Useful things for LiCAS work at DESY (v5)

1. Now with instructions for DESY email via outlook

2. Corrected phone numbers

3. Added two more useful people

4. added interlock number

5. added contact details for video conference booking
VPN client software:
Download from: http://www-it.desy.de/index.html.en
Installation parameters: 
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You should get the desy group password together with your personal password for VPN in an email from the DESY computer admin. See below on how to access your email
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Page 3 and page 4 have nothing to be configured:

Email access
Via web browser:
https://owa.desy.de/exchweb/bin/auth/owalogon.asp?url=https://owa.desy.de/exchange/&reason=0
Via outlook
Add a new email account by doing Tools ( email accounts ( add new email account

Configure the account according to the following settings:

On the first page:
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To authenticate (Logon Information) You will have to use your DESY user name and the password that you had to change in the 5 days after you first changed your password. The email address you specify above is the one that you normally want associated with your person.

Now select more settings and configure like this:
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Again use the email address that you want replies to go to and configure everything else as shown.

Stores and Ordering goods
Stores:

In building 11a, Tel.: 3584

opening hours 08:00 to 10:00 and 13:00 to 14:00, Mo-Fr

Use a  "Lagerabrufschein" - form for all goods "purchased" at the DESY stores in building 11.

On this you will need to know the:
Weiterberechnungs-Konto:
· The WB-account number is  WB 333004.
· WB means "Weiterberechnungs"-Konto - an account you can use to "pay" goods or services at DESY. 

· For each of the signatory power holders there is a limit of 3000.- €.
· (If something costs 5000.- € you cannot use two BAs to cover the sum!!! The procedure is a different one. In that case come to my office.)

· Please discuss any order with Armin before you place it. He needs to give his approval.

· DESY charges 10% overheads on any order you place but you can use all DESY bonuses as well.

· Please let Susan Ketels and Armin have a copy of whatever order you place with the WB account number.

Ordering Goods
Fill in a BA ("Bestellanforderung") DESY Order Form - when you want to buy things from outside DESY through the DESY system. Once the BA form is completed it has to be sent to the DESY Finance Department; marked as -V3- on the internal envelope. From there it will go to DESY Einkaufsabteilung (purchasing) (-V4-). It might make sense to discuss things with -V4- before actually completing the form.

Workshop Services
We have a big collective job in the workshop for mechanical dealings on the LiCAS hardware. It has a Hauptauftragsnummer: HA-NR. is 333004.This can be used to order things until its total volume of 5000 Euro is filled.

You need the to fill a WA ("Werkstattauftrag") DESY Service Order Form - when you want the workshops to do things for you. On this you can also use the WB number if it is for something else but licas mechanics. Usually the workshop which asks for the WA form will do the paperwork. Please make ABSOLUTELY SURE that you ask for an estimate from DESY before placing the order!

There have been some very unpleasant surprises in the past.
Sending a Parcel to England

If you are sending a parcel to England you can not do this via normal mail. Please go to shipping and receiving (Warenannahme) and ask for Mr. Roeseler (tel. 3701) who is in the “Export” department. You have to fill a BA form (Bestell Anforderung = Request to order) and give them the details of what is shipped, where to, why, whether it returns to Germany, who it belongs to, etc.
Usefull phone numbers:
Markus Schloesser
: (9) 2943

Johannes Prenting
: (9)3375

Daniel Kaemtner
: 3329

Red Green Tunnel
: 1719

LiCAS office

: 1635, 2944
Susan Ketels

: 3586  (+ 44 (0)1235 44 6044 at RAL)

Interlock Red-Green Tunnel: 3671

Video Conference Rooms

There is a VC Room in Building 3, Room 304. You can book it with Stefan Simrock on the third floor in Room 302. Entering the 3rd floor from the staircase closest to the LiCAS office you turn left and take the last but one door on the right. It has two pianos and an organ in it. The details of the video room are:

IP: 131.169.118.79

ISDN: 0049-40-8540-7770

More video conference rooms can be found at this link: http://webcast.desy.de/room.htm.de together with instructions on how to book.

If you have a DESY email account you can view the room bookings of for example the M group through the public folders via the web outlook interface: https://owa.desy.de/exchange/ 
Usefull people:

· Ralf Meyer: person in work preparations department (Arbeitsvorbereitung) who ordered most parts for LiCAS measurement car mechanics. Phone: 3819, Building 10, Room 301
· Ernst-Otto Seamann: mechanical designer who constructed the measurement cars and vacuum system and many aspects of DESY infrastructure: Phone: 3942
· Gert Strupel: Mechnical engineer/technician from the “Technikerwerkstatt” who assembled a lot of the measurement cars. Tel. 4487, 
· Thorsten Eilken: technician in the geodesy group who helped a lot with assembly and repair of the train.

· Klaus Witt: Electrician who installed the interlock and the main cabling for the train. Phone: 4043 Mobile.: 94043
· Roeseler, Michael: see sending a parcel to England
· Uwe Eggerts, Group MEA5, phone 3730: can bring you a pallet truck on demand and arrange for “strong men”
· Christian Wiebers, Group MDI 2, G30, R201, phone 3879: is in control of an optical lab behind the small mechanical workshop next to the tunnel entrance. The have a very well equipped store of optical mechanical components and are willing to lend stuff to us. 

· Stefan Simrock, Group MSK, tel. 3606 or 4559, mobile 94559, fax: 4556, room 03/302, does video conference bookings
