Notification of PC Audit by Information Systems

Revised: 10/17/01

Author: Denise GoXXXXX/James M. Newton

This PC has been audited and updated.

Information Systems has completed an audit of this PC and made required changes to bring the PC up to Health Alliance standards. The following items have been verified and any item which did not meet standards has been corrected.

· ________ If Checked, your password was changed to your user logon ID (all lower case) and will expire the next time you sign on. See directions below on how to change an expired password.

· Temporary files have been removed and Recycle Bin has been emptied.

· Games have been removed from the PC.

· Screen savers set to Health Alliance standard.

· Appearance settings for the PC have been set to Health Alliance standards.

· Duplicate ICONS have been removed from the desktop.

· If applicable, the power saving feature of the monitor has been turned on and configured to standards.

· The network settings have been verified.

· HA Standard applications current.

· ________ If Checked, IS will enter applicable ISRs to complete what is needed.

Audit  completed on ____________ By ______________________________

If you have any problems or questions, please submit an ISR (Use another PC, if necessary).

You need to perform and check the Items below:

· ____ Run Disk Defragmenter.  This can be found at Start, Programs, Accessories, System Tools.

· ____ There is less than 40 MB of free space left on the hard drive, you must delete files (Contact Library for suggestions).

Changing Password when it is Expired:

1. When the window comes up asking for user name and password, enter in your User name and new password. (Password is the same as your user ID)

2. Click on OK.

3. You will receive a message that your password has expired.

4. Click on OK

5. Highlight old password, press delete.

6. Type in the “old” password. (Same as user ID)

7. Press tab key.

8. Type in a NEW password. Note this password must be different than the existing password, or any password you have used in the past, and be at least 6 characters long.

9. Press tab key.

10. Type in the new password again to confirm it.

11. Click on OK. You should receive a message that your password has been changed successfully.

12. If you do not receive the above message, write down the message you do receive and submit an ISR from another PC. 

