
Welcome to House of Ruth Maryland! 
Here is some important I.T. info to help you get started: 

You have a username that is used for logging into your PC and can be used at any workstation in our 

organization. To log in to a computer for the first time, you will need to be connected to our network 

from one of our offices. 

Enter your username as follows: 

HRUTHMD\firstinitiallastname (e.g., jbowers) 

(HRUTHMD is the name given to our network.) 

Password: Hruth2022! 

Once you have successfully logged on, please change your password to make it your own. 

This is done by hitting Ctrl+Alt+Del and choosing “Change a password” and can only be done while 

connected directly to our network. Passwords cannot be changed remotely. 

 

Passwords require a minimum of 8 characters and need to include a combination of CAPS, lower case, 

and numbers or special characters. We use multifactor-authentication, which requires you to give an 

alternate email address and cell phone number for password security. You may also be asked security 

questions. 

Your password is your own and cannot be seen by anyone else. Please write it down somewhere that is 

safe but not visible to the public.  (Please do not tape it to your monitor or desktop.) Once you have 

changed your password, it will synchronize with your email account as well. 

As a reminder, passwords can ONLY be changed from the network. Additionally, your network user 

login and email password are linked. Therefore, you cannot reset your email password to make it 

different form you network user login. 



Retrieving Your Emails 
To log in to your email account, go to www.office.com and choose “sign in” then “work account.” 

Your email address is firstinitiallastname@hruthmd.org (e.g., jbowers@hruthmd.org). 

Your email password is the same as your network password. However, if you recently changed your 
network password, it may take several minutes to synchronize. 

 

Once logged in, your email should look like this: 

 

Use the tabs at the bottom left to switch to calendar view or to access your contacts.  

Our in-house directory can be found by selecting the “People” tab and then, under the “Directory” tab, 

selecting “All Users.” 

http://www.office.com/
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If you are assigned a workstation or laptop that will be your main place of work, you may also use the 

full desktop version of Outlook. It has more features and may be faster on some workstations. Both 

versions will synchronize so it is fine to switch back and forth to see which you prefer. You will find an 

icon for Outlook in the “Start” menu. 

 

 To set up the desktop version of Outlook, enter your user info. 

Microsoft Teams 
We have Microsoft Teams as part of our Office 365 tools. It is a very valuable tool and many of our 

departments are using it to communicate, share files, and create teams to work in. 

You can find Teams when you log on to Office 365 (www.office.com). Just click on the “Apps” icon and 

choose “Teams.” 

You can download Teams to your desktop and/or choose to use the phone app as well. 

Important House of Ruth Maryland staff information may be communicated through the Teams app, so 

it is recommended to have it running during work hours on either your computer or phone. 

http://www.office.com/


 

User Files 
It is recommended that all important work files be stored in your OneDrive.  OneDrive is accessed 

through Office 365 (www.office.com) and can also be used in conjunction with Microsoft Teams. 

OneDrive files can be accessed from any location and from any computer as long as you are logged into 

your email.  

In addition to OneDrive, some users have their own user file on the network servers. These user files can 

only be accessed while directly connected to the network from one of our offices or through our VPN 

client app (Barracuda VPN Client). If you do not already have a shortcut for your user file, you can find it 

by typing the following into the address bar of “File Explorer” (the folder icon at the bottom of your 

desktop in the taskbar): 

\\hruthmd-dcf01 

It will look like this:  

 

http://www.office.com/
file://///hruthmd-dcf01


Click on “UserShare” and find your file. 

Please make sure to save ALL important files to this location. It is backed up nightly. 

Important Information for ETO Users 
Your computers should be set to use Google Chrome or Mozilla Firefox as the web browser.  

If you need to change your default browser, you can do so by doing the following: 

 Click the Windows logo in the bottom left corner of your desktop screen 

 Click on the “Settings” gear 

 Click on “Apps” then “Default apps” (on the left side of the screen) 

 Click on the current browser and change it 

While ETO should be compatible with Chrome and Firefox, if you are experiencing issues try using 

Microsoft Edge. 

 

Phones 
We use Intermedia as our phone system. It is fully digitized and can be used with the desktop app from 

Intermedia Unite (www.intermedia.com/uniteapps). 

If you are assigned a phone and extension, you will need to set it up. It can also be downloaded as a 

phone app that will allow you to place and receive work calls on your cell phone using the app. (This is 

not required but is an option if you choose to use it.) 

Not everyone is assigned an extension, but if you are, the log-in is your email address, and Hruth2022! is 

the default password. 

http://www.intermedia.com/uniteapps


You may also have a desk phone. To set up voicemail on your desk phone, the default access code 

should be 2201. If this does not work, please email John Bowers, Associate Director of I.T., at 

jbowers@hruthmd.org and ask to have your access code reset. 

Please set up your voicemail greeting, and change the access code to one of your own. 

Your voicemail greeting should be as follows:  

You have reached (insert name), (insert title), at House of Ruth Maryland. I am not able to speak with 

you at this moment. If you would like to leave a message, please do so after the beep. If this is a 

domestic violence emergency and you wish to speak to one of our crisis counselors immediately, 

please call 410-889-7884. Thank you. 

A “Quick Start Guide” may be provided, but it can also be found in the public drive under the file name 

“Polycom Phone Guide - VVX400,410 - January 2019”. 

A full user manual for the phones can be found here: 

https://support.polycom.com/content/dam/polycom-support/products/voice/business-media-

phones/downloads/previous-versions/archived-documents/en/vvx-bmp-ug-540a.pdf 

And here is the user guide for the Unite app:  https://www.intermedia.com/assets/pdf/unite-apps-

quick-start-guide.pdf 

Wireless Access 
We have wireless access points in all locations. 

The wireless network for the shelter and Admin buildings is Hruthwireless (access code- 4108897884). 

Please do not share this access code with anyone who is not staff! 

We also have a guest network for our clients and visitors. Hruthguest (access code- 4108890840) can be 

shared with clients and guests. 

Tech Support  
Do NOT download any software without a supervisor’s approval. Tech support is limited to approved 

products. 

House of Ruth Maryland utilizes a managed service provider, DP Solutions, to handle most desktop and 

computer-related problems. They will be your first call when having difficulties with any of the 

following:  

 Connection issues with the network, printers, or internet 

 Password issues for email or network access 

 Computer start-up or hardware issues 

 Computer update or virus problems 

DP Solutions’ help desk can be reached at 410-720-1220. 

Copier issues with the large networked copiers (not LaserJet or desktop printers) are handled by 

Advance Business Solutions. Their number is inside the lid of the scanner. This is also where you will find 

mailto:jbowers@hruthmd.org
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the machine’s I.D. number, which they will ask for when you call for maintenance. Please check with 

your supervisor before making a call to Advance Business Solutions. 

 

All other tech support, including phone issues, should be directed to John Bowers, Associate Director of 

I.T., at jbowers@hruthmd.org. You can also reach John at 443-569-0489 or via Microsoft Teams. 
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