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Objective:

e To get the optimum performance of the system.
e To boost your technical productivity.
e To act as a smart user and to follow the IT best practices
e To connect to the right team and experts to resolve the issues quickly.
e To save troubleshooting time.
e To get the instant solution of routine system related issues.

Doc. No Prepared By: Authorized by Date

IT 2022_01 Nilesh Kokate Nitin Putcha (CEO) 20" Jan 2022

(GM- IT Infrastructure)

ITM Group of Institutions
All Contents Copyright 2022.All Rights Reserved.



Index

S.N. Topics Page
Number
1 Know your IT Team 3
2 Steps to improve your system (PC/Laptop) performance
and routine actions to get the optimum performance of your 6
system
3 How to Connect Windows 10/11 Laptop to Projector 14
4 Printer related issues 16
5 LAN and Wi-Fi Connectivity Issues 18
6 Mouse / Touchpad Issues 20
7 Steps for the requirement of Zoom Login 21
8 Best Practices 22
9 DO’S AND DON'TS 22
10 Case Log Procedure 22
11 Centralised - Whatsapp & Helpdesk Number 23

ITM Group of Institutions
All Contents Copyright 2022.All Rights Reserved.




ITM IT Team

>
s S Al

Sandeep Jagdale
Sr. System Administrator

Mobile Number: 8828252742 Landline No : NA Ext: 7047
E-Mail Id: sandeepj@itm.edu (Base location- kharghar Extended support
location-Vashi)

Sandip Parab
System Administrator

Mobile Number: 9653662455 Landline No : Ext: 7108
E-Mail Id: sandipp@itm.edu (Base location- Kharghar)

Bhavesh Gharat
Technician-IT

Mobile Number:8149756650 Landline No:02262267047 Ext: 7047
E-Mail Id: bhaveshg@itm.edu (Base location- kharghar Extended support
location-Nerul)

Sandip Gharat
System Administrator

Mobile Number:9022422890 Landline No : 02262267108 Ext: 7108
E-Mail Id: sandipg@itm.edu (Base location- Kharghar)

Sanjay Parab
Deputy Manager - IT

Mobile Number: 9820697773 Landline No : NA Ext: 7047
E-Mail Id: sanjayp@itm.edu (Base location- kharghar Extended support
location-Andheri)

Vaibhav Patil
Deputy Manager - IT

Mobile Number:9869609190 Landline No : NA Ext: 7009
E-Mail Id: vaibhav@itm.edu (Base location-Kharghar)

Pankaj Shetty
Assistant Manager- IT

Mobile Number: 9819838070 Landline No : NA Ext: 7009
E-Mail Id: pankajshetty@itm.edu (Base location- kharghar)
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Vaibhav Dabholkar
Deputy Manager - IT

Mobile Number:9920469788 Landline No :61294000 NA Ext: 123
E-Mail Id: vaibhavd@itm.edu (Base location- Vashi Extended support
location-Nerul)

Abhijit Prakash Patil
System Administrator-IT

Mobile Number:9870171230 Landline No : 02249144221 Ext: 221
E-Mail Id: abhijitp@itm.edu (Base location- Nerul Extended support
location-Vashi)

Sunil B. Pardhi
Assistant Manager

Mobile Number:9869648959/8779658264 Landline No : 02249144221
Ext: 221
E-Mail Id: psunil@itm.edu (Base location-Nerul)

Kamlesh Salvi
Sr. System Administrator

Mobile Number: 9768143349 Landline No : 02249144221 Ext: 221
E-Mail Id: kamleshs@itm.edu (Base location-Nerul)

Kannan Ponniah
Senior Network Administrator

Mobile Number:8433783752
E-Mail Id: kannanp@itm.edu (Base location-Panvel)

Vikas Pant
System Administrator

Mobile Number:09702068564 Landline No : NA Ext:
E-Mail Id: pvikas@itm.edu (Base location- Andheri Extended support
location-Oshiwara)

Pranav Sunil Patel
System Administrator

Mobile Number: 8591356884
E-Mail Id: pranavp@itm.edu (Base location- Andheri (ITM-IDM))
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Swapnil Popat Soundade
System Administrator

Mobile Number:9307199483
E-Mail Id: ssoundade@itm.edu (Base location- Andheri (ITM-IDM))

Shubham Sarvajeet Yadav
Sr. System Administrator

Mobile Number: 7021469237
E-Mail Id: shubhamy@itm.edu (Base location- Oshiwara Campus)

Sunil Hanumant Dange
System Administrator

Mobile Number:8169803855
E-Mail Id: sunild@it.edu(Base location- Oshiwara Campus)

ITM UNIVERSITY, Raipur

Minhaz Ahmed Khan
Deputy Manager, IT

Mobile Number:9109110159 Landline No : NA Ext:
E-Mail Id: minhaza@itm.edu (Base location- Raipur)

Omesh Verma
Asst. - Computer Lab

Mobile Number:9109105110 Landline No : NA Ext:
E-Mail Id: omeshv@itmuniversity.org (Base location- Raipur)

ITM VOCATIONAL UNIVERSITY, Vadodara(Gujarat)

Manthan S. Jagtap
Sr. System Administrator - IT

Mobile Number:8320098865 Landline No : NA Ext: 426
E-Mail Id: manthanj@itmvu.in (Base location- Vadodara)
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Brijesh Panchal
Lab Technician-IT

Mobile Number:7359667568 Landline No : NA Ext:
E-Mail Id: brijeshp@itmvu.in (Base location- Vadodara)

For all locations service escalations you can reach out to our
manager:

Nilesh R Kokate
Director - IT Infra & Edtech Labs

Mobile Number: 9604059327 Landline No : NA Ext: 7008
E-Mail Id: knilesh@itm.edu

Steps to improve your system (PC/Lapto erformance

Below are the details for Microsoft Windows Users
Follow the below steps to improve your system (PC/Laptop) performance.

1st Command: %temp%

Press the two buttons simultaneously “Windows Button Icon -, R”
Below Window will appear
Type %temp%

Click on Ok button
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i Run X

= Type the name of a program, folder, document, or Internet
= resource, and Windows will open it for you,

»

QK Cancel Browse...

The Temporary Files folder will open.
Select all the files and folders
Press Shift and Delete button simultaneously to delete the unwanted files and folders permanently.

2nd Command: TEMP

] |
Press the two buttons simultaneously “Windows Button Icon -, R”
Below Window will appear
Type Temp
Click on Ok button
~ Run o
!
== Typethe name of a program, folder, document, or Internet
= : ; ;
== resource, and Windows will open it for you.
Open: | M‘ e
Ok Cancel Browse...
]

The Temporary Files folder will open.
Select all the files and folders
Press Shift and Delete button simultaneously to delete the unwanted files and folders permanently.

3rd Command: Prefetch

Press the two buttons simultaneously “Windows Button Icon -, R”
Below Window will appear

Type Prefetch
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= Run x

Type the name of a program, folder, document, or Internet
_ rescurce, and Windows will open it for you,

Open: | prefetch| e

[ QK . Cancel Browsze...

Select all the files and folders
Press Shift and Delete button simultaneously to delete the unwanted files and folders permanently.

4th Command: Disk cleanup

Steps to follow:

First open This PC / My Computer ICON by double clicking.
Below window will get open

Right Click on C Drive

Go to Properties

Click on Disk Cleanup button

Click on the Clean up system files button.

This PC

- J ! —

ﬁ Videos

v Devices and drives (4)

i Windows (C:] LEMOVO (D:)
= . o 1
"y 319 GB free of Lol |

Open in new window
DR RW Dy Pin to Quick access I[

Scan with Microsoft Defender...

Give access to >

Restore previous versions

Inaug_2019...

Pin to Start
1 Zip and Share (WinZip Express)

- ! 1 WinZip >

Format...
Project.bat Acrobat
Reader DC Copy

Create shorteut
——l | 9 Rename

sysconjpg  Tea v Properties
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E. Windows (C:) Properties #

Security Previous Versions Guota
General Tools Hardware Sharing
in Windows
) "
b Type: Local Disk
?—‘ File gystem:  MNTFS '

. Uzed space: 1,38,76,54 96,320 bytes 125GE
. Free space: 3.41.21.45 20,704 bytes 37 GB

Capacity: 4,79 98,04 17,024 bytes 447 GB

Drive C: Digk: Cleanup

[JCompress this drive to save disk space
[+] Allow files on this drive to have contents indexed in addition to

file properties
oK || Canced || Aoply
1 == Disk Cleanup for Windows (C:) *
Digk Cleanup
s You can use Disk Cleanup to free up to 517 ME of disk
- space on Windows {C:).
Files to delete:
b || DirectX Shader Cache 196 KB A
__| Delivery Optimization Files 17.7MB I
b 1] Recycle Bin 164 MB
[ I_| Temporary files 559 MB
[ | | Thumbnails 112MB o,
Total amount of disk space you gain: 517 MB
Description

Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk.

| G[Jeaﬂmg'slemﬁes ! |_‘|_|"Eﬁes
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Disk Cleanup x

Disk Cleanup is calculating how much space you will be

- #. able to free on Windows (C:). This may take a few minutes
to complete.

Calculating...

———

Scanning: Windows Update Cleanup

Security Previous Versions Quota —_— For Wi c w
General Toals Hardwae Sharing ws Disk Cleanup for Windows (C:)
Disk Cleanup  Mare Options
E Windows
i= You can use Disk Cleanup to free up to 2.31 GB of disk
space on Windows (C:).
Type: Local Disk
File system:  NTFS Hleslosdestn:
I L
[ YWindows Update Cleanup 286 B N
. Used space; 1.38.58.45.06,368 b’)‘tBS 125 GB e} Microsoft Defender Artivirus 50.5 MB
Free space: 3.41,35.59.10,656 bytes 17GB Bl Windows upgrade log files 443 MB
A Downloaded Program Files O bytes
Capacity: 4.79.98.04,17.024 bytes 447GB 4 Temporary Intemet Files 212MB ., |
r Total amount of disk space you gain: 23N GH
Description

Windows keeps copies of all installed updates from Windows
’ Update, even after installing newer versions of updates. Windows
Drive C: PRty Update cleanup deletes or compresses older versions of updates
that are no longer needed and taking up space. (You might need
to restart your computer.)

[[] Compress this drive to save disk space

Allow files on this drive to have contents indexed in addition to
file properties

oK Cancel Apply Cancel

Disk Cleanup >

The Disk Cleanup utility is cleaning up unnecessary files
we - 0n your maching.

Cleaning up drive Windows (C:).

— g

Cleaning: Windows Update Cleanup

10
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5th Command: Optimize and Defragment Drive

Steps to follow:

First open This PC / My Computer ICON by double clicking.
Below window will get open

Right Click on C Drive

Go to Properties

Select Tools Tab

Click on Optimize button

Select the drive e.g. C /D /E

Click on the Optimize button as shown in the below picture.
Restart your computer

Securty Previous Versions Quota
General Taols Hardware Sharing
Emor checking

This option will check the drive forfile
-~ system emors.
¥/ Check
Cptimize and defragment drive
% Optimizing your computer’s drives can help it run
b more efficienthy.
Cptimize
QK Cancel Apply

ITM Group of Institutions
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Previous Versions

Quota

SIEL Efy Optimize Drives = X
General Tools Hardware Sharing
Enmor checking You can optimize your drives to help your computer run more efficiently, or analyze them to find out if they need to be
optimized. Only drives on or connected to your computer are shown,
This option will check the drive for file
stem emors.
- b Status
) Check
Drive Media type Last analyzed or 0...  Current status
Ot defagEniive ™ Windows (C:) Hard disk drive 15-01-2022 02:10 P... 0K (0% fragmented)
h-\ Opl‘miezfiflflg_ your computer’s drives can help it un - LENOVO (D) Hard disk drive 15-01-2022 04:38 P...  OK (0% fragmented)
mocs,eficerty; = Data (F) Hard disk drive 15-01-2022 04:38 P..,  OK (0% fragmented)
Optimize
Ganae
Scheduled optimization

On GChangE settings

Drives are being analyzed on a scheduled cadence and optimized as needed.

Frequency: Weekly

OK Cancel
ReaderDC  Teams
Close

6th Command

Ensure your Operating System is updated: by default the notification comes on your Start /Restart &
Shutdown command. (As per images).

Steps to follow:
Open Settings
Click “Update & Security”

Click “Windows Update” in the sidebar, then “Advanced Options” in the main pane.
Scroll down to the “Update notifications” heading and disable Windows 10 update notifications

Restart your computer

Sleep

Update and shut down
Shut down

Update and restart

Restart

Power

O
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Problem related to Microsoft windows update:

in the search tab type Windows Update settings(As shown in the picture below) Select it.

All Apps Documents Web More

Best match

H 77N Windows Update settings
R~ System settings

Setti
Fon Windows Update settings

8 S Check for updates System settings
~ 5 i [l you like Windows to automatically
= Advanced Windows Update options ates during this time,

g .

> View your Update history
A = View configured update policies

T 2 Change active hours

Search the web

2
L windows update settings - See web
results
o,
windows update settings 11
) ; .
windows update settings update
Jul /- windows update settings windows

10

The window below will appear.

Click on Check updates button

System will automatically check for the update

If any updates are available then it will get downloaded automatically..

You just have to click on the Update and Restart button.

If not then it will show you the current date and status shown in the below snap.

13
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Settings

fm Home

| Find a setting

Update & Security

< Windows Update

4 Delivery Optimization

& Windows Security

Windows Update
@ You're up to date

Last checked: Today, 19:24
View optional updates

Feature update to Windows 10, version 21H2

Looking for info on the latest
updates?

Learn more

Related links

Check Storage

The next version of Windows is available with new features and security improvements. When you're ready for OS build info
the update, select "Download and install.”

$ Backup
Download and install ~ See what's in this update @ Gethelp
2 Troubleshoot & Give feedback
Pause updates for 7 days

& Recovery ® Visit Advanced options to change the pause period
(@ Activation G\(D Change active hours

Y currently 08:00 to 17:00
rh Find my device

® View update history

T ooy See updates installed on your device
or developers

#3 Advanced options

& Windows Insider Program Additional update cantrols and settings

p » 19:26
H R Type here to search il @ i te > L 22-03-2022 L

Restart your computer once this update process is complete.

Important Tip: Please do not upgrade your computer operating system e.g. From windows 10 To window
11 as sometimes Pop-up messages may appear on your screen to upgrade your operating system.
Please ignore it and report this to IT personnel so he can do some settings and disabled the windows
version upgrade setting permanently.

How to Connect Windows 10 / Windows 11 Laptop to Projector

Steps to follow:

Power on your laptop and Projector (both with HDMI port) and prepare a HDMI cable.

Plug HDMI cable into both your laptop’s and Projector HDMI ports.

Now you may see your Projector with a blue screen showing No signal message.
Press the INPUT or SOURCE button on your Projector remote.
Then use the Arrow icon to choose HDMI 1 on the Projector screen.

14
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Input

TV
AV
Component

- HOMIM1
HDMI 2

Step4:- of the Projector to the HDMI port (or VGA) using the remote control.

1 |
On a Windows PC, you can press ‘Windows key -, P’ simultaneously to open display settings
immediately. Some laptops /Operating systems may have another shortcut too. This will offer different
screen configurations -
Dual screen (Mirroring) — This works just like screen mirroring. It replicates your laptop screen to the
Projector. It's ideally used while giving presentations, where you also require the laptop screen to be on in
front of you.

15
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Printer not connected / No printout.

Steps to follow :

Ensure the printer is powered on and plugged it properly through USB / Network cable.

Check if the paper tray is filled or not?
Select Devices & Printers setting in control panel

Garnes
% Snipping Toal

i<l Computer
% Remaote Desktop Connectian

(%I{ Magnifier

‘s ]4 Solitaire

Control Panel

Devices and Printers

Default Programs

@ User Registration
Help and Support

P AllPrograms

| Search progroms and files

Ensure it is showing Ready in Yellow comment as you move the cursor on it.
If not then check the printer setting - Offline / Online

ITM Group of Institutions
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L=

'_ » Conteel Panel » Hasdwane aad Sound » Bhevices and Prinkes v Seareht Oeanes and Briaters 2

Addadesie Akl a pricier sﬂ“ﬁﬂlipﬁﬂﬁﬁg Prin senv e preprling Remdee fevie =i - @
4 [hvgices (30
CAMENFC EIZ0 L5E LCDHATSHY

KEVEQARINBAOU
£

+ Printers and Faxes (3)

Fax Microsolt XPE
Dogunnens Writer

Canon P70 sefes Giaba: ﬁ ki Status: O docurnent{s) in quaus

) e Lance ord 100 Senies

Catezary: Printer

Click on online
Once again see the status whether it is showing online or not.

Services print spooler service reset

T |
Press the two buttons simultaneously “Windows Button Icon -, R”
Below Window will appear
= Run ot

=7 Type the name of a program, folder, document, or Internet
= rescurce, and Windows will open it for you.

Open: SEMVICES.MSC —

QK Cancel Browse...

Click on OK Button

Below window will get appear

Select Print Spooler Service

Right click on this service

Select Restart Button (As shown in the below picture)
This print spooler service will get restart

Close the window

Restart your computer

ITM Group of Institutions
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54 Services

File Action View Help

2| EEeE H=l» o nw

< Senvices (Local) || &) Services (Local)
Print Spooler Name . Description  Status Startup Type Log On As &
J; Parental Controls nforces pa... anual ocal Syste...
onth & Parental Controll Enf Manual Local§
Stop the service & )
e 16 Payments and NFC/SE Man... Manages pa. Manual (Trig... Local Service
: Peer Name Resolution Prot... nables serv... anual ocal Service
G Peer Name Resolution P Enabl Manual Local §
G Peer Networking Grouping  Enables mul... Manual Local Service
_Er’:_“"btw": ot e and {£}h Peer Networking Identity M... Provides ide.. Manuzl Local Service
is service spools print jobs an ), Performance Counter DLL ... Enables rem... Manual Local Service
handles interaction with the printer.
f you tum off this service, you won't ' Performance Logs & Alerts  Performanc... Manual Local Service
be able to print or see your printers. 0% Phone Service Managesth.. Running Manual (Trig... Local Service
J; Plug and Play nablesac.. Running Manual ocal Syste...
& Plug and Pl Enabl R Manual Local
G Pml Driver HPZ12 Automatic Local Service
G5 PNRP Machine Mame Publi... This service ... Manual Local Service
G Portable Device Enumerator... Enforces gr. Manual (Trig... Local Syste...
) Manages p.. Running  Automatic
G, Printer Extensions and Notif.. Start Local Syste...
J: PrintWorkflow._ a rovi op 3 ocal Syste...
& PrintWorkflow_142926 P St I Local
G Problem Reports Control Pa.. Thiss  Pause l Local Syste...
G Program Compatibility Assi.. Thiss  Recyme al Local Syste...
6} Quality Windows Audio Vid... Quali — al Local Service
) Radic Management Service  Radic al ocal Service
&) Radic Manag 5 Radi | Local 5
£ Recommended Troublesho... Enab All Tasks > al Local Syste...
i Remote Access Auto Conne... Creat Gt led Local Syste...
J: Remote Access Connection... Mans atic ocal Syste...
iR Access C M Local Sy
1 Remote Desktop Configurat... Remt Properties al Local Syste...
G:Remote Desktop Services  Allow al Network S...
€ Remote Desktop Services ... Allow P ol Local Syste...
G Remote Procedure Call (RPC) The RPCSSs.. Running  Automatic Network S..
J: Remote Procedure Call (RP...  In Windows... anua etwork ..
R Procedure Call (RP... I Wind, Manul Netwark S
1 Remote Registry Enzbles rem... Disabled Local Service -
"\ Extended £ Standard

Stop and Start service Print Spooler on Local Computer

H R Type here to search i ? J - ~ ENG

Unable to connect to the internet (Wired Connection)

Problem related to Network
Refix the LAN Cable and Check the connectivity

If issue not resolved follow step 2

Step 2 - Go to the control panel

18
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0 Correl Paneall Contral Fanal ters

- = 4 ED * Contral Panel Al Control Panel tems

File Edit view [N

Adjust your computer's settings

“—" Administrative Tools
54' Colour Management
.-,}j Device Manager

g File History

,Q;, Indexing Options
ﬁ' Language

-.’:‘ Phene and Maodem
{i Region

"9 Sound

h System

) Mail (Microscft Outlook

\‘;3 Power Options

* Rematefpp and Deskiop

B AutoPlay R

Eﬂ Credential Manager

52 Devices and Printers @ Ease of Access Centre
Flash Player (32-bit} A Fonts

___;? Infrared

Mouse

2016)

#! Connections.

(32-bit)

Back up and Restore
(Windows 7)

Date and Time

Internet Opticns

Programs and Features

SAP GUI Configuration

v @ Search Conwrol Panel

Viewly: Largeicces ®

BitLacker Drive Encryption

b

|

_b Default Frograms
File Explorer Qptions
.‘ HomeGroup

Keyboard

Metwork and Sharing
Centre

Recovery

‘81 Speech Recognition

I | Taskbar and Navigation [y Troubleshooting

g Storage Spaces

Sync Centre

User Accounts

S~
t.;
"\" Security and Maintenance

Click on Network and Sharing Center

R lh: » Control Panel » Network and Internet » Network and Sharing Center v O

Control Panel Home

Change adapter settings

Change advanced sharing
settings

Seealso
HomeGroup
Internet Options

Windews Firewall

Go to the Change adapter settings & Right click on Ethernet Option, click on disable option

Wiew your basic network information and set up connections

View your aclive networke

Hetwerk
Private network

Change your networking settings
s Setup a new connection or nebwork
= Setupa |, diak-up, or VRN

Access type: Internet
HemeGroup:  Ready to ereate
Connections: [ Ethernet

; or set up a router or access point,

[ Treublesheat problems

Diagnose and repair network problems, or get troubleshooting infarmation.

follow the same step and enable the same.

All Contents Copyright 2022.All Rights Reserved.
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UE* Metwork Connections

4 E' e« Met.. »

COrganize =

Mot connected

L" Wi-Fi
— hrm-metwork

Disable this network device

I
R a Bluetooth Device (Personal Area ..

Metwork Connecti...

- Bluetooth Metwork Connection v
¥ A

.
:l:m Broadcom 302.11n Metwork Adap..

O

w Search Netwoark Connections

Diagnose this connection »

Ethernet 2
Metwork cable unplugged

9 o= Realtek PCle FE Familv Controller .. |

status

1 |

X
o
e

Diagnose

#Y Bridge Connections

Create Shortout

g Delete
Q Rename

7 Properties

Unable to connect to the Internet Access point / Wifi Access Point.

Make sure your wireless adapter is in on condition

EXT-VM433774-2G

Office TV.b

BTHuUb5-M8SC

BTWifi-X

VMA3I3ITT4-2G

N N N NN

BTWi-fi

—

1]

Virgin Media

A

]

BELKIMNSS

Gy
hMobile
Mrolane mode hotspot

< T a2

Disconnect and reconnect to the wireless network
Forget the wireless network and connect again from scratch
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Problem : Mouse / Touchpad Not working.

Type in Search :"Touchpad settings” - Press ENTER
Settings window will get open
With the help of TAB key go to Additional settings

Then Press SPACE BAR to Enter to Select the Additional Settings Button

Mouse Properties will get open
Select last TAB ELAN

Again, with the help of TAB key go to Enable Device Button and Enter

Click on Apply and OK
Your Mouse — Touchpad will get started functioning.

Settings

@ Home TOUChpad

Al Apps Documents Web More ¥

Pl Best match

E Touchpad settings
Eg System settings
Settings 3
Touchpad settings
Precision touchpad settings settings

Turn off taps or change the delay on
your touchpad

Choose whether to have a touchpad
delay

. Show visual feedback when you
& touch the screen

Turn the On-Screen Keyboard on or

® off
il Change your mouse settings

Search the web

2 touch - See web results

Photos (1+)

M © touch

ITM Group of Institutions

i)

Related settings

Additional settings

-

Buttons Poirters Pointer Options  Hardware £ ELAN

Driver Version ELAN Touchpad 11.4.1083_X64_WHQL

Device:
Device Port Enable
I8 Elan Smart-Pad P2 Enable
Stop Device Options.

™ Disable when extemal LISE poinfing device plugin

(" Display Dynamic lcon [

" Do Net Display Icon

oK

3 @
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Zoom License Request:
Steps for the requirement of Zoom Login
Need to fill the zoom login request form
e Please fill the form and send send it to respective IT helpdesk engineer or below id:

ithelpdesk@itm.edu;
e The IT Team will assign the zoom login along with the link.

Request form for Zoom License Zoom

The IT Team will assign the license as per your need for that please fill the below details.
Zoom Events license includes all of the capabilities of a Webinar license

Requested By & Department Date of Request Reporting Manager Approval
(Yes /No)

Event/Webinar/Online

Workshop Topic
Date & Time:
[/ _|__ AM/PM
Expected Numbers of Name of the Meeting Host:

Participants

Meeting Host E-Mail 1d:

Name of the Co-Host:

Meeting Co-Host E-Mail I1d:

Official Use

Issued Licensed Credentials
: URL /User ID / Mail

Any other remark from IT
department / Ticket Closure remark

22
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BEST PRACTICES

Install updates of Windows Operating system. Do check for the same time to time.
shut down the laptop / desktop by following the standard steps / by click on Windows button then
select Shut Down

e and wait till it gets off.
e Use energy-saving settings by Adjusting the display brightness
e Don't overcharge and don't plug the adaptor continuously to the power supply.
e To avoid damage on hinges, try to open and close laptop flaps from the center.
e Please inform the IT team if the laptop hinges screw is missing or getting loose.
e Handover your laptop / desktop to the IT engineers every 3 months for service purposes.
e Keep your laptop and desktop clear on the outside.
DO’S AND DON’TS
Do’s
e Avoid eating and drinking near your laptop / desktop and your workplace.
e Keep away from direct sunlight & dust
e Use energy-saving settings.
e Use a foam case for your laptop.
e Use an IT Handbook and do preventive maintenance on your own to keep your laptop / desktop
healthy.
Don’t
e Don’t block the fan vent.
e Don’t Carry it Uncovered.
e Don’t Leave it Open.
e Don't Install Unknown software Applications and any programs.
e Don’t plug and use any external hardware to your laptop desktop e.g. Pen drives, USB Hard disk,
DVD etc.
Note : For more details please refer to “IT Policy”

Case Log Procedure - for Technical Support

1.

2.

After referring to the IT Handbook if the user is unable to solve their technical problem,

then the user needs to follow the below steps.

Users need to call on the below landline number / extension number or on the official mobile
number.

After the IT call coordinator will attend the call and will take the information related to the technical
problem from the user.

According to the nature of the problem, the IT call coordinator assigned the call to the respective
IT Engineer.

IT Engineer will access the information from coordinator and attend the call immediately

The IT Engineer will attend the call, evaluate it and try to solve the problem and update the call
completion status to the IT call coordinator.

The IT Call coordinator will close the case and update the system.
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8. If the problem still exists or has a non-resolved condition, then the IT engineer updates the same
to the IT Call coordinator and raises the issue to his senior person. Or check the required part
availability to the store department.

9. If any new hardware is required, then IT Engineer / Senior Engineer / AM-IT will update and take
the approval from General Manager - IT for the same.

10. After delivery of new part/accessories IT Engineer will installed the same and solve the problem
and update it to Call coordinator and, in the System, i.e. ITDB.

Location Wise - Landline / Extension helpdesk numbers & Whatsapp number

Location Landline No. IT Extension
No.

Centralized No | whatsapp / Helpdesk Mob No All location
8655880788

Vashi 022-61294054 123

Nerul 02249144221 221

Kharghar 02262267047 7047 /7108

Panvel 022-27490149 101

Andheri -NA-

Oshiwara 022-62864000 210

Vadodara 02668-354026 426

Raipur 9109110159 400

Chennai 044-27470133/34/36 314

Warangal 0870-2970096

*This is recommended to carry and showcase your laptop system and every 3 months to the IT
Department so they can do physical and virtual cleaning.

Thank You
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