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SOP- Maintenance of Com puters (Hardware & Software) and Networking
Purpose: The purpose of this Standard Operating Procedure (SOP) is 1o (orm gutdelines an
procedures to be adopted for maintenance of computers (Hardware & Software) and network ing.

@) Scope: This procedure is app]i::&bie for maintenance of computers in all the Depariments,
Sections and Computer Centérs,
\., b) Responsibility: System administrator, =
¢} Policies and Procedures: :
Y *  Whenever there is a problem with cemputer hardware or sofiware the respective Jub-
in charge/Lab Staff / individual has to call the repair request to the Syslem
administrator.

¢ After received request system admin assign one tab stall and kb «aft visit the place
and check the problem if prablem is small he or she immediately resolve it and entn
the detail in the register and if problem is little complex then machine will be
forwarded to system admin office.

* In System administrator office they maintain log regisier and they entry the details
with problem and assign the Jab staf? for the same.

* Assign Lab staff coordinate with system admin-and resclve (he problem and filled the

| form and mention the issues and solution.
¥ *  The repair form is seemed to be closed once the prablem is solved with Syszem admin
signed and end user signs the form.

* At last again outward entry in register and machine will be send 1o respective pluce i

| * In due course of repair. if the need fur purchase of spare parts arises, the regquest from
system administrator is raised and the same is submitied to principal with signature of
end user,

* I the required amount is less than Rs 10000/, principal approves it for the necessary
purchases and if the requirement is more, the requisition is forwarded 10 purchase
committee as per SOP,
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d) Guidelines for the users:
s For utilization of computers, the users have to make an entry in the log register.
» The user is not allowed to plug in their external drives without prior permission.
e The respective user will be held responsible for any damage or malfunction of the
computer.
s There will be ne c]aim-f‘ar loss of data saved on desktop.
« The user should not delete/uninstall any data or soflware.
s Only necessary documents are allowed 1o print on nominal charge basis.
¢) Records to be maintained: %
s Repair form
e Logbook
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P12 z Hz, (RAM K
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o HMRCOMPCA2T8 ey, RaM) 16.GB, (55D Disk) 512G Mk ) g
i i Intel® Pentium @& Core™ 1512500 @ 3.00 =
2 Intel® Pentium ® Core™ i5+12500 @ 3.00 |35 [UMR\COMPAC-1294 o 070100 |
10 [IMR\COMP\C-12 —— (Gi1z, (RAM) 16 GB, (SSD Disk) 512G
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. 49 Intel® Pentivm 6 Corg™ i5-1 . 1]!-1!1\[30}-11-’\(}1298 i Sl hax 1140 1b—
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1 |1MR\E0MF\.C'315 ;.;DGIIJ:‘I’T‘ GO (RAM), 290 GRSSD), 500 {1 1o 4
(13 (Hard Dish) i ] e
—T{ielE Pentiom & Core™ 3:3220 CPU e : -
4 130011z, 12 GB (RAM), 0GB (SSD). 500 [Sv08 | sl e 8
= |IMRCONACEI6 Eo D) F Intel¥ Pentium ¥ Coret™ 133220 CPL ==
\— el Perium & Cope™ i3-3220CPU @ ~r|18  [IMR\COMP\C-832  |3.30CHz ., 12 GB (RAM), 230 G (35D, 500 1631072 )
) $ 3061z, 12GB 1!{;\,\!1.'-'4‘-1““'.55“}' 00 1910 12 i 00 ed Dk o
----- 3 "MR\CUMP\GSH :]:ll;{ard Disk) & i Intelk Pertunn & Core™ 3320000 o _1
\ aicl® Fentium & Core™ 131220 CPU @ il 19 [IMR\COMPAC-833  [3.300GH., 12 OB RAM]), 246 GE (S50, 806 173t 76
o [IMRCONPICIS  [3:30GH, 12GB (RAND. MO GR(SSD). 50 1310 16 fifl e v} i
[ : GR (Hard Disk ] Intel® Pentiom ® Core™ 33220CP &
|_ eIk Pention § ConV B320CPU @ 20 [IMR\COMP\C-834  [330GHz. 12 G (RAM). 240 GB (S50) 500 [77w080 |
s livmcowpicsts  [330G0z, 12GBRAM) MOGBISSDL 50 17020 | | B (Hiesd D) i
| B (Hard Disk) o 1 el Peatim & Core™ 133220 CFL &
el Pentium & Core™ 33220 CPU G 21 [IMR\COMPAC-835  [3.30GHz, 12 GB (RAM), 240 GB (SSDL 500 (81 w8s |
“rle liMRiCoMPGS20 (33062, 12GB (RAM). 240 GB (SSD). 500 [21t024 |7 oA 1o D) —
. GB (Hard Disk} Intelk Pentium & Core™ 133220 CFL
eIk Pentiom & Con™ 133230 CPU 7 TTT|22 [IIMR\COMP\C-836  [3.30GHz, 12 GB(RAM). 240 GB(SSD). 3600|8510 85 | —
“l7  |IMR\COMP\C:B21  [3:30GHz , 12.GB (RAM). 240 GB (SSD). 500 {251028 [~ GB (Haed Dish) .
G (Hasd Disk) Intel® Pentium & Core™ 3-3220 CPL a i
18 Poiun § Co IR U G —D3 [IMR\COMP\C-837  [3.30GHz. 12 GIB (RAM). 240 GBS (SSD. 500 (891092 |y
8 [IMR\COMP\CB22  [3:30GI1z. 12.GB(RAM), 240 GB (SSD). 500 (291032 |— A58 (e Pink) ;
: G (Hard Disk) i Intel® Pentium & Core™ 33220 CPU & i
- iy 121 [IMR\COMP\C-838  [3.30GHzZ. 12 GB (RAM), 240 G (SSD), 300 [9310 %6
i - - i a ——
19 |UMR\COMP\C823  [3.30GH2. 12 GB (RAM), 240 GB (SSD). 500 [33to 36 Bt GS(edDel) _
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R i 1 3 pai -
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