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Preparing to take your computer home, 
transporting it, and setting it up 
Follow this guide when you need to take your computer home. 

Note: 
Computers and phones might be different for your agency. If you’re considering taking a desktop computer home, know 
that you will need to plug the desktop directly into your router. Most desktops are not equipped to work over Wi-Fi. 
Also, not all desk phones need to go home. You might be assigned a softphone (a headset that connects to the computer 
so that you can make calls as though you are using your desk phone). 

BEFORE you disconnect your computer from the network: 
 Before taking a computer out of the office, you must log in to it while it is connected to the network in the 

office. Failure to do so will result in you not being able to log into the device off network. 
 Ensure that you have GlobalProtect VPN installed on your computer. 
 Changing your Windows password should only be done on the wired network. If possible, avoid changing your 

Windows password while on VPN. 

BEFORE you disconnect network cables and power cords: 
 Take a picture of the back of your computer, phone, and headset with all the cables attached. 
 Use color-coordinated or numbered dot stickers or self-adhesive notes to label everything—one on the 

cable and the matching color/number on the back of your computer, monitor, phone, and headset. 

 

Figure 1: Example of power, monitor, and network cables connect to the computer 

BEFORE you disconnect power cords: 
 If you have a laptop (or a desktop with Wi-Fi capability), connect your computer to the Guest.Idaho.Gov Wi-Fi 

network in the office.  
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 Test to ensure that you can use GlobalProtect VPN to get onto the network. Can you get your email? Can you get 

to shared network drives? Can you use mission-critical agency software and processes? It is far easier for the ITS 
Service Desk to fix potential problems while you are still in the office. 

 Test to ensure that you can use your softphone to make and receive calls through your computer. 

Prepare your computer and softphone for transport: 
 Sign out and shut down your computer. 
 If you have a laptop with a docking station, undock the laptop. 
 Unplug the power cords on the computer, docking station, and monitors—ensuring that everything is 

labeled. 
 Unplug all other cables from your computer, monitors, and printer—ensuring that everything is 

labeled. 
 Place the following in containers to take home: 

o all power cords 
o all cables 
o power strips 
o keyboard 
o mouse 
o docking station 
o computer 
o phone and/or softphone 
o monitors 

 

Figure 2: Example of computer ports and the associated cables 
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Transport and setup your computer 
 Carefully transport your equipment to avoid damage. 
 In your established workspace at home, set up your computer, monitors, and phone/headset. 
 Using the color-coordinated or numbered dot stickers or self-adhesive notes that you used to label everything, 

re-connect the cables. 
 For desktop computers, connect your network cable to your router. 
 Turn on the computer and monitors, and then log into the computer.  
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