
 

 

 

Workstation Setup Guide 

Welcome back to the office! As we transition to a more flexible and modernized workspace, it's 

important to ensure that you're equipped with the necessary knowledge to set up and adapt 

your workstation effectively. Below is a comprehensive guide to help you get started: 

 

Typical Workstation Components: 

Your workstation includes the following items: 

• 1 desk (some are sit/stand desks) 

• 1 ergonomic chair 

• 1 docking station with USB cable 

• 2 computer screens 

• 1 power bar 

• A cabinet with a key to secure your items if you need to step away from your 

workstation (for daily use only) 

 

How to Setup Your Equipment: 

• Connect your equipment to the docking station. 

o How to connect a docking station 

• Install a printer if necessary, but we encourage a paper-less office. 

o How to install a printer  

 

Adapting and Adjusting Your Computer Workstation: 

A properly adjusted workstation allows you to adopt a natural and comfortable posture. Ensure 

your work is properly organized, and periodically change even the most comfortable posture. 

Refer to the following link on iService for guidance and images on adjusting your workstation for 

optimal comfort. 

https://014gc.sharepoint.com/:b:/s/EmployeeExperience-ExprienceEmploy/EcvjpqXVp0tLjIgwjkZFCUkBRBLSwmX5z6yNCmgqBdzS8w?e=5sdEXg
https://iservice.prv/eng/imit/catalogue/print_services/install-print-device.shtml
https://iservice.prv/eng/hr/ohs/topics/ergonomic/guide/adapting-adjusting.shtml
https://iservice.prv/eng/imit/catalogue/print_services/install-print-device.shtml


Technology Setup: 

Our office technology has been modernized to accommodate unassigned seating and Activity-

Based Working (ABW). Here are some tips to help you set up for a productive day: 

• Connect your computer to a universal docking station  upon arrival. 

• Log in with your ESDC username and password to access the network. Some work 

locations use Wi-Fi, requiring VPN connection. 

• If using multiple screens or printing, reconfigure your monitors’ settings  accordingly 

to match your offsite setup and configure a printer . 

• Refer to Boardroom Booking Services  and Boardroom Video Conferencing Guides  

on iService for hybrid meeting setup or for more information about how to book 

boardrooms.  

• Sanitize your workstation using provided disinfecting wipes both at the start and end of 

your day. For more information, visit: Toolkit for Employees: In the Workplace . 

• Leave your workstation as you found it. Do not move equipment. If equipment is 

missing, submit a request to the National Service Desk , for assistance.  

• Watch the Technology in a Flexible Work Model Tech Tip video to familiarize yourself 

further with ESDC workstations and the technology available in the office.  

 

If you require additional support with technology while working in the office, you can contact 

a Workplace Experience Navigator (WEN) for assistance. The WEN network is composed of 

colleagues who have volunteered to help with common technology issues in the office. 

 

We hope this guide helps you navigate your workstation setup effectively. Should you have any 

questions or require assistance, please use the instructions below.  

Employees: to report OHS issues, please speak with your manager or supervisor. 

Managers: please submit all service requests to the Human Resources Service Centre, using 

the General HR Inquiry form (select the appropriate Occupational Health and Safety category). 

 

https://iservice.prv/eng/imit/catalogue/computer_devices/connect-docking-station.shtml
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fiservice.prv%2Feng%2Fimit%2Fcatalogue%2Fesdc_wifi%2Flocations.shtml&data=05%7C01%7Ckyle.lawlor%40hrsdc-rhdcc.gc.ca%7Cbab52221433a4f0007db08db2ad64194%7C9ed558468a814246acd8b1a01abfc0d1%7C0%7C0%7C638150871930469646%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=UrHAhn%2BK6fMbAIN6dwQ1E92%2BugzjobT4orN3w95XOEA%3D&reserved=0
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fiservice.prv%2Feng%2Fimit%2Fcatalogue%2Fesdc_wifi%2Flocations.shtml&data=05%7C01%7Ckyle.lawlor%40hrsdc-rhdcc.gc.ca%7Cbab52221433a4f0007db08db2ad64194%7C9ed558468a814246acd8b1a01abfc0d1%7C0%7C0%7C638150871930469646%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=UrHAhn%2BK6fMbAIN6dwQ1E92%2BugzjobT4orN3w95XOEA%3D&reserved=0
https://iservice.prv/eng/imit/catalogue/computer_devices/monitors.shtml
https://iservice.prv/eng/imit/catalogue/print_services/index.shtml
https://iservice.prv/eng/finance/boardroom/index.shtml
https://iservice.prv/eng/imit/catalogue/software_application/microsoft365/teams/video-conferencing-guides.shtml
https://iservice.prv/eng/hr/ohs/topics/coronavirus/guide-return-workplace/toolkit-employee-workplace.shtml
https://iservice.prv/eng/imit/nsd/index.shtml
https://014gc.sharepoint.com/sites/EmployeeExperience-ExprienceEmploy/Tech%20Tips%20for%20Public/Forms/AllItems.aspx?csf=1&web=1&e=l6pFT0&OR=Teams%2DHL&CT=1676994800900&cid=94580dae%2D7d68%2D4f8e%2Dbf58%2Db42c18219bde&FolderCTID=0x012000614034327E62B242B7D3D1AF2079E327&id=%2Fsites%2FEmployeeExperience%2DExprienceEmploy%2FTech%20Tips%20for%20Public%2FTechnology%20in%20Flexible%20Work%20Model%2FTransition%20to%20Flexible%20Work%20Environment%20Draft%20English%2Emp4&parent=%2Fsites%2FEmployeeExperience%2DExprienceEmploy%2FTech%20Tips%20for%20Public%2FTechnology%20in%20Flexible%20Work%20Model
https://apps.powerapps.com/play/e/d1b055db-44e9-493c-b2a7-9fc038dcec73/a/d9362fa5-285a-49c9-8488-6d9faa28ec74?tenantId=9ed55846-8a81-4246-acd8-b1a01abfc0d1
http://hrsc-csrh.prv/
https://hrsc-csrh.service.gc.ca/Request/New/HRSC?FormTypeInd=1
https://iservice.prv/eng/imit/catalogue/computer_devices/connect-docking-station.shtml
https://iservice.prv/eng/imit/catalogue/computer_devices/monitors.shtml
https://iservice.prv/eng/imit/catalogue/print_services/index.shtml
https://iservice.prv/eng/finance/boardroom/index.shtml
https://iservice.prv/eng/imit/catalogue/software_application/microsoft365/teams/video-conferencing-guides.shtml
https://iservice.prv/eng/hr/ohs/topics/coronavirus/guide-return-workplace/toolkit-employee-workplace.shtml
https://iservice.prv/eng/imit/nsd/index.shtml

