User-PC Modification Work Request

Revised: October 18, 2001

Author: Jim Newton/Denise GoXXXXX
ISR Number _______________

This form is to be filled out completely and sent to Information Systems before any re-prep or upgrade work can be performed on a PC.  Deliver this form to Information Systems: for AIT, to the West Tower, Rm.209; for CGH, to the ISR Attachments box on the Information Systems door.

1. Fill in each item on this form, and then Sign the form at the bottom.

2. User Full Name _______________________

3. Location _______________________

4. PC ID  _______________________

5. User ID  _______________________

6. Type of PC service to be performed.

7. Upgrade _____(check one)

8. Reprep _____

9. New PC _____ (If this is a New PC – Skip to Item 11)

10. Enter current PC information below:

11. Processor, Memory, and Disk Size information can be viewed by pressing the Pause key during the PC boot; this will allow you to read the screen information. Press Enter to continue.

a. Main Processor: ___________ (i.e. Pentium, Celeron, AMD)

b. Processor Clock: ___________  (i.e. 166MHz, 233MHz, 933MHz)

c. Hard Disk Size: ___________  (Disk Size is listed as Total Disk Size, i.e. 813 MB.)

d. Ext. Memory Size: ___________ (i.e. 640 KB / 31744 KB)

12. Network card: Circle choice (Yes    /    No)   

13. Modem:  Circle choice (Yes   /    No)

a. Type:  Circle choice (Internal     /    External)

b. Justification: ______________________________________________________________________

14. Printers: Circle choice (Yes    /    No)  

15. Local Printer (Printer cabled directly to your PC) 

a. Make/Model ______________________________ 

16. Shared printer information:  (If multiple users print to the printer)

a. Windows NT/2000 Shared printer information can be located by clicking Start, Settings, Printers.  Shared printers have a printer Icon that is supported by an hand/arm. Right Mouse Click on each shared printer listed, Select Properties.  Sharing information will be found on the Sharing Tab.

b. Windows 95 Shared printer information can be located by Clicking Start, Settings, Printers. Shared printers have a printer Icon that is supported by an hand/arm. Right Mouse Click on each of the shared printers, Select Properties. Click on Details Tab. Information is listed in box: Print to the following Port (i.e. LPT1: infosys-rozomi\HP540).

	Share Printer (Model)
	Share Name
	Shared with User ID

	(ie: HP Deskjet 540)
	(ie: HP540)
	(ie: IS-Goblde911)

	 
	 
	 

	 
	 
	 


17. Network Printer Information:  (Printer connected to print sharing device, i.e. Jet Direct)

a. Windows NT/2000:   Network Printer information can be located by clicking Start, Settings, Printers. Network printers have an Icon that has a wire/line underneath the printer.  Or Right Click, Select Properties, then select the Port tab.  Fill in what is listed next to the selected printer.

b. Windows 95 Network Printer information can be located by Clicking Start, Settings, Printers. Network printers have a printer Icon that has a wire/line underneath. Right Mouse click on each of the Network Printers, Select Properties. Click on Details Tab. Information is listed in box: Print to the following Port.

	Network Printer (Model)
	Share Name
	Name of PC Where Printer is Attached

	(ie: HP 6P)
	(ie: IS-Goblde911)
	(ie: \\5Nirv_HP6)

	 
	 
	 

	 
	 
	 


18. Do you print from mainframe applications?  (SMS/Enhance/TSI) Yes   /    No

19. If Yes:

a. a. Is the Mainframe Printer attached directly to your PC? Yes    /    No

b. Is the Mainframe Printer attached to another PC? Yes    /    No

c. If Yes what is The PC ID? __________________________________

20. Do you print mainframe reports using a printer connected to a JetDirect print server?  Yes    /    No

21. If Yes, what is the network printer name? ____________________________________

a. Do you use a mainframe printer connected to a Serial Port? Yes   /   No

b. Do you have any Mapped Network Drives?

22. Mapped Network Drives can be located by double clicking on My Computer. Network drives have an icon that looks like a computer with a wire running underneath.

	Folder Name
	Computer Name
	Mapped Drive Letter

	(ie: Nursing3NI)
	(ie: Admit-Smith)
	(ie: H:)

	 
	 
	 

	 
	 
	 

	 
	 
	 


23. Directory Shares: A hand supporting the Directory Folder signifies Shared Directories. Click on the Start button, Programs, Windows Explorer. You will have to browse through your entire directory tree, checking for folders that have the hand Icon. If you locate any shared folders Right Mouse Click on 

	Folder Name
	Shared with Who
	Access Permissions

	(ie: WinNT)
	(ie: Everyone)
	(ie: Full Control)

	C:\Winnt\Profiles\AllUsers\Dictionaries
	 
	 

	 
	 
	 

	 
	 
	 


24. Do you perform any Mainframe upload or downloads?    Yes    /    No

25. Upload / Download Script names and location.

26. For CGH:  

File/Function Name Scripts/Macro Name

a. ____________________________ ___________________________

b. ____________________________ ___________________________

c. ____________________________ ___________________________

27. What software in addition to Microsoft Office (Word, Excel, Outlook [E-mail]) is on this PC or needs to be installed if this is a new PC?   Most Programs can be viewed by Clicking on Start button, Programs.

_________ Cbord

_________ Digimedics

_________ Dolbey

_________ ESI 

_________ RIS

_________ EIS

_________ DSOs

_________ DOH Mail

_________ Internet Mail

_________ ODBC Data Source Access (i.e. use PhycisionDB)

_________ Stedmans

_________ UDS/UIS

_________ Web Browsing

_________ Win Orbit

_________ TN3270 (for mainframe access. Previously EXTRA!/KEA)

_________ Cache

_________ DocLine

_________ Keymed1

_________ LIS1

_________ Digi1 (previously R6PH1)

_________ TsiT21

_________ InoculateIT Virus Protection

_________ PC Anywhere

_________ QuickBooks

_________ MS ACCESS

_________ MDR4

_________ MicroMedex 

_________ NDOC

_________ Nova IDN

_________ Other, specify ___________________________________________

Note:  Department specific DOS Programs ordinarily will have an Icon on the Desktop.

28. As part of the PC work we are about to perform, Information  Systems will transfer the contents from the directory selected from the list below. Information  Systems will not be responsible for data located outside of the checked location(s). We encourage you to backup your data before we perform current work and on a regular basis. (See Backup Procedure document under Backing Up Data in the System Use Guide)

29. Check Directory that contains your User Data.

(Skip this section if this is a new PC)

a. ___ 1 User (check one)

b. ___ My Documents

c. ___ Personal

30. Hint: consider your email before your PC is taken. You may want to:

a. Forward your e-mail to someone you designate

b. Set up the out-of-office assistant to say your PC is down.

c. Instructions in the Systems Use Guide (call the Library for assistance).

d. If your PC is already down login on another PC to setup mail forwarding or the out-of-office assistant.

31. For a PC needing Reprep or Hardware Upgrade, we estimate that we will have your machine 2-7 days.

32. After receiving this form, IS will contact you to determine when we can remove your PC.  

 

Signature ______________________________________

Date __________________________________________ 

