Figure 10-3
	Site Preparation Checklist

     ( Perform pre-installation site inspection

     ( Electrical power access

     ( Network, wireless, telephone, or cable access

     ( Space for desktop or laptop unit, keyboard, mouse, display screen, printer, and other peripherals

     ( requires keyboard shelf or accommodation

     ( requires monitor arm

     ( requires space-saver case

     ( requires printer stand

     ( Furniture adequately accommodates computer equipment or user

     ( Power and signal cables reach system unit and peripherals

     ( Ergonomic issues

     ( height of work surface and keyboard location

     ( location and viewing angle of display screen

     ( lighting source and location
     ( adjustable seating

     ( footrest

     ( wrist wrest

     ( other ergonomic accommodations

     ( Ventilation and air circulation

     ( Location of nearest fire extinguisher rated for electrical fires

     ( Special site problems

     ( static electricity   ( moisture     ( dust     ( humidity

     ( temperature          ( accommodations for physical limitations

     ( Storage space for manuals, supplies, site management notebook

     ( Arrange time for system installation




Figure 10-4
	PC Hardware Configuration Sheet

SYSTEM ___________________________  Serial # _________________________

Purchase Date ___                   Vendor   _________________________

Installation Date ___/___/___       Installer ________________________
1. System Unit

     ( Desktop     ( Laptop     ( Netbook     ( Tablet
     Manufacturer ____________________ Model _________________________

     Power supply _______ watts

2. CPU

     ( Intel ______________________  ( AMD __________________________
        Bus type ________________       Motherboard type _____________
        BIOS Manufacturer ____________  Version ______________________
3. Internal memory

        RAM   ______ GB    Type________  Pins ________  Slots _______

        Cache memory       L1  _____ KB  L2 ______ MB   L3 _____ MB

4. Storage
        Controller card      ( IDE     (EIDE     ( ATA     (SATA

        Hard drive   _______ GB   TB     Second drive   ​_______ GB  TB
        Solid-state drive (SSD) ______  GB  TB

        External hard drive   Manufacturer______________   _____GB  TB
      ( Optical CD  ____X   (  CD±RW  ____X  ( DVD ____X  DVD±RW____X

5. Input

      ( Keyboard     ( Standard      ( Ergonomic

      ( Mouse           Type_______________

      ( Scanner         Manufacturer_________________  Model _________
PC Hardware Configuration Sheet B (continued)
6. Output

     ( Graphics/Video adapter    Type __________    Memory  _______MB

( Display screen manufacturer ____________________  Model _______
        Size ________     Resolution ___________________

     ( Printer  Manufacturer _______________________    Model ________

       ( Inkjet ( B/W _____ ppm _____ dpi ( Color ____ ppm  _____ dpi     
       ( Laser  ( B/W _____ ppm ______dpi ( Color ​____ ppm  _____ dpi     
         Cartridge # _______ Cartridge # _______ Cartridge # _______  

7. Networking

     ( Ethernet ________     
( Modem  Manufacturer _____________ Model _______ Speed_________

     ( Workstation ID _______ IP address ____.____.____.____.____.____

        MAC address ____-____-____-____-____-____

     ( Wireless adapter __________

8. Expansion

( Ports      ( Serial ​​​​_______    ( Parallel _______   ( Mouse

                   ( USB ________      ( 1.1      ( 2.0      ( 3.0

     ( Bus Slots  ( 8-bit _______   16-bit _______   32-bit _______

     ( Media adapter ____________________________________________

9. Other




Figure 10-5
	PC Software Configuration Sheet

SYSTEM _____________________________  Serial # ________________________
Purchase Date ___/___/___             Vendor  _________________________

Installation Date ___/___/___         Installer _______________________
1. Application Needs Checklist
    ( Word Processing  ( Desktop Publishing  ( Web Authoring ( Spreadsheet

    ( Accounting       ( Database Management ( Financial     ( Project Management

    ( Presentation     ( Multimedia          ( Graphics      ( CAD     
    ( GIS              ( Statistics          ( Decision Support   ( Forecasting

2. Operating system                                          VERSION
    ( Windows       (Service Pack _______)                  _________

    ( Linux         ( Unix      ( Mac OS                   _________

3. Tools and Utilities                                       VERSION
   Programming languages    ( Visual BASIC     ( C/C++      _________

                            ( Java     ( Other _________    _________

    Utilities               ( Antivirus ________________     _________

                            ( Firewall _________________     _________

                            ( Antispyware ______________     _________

                            ( PDF reader _______________     _________

                            ( Media backup _____________     _________

                            ( __________________________     _________

                            ( __________________________     _________

PC Software Configuration Sheet (continued)

4. Application software                                      VERSION
    ( Office suite ____________________________________     _________

    ( Word processor __________________________________     _________

    ( Spreadsheet _____________________________________     _________

    ( Database ________________________________________     _________

    ( Presentation ____________________________________     _________

    ( Accounting ______________________________________     _________

    ( Financial _______________________________________     _________

    ( PIM _____________________________________________     _________

    ( Desktop publishing ______________________________     _________

    ( Web development  ________________________________     _________

    ( Communications

( Email client  __________________________________     _________

( Web browser ____________________________________     _________

( FTP ____________________________________________     _________

    ( Internet Service Provider _______________________     _________

    ( Desktop widgets/gadgets _________________________     _________
    ( _________________________________________________     _________

    ( _________________________________________________     _________



Figure 10-6

	Furniture/Supplies/Accessories

    ( Desk (26-28” height)   ( Cleaning supplies:   ( Bookshelf/rack

    ( Printer stand            ( Compressed air     ( Mouse pad
    ( LCD projector            ( Vacuum             ( Footrest
    ( Media                    ( Wipes              ( Tool kit
    ( Power strip              ( Cleaner            ( Printer forms
    ( Documentation          ( Chair (ergonomic)    ( Microphone     

    ( Wrist rest             ( Printer paper        ( Digital camera
    ( Antiglare screen       ( Headset              ( Extender cables
    ( Security lockdown      ( Media storage        ( Antistatic mat      

                              ( Surge protector  



Figure 10-7
	Tablet PC Configuration Sheet

Tablet PC___________________________  Serial # ________________________
Purchase Date ___/___/___             Vendor  _________________________

Installation Date ___/___/___         Installer _______________________
1. App Needs Checklist
    ( Word Processing  ( Spreadsheet    ( Presentation   ( Database Management

    ( Financial        ( Photo manager  ( Multimedia     ( Project Management

    ( Other ____________________________ ( __________________________________________
2. Operating system                                           VERSION
    ( Windows RT   ( Android     ( iOS                      _________

3. Tools and Utilities                                        VERSION
   Utilities        ( Antivirus ________________________     _________

                    ( Antispyware ______________________     _________

                    ( PDF reader _______________________     _________

                    ( Data  backup _____________________     _________

                    ( Remote desktop ___________________     _________

                    ( Virtual keyboard _________________     _________

                    ( Handwriting recognition___________     _________

                    ( __________________________________     _________

                    ( __________________________________     _________

Tablet PC Configuration Sheet (continued)
4. Apps Installed                                            VERSION
    ( Notepad _________________________________________     _________

    ( Office suite ____________________________________     _________
    ( Word processor __________________________________     _________

    ( Spreadsheet _____________________________________     _________

    ( Database ________________________________________     _________

    ( Presentation ____________________________________     _________

    ( Financial _______________________________________     _________

    ( PIM _____________________________________________     _________

    ( Communications

( Email client  __________________________________     _________

( Web browser ____________________________________     _________

( ________________________________________________     _________

5. Specialized Tablet Accessories

    ( Protective case   ( Power adaptor   ( Screen protector

    ( Headset           ( Battery pack    ( Bluetooth keyboard

    ( Stylus:    ( Capacitive   ( Resistive



Figure 10-9
	Hardware Installation Checklist

BEFORE INSTALLATION:

( Review safety checklist

( Get tool kit and spare parts container

( Unpack hardware components and note any missing or damaged parts

( Save boxes and packing in case components need to be returned

BASIC INSTALLATION:
( Connect basic components, power, and signal cables

( Perform basic system boot test 

( Remove case cover and inspect components for proper installation

( Fill out hardware configuration sheet in site management notebook

( Record serial numbers in site management notebook

( File warranty information

OPTIONAL INSTALLATION:
( Install any memory upgrade and expansion cards:

( Multi-function I/O     ( Sound card

( Graphics adapter       ( Network interface

( Internal modem         ( Other: _________________________
Hardware Installation Checklist (continued)
COMPLETE INSTALLATION:
( Connect peripherals 

     ( Display screen        ( Keyboard              ( Mouse

     ( Printer               ( External modem        ( Telephone

     ( External hard drive   ( Speakers              ( Scanner

     ( Microphone            ( Digital camera        ( ______________

( Connect power and signal cables

( Attach network cable to Ethernet connector 

( Install power strip, surge suppressor, or UPS power unit

( Power up system and adjust display screen

( Run diagnostic tests on hardware devices
( Install ergonomic devices (screen glare filter, copy holder, wrist rest)

( Check cables for excess tension and install tie-wraps to bundle cables

( Attach security cables for theft prevention

( Record vendor contact numbers and email addresses in site management notebook




Figure 10-10
	Guidelines for Working Inside a System Unit

Before you begin . . .

□  1. Understand what tasks you are going to do and how you are going to do them (what are your goals?)

□  2. Get documentation on how to do each task or step you are going to perform

□  3. Clear an adequate work space. Remove food and beverages from the 

      work area

□  4. Get the hardware components, tools, and software you will need to do each task (include paper and pencil for notes)

□  5. Get a collector container for small parts, such as screws
Before you remove the case . . .

□  6. Turn off the power switch (is there more than one power switch?)

□  7. Unplug the power cord (is there more than one power cord?)

□  8. If in doubt, check for electric current with a tester or turn off the power at the breaker box

□  9. Work with at least one other person in the vicinity of where you are working

□ 10. Remember: You should not take off the case from a power supply or a CRT monitor, or try to repair those devices

□ 11. Avoid loose clothing while working around mechanical parts, such as printers

After the case is removed . . .

□ 12. Observe proper handling procedures and warnings for chemicals, such as isopropyl alcohol and printer ink

□ 13. Before you begin work, attach an antistatic wrist strap, especially if you are working on memory components, IC chips, the motherboard, or adapter cards

□ 14. Before you unplug any component, make notes or a diagram of how it is mounted and how cables are connected to it (or use tape to label cable connections)

Before you restore power to test a component or system . . .

□ 15. Double-check signal cable connections and power connections to make sure they are secure

□ 16. Before you test the system, check inside the system case and around the work area to make sure you can account for all components and tools

□ 17. Before you complete installation or troubleshooting, thoroughly test both the components you worked on and other system components

Guidelines for Working Inside a System Unit (continued)
After you have tested a component or system . . .

□ 18. If you restored power to the system to test the components, turn off the power switch and unplug the power cord before you resume work inside the case

After you are finished . . .

□ 19. Put away your tools

□ 20. Document any changes you made to a system or its components in the site installation notebook




Figure 10-11
	Operating System and

Network Installation Checklist

Preliminary steps (as necessary)

□  Make backup copy of existing operating system (if applicable)

□  Make backup copy of any user data files (if applicable)

□  Run FDISK to partition hard drive (if necessary)

Basic installation 

□  Install operating system software

□  Install device drivers required by peripherals

□  Configure operating system and startup files (consistent with organization standards)

□  Modify startup and configuration files

Optional installation
□  Install and configure antivirus, media backup, utilities, security software, and screen savers

Dial-up network installation
□  Verify that modem hardware is operational

□  Configure dial-up networking client and communication   protocols

□  Test dial-up network connectivity

Network client installation
□  Verify that network hardware connection is operational

□  Verify that PC can connect to network server

□  Install client software on workstation

□  Modify startup files and login scripts to connect to network

□  Log on to network server

□  Download any additional required network software
□  Configure client software 

□  Test network connectivity

Operating System and

           Network Installation Checklist (continued)
Network administration
□  Create the user account and initial password

□  Grant user rights to access shared network resources, such as network drives, printers, and shared folders

Complete installation
□  Update operating system and network configuration information, node addresses, and startup file modifications in site management notebook



Figure 10-12
	Application software installation checklist 

Preliminary steps
□  Close all open applications

□  Make backup copies of any user data files that could be affected by the installation process

Installation
□  Install standard applications software packages (such as an office suite)

     □ Express     □ Custom     □ Minimal     □ Full

□  Install and configure email and web browser applications

□  Install special-purpose software (such as accounting, marketing, manufacturing, or other organization-specific applications). Reboot system as needed after each installation.

□  Install any device drivers required by applications software. Reboot system as needed after each installation.

□  Configure applications software to meet the user’s needs and conform to organization standards 

     □  Adaptive options: __________________________________________
□  Create desktop shortcuts to applications or add to startup menu as appropriate

□  Add any organization-specific templates or style sheets for word processing or spreadsheets

□  Reboot system

□  Test all application software

Complete installation
□  Fill out software configuration sheets in site management notebook

□  File software licenses in site management notebook

□  Register software with vendor (via mail-in card or online registration)

□  Verify that user knows how to start the application

□  Verify that the user is satisfied with the installation and knows how to get help if needed



Figure 10-13
	Wrap-Up Checklist
Housekeeping
□  Store or recycle shipping containers

Security
□  Make backup copies of Registry, configuration and startup files

□  Create bootable rescue or boot disk and store in site notebook

User orientation
□  Check system with user for any ergonomic problems

□  Brief user on basic system operation

□  Walk through system startup procedures

□  Provide network user ID and password

□  Provide reference sheets to document common operating system and application software tasks

□  Describe antivirus, backup, and security procedures

□  Review printer operation, paper loading, and cartridge or ribbon change procedures

□  Go over operating procedures for peripherals

□  Walk through system shutdown procedures

□  Brief user on:

□  Organization policies regarding acceptable computer use and abuse

□  Importance of not consuming food and beverages around computer equipment

□  Preventive maintenance procedures

□  User support and help desk contacts

□  Discuss training needs and opportunities with user

Site management notebook
□  Document system configuration (configuration printouts, startup file settings) and file in site management notebook

□  Complete warranty and registration cards or online registration procedures

□  Document any installation problems or special configuration specifications in site management notebook

□  Store user and system documentation in convenient place

□  Store software distribution media, drivers and backups

Completion
□  Verify that user is satisfied with installation


