recommend that you set up AT&T TeleConference Service account as it is most convenient and lowest cost.  To request an AT&T TeleConference Service account simply send an email to Maureen.Harris@ars.usda.gov including the following information:
1) Requestors Name:          

2) Requestors Phone Number:  

3) Requestors Email Address: 

4) Office/Location Name and mailing address:     

5) Audio Only/Audio & Web:  

6) Participant’s Name Recording?  

7) Participant’s Name Announced at Entry & Exit?  

8) Disable Entry/Exit Tone?
During any teleconference, it is important to make certain that everyone is interacting in the most time efficient and effective manner.  Reference AT&T Best Practices with FAQ’s for tips and easy guidelines to follow to increase the professionalism of your meeting.
AT&T Connect Web Meeting
To host a Web meeting you must have an AT&T TeleConference Service account, and have installed and activated the AT&T Connect Participant application on your computer.  Reference the Connect Quick Start guide.

If you have requested an AT&T TeleConference Service account that includes Web meeting capabilities, below are step by step instructions for obtaining training on it’s use.  

1. Log on to http://attwebtrain.123attend.com and create a profile on the training site.  You will then receive an email to activate your profile.

2. After activating your profile on the training site, please go to the top right under “My History/Profile,” click the “Add a Product” button and enter the Product Group code “WEBTRAIN”.
3. Select “AT&T Connect Integrated Edition” from the drop down menu, click “Browse for Courses” and click on the class you would like to attend. You will be able to choose from Self-Paced (flash demos of features) or Live Instructor-Led courses.

4. After registering for a Live Instructor class, an email will be sent to you to confirm the registration and will include instructions on how to join the training class.
Networx Universal Verizon Calling Cards
To request a Verizon Calling Card, the Administrative Officer (AO) will 
e-mail the request to the Property Management Technician at the Western Business Service Center, providing the name of the cardholder and indicating whether or not they need international calling capability.

19–1
Revised 2/1/2011
19–3

