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1. Each time work is completed on a PC, an ISR and PC Folder must exist and the folder must be updated.
2. When a PC is worked on you must refer to and bring the PC folder with you.

a. If no folder exists:

b. Create one.

c. Attach an ISR History Log.

d. “Notification of PC Work by Information Systems” document.
e. Insert a copy of the ISR (optional)

3. Review ISR history sheet in PC folder for any pertinent information.

a. If the PC is visibly not up to current standards or if last Audit is over six months old, complete a new Audit procedure.

4. If this is clearly a hardware issue:

a. CGH:

i. Move the ISR to Bio-Med.

b. CH:

i. Tech should go to site for problem determination.

1. If possible, fix at the time of visit.

2. If a service call is required, send Staff Comm to appropriate AIT personnel.   Staff comm. Request (or phone call, depending on urgency) should be sent to proper IS dept.  (i.e. SMS, NES).

3. If printer, Staff Comm should include:

1. Terminal Session # currently printing to the broken device

2. Printer Session # for the broken device

3. Terminal Session # at re-routed location

4. Printer Session # at re-routed device

4. Reassign ISR to NES.

5. Set Priority to 976.

c. Post a Notification on the broken piece of equipment.   Following is the Text to be used.

i. ISR # - This device is OUT OF ORDER at this time.  A service call has been placed.    (NOTE: If this device is a printer and the printing has to be re-routed, add:  Printing has been re-routed to the XXXX printer located in XXXXX.)

d. Upon completed service, device is installed and tested.

e. When a printer is serviced NES is to ensure printing has been routed back to original set up.

5. Procedure for Prepping PCs - The user must first submit an ISR to have a PC prepped. If one does not exist, instruct the user to enter one and contact the Library for help if needed to complete the ISR Entry.

6. New PC:

a. Send User-Comm to have user fill out, sign and return the User-PC Modification Work Request from the System Use Guide, if it has not yet been provided. Remind the user to put the ISR number on the form right away.

b. If cabling does not exist:

i. For CH: Assign the ISR to Engineering and create Staff-Comm to include the hub and cable locations.

ii. For CGH: Create a Maintenance Work Order>Bio-Med ISR to have the cables run. Include hub and cable locations.

Note: IF CGH: Print blank NetViz Sheet to fill in as you complete install (to create a blank NetViz sheet use the PC ID - Template in the first screen of the NetViz Diagram).

iii. IF CH: Confirm AIT asset tags are on PC’s and Monitors

iv. If not, tag and return completed Asset Sheet to Asset Manager and documented in PC Folder.

v. IF CGH:

vi. Create a Maintenance Work Order>Bio-Med ISR to have Bio-Med tag the equipment.

vii. Confirm DP Control # has been added to equipment and is documented in the PC Folder.

b. Prep new PC following applicable procedure.

c. Note: Review configuration sheet with Supervisor for special requests for software from department heads.

6. Re-preps:

a. Review ISR history for pertinent information.

b. Receive the User-PC Modification Work Request from the User. Check that the form has been signed and that the user has provided sufficient information.

Note: IF CGH: Print current NetViz Sheet for this PC and update as you complete install.

Note: 

i. IF CH: Confirm AIT asset tags are on PC’s and Monitors

ii. If not, tag and return completed Asset Sheet to Asset Manager and documented in the PC Folder..

iii. IF CGH: Confirm Bio-Med tags are on PC’s and Monitors.

iv. If not, create a Maintenance Work Order>Bio-Med ISR to have Bio-Med tag the equipment.

v. Confirm DP Control # has been added to equipment and is documented in the PC Folder.

b. Prep PC following applicable procedure.

7. After PC preparation is complete:

. Test the A drive to ensure it is working

a. Label the PC AND the Monitor with the full PC ID.

b. Install the PC in user’s area.

c. Test the printers:

d. Double click printer, click properties, Print test page.

e. Print test Word document.

f. If applicable:

g. Test all non-Windows applications, including printing.

a. Notify the Library via Staff-Comm when installation complete.

a. Sign and Date PC Configuration Sheet that PC is installed, place it in the PC folder.

a. Fill out and leave the “Notification of PC Work by Information Systems” document for the user.
a. Remove and throw away any old documents from the PC folder.

a. Assign the ISR to Software License Manager to update license information.

a. If CGH: Put PC Folder in NetViz box outside KCS office for updating.

a. IF CH: Put the PC Folder in the appropriate file.

