Going Out to a CAP SITE

It is most important to ask for as much information to prepare and equip you with the knowledge and tools to efficiently complete a job.

1. Always ask for all the specifications of the machine.  DO NOT ASSUME ANYTHING.

2. Ask for Windows/Mac OS CDs and license, drivers, or any other devices you can borrow.


What happened prior to the situation?  When was the last time this operation was working?


(Once I went to site to install Ubuntu, I found no CD-ROM drive.)

3. Ask for the person responsible for technical support, if possible, contact the person who last installed the system.

4. Internet problems?  Examine the switches and routers.  Do other computers have working Internet connections?  When was the last time Internet was working?

What to Bring?

1) Internal CD/DVD-ROM drives with IDE cables (know the configurations for master/slave) and power (forks to split power)

   + Extra Ubuntu CDs, Boot CDs

2) Laptop (that has Ethernet port) with power supply

3) Ethernet cable

4) Tools: Screwdrivers of different sizes: +, -, *

5) Contact number, name, map, tickets (ask Kalia)

At the Site

1. Introduce yourself.

2. Find the manager or system administrator or someone that can help you.

3. Ask for administrative user logins and passwords.

4. Record the current circumstance.

5. Record current settings before making changes.

6. Note any changes you have made.  This will help you “undo” or traceback your steps.

7. After asking questions, documenting and clarifying the problem, contact VCN help desk for support.

8. Tell the manager what you noticed and what changes you made.

9. Thank them and ask if they have any other questions.

