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Before handing it over
☐ Install all Windows Updates; restart until none remain
☐ Create the user account with a strong password
☐ Set the correct time zone and daylight-saving setting
☐ Rename the device to your naming convention

Software
☐ Install the office suite (free web version at least)
☐ Install the browser and set the default
☐ Install the PDF tool and image/design tool used by the team
☐ Install the communication app and sign in
☐ Install the printer driver and add the shared printer

Security
☐ Confirm antivirus / Windows Defender is active and current
☐ Turn on automatic updates
☐ Confirm only needed programs launch at startup
☐ Set screen lock after a short idle time

Data & accounts
☐ Sign in to company email + Drive and test one file opens
☐ Add the shared network drive / folder shortcut
☐ Set up the monthly backup destination

Handover
☐ Brief the user on the maintenance checklist
☐ Record the device, user, date in your asset list


