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	SUBJECT:  PC BACKUP

	DEPARTMENT:  IT

	AFFECTED DEPARTMENTS: All Nursing Departments


POLICY:

Maintenance of backup PC for POC
PURPOSE:
To define responsibility to assure that backup PC is functioning properly, storing files and to define how to print form from backup PC if necessary
PROCEDURE:

1. PC Backup is for Point of Care and ChartLink documentation only.

2. PC Backup is separate from the main backup of the CPSI system

3. PC Backup stores files on the hard drive of the PC designated for the PC Backup

4. PC Backup executes a backup each hour, storing up to 7 days of information.  The oldest hour is replaced by the current hour.  This is a continuous process

5. PC Backup enables printing of nursing documentation and CPOE orders if the system should go down unexpectedly.

Maintenance:

NEVER CLOSE CPSI APPLICATION – BACKUP WILL NOT HAPPEN IF IT IS CLOSED!!

1. PC backup should be checked each shift, at the beginning of the shift by the AC Ward clerk.

2. The AC ward clerk signs the log kept on the PC backup printer confirming that the PC Backup was checked and is functioning properly.

3. To check PC Backup, the AC Ward Clerk will enter the password (only AC Ward Clerk is to have this password along with designated IT personnel – finding that this password has been given to other personnel will result in disciplinary action)  to open the screensaver.   Click print/view and then check to see that there is an entry for every hour on the ½ hour.  This assures that the system is backing up properly.  If there are times missing the AC Ward Clerk should call Darla Jones, Marion Leary, or Lance Loving who will need to call a situation into CPSI.
Printing out notes from backup:

1. Assigned employees can click on one of the times they wish to view or print.  Once the time is selected, PC Backup will give them a choice to view or print.  Password will need to be entered to print (this is different than other password and again should only be shared with designated personnel).  

PC BACKUP DEVISE IS TO ONLY BE USED FOR INTENDED PURPOSE.  FINDING THAT IT IS BEING USED FOR OTHER PURPOSES WILL AGAIN RESULT IN DISCIPLINARY ACTION.
