
Call Musketeers general maintenance schedule

Please modify this template to meet needs of the current client. Different clients use different peripherals and have a wide range of traffic loads over the network. 

By following these guidelines and completing the schedules daily, the efficiency of the system will become clear. From this information, you can decide whether to add more peripherals, keep the same ones or remove those that are superfluous.

The log as part of this checklist can provide a variety of information for ensuring that preventive maintenance is carried out, that equipment performance levels are adequate, and in determining if further diagnostics are required. Additionally, it can highlight if further user training is required due to any user problems.

We have designed this checklist to cover the current hardware for Call Musketeers. 

Please ensure that you tailor this document to the hardware available, and make all necessary deletions and additions to the document. 

Call Musketeers: General maintenance schedule 

	Printers
	Details

	Laser printer toner replacement after how many pages printed?
	

	Laser printer developer replacement after how many pages printed?
	

	Notes: Discuss with the client if printing quotas and limits of print jobs are required. If there will be a great deal of printing, and cost limitation is imperative, suggest redirecting print jobs to the larger black and white network printer for more efficient use.

	Check that printer consumables are available for replacement.
	Yes
	No

	Printers and other peripherals
	

	Does the client require peripheral costs to be billable through the use of ID codes? (This data can be integrated with most accounting programs.)
	Yes
	No

	Are mice with roller balls on clean surfaces?
	Yes
	No

	Notes: This helps avoid any dust or dirt particles from getting into the ball housing and accumulating until the ball cannot roll properly. Open the mouse and clean the ball and rollers once a week. This type of mouse works best on a mouse mat or sheet of paper.

	Are optical mice running on rough surfaces?
	Yes
	No

	Notes: High-gloss surfaces will not recognise the optical changes required to move the mouse pointer on the screen. Use a mouse pad or paper to move the mouse on.

	PC maintenance log — tasks
	Done
	Date

	Backup any working files.
	· 
	
	
	

	Use Disk Cleanup or similar options to remove unnecessary files from the disk.
	· 
	
	
	

	Empty the Internet Cache.
	· 
	
	
	

	Clean up Internet files by: 

	Deleting cookies that have not been used during the time of the current client.
	· 
	
	
	

	Removing any history not used during the time of the current client.
	· 
	
	
	

	Setting an appropriate start page.
	· 
	
	
	

	Delete files: *.chk and ~*.*
	· 
	
	
	

	Scan the disk if the current operating system allows this function.
	· 
	
	
	

	Defragment the disk if the current operating system allows this function.
	· 
	
	
	

	Upload a new version of virus scan software and run the program.
	· 
	
	
	

	Empty the recycle bin
	· 
	
	
	


Please add any details you wish to highlight: 









