Guidelines for Laptop Computers
· The computer is the property of City College of San Francisco and must be returned when requested or when the user is no longer in the employ of CCSF. 
· The computer is for CCSF business purposes only.
· Laptop computers are attractive targets for theft. ITS will provide a security cable with each laptop. Users have the responsibility to take every effort to secure the laptop.

· City College will not replace lost or stolen laptop computers or repair damaged laptops not covered by warranty. If your computer is stolen, you must deliver a copy of a police report to ITS (Box LB-2) with your notification of the theft.
· Files stored on your computer (not on the network H: drive) cannot be backed up by ITS. You are responsible for backing up documents and favorites. If your computer crashes:
· ITS will restore the computer’s original software.

· While every effort will be made to save your documents it is likely that they will be lost from the computer’s hard disk in the repair process.

· You are responsible for restoring your documents and favorites, and for reinstalling any additional software. (You can back up 100 MB of your documents to a network drive while connected to the campus network.)
· If your laptop computer requires servicing within the four-year warranty period, you have two options:

· Bring your computer to the ETO office, Batmale hall, room 310, at the Ocean campus

· Deliver it to OmniPro Systems at 50 Mendell Street Suite #2, San Francisco

· Both locations will have a normal turnaround time of 2 to 4 days for software reloads and 7-10 days for hardware repairs (barring availability problems). Direct delivery to OmniPro may result in faster turnaround time.
· Projection equipment is limited and models, sources and availability vary from campus to campus. Please investigate availability and make reservations well in advance. Staff may not be able to make equipment available at the last minute.
· Printers also vary from campus to campus. Please investigate availability and add printers to your configuration (as covered in training) in advance of planned use. 
· Laptop training includes:
Security; maintaining hardware; saving and backing up documents; CCSF printing, LAN and email procedures.
· Laptop training and support does not include:
Home Internet connectivity; installing and configuring software beyond the supplied baseline system.
I have read, understand and accept all of the above.
Signed: _____________________________ 
Date: _____________________

Print Name: ________________________________________________________
