Rules for using the computers at the department of Biotechnology


As a user of the computers at our department, you are obliged to follow the rules written below. The rules have to be followed no matter if you are using a common computer or if you have a ”personal” computer at your desk.

General principles:

· The computers are primarily intended to be used for the work you are employed to do. 

· You should, to as high extent as possible, only use the computer you have been told to use, and only use the programs that are installed.

· Respect that only certain computer issues is within Frans-Peders responsibility. See attached document for description of the cases when it is justified to ask for his help.

· If you need to use a program that is not installed in your computer, ask Frans-Peder, and if he agrees, he can install it for you.

· If you don´t know how to use the computer or the programs, ASK someone in your group /room to help you. It is better to ask one time too many than to create problems that will cause irritation for the other users.

Programs

· It is forbidden to download or install any programs to the computer by yourself. 

· It is forbidden to install, use or distribute any illegal copies of programs.

Internet

· It is absolutely forbidden to show, download, save, print out or distribute any material that is abusive to others, (i.e. pornography and racist material)

· It is absolutely forbidden to download or save any music-files or music-programs like Winamp on the computer.

E-mail

· You are allowed to use hotmail, but DO NOT send large attachments through hotmail.

· Do not waste network capacity by using your mail account for distributing stuff like chain-letters, large pictures etc.

Violation of these rules will not be considered as minor and proper actions will be taken.

Computer issues within Frans-Peder’s responsibility.

Frans-Peder is employed at the department not only to handle computer issues, and has therefore a limited time to spend on such work. This document has been formulated as a guide to when it is permitted, as a computer-user, to contact Frans-Peder to get help with computer-related questions. 

Frans-Peder will assist in the following matters:

· Purchase of new computers, printers, software and accessoires.

· Administrating all licenses for programs.

· Installation of systems and software.

· Solving any problems with the computers belonging to Bo Mattiasson and the secretaries.

· Assisting in the following acute situations:

· Crash of the hard-drive.

· Computer problems in relation to sending in grant applications, ONLY if it doesn´t work to copy the file to another computer and continue working there.

· Virus contaminations

Small problems appearing because of  poor computer knowledge is not the case for Frans-Peder to assist with. Below are some examples of different cases when it is NOT allowed to ask Frans-Peder for help:

· In matters concerning the use of different programs like Word, Excel. The user is fully responsible him/herself to learn how to use the programs, and is recommended to ask someone in the room or group for help.

· How to print, how to use the printers or the scanner etc.

· In matters NOT related to work.

Rules for using the computers at the department of Biotechnology

I hereby confirm that I have read and understood the rules concerning use of computers at the department of Biotechnology, and I undertake to follow them. I am also aware of the consequences if I don´t follow the rules.

Date:

……..-…….-……..

Signature:
…………………………………………………………….

Name (text):
…………………………………………………………….

Please sign this contract and put it in the secretaries’ postbox 

Thank you!

