Remote Preventative Maintenance Service Record
Service Provided for _______________________ Service Authorized by ___________________________

Service Performed on ______________________ Service Technician ______________________________
Service Provided On: Year _______ Month _______ Day of Month_______ Day of Week _____________ 1st Start Time __________ 1st End Time __________ Total Service Time: Hours: ______ Minutes _______ 

2nd Start Time __________ 2nd End Time _________ Total Service Time: Hours: ______ Minutes _______
3rd Start Time __________ 3rd End Time __________ Total Service Time: Hours: ______ Minutes ______

Performance
Defragment: Fragmented Files Increased Read Time ____ Perform _ Automate _ Verify Automated Run _
Msconfig __

Taskmgr: CPU       Usage at startup ______ Day’s end ______ Under Load ______ AP ________________

  Memory Usage at startup ______ Day’s end ______ Under Load ______ AP ________________
Alerts: 
CPU Usage >100% for 10 minutes __ Set Alert __ AP ___________________________________

Memory Usage >100% for 10 minutes __ Set Alert __ AP ________________________________ 

Available Hard Drive Space <20% __ Set Alert __ AP ___________________________________ Error Messages Summarized __ Investigated __ Resolved __
HD Properties: HD usage _____ HD size _____HD space remaining ____ Action Plan ________________
Disk Cleanup: Configure __ Automate __ Run __

PerformanceTest Install__ Run __ Action Plan ______________________________________________

Data Protection
System Restore/msbackup of System Settings: Perform __

Ghost __
Msbackup & HD: ID critical data __ Backup std. critical data __ Backup client indicated critical data __

2nd HD Install (for automated msbackup of  client indicated critical data): Required __

HD needed __ Estimate sent __ Client agreed __ HD ordered __ HD received __ Apptmt. Set__


HD installed __ Msbackup: Perform __ Automate __ Verify automated run __ Last run ________
SyncToy & USB Flash Drive (for co’s requiring offsite storage): Required __


 Flash needed __ Est. sent __ Client Agreed __ Flash ordered __ Flash received __ Apptmt Set __ 
Flash installed __ SyncToy Install __ Configure __ Verify manual run (contact client) __
Chkdsk: /r __ /p __ drive 0 __ drive 1 __ drive __2 Automate __ Verify automated run __
Security
Malware: Ad-aware: Installed __ Updated __ Run __ Spybot: : Installed __ Updated __ Run __

  Cleanup! __ CWS Shredder __ LSPFix __ HijackThis __
Security Check from Ms and others: Run __ Plan of Action ______________________________________
Antivirus: Install __ Update __ Run__ Insure elimination of malware __ Automate updates __


   Verify automated run __ Last updated ________ Last run ________

Firewall: Install __ Update __ Enabled __
Windows Update: Run __ Automate Updates __ Verify automated run __ Last updated ____ Last run_____
Office Updates: Disk Available __  Run __

Remove Programs __

Hardware

Everest: Voltages _______ Temps ___ Fan Speeds___  HD SMART Status ___ AP___________________

UPS ______________________ Surge Protector ____________________ Estimate _______ Install _____
Device Manager: !__ ? __ X __ Device ____________________ Action Plan ______________________
BurnInTest Install__ Run __ Plan of Action __________________________________________________

Administration & Documentation

Document: System Description __ Network Configuration __ Apps & Data Locations __ Permissions __

Belarc: Run __ Document: System Information __

sharpt account: Local __ Domain __
LogMeIn: Free: Install __ ITReach: Purchase __ Install __

	Program
	Scheduled
	Last Run
	Comments

	Chkdsk
	
	
	

	Defrag
	
	
	

	Disk Cleanup
	
	
	

	Antivirus
	
	
	

	Backup
	
	
	


System Description

Computer Location _____________________________________ Network Jack Number ______________ Primary User of Computer ____________________________
Computer _____________________________Workgroup ____________________________ 
1st Local User ____________________________ 1st Password ________________ Account Type _______
2nd Local User ___________________________ 2nd Password ________________ Account Type _______
3rd Local User ___________________________ 3rd Password ________________ Account Type _______
Domain Name _______________________

Domain User ____________________________ Password_________________ Account Type _________
Computer Description:

Operating System _________________________

Processor Type ___________________ Processor Speed ______________

Memory: Amount _____ Type _______ Speed _______ Slots ___ Filled ___ Used _____ Available _____ 
Hard Drive:
1st Drive Size __ Type _____ P1:  Drive Letter __ Size __ Used __ Avail. __ P2: Size __ Used __ Avail. __ 

2nd Drive Size __ Type ____ P1:  Drive Letter __ Size __ Used __ Avail. __ P2: Size __ Used __ Avail. __
3rd Drive Size __ Type _____ P1:  Drive Letter __ Size __ Used __ Avail. __ P2: Size __ Used __ Avail. __

Mainboard: Socket Type __________ Manufacturer _______________ Model ______________________  
Video: Onboard _____ RAM _____
Other Drives: DVD-RW __ Combo __ DVD-ROM __ CD-ROM __ FD __ USB __ ZIP __ Tape __

Other Cards: NIC __ Modem __ Sound __ Wireless NIC __ USB __ Firewire __  IDE __ SCSI __
Power Supply Watts __________UPS Watts __________ Surge Protector __________

Case Form Factor: ATX _____ Micro-ATX _____ Proprietary _____

Peripherals Description:

Keyboard: PS-2 _____ USB _____ Wireless _____ KVM Switch _____

Mouse: PS-2 _____ USB _____ Wireless _____ KVM Switch _____

Monitor: CRT _____ LCD _____ KVM Switch _____

1st Printer: Manufacturer __________________________ Model _________________________________ 


Parallel __ USB __ SCSI __ Network __ Server__________________________ MFC__

2nd Printers: Manufacturer _________________________ Model _________________________________ 


Parallel __ USB __ SCSI __ Network __ Server__________________________ MFC__

Scanners: Manufacturer _______________ Model ______________________ Parallel __ USB __ SCSI __ 
Other Peripherals: Manufacturer _______________ Model ____________________ Interface __________

Remote Access Software:

LogMeIn IT Reach __ LogMeIn Free__

Network Configuration

Physical Network Description:
NIC: MB __ PCI__ USB __ PCCard__ Hardwired __ Wireless __ 10__ 100 __ 1000 __
Cable: CAT3 __ CAT5 __ CAT5E __ CAT6 __
LAN: Crossover Cable __ Coupler __ Biscuit __ Jack __ Hub __ Switch _________ 



Access Point _____ Bridge __ Router ________ Punchdown Block Type ____
WAN: Crossover Cable __ Coupler __ Biscuit __ Jack __ Hub __ Switch _________ 




Access Point _____ Bridge __ Router ________ Punchdown Block Type ____

Logical  Network Description:
LAN

NIC Description _________________________ 
Physical Address _________________________

IP Auto configured _____

DHCP Auto configured _____

IP Address ______________________________

Subnet Mask ____________________________ 
Default Gateway _________________________ 

DHCP Server ____________________________

1st DNS Server ___________________________

2nd DNS Server __________________________

WAN
NIC Description _________________________ 

Physical Address _________________________

IP Auto configured _____

DHCP Auto configured _____

IP Address ______________________________

Subnet Mask ____________________________ 

Default Gateway _________________________ 

DHCP Server ____________________________

1st DNS Server ___________________________

2nd DNS Server __________________________

Shares:

1st Printer: Share Name ______________________ Port ________________________________________ Description _____________________________ Printer _________________________________________
2nd Printer: Share Name ______________________ Port ________________________________________ Description _____________________________ Printer _________________________________________
1st Folder: Share Name ____________ Location ______________________________________ Change __ 
2nd Folder: Share Name ____________ Location _____________________________________ Change __
3rd Folder: Share Name ____________ Location _____________________________________ Change __

4th Folder: Share Name ____________Location ______________________________________ Change __

5th Folder: Share Name ____________Location ______________________________________ Change __

6th Folder: Share Name ____________Location ______________________________________ Change __

Network Places:
1st Printer ________________________________ Port _________________________________________
Description _____________________________ Printer _________________________________________

2nd Printer ________________________________ Port ________________________________________

Description _____________________________ Printer _________________________________________

1st Mapped Drive Letter _____ Server Name _____________ Share Name __________________________
2nd Mapped Drive Letter _____ Server Name _____________ Share Name _________________________
3rd Mapped Drive Letter _____ Server Name _____________ Share Name __________________________
4th Mapped Drive Letter _____ Server Name _____________ Share Name __________________________
1st Shortcut ____________________ Target __________________________________________________
2nd Shortcut ___________________ Target ___________________________________________________

3rd Shortcut ___________________ Target___________________________________________________
   4th Shortcut ___________________ Target ___________________________________________________
Critical Applications and Corresponding Data Locations
1st Application ____________________ 

App Location ___________________________________________________________________
Data Location ___________________________________________________________________
2nd Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

3rd Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

4th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

5th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

6th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

7th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

8th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

9th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

10th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

11th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

12th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

13th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

14th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

15th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________
16th Application ____________________


App Location ___________________________________________________________________


Data Location ___________________________________________________________________

Permissions & Security
Folder Share Name _______________ Location ____________________________________________
	Permissions
(A=Allow) (D=Deny)
	Full Control
	Change
	Read

	Everyone
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Security
(A=Allow) (D=Deny)
	Full Control
	Modify
	Read & Execute
	List Folder Contents
	Read
	Write
	Special Permissions

	Administrator
	
	
	
	
	
	
	

	System
	
	
	
	
	
	
	

	Users
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


