Guidelines for Computer and Network Maintenance

A. Dos and Don’ts for your Computer and Computer Network

The computer network can not succeed without the cooperation of faculty and staff.  For this kindly follow these simple rules.

Do

1. Switch off UPS after you shut down your computer.  If you do not do so, batteries may drain out in case of load shedding or power breakdown.  Occasionally though, charge UPS batteries by leaving the power on overnight for the UPS.

2. As much as possible, visit only those websites that are reliable and reputed.  Sites with audios and videos take away large bandwidth, and these should not be opened on office computers.  

3. Ensure that there are no mice around.  They can chew the network cable and patch cord.  In case required, requisition help for pest control from College/Hospital administration, as the case may be.

4. Ensure that the right patch cord remains plugged to your computer all the time.

5. Always keep back-up of your data ─ just in case hard disk crashes, or if it needs to be formatted.
6. Keep your Windows and other CDs handy.  They may be needed any time in case a fault develops in your computer.

7. Your computer has anti-virus software.  Periodically scan your computer for viruses.  We may have to delink your computer in case we find that it is infecting our Server.  In that case, you will stop getting internet connectivity.

Don’t 

1. Do not hit the power switch to turn off your PC. Always go to ‘Start’ and select  ‘Shut Down’.

2. Do not move your computer while it is running.  Plug or unplug devices only after shut down (except USB drive).

3. Never allow any outside pen drive, CD, floppy, etc., because it may contain virus.

4. Do not tinker with IP address and DNS of your system.  Many problems arose in the past because some users unauthorizedly changed IP address, creating conflicts.

5. Do not change the name of your computer or your workgroup.

6. Do not change the LAN port and do not disable LAN card.

7. Do not install any unauthorized software.  The College has procured and installed legal software on all computers.  Unauthorized software can interfere even with the legally installed software.

8. Do not plug your laser-jet printer (HP 1020 or HP 1007) to your UPS. This draws power in spikes.  These printers should be plugged directly to the power source.

9. Do not move or shift your computer/printer/UPS, etc., without permission.
10. Do not switch on your computer without UPS. In case UPS is not working, promptly report and follow-up so that UPS repair is done or battery replaced.
B.  Arrangements for Day-to-Day Maintenance       

The college has two types of computers and peripherals.  Those under warranty are not under AMC.  For complaint regarding hardware of these, the numbers are as follows:
For recently procured (Oct. - Dec.2009)
M/s Immence (E) Technologies

HP dx 2480
45639802/03

(warranty till Oct. 2012)

Second batch of Microtek UPS
M/s Microtek

(Warranty till Dec. 2010)
42733333

Deskjet printers Cannon
Aanchal Computers

MP-258 Pixma (3-in-1)
22058156/28822264

(warranty till Feb. 2011)

If these companies do not attend your complaint, please inform AR (Stores).  Items under warranty are handled by him through the vendor who has supplied the item.

In addition, there are more than 700 computer items that are under AMC. These are looked after by AMC firm under supervision of Department of BMI.  Also, all official software problems are also under contract with this firm. There will not be any monthly cleaning now.  Maintenance of these is as follows.

1. An engineer sits in room no. 506 with phone extension 5906 from 9 am to 11 am.  Log your complaint for computers and peripherals under AMC to him and ask for the complaint number. Do not call him for computers/printers/UPS whose hardware is under warranty.

2. All complaints logged by 11 am must be attended same day and rectified in 2 working days.  If not done, please report to the Head, BMI, in writing quoting the complaint number and the date of complaint.

3. The AMC firm looks after all hardware and software complaints except those mentioned above.

4. All CDs issued to you must be provided to the AMC engineer when needed.

5. When you log your complaint, please also inform him at least 1-hour time-slot when you will be available in your room.  The AMC engineer says that many times the concerned room is locked or nobody available so that he can not provide service within the stipulated time. In case you yourself could not be present, please inform the AMC engineer regarding the arrangement you have made for somebody else to be present.
6. All computers on network are protected with Administration password.  Tinkering with this is not allowed.  If we find any such instance, the computer will be delinked from the network and this computer will not get our internet connectivity.
7. Batteries of UPS are directly procured by the Stores on the basis of the call reports submitted by the AMC firm, signed by the user and forwarded by the HoD.

8. Refill of only BLACK ink of printer cartridge can be requested by sending an indent alongwith the empty cartridge to the Deptt. of BMI, signed by the Head of the Department.  This must be recollected soon.  It has been seen that refilled cartridges are not recollected for long time that shows that these actually are not needed by the user.
