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1. Purpose

This procedure is to be accepted and observed by all members, paid and unpaid workers
within Four Pillars. Breaches of the procedure may be regarded as gross misconduct.

2. Ownership

This is the setting up of laptop procedure of Four Pillars. The ownership of this Procedure is
to that of the Four Pillars board of trustees, who discharges its implementation to the
management of Four Pillars. The management may discharge duties to a nominated
member of staff, or unpaid worker.

3. Statement of procedure

Our procedure is to provide guidance on how to set up a new laptop for staff use to
employees, volunteers and service users. We also accept responsibility for all other people
who may be affected by our activities.

4. Principles of procedure

4.1 Place label on Laptop & charger to identify machine

4.2 Open Laptop and power on

4.3 Follow on screen instructions to set system & language

4.4 Connect to Four Pillars Wifi

4.5 Continue to follow on screen instructions, set to organisational use

4.6 Enter organisation email and password *Microsoft will text you a code*
4.7 Enter code and press next

4.8 Continue to follow on screen instructions selecting yes to all questions
4.9 Set protect and secure to deejay@fourpillarsuk.org

4,10 Enter pin, at least 6 digits

5. Rename PC

5.1 Type settings in the search bar on the bottom left and select settings
5.2 Select system, about, Rename the PC

5.3 Name PC to match label on back

5.4 Select restart now

6. Setting up Explorer

6.1 Open Explorer and set preferences

6.2 Type 365 in the search bar and log in to your 365 account
6.3 Install office

6.4 Follow 365 training to complete personal set ups

7. Setting Printer

7.1 Access 365 staff folder Four Pillars\Staff - Documents\BUSINESS CHANNELS\ALL and
locate Kyocera

7.2 Extract KX_Universal_Printer_Driver (3) to the computers C: Drive

7.3 Open KX_Universal_Printer_Driver (3)

7.4 Open Kx84_UPD_8.4.1716_en_RC5_WHQL

7.5 Click Setup (Application)

7.6 Click custom Install

7.7 Under Devices select Ecosys M5526cdw (192.168) then click the blue arrow

7.8 Under Drivers select KX Driver then click the blue arrow

7.9 In the box labelled Products to Install, click edit Kyocera Ecosys M5526cdw KX to
Kyocera Colour

7.10 Untick “Default” click OK



7.11  Tick box “use host name” and install

7.12 Once installed tick “print test page” untick “Set Duplex” and “show Quick tab”
7.13  Finish

7.14  Click custom Install again

7.15 Add custom device

7.16  Select Model Ecosys M2540dn

7.17  Select Port KMBF568D, OK

7.18 Under Drivers select KX Driver then click the blue arrow

7.19 In the box labelled Products to Install, click edit Ecosys M2540dn KX to Kyocera

Mono
7.20 Ensure set as default is ticked, click OK
7.21 Install

7.22 Once installed tick “print test page”, “set Set Duplex” and “show Quick tab”
7.23 Finish
7.24 Close install app

8. Setting up and using Scanner

8.1 Reopen the Kyocera file in 365/staff/business channels/all

8.2 Open word doc Scanner App Link

8.3 Hold ctrl and click blue link

8.4 Click download and then Get

8.5 Launch app

8.6 Data Collection click NO and OK

8.7 Pin App to task bar

8.7.1 Right click on icon and then pin to taskbar

8.7.2 Select Devices

8.7.3 Click discover

8.7.4 Once found “star” the printer

8.7.5 Open Scan

8.7.6 Set resolution to 300x300

8.7.7 Set Quality to Text

8.7.8 Set Original size to A4

8.7.9 Click Save and close

8.7.10 When you need to scan, open app, click scan, place paper in tray and click scan in
bottom right of screen

9. Encryption

9.1 Type encryption in the search bar on the bottom left and select manage Bitlocker
9.2 Select Turn on Bitlocker

9.3 Choose Enter Pin and set pin to 010716, set pin

9.4 Select save to Azure

9.5 Select Print recovery key and number page to match PC, store in manuals folder
9.6 Follow on screen instructions

9.7 If a new laptop, set up warranty

10.Responsibilities

Overall and final responsibility for setting up of laptop procedure on site is shared collectively
by Four Pillars Trustees,

Four Pillars trustees delegate the responsibility of following this procedure to the
management team.



The Committee will:
¢ Arrange for the implementation of this procedure in consultation with staff and
volunteers
¢ Arrange for the adequate instruction and training of staff and volunteers in all matters
related to this procedure
e Arrange for the contents of this procedure to be known to all staff and volunteers

The staff and volunteers of Four Pillars have a duty to:
e Follow this procedure
o Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with
e Report potential or actual hazards as soon as possible

11.Risk Assessment

The trustees of Four Pillars will ensure that all risk assessments are undertaken for any part
of the charities activities to which they are applicable, copies of these risk assessments are
available upon written request.

12.Premises
The management team will ensure that for all premises used by Four Pillars whether owned,
leased or rented are:
¢ Health and safety compliant
A full risk assessment has been completed
Insurances are in place and displayed
Fences are erect and secure at all times, if applicable
Gates are manned at all times, if applicable
Any potential danger is reported to the management

13.Reports

The delegated manager/person in charge at each event shall be responsible for making any
necessary reports relating to this procedure or ensuring that others make such reports.

14.Procedure Development

Four Pillars board of trustees shall endeavor to progressively develop the charities

procedure on setting up of laptop procedure use in response to risks and hazards identified.
Specific procedures and procedures so developed shall be appended to this document and
form part of the committee’s statement on reporting how to set up a new laptop for staff use.

15.Review

The effectiveness of this procedure will be reviewed annually by a senior member of Four
Pillars staff. If appropriate, action will be taken as necessary to update our procedure to
ensure effective delivery on the objectives laid out at the start of this document.



