SITE MANAGERS DUTIES & CHECKLIST

There are routine duties that must be performed to ensure proper functioning and availability of the RPMS. Those
performed daily include

*Check the Nightly Backup

*Check the CACHE Etrror Log

*Check Journalling

*Review Programmer and User Logons
*Check the Operating System Error log

*Review any Switch User activity (AIX Only)
Weekly duties are

*Check Space within CACHE

Monthly duties Are
*Check Taskman Queued Jobs
*Clean the Tape Drive

*Check the space in the Operating System
Annual Duties include

*Create recovery Floppies and Master Tape Backup
*Test the Tape Backup
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Problem/Change Log

Date Description of Problem Action Taken Initials
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BOS BOOT DISKETTES

It is recommended that you make BOS Boot Diskettes every time that you rebuild your Unix
Kernel or once a month. Log onto the console and su to root. Use format and prepare four 3 1/2
floppies. For the boot floppy type bosboot -a -d fd0. (Be sure to label it BOS BOOT v3.2.5 - or
current version.) To make the extend disk type mkextdskt. (Label it BOS Extend.) For the BOS
display disk type mkdispdskt. (Label it BOS Display v3.2.5). For the Install/Maintenance disk
type mkinstdskt. (Label it BOS Install/Maintenance v3.2.5).

Date Initials Date Initials Date Initials
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MKSYSB Tape

To do a root volume group backup (mksysb), there should be no activity on the system.
Shutdown CACHE and make sure all unix users are logged off. Disconnect the system from the
network, turn off the digi concentrators. Remove the Caché database backup tape from the 8mm
tape drive and insert the tape to be used for the root volume backup. Log in on the console and
su to root. Run the command smit startup. Hit return to select the Backup the System option.
At the device prompt enter /dev/rmt0. This process takes approximately 40 minutes. When
completed, remove the tape and label it. Reconnect the system to the network and turn on the
digi concentrators. Bring CACHE back up (Caché).

Date Initials Date Initials Date Initials
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CHECK TASKMAN QUEUED JOBS

Taskman should have the following options queued to ensure optimal RPMS performance. All
other failed completed or unscheduled tasks should be deleted.

OPTION Time Frequency

ABMD TASK VISIT CHECK 0201 1D
ADEK-QUARTER 0600 94D
APCD VISIT RE-LINKER 2030 1D
BKUBKUP (AIX systems only) 0000 (or earlier) 1D
BKUCW?2KB (NT systems onl) 0000 1D
PSO AMIS COMPILE 22:25 1M
XB PACKAGE TRACKING
XMCLEAN 0510 Saturday/7 D
XMAUTOPURGE 0530 Saturday/7 D
XQBUILDTREEQUE 0610 Sunday/7 D
XQ XUTL $J NODES 2000 1D
XUAUTODEACTIVATE 1830 1D
XUERTRP AUTO CLEAN 2236 1D
XUSAZONK 0520 Saturday/7 D
XUSCZONK 1800 1D
XUSERAOLD 2215 7D
XUSER-CLEAR-ALL 2020 1D
XUTM QCLEAN 0030 1D
HL PURGE TRANSMISSIONS 2300 7D .
BHLBPSPR 2315 1D (C\);}'%%)HU sites
BHL AR FILE 2320 1D
BLRTASK LAB LOG CLEANUP 2300 1D Only sites running the
LA7TASK NIGHTY 00:05 1D L ab nack
LRTASK NIGHTY 00:01 1D package
LRTASK ROLLOVER 00:06 1D
AZOSIISX IMMUNIZATION EX 22:10 1D :
AZOAWP 22:35 1M | OKCAreasites
ADEX-AUTO 14:00 M | only

Date Initials Date Initials Date Initials
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CLEAN THE TAPE DRIVE(S)

Use the cleaning tape to clean the heads. Justinsert it and wait until the drive ejects it. Then
write the date on the tape.

Date Initials Date Initials Date Initials
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CHECK SPACE WITHIN THE CACHE DATABASE

Right click the Caché Cube and select Control Panel. Highlight Local databases,
Right click on the production database and select Check Space from the pop up.

Date Initials Date Initials Date Initials
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CHECK SYSTEM SPACE AVAILABLE

NT- On the RPM S server desktop click on the My Computer Icon then review the Free
Space column for the disk that has the Caché database.

AlIX - At the Unix command line type df —t and check the % used column. Contact your
support analyst if you appear to be running out of space on the drive housing your active
database.msm file or if root drops below 30 mb free.

Date Initials

Date Initials Date Initials
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SU LOG (Unix systems Only)

Su to root and run suchk to check the su log. Note who and when the root and other accounts
have been switched to. Consult your security analyst for any unusual activity.

Date Initials | Comments Date Initials | Comments
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the UCls have Validated cleanly 2) The disk to disk backup completed successflully
disk to tape backup completed successfully
that Caché came back up on BOTH servers

CHECK THE NIGHTLY BACKUP

Log into unix and su to root. Type bu to page through the RESULTS.bkup file. Note that:1) All of

4) The remote copy completed successfully. 5)

If any of these conditions are NOT as described call your analyst for assistance..

Date

Initials

Comments

Date

Initials

Comments
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(if there is, type pg root & review the error). Note any error messages and consult your analyst

CHECK UNIX SYSTEM ERROR LOGS

Log into unix and su to root. type errchk and view the messages that the system has sent to the
console terminal then type pop to see any mail messages sent by the system to the root account

as needed to resolve them

Date

Initials

Comments

Date

Initials

Comments

SITE MANAGER’'S REFERENCE - 11/30/09 Steve Bowman Information Systems Consultant

11



CHECK CACHE ERROR LOG

Check the CACHE Error Log (Check Error Trap is an option on the Programmer Option Menu) -
OR- you can D *XTER from the programmer prompt in the PRD UCI. Choose T for todays errors
and "L to list them all. .Any errors listed (except for <INTRPT>.or disconnect ) should be

investitageted and resolved where appropriate.
Date Initials | Comments Date Initials | Comments
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CHECK CACHE JOURNALLING

D "%ZUCI to the MGR UCI and D “JRNL. You should see Journalling is active then a menu.
Choose number 3 to view the journal spaces. There should be One marked ACTIVE with less
than 90% free One marked REUSEABLE and several others marked as FULL. If any of these
conditions are NOT as described call your analyst for assistance..

Date Initials | Comments Date Initials | Comments
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REVIEW CACHE LOGIN AND PROGRAMMER ACTIVITY

Log into the CACHE Kernel and from the EVE menu "PSOL. Choose T-1 to T and note who
signed on for the previous day, when they signed on and what device they used. Next *PRLG
and type in T-1 at Date First//. Note who signed logged into Programmer mode the previous day,
when they did so and from which device. Consult the user or your security analyst to investigate

any unusual activity.

Date Initials | Comments Date Initials | Comments

SITE MANAGER’'S REFERENCE - 11/30/09 Steve Bowman Information Systems Consultant

14



