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1. SOP : PRINTER/SCANNER/PROJECTOR
REQUEST

1.1 Purpose

The purpose of this SOP is to guide IT team to raise the Printer/Scanner/Projector request to the
existing Employee.

1.2 Scope

The scope of this SOP is to raise the Printer/Scanner/Projector request to the existing Employee
of MHCPL.

1.3 Workflow Details

ﬁ Initiates

Process HOD
iz Approves

validate &
assetvalue

<50K
ITHOD

ApprEwal
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|
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1.4 Roles
Role Responsibilities
IT Team Need to login to http://192.168.8.9:8081 .
Fill in “Printer” request with all the details.
PROCESS HOD Evaluates the request for Printer/scanner/projector.
IT MANAGER Evaluates the request for usage.
MANAGING Evaluates the request for asset value more than INR : 50,000.00
DIRECTOR
ASSET Evaluates the request against available assets.
MANAGER Recommend the model/ configuration to PS/Procurement team based on the
request
PS/Purchase Process the request.
Team
1.5 Activities

Step-1: Requestor will raise the request on behalf of employee..
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Emp Details
“ Emp Name |5T,r,q—| © Emald |H—|_G-»Gﬂ_|
* Department ||'|'—| “ Dgsignation W|
* Repordng [ RLSIVA SATYANARAYANA | * Divisicn
“Location [ 2000-My Home CanE'L_._c_tlcE.s Bvilid ¥ | " Mot :
Asset Details
* BzsetType IEI © Comments !Eegt =/|
* 2l
* justification For Mew Asset |':e:ﬂ =
£
STt
Requirad Fielg

Step-2: Respective HOD will validate the request and approve the task, request for the IT
MANAGER approval.

Primter/Scanner Reguest

Employes Details

Emp Mame  SIVA Empld MHCSG60
Cepamment [T Designation  Admin
Reporong  RLSIVA SATYANARAYANA Division construction
Locaton 2000 Mobde 0701147258
HAsset Details
Aszet Type = Commernts  1est -
printer ]
o

ik

Justification For Mew Azset  test

S

Approve | Yes ¥

Subrit

Step-3: IT MANAGER will verify and approve the task and submit for the MANAGING
DIRECTOR approval if price cost >50K otherwise submit for ASSET MANAGER.

Copyright © 1997 My Home Constructions Pvt. Ltd. All rights reserved. Proprietary and Confidential. Page 5



my & | My Home Constructions Private Limited | pov Xo'0 ™™

GROUP MHCPL-IT-SOP-PRINTER_SCANNER PROJECTOR Date : 30.11.2018

Printar/Scanner Reguest

Employes Details

Errn Mamie  SIVA Emald MHCS60

Departmenmt 1T Diesipnation - Admin
Feporing  FRWA SATYANARAY AN A Division  Constructon
Locaton 2000 Mobile 97071147259
Asset Details

Azzet Type [Brireer ¥ Comments  1es1

Justification
Far Mew

i

AE5EL

IT Manager Comments. | tes] x

Approve i_"fes 1l'_|

Subrnit

Step-4: MANAGING DIRECTOR will approve the task and submit the form to ASSET
MANAGER for verification of the assets.
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Printer/Scanner Reguest

Employee Details

* Emp :
Siva
MName

T
Department

‘ Reporting  RLSIVA SATYANARAYANA

* Location 2000

Asset Details

* Azzer
i printer
yoe

Justifcation
For Mew

ASSEL

* MD Comments

s

*Emgid

MHCE60

* Dessgnation :
= Admin

4 Division  construction

¥ Mobile 97071147259

Y Commerts  ceep

* IT Marager Commeants

mest

=

b

Approve | Yes TI

Required Field

Supbrait

Step-5: ASSET MANAGER will approve the assets requested based on the IT.

Employes Detzils
Emp Name  SIVA
Dihvision  construction

Designgtion Admin

Location 2000
Aszset Details
* Azzer =
7 [printer v |
yog ‘l———-
Comments  sgep
Justfcation
_ test
For Mew
Azzet

Reguired Field

Empla
Clepamment
Reporung

Mobie

b Azset

Model

IT Manager

~ Comments
MO

Comrmemntz

i BT

MHCSE0

IT

RSWA SATYANARAYANA

97071147259
o L ol "
)
TEesT —
Ee
test
_~

Step-6: Purchase team will get notification to process the asset request based on the ASSET

MANAGER request(if requested).
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OUTPUT-
HOME FRINTER/SCANNERPROJECTOR APPROVAL FORM

(m

CASEID Division

Employee Mame Employes ID

Dresignation Deparment I

[F.eporting To FERANA Laocation 200

IMobilz

SERVICES [ APFLICATIONS

|[Aszet Type [scanner

i‘;;:i scammer 18] 31

Comments |e=st
Tastfication
For Mew  [est
|Asset

— __ COMMENTSRECOMMENDATIONS
Fequestar

[T MANAGER test
IMT test

General Terms & Conditions For Use of IT Services and Applications
1 IT has provided the facilities for the Company's Business. Use of Such facilites for personal & commercial purpose is
Smictly Prohibited.
1 Diata and information related to the Company is confidental and fo this extent user shall net disclose it or use it for
ipersonal profit or for the advantage of any person.
13 Sensitive business mformadon should be stored on the nermork bard disk Tf any such information & stored o the local
lhard disk it can be done only on priar parmission from concernad HOD.
14 Ursar shall indemnify the Company azainst any liability or claim that may arise on account of miscenduct duning their nse

the Company's IT facilities.

5.Company reserves the rizht to log and monitor and mspect use of all the IT facilities/ semices provided to the user.

Approved By
HOD [T MANAGER
5ai Vimeeth j 5ai Vinesth j
2018-11-27 10:31:44 1018-11-27 10:33:27
MD Raised By
%ai Vineeth ) Administrator g
018-T1-27 103257 MIB-11-37 1

Asset Model details has been updated by Sai Vinesth j ar Z008-11-27 13333

Note : New/Existing employee need to contact IT (it@myhomeconstructions.com) to raise

the printer/scanner/projector/IT related request.
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