Setup Guide for Tenants
This information is available online at http://www.microoffice.com/intranet/setup-guide.doc. Note that it is only accessible on the web when connected to the Internet from the office.

Welcome to your new office! The following rules and tips will get you settled in, productive, and secure:
1. Phone. If you subscribe to our phone service, consult the documentation online at http://www.microoffice.com/login.html. There is a link to download the phone instructions. You will only be able to download the phone instructions while hooked up to the Internet in the office. Consult the FAQ (frequently asked questions – see below) if you have trouble downloading the phone instructions. The phone instruction sheet describes the features of your phone service, including how to set up and access your voicemail.

2. Securing Computer Hardware. If you have a laptop, please secure it with a laptop lock. Laptop locks are available at Best Buy on 23rd St. and 6th Ave. or at Staples on 22nd St. and 6th Ave. The laptop lock attaches to your laptop and physically secures it to a stationary item such as furniture. You can loop the end around a pole in the bottom of one of your cubicle wall panels. Be sure to thread the end through the small end loop properly so that the cord cannot be removed without also dragging the furniture. If you are unsure of how to do this or of what type of lock to purchase, ask another tenant who has a laptop. Most tenants who own a laptop have a laptop lock. The reason we advise this is that messengers can be aggressive and unscrupulous. They are a problem for all offices, whether open or enclosed, manned by a greeter or unmanned. When delivering a package, if they see an easy opportunity, they may take it. You should be prudent and simply avoid tempting fate since laptops are high value items that are easy to snatch and conceal. Laptop locks are also usable for desktops and other computer equipment, but they are generally not needed because our facility is fairly secure against strangers.

3. Proximity Cards. You will receive a proximity card on your first day. The proximity card opens the front door from the passenger elevator. Please keep your proximity card secure both for your protection and the safety of other tenants. If you lose your card, please report the lost card immediately. We will disable the card as soon as you alert us. That keeps the floor secure for everyone, including you. You will be assessed $25 for replacement cards because the cards are expensive and also because we have to reprogram our security system when tenants lose cards in order to keep the facility secure. Please try to avoid losing proximity cards.

4. Internet Connection. There should be a box in or near your cubicle with two jacks: one white and one blue. To use your Internet connection, plug your computer into the blue jack and then set up your computer for DHCP (sometimes labeled “Automatically get IP address”). Then, restart your computer. You will need to use a Cat5, Cat5e, or Cat6 cable. A phone cable will not work. If you have problems, consult the FAQ (see below).

5. Cleaning Service. We have a cleaning service come every night of the week, including garbage service. You should purchase a small trash can for your cubicle. It will be emptied every time a cleaning person comes by. This does not mean you can be or should be messy. Please keep your area neat and orderly. Also, throw paper towels in the bathroom trash bin and other garbage in one of the public garbage cans located around the floor. Lunch leftovers and waste should be deposited in the garbage cans next to the kitchenette or the garbage cans next to the freight elevator. Additionally, if you use glass cups, wash them after use and put them on a paper towel to dry. Do not just put dirty glass cups in the sink. If you receive boxes or other packages in the mail, please break them down so that they are flat and then put the flattened boxes or packages underneath the table near the freight elevator. Please do your part to keep the office a clean and attractive environment for everyone.

6. Rent Payment. Note that rent and all service fees are due on or before the first of each month. You should make out a check to “Micro Office Solutions 1 L.L.C.” and leave it either on Wellie’s desk or David’s desk. Your cooperation is much appreciated because we have our bills to pay too, and we make every effort to pay our service providers on time. Tenants who repeatedly pay late will be assessed a finance charge. We do not want to assess the finance charge. Both you and we will be happy if rent is paid in a timely fashion every month.

7. Service Issues. If you have service issues with anything on the floor, please email service@microoffice.com or contact David directly at (646) 723-1261 or drotbard@microoffice.com. If David is not around, he will get back to you as soon as possible, generally within a few hours or one business day. If there is an urgent emergency (e.g. fire on the floor, collapsing walls, flooding in the bathrooms, or something similarly serious demanding immediate attention), contact either David at the phone number above or Wellie at 212-655-5412 or wchao@microoffice.com.
8. Other Questions. For other questions, please consult the FAQ (frequently asked questions) to see if your question is answered there. If your question is not answered there, feel free to email us at service@microoffice.com. The FAQ is located on the tenant intranet page at http://www.microoffice.com/intranet.html.

