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Server templates

TechRepublic’s server templates

This document contains a number of templates you can use to record important information about the server(s) on your network. Additionally, you can record other details, such as information about workstations, on the blank template we’ve included. Simply store this document on your computer and use Microsoft Word to access it when you need it. Or perhaps an even better idea would be to print the templates and store them in a three-ring binder near your servers so they’ll be handy when you have to record or update information as it changes.

We’ve included 12 templates for you to modify and use, along with sample information to get you started. Just delete the sample information and enter your own. You can create as many pages as you need for your documentation by copying and pasting the pages.
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Server___________________

Template 1: General information

	ITEM
	DESCRIPTION
	NOTES

	Computer Name:
	
	

	Date Installed:
	
	

	Location:
	
	

	Network ID:
	
	

	Manufacturer:
	
	

	Serial Number:
	
	

	Purchase Cost:
	
	

	Present Value:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Server___________________

Template 2: Hardware specifications list

	HARDWARE ITEM AND DESCRIPTION
	NOTES
	VALUE
	

	Computer Name: COMPAQACCT 
	Server1
	1,200
	

	Date Installed: 20/Nov/1999
	
	
	

	Location: Accounting
	
	
	

	Network ID: ACCT101
	
	
	

	Manufacturer: Compaq
	
	
	

	Serial Number: XXXXXXXXX
	
	
	

	Hard Drive: 30 GB Maxtor (C)
	
	
	

	Hard Drive: 30 GB Maxtor (D)
	
	
	

	Floppy Drive: (Sony) 1.4 MB (A)
	
	
	

	Zip Drive: (IMATION) 120 MB (I)
	
	
	

	CD-ROM: (Writer) (G)
	
	
	

	CD-ROM: 24x Sony for software installs only
	
	
	

	Sound Card: SiS
	
	
	

	Speakers: KINYO Multimedia
	
	
	

	Tape Backup: HP/Colorado T3000
	
	
	

	Mouse: Logitech 3 Button
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 3: Software specifications list

	SOFTWARE TITLE
	PURPOSE/DESCRIPTION
	LOCATION
	NOTES

	Microsoft Windows 2000
	Operating System 
	C:\Windows
	Server 1

	Microsoft Office 2000
	Office Productivity
	D:\Office
	Server 1

	
	Accessible to all WS
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 4: Drivers list

	DRIVER NAME
	DESCRIPTION
	VER
	PURPOSE/NOTES

	Colorado Tape Backup
	tapecat.exe
	5.14
	http://www.hp.com/

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 5: Printers list

	PRINTER NAME/DESC.
	LOCATION
	DRIVER NAME
	NOTES/DRIVER SOURCE

	EPACCT5
	Accounting
	EPLQ101
	http://www.epson.com/

	Epson LQ-80
	Payroll office
	Version 5.4
	Installed 5/Nov/1997

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 6: Technical support contact list

	COMPANY
	TELEPHONE
	CONTACT
	E-MAIL/NOTES/DESCRIPTION

	Microsoft
	1 800-856-4500
	Jim
	jlangly@microsoft.com

	
	
	Langly
	CS person/tech support

	Sony Corporation
	1-800-244-3014
	Janice
	CS ext. 244 
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Server___________________

Template 7: Tape backup information list

	TAPE DRIVE NAME
	LOCATION
	DRIVER
	NOTES/DESCRIPTIONS

	Colorado T3000
	Accounting
	TAPECAT.DAT
	Last updated driver

	
	Payroll
	D:\T3000\DRIVERS
	24/Feb/1998

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 8: IRQ assignment list

	IRQ
	DEVICE
	ADDRESS/CONFLICTS
	

	0
	System timer
	No conflicts
	

	1
	Standard 101/102 Keyboard MS compatible
	No conflicts
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 9: Hard drive information list

	DRIVE DESCRIPTION
	LOCATION
	DRIVE INFORMATION
	

	Maxtor 60 GB
	Server 1
	HDS= CYS= SECTORS= LZ=
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 10: Software library information list

	TITLE
	ISBN/SERIAL #
	LOCATION
	DESCRIPTION

	Office 97
	XXXXX
	Shelf-1
	Office Productivity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 11: Important log files

	LOG FILE NAME
	LOCATION
	PURPOSE/NOTES
	

	daily.log
	C:\WinNT\
	Daily backup log file-review each day.
	

	errors.log
	C:\WinNT\
	Errors log file generated by system.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Server___________________

Template 12: All-purpose template
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