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Name:            Date:  

 
Department: 

 
 

 
 

 

 

Please complete this form and email it to Techsupport@winona.edu  

 

In preparation for a new desktop installation see:  http://learn.winona.edu/Exchanging_Your_WSU_Desktop   .    

After reading the information on this link, if you need tutorial assistance with learning how to back up data, or you 

want to know more about best practices for data protection, please contact TLT for an appointment (507 457-5240 

option #3). 

Standard applications that are on most new installations of desktop computers: 

 Microsoft Office (Word, PowerPoint, Excel) 

 Antivirus/spyware protection (Endpoint) 

 Firefox 

 Encryption (Bitlocker) 

 Internet Explorer 
 

Completed? Action  

 Backup files Have you backed up all of your files from the old computer? 

 Archived emails Archived email is often on the local machine.  Search for your archive and 
backup these files (Outlook - *.pst, Entourage - *.RGE) 

 Desktop shortcuts Do you use shortcuts on your desktop?  If so, copy these shortcuts to your 
backup and just copy those back to your desktop on the new machine. 

 Internet favorites If you use internet favorites you back these up  

 Printers Make a note of the printers that you have installed on your old desktop.  If 
you have a list it will allow you to reinstall these printers on the new 
desktop. 
List printers here: 
  1. 
  2. 
  3. 
  4. 
  5. 
  6. 
 

 Software 
application list 

Make a list of software applications that you need.  A technician can work 
with you to reinstall these applications. 
 
Name of software application: 
  1. 
  2. 
  3. 
  4. 
  5. 
  6. 
  7. 
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Completed? Action  

 Special 
installation needs 

Are there any special installation considerations?  Is there a timing issue with 
removing the old machine and installing the new one?  Please explain: 
 
 
 

 Setup of new 
defaults 

(See section “Other considerations”  
http://learn.winona.edu/Exchanging_Your_WSU_Desktop  ) 
 
Default directories for saving documents: 
 
 
 
Designate a primary printer: 
 
 
 
Screen resolution preferences: 
 
 
 

 Is the old 
computer moving 
to a new location 
or disposal? 

If the old computer is moved and will be used by another staff member or 
student employee it is important that the data is backed up and the 
computer is erased.  All software will need to be reinstalled.  This is a 
MNSCU requirement. 
 
Do you want the old computer to be disposed of?   ___Yes        ___No 
 
Do you want the old computer to be re-deployed in a new location?   
 
New location  _______________________ 
 
Person that will be using computer ________________________ 
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