JSP Form
This computer is for ___________(username) at ______________________(client name)

Hardware to take from office:





Purchased

______
PC


______
______
Monitor

______
______
Keyboard

______
______
Mouse


______
______
Speakers

______
______
Software Envelope
______
______

Office 

______
______

WordPerfect
______
______

AV

______
______
Network cable

______
______
Surge Protector
______
______
Switch


______
Before removing old PC

Computer name:
____________

Username: 

____________

Network Username: 
____________

Done
______
Copy favorites

______
Copy My Documents

______
Check My Document location 

______
Export email for _________
______
Screen Shot of email settings

______
Screen Shot of Desktop

______
Screen shot of main app Settings

______
Screen shot of my computer 

______
Screen shot of Shares 

______
Screen Shot of Printers and Faxes

______
Copy Address Book 

______
Check for and copy Signature Block

______
List of applications that are used frequently and other notes:
New Install Checklist
Install OS


Computer name: ____________


Label CD/put in envelope
Set local administrator password

Create local account for user
New network user _____________
Network client


WorkGroup   

Domain

TCP/IP Settings

Software


Office



Set default Documents



Set auto backup


WordPerfect
Adobe Acrobat 

AntiVirus



Schedule update at midnight



Schedule full system scan at 2 AM


Windows Updates



Schedule update at 4 AM


Firewall

Other software


Abacus



Timeslips


Legal Solutions




FLIRT



Check list of applications from old PC

Internet Explorer


Setup default web page


Check Favorites

Email setup


Send/Receive test message


Set up Signature Block

Configure printer


Send a test page to printer


Set default

Set up remote desktop?
Bring old PC to office


Signature  _________________________________

