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Introduction
This documentation is a compilation of services offered under the Supervisor of Information and Communication Technologies. Its main purpose is to serve as a directory of various services offered, the man-power involved in each service, the clients served by it, and a brief descriptions of policies and/or procedures if any. 

The document is divided into four sections, one for each major center/department under the ICT (Figure 1), namely, the Information Technology Center (ITC), Telecommunications Department, Educational Technologies Department, and the Printing Press Department.  The ITC is divided into 7 divisions, one of which serves only the ITC (the Business Support Office), while the other 6 provide services to various academic/administrative departments and individuals in the entire university. Each division comprises sections. The various divisions can be found in Figure 2. Two divisions come under Telecommunications (Operation & Maintenance, and Systems Management & Technical Support). Educational Technologies and the Press have no divisions. 

Under each department are the various sections. The sections provide the various services identified.   Each service is encoded. The table of contents under each department lists the name and code of that service. In all 68 services have been identified, 43 for ITC, 13 for Telecommunications, 6 for Educational Technologies, and 6 for KFUPM Press. 

All services are tabulated, one table per service, and one service per page. The table includes the Center name, the assigned title, the selected code, a brief description, the main clients/users of that service, and sentence or two on the policies & procedures, and the team in-charge. Details of the individuals currently assigned to that service (such as phone number), and the percentage of time spent by him on that particular service are included. Also included is the percentage of the total time of the individual spent on that particular service. Finally, for some services, it was also possible to identify other related departments or divisions. 

The manual can serve as a first document, which can be enhanced both in the information to be collected, and the fields to be filled. A difficulty encountered thus far was in estimating the cost of the service. 

Information & Communication Technology (ICT)


Services of Information Technology Center (ITC)


1. Academic Information Systems (ACIS)

A - Student Information Systems: ITC/ACIS/SIS

	Center/Department:
	ITC

	Department:
	Academic Information Systems (ACIS)

	Title:


	Student Information Systems

	Code:
	ITC/ACIS/SIS

	Description:

Technical support and maintenance for Student Information Systems (SIS Plus), SIS WEB, Graduate Studies System (GSS), Student Housing System (SHS), Student Mail Desk System (MDS) and FOCUS reporting tool



	Clients/Users:

Deanship of Admissions & Registration (DAR), Deanship of Student Affairs, Deanship of Graduate Studies, Rector Office, Student Housing Department, Student Mail Desk Office and  ITC Departments 



	Policies & Procedures: 

User must report his problem through either email or fax for the department’s internal record and documentation
 

	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Systems Analyst
	Abbasi, Muhammad Ijaz
	3814
	50 
	100 

	2
	Systems Analyst
	Al-Numair, Othman Saleh
	2142
	50 
	100 

	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	 
	
	

	
	
	

	
	
	

	Other Relevant Departments:



	Remarks:

None


B - Library Information Systems: ITC/ACIS/LIS

	Center/Department:
	ITC

	Department:
	Academic Information Systems (ACIS)

	Title:
	Library Information Systems

	Code:
	ITC/ACIS/LIS

	Description:

Administration, supporting and maintenance of Library Systems.



	Clients/Users:

Deanship of Library Affairs



	Policies & Procedures:

None



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Administrator
	Nafees, Asad Mohammed
	1173
	65
	65

	2
	Asst. Programmer
	Al-Saeed, Saleh Ahmed
	3967
	25
	100

	3
	Asst. Programmer
	Subairi, Ali Wahab
	1589
	10
	100

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

Deanship of Library Affairs



	Remarks:
We will re distribute the work between Saleh Al-Saeed and Ali Subairi so we can utilize Mr. Asad Nafees in more important tasks.




C - University Web: ITC/ACIS/WEB

	Center/Department:
	ITC

	Department:
	Academic Information Systems (ACIS)

	Title:
	University Web

	Code:
	ITC/ACIS/WEB

	Description:

Administration of the Web server, Design & Development of the Main KFUPM Web Site, Development of Web Application needed for the university, Support and Maintenance for KFUPM Departmental sites. Supporting and Maintenance for Faculty, Staff and Student home pages.



	Clients/Users:

General public, Faculty, Staff and Students



	Policies & Procedures:

None


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Web Developer
	Mohammed Firasat Ali
	3938
	80
	85

	2
	Webmaster
	Abdul-Aziz Al-Dossary
	2972
	20
	15

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None


D - University Portal: ITC/ACIS/PORTAL

	Center/Department:
	ITC

	Department:
	Academic Information Systems (ACIS)

	Title:
	University Portal

	Code:
	ITC/ACIS/PORTAL

	Description:

Portal Implementation, Administration and support.



	Clients/Users:

General public, Faculty, Staff and Students 

	Policies & Procedures:

None



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Web Developer
	Mohammed Firasat Ali
	3938
	60
	15

	2
	Webmaster
	Abdul-Aziz Al-Dossary
	2972
	40
	10

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None

	Remarks:

None


E - Workflow Management: ITC/ACIS/WORKFLOW

	Center/Department:
	ITC

	Division
	Academic Information Systems (ACIS)

	Title:
	Workflow Management

	Code:
	ITC/ACIS/WORKFLOW

	Description:

Development, Support and maintenance for Adobe Workflow System.


	Clients/Users:

Faculty, Staff and Students



	Policies & Procedures:

None



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Developer
	Waseem Salam
	1402
	60
	100

	2
	Developer
	Abdul-Rahman Asiri
	1402
	40
	100

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None




F - Document Management System: ITC/ACIS/DOCUMENT

	Center/Department:
	ITC

	Department:
	Academic Information Systems (ACIS)

	Title:
	Document Management System

	Code:
	ITC/ACIS/DOCUMENT

	Description:

Development, Support and maintenance for Document Management System (Hummingbird).



	Clients/Users:

Faculty and Staff



	Policies & Procedures:

None


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Webmaster
	Abdul-Aziz Al-Dossary
	2972
	100
	75

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None


	Remarks:

None


G - Applications Development: ITC/ACIS/DEVELP

	Center/Department:
	ITC

	Department:
	Academic Information Systems (ACIS)

	Title:


	Applications Development

	Code:
	ITC/ACIS/DEVELP

	Description:

Re-development of the current legacy Systems using Java and DB2.



	Clients/Users:

College of graduate studies, Students mail desk, Students Affairs and Students Housing.


	Policies & Procedures:

None


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Team Leader
	Al-Sawy, Yasser H. M.
	1829
	35 
	100 

	2
	System Analyst
	Hawsawi, Haroon Mohammed
	2241
	10 
	50 

	3
	Developer
	Al-Jamman, Waleed Khalid
	1753
	35 
	100 

	4
	Developer
	Nafees, Asad Mohammed
	1173
	20 
	35 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None


	Remarks:

None


2. Academic Technologies (ATS)

A - Course Management Systems: ITC/ATS/CMS
	Center/Department:
	ITC

	Division:
	Academic Technologies (ATS)

	Title:
	Instructional Technologies – Course Management Systems

	Code:
	ITC/ATS/CMS

	Description:

Administration of the web courses systems (WebCT and BlackBoard). Tasks are:

1. Populating web courses systems 

· User Accounts Creation

· Course Accounts Creation and its population with users

2. Web courses Course/User Database Management

· Helpdesk for students forgotten passwords

· Reset Courses at the end of term

· Backup and Remove unused course accounts

· Remove orphaned user IDs

3. Server Maintenance and Management

· Removal of temporary files and archiving of log files

· Installation of software upgrades, patches and hot fixes

· Periodical system wide backup of the servers

4. Server Hardware Maintenance/Upgrades



	Clients/Users:

· KFUPM Faculty members and students.
· DAD:  Deanship of Academic Development, e-Learning Center

	Policies & Procedures:

Faculty members send requests for their user/course accounts via e-mail to WebCourses System Administrator or using ITC online Help Desk.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Administrator
	Basheer Al-Ghazali
	1803
	100
	100

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments/Divisions:

· DAD:  DAD e-Learning Center.

· ITC/SIS:  to provide an up-to-date students roster.

· ITC/SOS:  to provide an up-to-date LDAP student users list.



	Remarks:

None



B - Training, Awareness and E-Learning: ITC/ATS/TRAIN

	Center/Department:
	ITC

	Division:
	Academic Technologies (ATS)

	Title:


	Training, Awareness and e-Learning  

	Code:
	ITC/ATS/TRAIN

	Description:

Training section conducts training courses to KFUPM members. 

Online training is provided to KFUPM members via the interactive e-learning tool (NETg). Currently, more than 1200 courses are installed. The number of courses will be increased continually. NETg has been integrated to Active Directory Authentication by ITC.

Awareness section conducts seminars to KFUPM members. The section also publishes articles in different KFUPM Newsletters and publications.



	Clients/Users:

Faculty, Staff, Students.



	Policies & Procedures:

Registering through online forms for training courses & seminars.
Requires domain authentication for using e-Learning courses. 

	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Training Coordinator
	Mansour Al-Ali
	2573
	20
	20

	
	e-Learning Support
	Mansour Al-Ali
	2573
	20
	40

	
	Awareness Coordinator
	Mansour Al-Ali
	2573
	20
	40

	2
	Trainer
	Hani Ahmed
	1951
	40
	100

	Cost:

	Basic
	Operation
	Contracts

	e-Learn: SR 98,000/Year
	
	

	
	
	

	Other Relevant Departments/Divisions:

· ITC/SOS

· New Horizon Co. (NETg)



	Remarks:

Three services are merged since the same support team is providing them (Training, e-Learning and Awareness Services)


C - Computing Labs Operations: ITC/ATS/LAB-OPERATIONS

	Center/Department:
	ITC

	Division:
	Academic Technologies (ATS)

	Title:


	Computing Labs Operations (General Purpose Labs)

	Code:
	ITC/ATS/LAB-OPERATIONS

	Description:

ITC PC Labs Operations (Mainly General Purpose PC Labs & Teaching Labs)



	Clients/Users:

Students & Faculty members


	Policies & Procedures:

There is a procedure for student print quota management.


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Work Control
	Mohammed Al-Ghanem
	3914
	10
	50

	2
	Lab Operator
	Abdul Rehman Khalid Al Nasir
	4979
	9
	100

	3
	Lab Operator
	Nasir Abdulaziz Al Buraik
	4871
	9
	100

	4
	Lab Operator
	Mohammed Hassan Al Mubarak
	4979
	9
	100

	5
	Lab Operator
	Ayed Shalbut Al-Otaibi
	4979
	9
	100

	6
	Lab Operator
	Mohammed Saeed Al-Shaiban
	4979
	9
	100

	7
	Lab Operator
	Mohammed Falah Fares Al Khaldi
	3992
	9
	100

	8
	Lab Operator
	Naif Atia Al Anezi 
	4979
	9
	100

	9
	Lab Operator
	Ali Al-Yousuf
	4979
	9
	100

	10
	Lab Operator
	Mohammed Al-Ibrahim
	4011
	9
	100

	11
	Lab Operator
	Ahmed Burshid
	7979
	9
	100

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments/Divisions:

ITC/CSS, ITC/NETS, ITC/SOS



	Remarks:

None




D - Computing Labs & Smart Classrooms Support: ITC/ATS/PC-SCR-SUPPORT

	Center/Department:
	ITC

	Division:
	Academic Technologies (ATS)

	Title:


	Computing Labs and Smart Classroom Support 

	Code:
	ITC/ATS/PC-SCR-SUPPORT

	Description:

Provide a technical PC support for all ITC PC Labs and keep software up-to-date.

Trying to fulfill students & Faculties computing requirements for better productive environment.



	Clients/Users:

Students & Faculty members


	Policies & Procedures:

ITC/ATS/PCLABs General PC Labs are available for students. Lab Operations procedures are available.

ITC/ATS SCR Support is second level support; EduTech provides first level SCR support. Detailed procedure for coordination between ATS and EduTech is available. 



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Work Control (Labs)
	Mohammed Al-Ghanem
	3914
	10
	20

	2
	Work Control (SCR)
	Mohammed Al-Ghanem
	3914
	10
	30

	3
	PC Lab Support
	Mohammed Abdul Shokour
	3941
	20
	100

	4
	PC Lab Support
	Ibrahim Al-Qafas
	1399
	10
	100

	5
	PC Lab Support
	Saleh Al-Zahrani
	3936
	10
	100

	6
	PC Lab Support
	Ali Al-Ghorabi
	3941
	10
	100

	7
	SCR Support
	Hani al-Showaikhat
	2347
	10
	100

	8
	SCR Support
	Adnan Al-Mubarak
	1494
	20
	100

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments/Divisions:

ITC/CSS, ITC/NETS, ITC/SOS, EduTech 

	Remarks:

Two services are merged due to same functionality (PC Lbs Support & Smart Classrooms Support)


E - Non-Enterprise Application Development: ITC/ATS/APPL-DEVELOP

	Center/Department:
	ITC

	Division:
	Academic Technologies (ATS)

	Title:
	Non-Enterprise Application Development

	Code:
	ITC/ATS/Appl-Develop

	Description:

Development of Web-based database applications. For example: Computer Allowance Committee System, Committee Management System, Research Database System, Employee Activities System, Guest House Management System, Phone Bill System, Pay Check System, Print Manager Sales, Questionnaires and Surveys.



	Clients/Users:

All Academic and Administrative Departments.



	Policies & Procedures:

Standard ITC Application Development Policies and Procedures. Development standards are followed.


	Person-in-charge, team and  percentage load:

None



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Application Developer
	Ahmed Esmat Ibrahim
	2627
	100
	100

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	Other Relevant Departments/Divisions:

ITC/SOS: Managing Databases

ITC/ACIS: Managing Web Applications



	Remarks:

None




3. Administrative Information Systems (ADIS)

A - Administrative Applications Development: ITC/ADIS/DEV 

	Center/Department:
	ITC

	Department:
	Administrative Information (ADIS)

	Title:
	Administrative Application Development

	Code:
	ITC/ADIS/Development

	Description:

Application Design and Development Tasks are:

1. Studying the departmental needs for application development and preparing the required system analysis and design documents for these. New applications. 

2. Application Development considering:  

· Using state-of- the-art development tools such as: WepSphere             Application Developer Studio. 

3. Developing User Reports 



	Clients/Users:

· KFUPM Administrative Departments.
· Financial Affairs 

· Personal Affairs 

· Other Administrative Departments 

	Policies & Procedures:

   Authorized users 

   Valid User Account on the system



	Person-in-charge, team and  percentage load: 



	#
	Position
	Name
	Phone
	%Service
	%Job

	1 
	ADIS Asst. Manager/FRS Team Leader 
	Hussain Al-Muslem 
	3952
	15
	70 

	2
	Developer 
	Adam Al-Beshri  
	1588
	5
	70

	3
	HRS Team Leader  
	Othman Ahmed 
	1921
	20
	80

	4
	Developer 
	Sadaq Hussain
	1921
	20
	80

	5
	Developer  
	Reyadh Ahmed  
	1921
	20
	100

	6
	Developer 
	Sherif  Saeed
	1921
	15
	100

	7
	Developer
	Saleh Al-Salem
	1590
	5
	20

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:

 ITC/SOS: Database Management 


	Remarks:




B - Administrative Applications Maintenance: ITC/ADIS/Maintenance

	Center/Department:
	ITC

	Department:
	Administrative Information Systems (ADIS)

	Title:
	Administrative  Applications Maintenance

	Code:
	ITC/ADIS/Maintenance

	Description:

Maintenance and enhancement of the administrative applications including the legacy mainframe applications and other newly developed Systems. User support



	Clients/Users:

Personal Affairs/Financial Affairs/Budget & Planning/Comptroller 
Other Administrative departments.   


	Policies & Procedures:

    Valid Account number

    System Authorization.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	ADIS Manager 
	Hasan Al-Salem
	3933
	40
	30

	2
	Developer 
	Abdulwahed Al-Zaki 
	3971
	20
	100

	3
	Developer
	Salah Al-Salem 
	1590
	10
	80

	4
	Developer  
	Abdul Aziz Al-thubaiti   
	1384
	10
	100

	5
	Developer
	Yahya Al-Asiri
	1920
	10
	100

	6
	Developer
	Adam Al-Beshri
	1588
	10
	30

	Cost:

	Basic
	Operation
	Contracts

	 
	
	

	
	
	

	Other Relevant Departments:

ITC/SOS: Operating System and programs running these Administrative Applications 



	Remarks:

  


C - Database Modeling & Implementation: ITC/ADIS/DNMOD  

	Center/Department:
	ITC

	Department:
	Administrative Information Systems (ADIS)

	Title:
	Design and Implement the Enterprise Database 

	Code:
	ITC/ADIS/DNMOD

	Description:

· Design and implement the databases for all new applications in            coordination with DBA in SOS. 

· Migrating Data from the legacy VSAM files to the newly developed databases 



	Clients/Users:

Financial Affairs/Budget & Planning/Comptroller … etc


	Policies & Procedures:

      Authorized Access



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	FRS Coordinator
	Hussain Al-Muslem  
	3952
	50
	30

	2
	Developer 
	Sadaq Hussain 
	1921
	30
	20

	3
	HRS Coordinator
	Othman Ahmed  
	1921
	20
	20

	Cost:

	Basic
	Operation
	Contracts

	 
	
	

	
	
	

	Other Relevant Departments:

ITC/SOS: Managing Databases



	Remarks:

  


4. Computing Services (CSS)

A - Help Desk Services: ITC/CSS/HDS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	User Support & Consultation Desk

	Code:
	ITC/CSS/HDS

	Description:

Enterprise Service/Help Desk Server Maintenance and Operation

Managing users queries for Internet/Email/Unix accounts.

Managing users queries for IT consultation and requests

Managing users queries for overall Unix and Windows application

	Clients/Users:

KFUPM faculty, staff and students.



	Policies & Procedures:

Computer Associate Service Desk – Designed, Customized and Implemented as per ITIL standards



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Yousuf Al-Yousuf
	3915
	20
	50

	2
	Administrator
	Nadeem Ather
	2294
	30
	40

	3
	Support Staff 1
	Baghshi Ahmed
	3916
	25
	100

	4
	Support Staff 2
	Fuzaie Mohammed
	3991
	15
	60

	5
	Support Staff 3
	Selected CSS Members
	3991
	10
	10

	Cost:

	Basic
	Operation
	Contracts

	SR 90,000
	
	SR 15,000

	Other Relevant Departments:

Deal and coordinate with all ITC internal sections



	Remarks:

· Help Desk consists of User Support & Consultation Desk. 
· Each Support Staff is assigned with a dedicated task to help with Helpdesk services.

· Administration task includes maintenance of Enterprise Help Desk server and constant follow-up of tickets issues including priority assignment, e-mail generation, violation review etc.

· Cost includes Help Desk software licensing (SR 90,000 was waived and the software was given free by Computer Associates as reference site). Maintenance cost for upgrade is approximately SR 15,000 annually. 


B - Desktop Support Services: ITC/CSS/DSS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Desktop Support Services

	Code:
	ITC/CSS/DSS

	Description:

Desktop Operating System, Office Suite, Anti-Virus Support

Engineering/Scientific Applications Support

Network and Modem Configuration



	Clients/Users:

KFUPM faculty, staff and academic departments labs



	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Nadeem Ather
	2294
	15
	15

	2
	Support Staff 1
	Nasrallah Jan 
	4785
	15
	40

	3
	Support Staff 2
	Faisal Hamdan, Al-Mohammadi
	4685
	10
	40

	4
	Support Staff 3
	Al-Fuzae, Zeyad Hamad
	1294
	10
	30

	5
	Support Staff 4
	Asimuddin Khaja
	4682
	15
	50

	6
	Support Staff 5
	Mughal, Aijaz
	4860
	15
	50

	7
	Support Staff 6
	Ahmed Shah
	1825
	10
	40

	8
	Support Staff 7
	Ali, Mohammed Mansoor
	4683
	10
	40

	Cost:

	Basic
	Operation
	Contracts

	 
	 
	 

	Other Relevant Departments:

Often coordinates with ITC S&O and Networking departments



	Remarks:

This section is charged with support and maintenance of over 3000 desktops and over 800 printers in various academic and administrative departments in KFUPM.




C - Desktop Security Services: ITC/CSS/DSEC
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Desktop Security Services

	Code:
	ITC/CSS/DSEC

	Description:

Enterprise/Corporate Anti-Virus Server Maintenance and Operation

· Symantec Antivirus Corporate Edition

· Trend Micro Corporate Edition
· Virus Outbreak Response
· Virus Updates and Security Patches



	Clients/Users:

KFUPM faculty, staff, students. Desktops in academic & administrative buildings. This includes all office and lab PCs and home PCs connected through DSL

	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Administrator
	Nadeem Ather
	2294
	70
	25

	2
	Support Staff 1
	Asimuddin Khaja
	4682
	10
	10

	3
	Support Staff 2
	Ahmed Shah
	1825
	20
	20

	Cost:

	Basic
	Operation
	Contracts

	SR 60,000
	
	SR 10,000

	Other Relevant Departments:

A number of tasks of the Security section of NETS are currently done by this service including the administration of Symantec Corporate server, Trend Micro OfficeScan server, security patch management etc.



	Remarks:

This service needs to be transferred to the Security department at least in part.


D - Lab Technical Support Services: ITC/CSS/LABTS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Lab Technical Support Services

	Code:
	ITC/CSS/LABTS

	Description:

Technical Support for the Labs

Hardware Installation and Image Downloading

Hardware Upgrade and Maintenance

Lab Network Cabling

	Clients/Users:

KFUPM faculty and students. Around 45 academic/teaching labs are supported except 5 ITC General Purpose and 2 ITC Teaching Labs which are managed by ATS/ITC.


	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Administrator
	Nadeem Ather
	2294
	10
	10

	2
	Administrator
	Faisal Al-Mohammadi
	4685
	20
	30

	3
	Support Staff 1
	Al-Fuzae, Zeyad Hamad
	1294
	10
	40

	4
	Support Staff 2
	Asimuddin Khaja
	4682
	15
	30

	5
	Support Staff 3
	Mughal, Aijaz
	4860
	15
	30

	6
	Support Staff 4
	Ahmed Shah
	1825
	15
	10

	7
	Support Staff 5
	Ali, Mohammed Mansoor
	4683
	15
	40

	Cost:

	Basic
	Operation
	Contracts

	 
	
	 

	Other Relevant Departments:

The task of technical support for the labs is the responsibility of ATS/ITC department but is currently done by this service.

	Remarks:

This task of technical support needs to be transferred to the ATS department in a phased manner. 


E - Server and Application Support Services: ITC/CSS/SASS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Server and Application Support Services

	Code:
	ITC/CSS/SASS

	Description:

Server Acquisition, Upgrade and Maintenance 

University Servers Installation, Configuration and Technical Support

License Management and Floating License Support

Managing of Terminal Servers at Library



	Clients/Users:

KFUPM faculty, staff and students

	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Jaweed Yazdani
	3911
	20
	30

	2
	Administrator
	Nadeem Ather
	2294
	30
	20

	3
	Support Staff 1
	Nasrallah Jan 
	4785
	30
	30

	4
	Support Staff 2
	Asimuddin Khaja
	4682
	30
	20

	5
	Support Staff 3
	Mughal, Aijaz
	4860
	10
	10

	Cost:

	Basic
	Operation
	Contracts

	SR 1,000,000
	
	SR 200,000

	Other Relevant Departments:

The task of technical University Servers Installation, Configuration and Technical Support is the responsibility of SOS/ITC department but is currently done by this service. Cost includes major ITC Intel server hardware (excluding mainframe and Unix platforms) purchases in last five years (SR 1,000,000). Purchase of replacement server hardware is expected to be approximately SR 200,000.

	Remarks:




F - Hardware Acquisition and Deployment Services: ITC/CSS/HADS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Hardware Acquisition and Deployment Services

	Code:
	ITC/CSS/HADS

	Description:

University Change Requests Processing

University Hardware Frame Agreement

Hardware Specifications and Procurement 

Replaced Hardware Recycling and Assignment 

Warranty Support and Follow-up

Enterprise Change Management Server Maintenance and Operation

	Clients/Users:

KFUPM faculty, staff and students

	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Jaweed Yazdani
	3911
	50
	40

	2
	Administrator
	Yousuf Al-Yousuf
	3915
	15
	15

	3
	Administrator
	Nasrallah Jan
	4785
	15
	40

	4
	Support Staff 1
	Faisal Al-Mohammadi
	4685
	10
	30

	5
	Support Staff 2
	Abdur Razzak
	3904
	10
	30

	Cost:

	Basic
	Operation
	Contracts

	SR 14,000,000
	
	SR 4,000,000

	Other Relevant Departments:



	Remarks:

Cost includes major ITC desktop hardware purchases in last five years including printers (SR 14,000,000). Purchase of replacement hardware is expected to be approximately SR 4,000,000.


G - Software Acquisition and Deployment Services: ITC/CSS/SADS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Software Acquisition and Deployment Services

	Code:
	ITC/CSS/SADS

	Description:

Change Requests Processing

Software Licensing and Procurement 

Floating and Fixed Licensing Installation and Maintenance

Software Library 



	Clients/Users:

KFUPM faculty, staff and students

	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Yousuf Al-Yousuf
	3915
	30
	20

	2
	Administrator
	Nadeem Ather
	2294
	20
	10

	3
	Support Staff 1
	Abdur Razzak
	3904
	10
	10

	Cost:

	Basic
	Operation
	Contracts

	SR 600,000
	
	SR 400,000

	Other Relevant Departments:



	Remarks:

Most of the costs are associated with software licenses for lab use including Microsoft.


H - Testing and Evaluation Services: ITC/CSS/TES
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Software Acquisition and Deployment Services

	Code:
	ITC/CSS/TES

	Description:

Exam Randomization and Evaluation Services

Faculty, Course and Short Course Evaluation Services

OMR Form Design and Technical Support Services 



	Clients/Users:

KFUPM faculty and staff

	Policies & Procedures:

The minimum processing time for these services is 48 hours. Due to the large number of requests, please note that the following conditions currently apply to this service:
1. Preferable submission time for an exam is between 1.00 PM to 4.00 PM during working days. Processed exam can be collected after two days. 

2. Special memo is required for processing exams at the weekends during final exams week or major exams week. 

3. Forms for any service must be filled by the course instructor in person. 

4. Request for creating class roster files is subject to approval from the Dean of Admissions and Registration. 

5. Sample checks on the processed exams must be done by the faculty member. 

6. Reprocessing or previous reports generation is only done based on formal memos. 

7. Backups of Course/Short Course/Faculty Evaluations are kept at ITC/CSS for a maximum period of five years from the date of production.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Abdulshaheed Al-Nassir
	3928
	25
	90

	2
	Coordinator
	Ali M. Aburaha
	2487
	70
	100

	3
	Support Staff 1
	Abdur Razzak
	3904
	5
	5

	Cost:

	Basic
	Operation
	Contracts

	SR  250,000
	SR 50,000
	SR 20,000

	Other Relevant Departments:



	Remarks:

Reservations are required through CSS Assistant Manager.

Most of the costs are associated with OPSCAN scanner hardware, software and maintenance and OMR forms. 


I - Hardware and Network Cabling Services: ITC/CSS/HNCS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Desktop Support Services

	Code:
	ITC/CSS/HNCS

	Description:

Desktop Hardware Diagnostics and Repair

Computer Peripherals and Accessories Repair

Printer Maintenance and Repair

Structured Enterprise Network Cabling



	Clients/Users:

KFUPM faculty members, staff, academic and administrative departments 



	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Abdul Qayyum Bawazir
	3918
	20
	100

	2
	Administrator
	Syed Ahmed Ashfaq 
	2686
	20
	100

	3
	Support Staff 1
	Jalaluddin Soofi
	3494
	20
	100

	4
	Support Staff 2
	Qassim Al-Awad
	1228
	10
	50

	5
	Cable Technician 1
	Alaa Hussain 
	1673
	15
	100

	6
	Cable Technician 2
	Essa Sharqawi
	1673
	15
	100

	Cost:

	Basic
	Operation
	Contracts

	
	SR 300,000
	

	Other Relevant Departments:



	Remarks:

This section is charged with support and hardware maintenance of over 3000 desktops and 1000 printers in various academic and administrative departments in KFUPM. Hardware maintenance cost is approximately SR 300,000 annually.




J - Advanced Information Technology Services: ITC/CSS/AITS
	Center/Department:
	ITC

	Department:
	Computing Services

	Title:
	Software Acquisition and Deployment Services

	Code:
	ITC/CSS/AITS

	Description:

High Performance Computing (256-Node Facility Proposal)

Digital Convergence (Printing, Fax, Copier and Scan Integration Proposal)

Multi-Way/Advanced Server Acquisition

Application Support for Qiyas, Testing Services and Asset Tracking Systems

Conference/Event Support Services



	Clients/Users:

KFUPM faculty, staff and students

	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Jaweed Yazdani
	3911
	60
	30

	2
	Support Staff 2
	Nadeem Ather
	2294
	30
	10

	3
	Support Staff 1
	Abdur Razzak
	3904
	10
	10

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:



	Remarks:




5. Networking (NETS)
A - Network Design and Documentation: ITC/NETS/Inf-NDD

	Center/Department:
	ITC

	Department:
	NETS

	Title:
	Network Design & Documentation

	Code:
	ITC/NETS/Inf-NDD

	Description:

Designing and implementing new LANs in the University which includes:

· Designing New LANs, network layouts and Fiber connectivity diagrams.

· Installation and basic configuration of the active components.

· Network and Server Farm documentation.


	Clients/Users:

All KFUPM community.


	Policies & Procedures:

Following the university standards in cabling. Getting formal approval from the management for providing network to the new labs and new buildings.


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Group Leader
	Mohammed Asif Sayani
	2665
	30
	40

	2
	Network Engineer
	Syed Asadullah
	1876
	40
	35

	3
	Network Engineer 
	Nisar Ahmed
	1875
	20
	30

	4
	Manager
	Mian Zainulabadin Khurrum
	2607
	10
	10

	Cost:

	Basic
	Operation
	Contracts

	SR 5,000,000/=
	
	

	Other Relevant Departments:

- Projects Department


	Remarks: Close coordination with Projects department is required for the new buildings.



	
	
	
	
	
	
	
	
	


B - IP Address Management: ITC/NETS/Inf-IPM

	Center/Department:
	ITC

	Department:
	NETS

	Title:
	IP Address Management

	Code:
	ITC/NETS/Inf-IPM

	Description:

DHCP Servers administration. This allows automatic assignment of IP addresses and other relevant network configuration automatically.

Management of static IPs.

Managing Server Farm Internal IP List.



	Clients/Users:

All KFUPM Faculty, Staff and Students.

	Policies & Procedures:

For assigning static IP’s for the printers and servers, the user should contact the group leader.

	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Group Leader
	Mohammed Asif Sayani
	2665
	50
	15

	2
	Network Engineer
	Syed Asadullah
	1876
	25
	20

	3
	Network Engineer
	Nisar Ahmed
	1875
	10
	20

	4
	Security Officer
	Abdul Hamid
	2607
	15
	10

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:



	Remarks: None



	
	
	
	
	
	
	
	
	


C - Layer-2 Network Support: ITC/NETS/Inf-L2SUP
	Center/Department:
	ITC

	Department:
	NETS

	Title:
	Layer-2 Network Support

	Code:
	ITC/NETS/Inf-L2SUP

	Description:

· Configuring and installing new Switches, Access points.

· Network trouble shooting and supporting.

· VLAN port assignments.



	Clients/Users:

All KFUPM Faculty, Staff and Students.

	Policies & Procedures:

We provide 2nd level support when the issue cannot be resolved by helpdesk and hardware cabling staff.

	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Group Leader
	Mohammed Asif Sayani
	2665
	30
	45

	2
	Network Engineer
	Syed Asadullah
	1876
	40
	45

	3
	Network Engineer 
	Nisar Ahmed
	1875
	30
	25

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:



	Remarks: None



	
	
	
	
	
	
	
	
	


D - Network Monitoring and Performance Management: ITC/NETS/Mgt-MPM

	Center/Department:
	ITC

	Department:
	NETS

	Title:
	Network Monitoring and Performance Management. ITC/NETS/Mgt-MPM

	Code:
	ITC/NETS/Mgt-MPM

	Description:

· Monitor status of all KFUPM network devices and servers.

· Provide real-time and historical performance reports of monitored network and servers resources.

· Determine utilization trends to proactively isolate and solve performance problems.



	Clients/Users:

All KFUPM Faculty, Staff and Students


	Policies & Procedures:

For servers monitoring and performance reports, software agent should be installed.


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Group Leader
	Ahmed Refaat
	3944
	70
	45

	2
	Network Engineer
	Ahmer Zakir
	1871
	30
	35

	Cost:

	Basic
	Operation
	Contracts

	SR 250,000/=
	
	

	Other Relevant Departments:

· 

	Remarks: None.




E - Network Configuration and Fault Resolution: ITC/NETS/Mgt-CFR

	Center/Department:
	ITC

	Department:
	Nets

	Title:
	Network Configuration and Fault Resolution. ITC/NETS/Mgt-CFR

	Code:
	ITC/NETS/Mgt-CFR

	Description:

· Setup and manage configuration of network devices including devices IOS analyses/upgrades and backup of network configuration. 

· Maintaining availability of KFUPM resources by locating, diagnosing and correcting network problems. 

· Immediate and automatic notification of systems and network faults to the concerned Administrators through Operator Console trouble ticket and Email.



	Clients/Users:

All KFUPM Faculty, Staff and Students.


	Policies & Procedures:

For servers monitoring and fault resolution, software agent should be installed.


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Group Leader
	Ahmed Refaat
	3944
	70
	45

	2
	Network Engineer
	Ahmer Zakir
	1871
	30
	35

	Cost:

	Basic
	Operation
	Contracts

	SR 30,000/=
	
	

	Other Relevant Departments:



	Remarks: None




F - IPTV: ITC/NETS/Mgt-IPTV

	Center/Department:
	ITC

	Department:
	Nets

	Title:
	IPTV

	Code:
	ITC/NETS/Mgt-IPTV

	Description:

· Multicast live, on-demand scheduled video programs to KFUPM community thorough data network.



	Clients/Users:

All KFUPM Faculty, Staff and Students.


	Policies & Procedures:

NETS group should be contacted for arranging broadcast over the Network. Cisco client is needed to view the broadcast.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Network Engineer
	Ahmer Zakir
	1871
	80
	10

	2
	Group Leader
	Ahmed Refaat
	3944
	20
	5

	Cost:

	Basic
	Operation
	Contracts

	SR. 60,000/=
	
	

	Other Relevant Departments:

Educational Technologies.
 

	Remarks: Educational technologies is responsible for providing the video and voice signal to the IPTV equipment.




G - RAS: ITC/NETS/Mgt-RAS

	Center/Department:
	ITC

	Department:
	Nets

	Title:
	RAS

	Code:
	ITC/NETS/Mgt-RAS

	Description:

· Provide KFUPM users dialup connectivity; it has 240 modems available for user calls.

· Maintaining & monitoring RAS Router and quota system.

· Online statistics and modems usage are published online.

	Clients/Users:

All KFUPM Faculty, Staff and Students.


	Policies & Procedures:

Call Back feature needs approval of the ITC Director.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Network Engineer
	Ahmer Zakir
	1871
	80
	20

	2
	Group Leader
	Ahmed Refaat
	3944
	20
	5

	Cost:

	Basic
	Operation
	Contracts

	SR. 240,000/=
	
	

	Other Relevant Departments:

· Telecommunication 

	Remarks: None




H- Security Policy and Access Control: ITC/NETS/Sec-SPAC
	Center/Department:
	ITC

	Department:
	NETS

	Title:
	Security Policy and Access Control

	Code:
	ITC/NETS/Sec-SPAC

	Description:

Developing, designing & maintaining the Security Policy (Acceptable use policy, identification & authentication policy, campus access policy, remoter access policy etc). Implementation, administration & configuration of Access control servers, Firewalls, Intrusion detection system, Access control lists creation, design & implementation.



	Clients/Users:

All KFUPM community.

	Policies & Procedures:

· Document all the rules & regulations. Develop new rules in light of the decisions taking by higher management or required by any department.

· Configuration of perimeter equipments to implement the security policy. Searching new rules for intrusion detection & configure new rules. Tracking the access control lists.

· Custom rules have been made for ADSL, Stu-Dorms and Student Labs to ensure the security of the KFUPM enterprise network.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Mian Zainulabadin Khurrum
	2607
	30
	45

	2
	Information Security Officer
	Abdul Hamid M. Abdul  Malik 
	2199
	40
	80

	3
	Information Security Officer
	Pandit Gopal
	1874
	30
	50

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:



	Remarks: Approval from the Higher Management is essential for the successful implementation of the policies.




I - External DNS: ITC/NETS/Sec-EDNS

	Center/Department:
	ITC

	Department:
	NETS

	Title:
	External DNS

	Code:
	ITC/NETS/Sec-EDNS

	Description:

Providing external name resolution services for KFUPM internet connectivity.



	Clients/Users:

All KFUPM application administrators.

	Policies & Procedures:

Managing KFUPM zone for providing name services to applications which need to be accessible from the Internet & for email exchange (MX records).



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Mian Zainulabadin Khurrum
	2607
	50
	10

	2
	Information Security Officer
	Abdul Hamid M. Abdul  Malik 
	2199
	25
	20

	3
	Information Security Officer
	Pandit Gopal
	1874
	25
	20

	Cost:

	Basic
	Operation
	Contracts

	SR. 10,000/=
	
	

	Other Relevant Departments: None

- 

	Remarks: None




J - Audit & Incident Response: ITC/NETS/Sec-AIR

	Center/Department:
	ITC

	Department:
	NETS

	Title:
	Audit & Incident Response

	Code:
	ITC/NETS/Sec-AIR

	Description:

Auditing all information systems including networks. Preventive maintenance, incident handling. Disaster recovery planning.



	Clients/Users:

All KFUPM server administrators.

	Policies & Procedures:

Schedule audit for all enterprise servers & networking equipments. Security policy audit. Keeping in touch with Internet storm center & other security news centers to prevent incidents prior to happening.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Information Security Officer
	Abdul Hamid M. Abdul  Malik 
	2199
	40
	40

	2
	Information Security Officer
	Pandit Gopal
	1874
	40
	40

	3
	Manager
	Mian Zainulabadin Khurrum
	2607
	20
	10

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:



	Remarks: Auditing Service should be enhanced in the scope to include all KFUPM information systems.




6. Systems Operations and Support (SOS)
A - Z/OS: ITC/SOS/ZOS

	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	Z/OS

	Code:
	ITC/SOS/ZOS

	Description:

Z/OS is the main Operating System running on z/800 Enterprise Server. Supports critical Z/800 based University applications like SIS, HRS… etc.



	Clients/Users:

All Administrative applications users 

	Policies & Procedures:

Back-end service provides platform for all administrative applications that can be accessed by authorized users. Apply for Userid and Password. 



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Nabil El-Halmoushi
	3910
	10
	10

	2
	Systems Administrator
	Jose Taberna
	3976
	80
	90

	Cost:

	Basic
	Operation
	Contracts

	SR.1,000,000/=
	Yearly licensing and Maintenance charges
	Software & Hardware contracts 

	Other Relevant Departments:

- ACIS
- ADIS

	Remarks:




B - Unix: ITC/SOS/UNIX
	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	UNIX

	Code:
	ITC/SOS/UNIX

	Description:

AIX/UNIX is the main operating system running on RISC/6000 servers. Supports 10000 UNIX accounts, Academic & Scientific applications. Enterprise wide LDAP (Light Directory Access Protocol) Authentication and Authorization support.  



	Clients/Users:

All KFUPM Faculty, Staff and Students

	Policies & Procedures:

Back-end service provides platform for all academic and scientific applications that can be accessed via authorized userid and password. Apply for Unix account.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Systems Administrator
	Tariq Maghrabi
	3979
	20
	40

	2
	Systems Administrator
	Mir Ahmed Ali Shajee
	3917
	20
	50

	2
	Systems Administrator
	Naseer Imtiaz
	3985
	10
	20

	3
	Systems Administrator
	Ashraf Ali Shaikh
	3705
	20
	100

	4
	Systems Administrator
	Rehan Anwar
	1592
	20
	30

	5
	UNIX Systems Admin.
	Amisu O. Salam-Alada
	2675
	10
	40

	Cost:

	Basic
	Operation
	Contracts

	SR.200,000/=
	Yearly licensing & Maintenance charges
	Software & Hardware contracts

	Other Relevant Departments:

- NETS
- CSS

	Remarks:




C - Windows 2000: ITC/SOS/WIN2K
	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	Windows 2000

	Code:
	ITC/SOS/WIN2K

	Description:

Unified domain using Microsoft Active Directory Services (AD). Supports Internet accounts, Internet ISA proxies, many academic and scientific applications running on Intel-based servers.



	Clients/Users:

All KFUPM Faculty, Staff and Students

	Policies & Procedures:

Internet Account

Agree to access policies



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Systems Administrator
	Maher Qahwash
	4312
	20
	80

	2
	Systems Administrator
	Fawad Noor Khan
	1759
	50
	80

	3
	UNIX Systems Admin.
	Amisu O. Salam-Alada
	2675
	10
	20

	4
	Systems Administrator
	Mohammed Abo-Sharkh
	1877
	20
	50

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:

- NETS
- CSS

	Remarks:




D - e-Mail: ITC/SOS/EMAIL

	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	E-Mail

	Code:
	ITC/SOS/EMAIL

	Description:

Provides E-Mail services. Supports all relevant configuration, maintenance and customization of the collaboration messaging system.



	Clients/Users:

All KFUPM Faculty, Staff and Students

	Policies & Procedures:

Apply for UNIX account

Agree to access policies  



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Systems Administrator
	Mir Ahmed Ali Shajee
	3917
	20
	50

	2
	Systems Administrator
	Naseer Imtiaz
	3985
	60
	60

	3
	UNIX Systems Admin.
	Amisu Salam-Alada
	2675
	10
	20

	4
	 Systems Administrator
	Anwar Rehan
	1592
	10
	20

	Cost:

	Basic
	Operation
	Contracts

	SR.75,000/=
	Yearly licensing charges
	Software contracts

	Other Relevant Departments:

- NETS
- CSS

	Remarks:




E - Internet: ITC/SOS/INTERNET
	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	Internet

	Code:
	ITC/SOS/INTERNET

	Description:

Supports Internet services and carry out all relevant configuration, implementation and maintenance of Internet accounts and Domains. 



	Clients/Users:

All KFUPM Faculty, Staff and Students

	Policies & Procedures:

Internet Account

Agree to access policies



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Systems Administrator
	Maher Qahwash
	4312
	10
	20

	2
	Systems Administrator
	Fawad Noor Khan
	1759
	10
	20

	3
	UNIX Systems Admin.
	Amisu Salam-Alada
	2675
	10
	20

	4
	Systems Administrator
	Naseer Imtiaz
	3985
	30
	20

	5
	Systems Administrator
	Saleh S. Al-Sheban
	1189
	20
	100

	6
	Systems Administrator
	Mohammed Abo-Sharkh
	1877
	20
	50

	Cost:

	Basic
	Operation
	Contracts

	SR.50,000/=
	Yearly Software Licenses
	Software Contracts

	Other Relevant Departments:

- NETS
- CSS

	Remarks:




F - SAN/NAS: ITC/SOS/STORAGE
	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	SAN/NAS

	Code:
	ITC/SOS/STORAGE

	Description:

· Storage Area Network based on IBM Enterprise Storage Server (ESS-800), provides systems storage to AIX servers, z/800 Mainframe, Win2k and Linux Servers. 

· Network Attached Storage based on NetApp’s F-825 Filer System.

· Supports Windows user directories, Students Profiles and AIX user directories.

· Internet Accessible via http. Supports CIFS, NFS and HTTP.

· Enterprise Servers Backup system based on Tivoli Storage Management.  

· Supports all critical University Enterprise Servers, 60 Windows/AIX and SQL servers.

· Fully automated using IBM Linear Tape Open (LTO).



	Clients/Users:

All KFUPM Faculty, Staff and Students

	Policies & Procedures:

Request to Enterprise Storage Administrator

Agree to access policies



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Systems Administrator
	Tariq Maghrabi
	3979
	80
	60

	2
	Systems Administrator
	Anwar Rehan
	1592
	20
	50

	Cost:

	Basic
	Operation
	Contracts

	SR.20,000/=
	Yearly Software Licenses
	

	Other Relevant Departments:

- All ITC departments 

	Remarks:




G - Enterprise Database Support: ITC/SOS/DBA
	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	Enterprise Database Support

	Code:
	ITC/SOS/DBA

	Description:

Backend database for all web-based critical systems like SIS, HRS, FRS … etc. DB2 V.7 is the KFUPM Enterprise Database runs on Z/OS. SQL Databases are supported as well. 



	Clients/Users:

All KFUPM Administrative Applications

	Policies & Procedures:

Request to DBA

User Account

Necessary approved authorization

Approved Application System



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	DB Administrator
	Mohammed Galal
	1506
	90
	100

	2
	Systems Administrator
	Jose Taberna
	3976
	10
	10

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:

- All ITC departments 

	Remarks:




H - Operations: ITC/SOS/OPERATIONS
	Center/Department:
	ITC

	Department:
	Systems Operations & Support

	Title:
	Operations

	Code:
	ITC/SOS/OPERATIONS

	Description:

Operations is running 24 hours a day, 7 days a week. Day-to-day operation requirements for all servers and related peripherals located in main operation room at ITC. 



	Clients/Users:

All KFUPM Faculty, Staff and Students

	Policies & Procedures:

Access privilege



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Operations Supervisor
	Abdullah H. Al-Hashim
	3925
	
	100

	2
	Computer Operator
	Salman Daud Al-Salem
	3983
	
	100

	3
	Computer Operator
	Wahib M. Al-Swwad
	3983
	
	100

	4
	Computer Operator
	Saud  Al-Mashaan
	3983
	
	100

	5
	Computer Operator
	Mohammed Hussain
	3983
	
	100

	6
	Computer Operator
	Syed Mohammed Anwer
	3983
	
	100

	7
	Computer Operator
	Shamim Ahmed Shah
	3983
	
	100

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	Other Relevant Departments:

- All ITC departments 

	Remarks:




Services of Telecommunications Department 


1- Operations & Maintenance

A - Telephone Services: COM/O&M/PHONE

	Department
	Telecommunication

	Division
	Operation and Maintenance

	Title
	Telephone Services

	Code
	COM/O&M/PHONE

	Description: 

Processing requests for new lines, Shifting, Providing extra services (substitution, voice mail, hunting group, toll access, ...), Digital set programming (Manager/Secretary, Multi-line, Supervision, …) 



	Clients/Users: 

All Telephone Users



	Policies & Procedures:

· Installation and shifting in office area requires department head approval

· Official calls (*76) requires authorization from Supervisor, Fin & Admin.

· Personal Toll access is provided through Admin Affairs form.

· Houses can request a second line at a cost of SR 30/month. 

· The “substitution” feature requires the signature of applicant.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Ahmad Saeed
	4969
	70
	100

	2
	Operator
	Ahmad Al-Zahrani
	1111
	30
	80

	3
	Operator
	Mishari Al-Saddi (on leave)
	1111
	-
	-

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None

	Remarks:

None


B - ADSL Services: COM/O&M/ADSL

	Department
	Telecommunication

	Division
	Operation and Maintenance

	Title
	ADSL Services

	Code
	COM/O&M/ADSL

	Description: 

Processing requests subscription, Connection of Service, Testing ADSL kit, Supporting ADSL users. 



	Clients/Users: All ADSL Users



	Policies & Procedures:

· Application form submitted over the web

· Once arrangement is made, the applicant receives back an email to collect the ADSL kit.

· Subscriber must sign the agreement form (For Regulations and monthly fees.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Operator
	Ahmad Al-Zahrani
	1111
	40
	20

	2
	Operator
	Mishari Al-Saddi (on leave)
	1111
	-
	-

	3
	Technicians
	MDF Technicians (2)
	4005
	40
	20

	4
	Secretary
	Ali Mandi
	1500
	20
	10

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None


C - Cable Network: COM/O&M/CABLE

	Department
	Telecommunication

	Division
	Operation and Maintenance

	Title
	Cable Network

	Code
	COM/O&M/CABLE

	Description: 

Installation and Maintenance of telephone lines, cables, leased lines, telephone outlets, D/A converters.  



	Clients/Users: 

· All Telephone Users (Through web/IVR Maintenance Work Request System)

· Other Telecom Services Teams 



	Policies & Procedures:



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Izharul Haq
	4067
	10
	20

	2
	Technicians
	Telephone Technicians (10)
	-
	70
	100

	3
	Technicians
	MDF Technicians (2)
	-
	20
	80

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None

	Remarks:

None


D - Radio Services: COM/O&M/RADIO

	Department
	Telecommunication

	Division
	Operation and Maintenance

	Title
	Radio Services

	Code
	COM/O&M/RADIO

	Description: 

Issuance and Programming of Radio sets, Maintenance of Repeaters, Controllers, Antennas, Installation and Maintenance of long-range wireless phones.


	Clients/Users: 

All field teams on Campus (Maintenance, Security, Housing, R.I, ITC, Telecom, EduTech, Store House, Food Services, Admin Affairs, Clinic, Convocation and special events, and some officials (Supervisors, …)  



	Policies & Procedures:

· Issuance based on strong justification, and subject to approval of Director, telecom.

· The set is the full responsibility of the user. He has to sign a receiving form, and return the set upon end of service. 

· For contractors, the sets are the responsibility of the Department Heads.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Noorulkarim Siddiqui
	4058
	70
	50

	2
	Technician 
	Technicians (2)
	-
	30
	20

	3
	Operator
	Mishari Al-Saddi (on Leave)
	-
	-
	-

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None

	Remarks:

None


E - Access Control: COM/O&M/ACCESS

	Department
	Telecommunication

	Division
	Operation and Maintenance

	Title
	Access Control

	Code
	COM/O&M/ACCESS

	Description: 

Installation and Maintenance of smart card readers, access controllers, automatic gates, magnetic locks, push buttons.


	Clients/Users: 

KFUPM Departments.  



	Policies & Procedures:

Requests for new installations are initiated by Departments Heads, and subject to approval of Director, Telecom.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Technician
	Ahmad Salem
	1733
	80
	100

	2
	Ass Technician 
	Contractor 
	-
	20
	100

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None


F - Fire Protection: COM/O&M/FIRE

	Department
	Telecommunication

	Division
	Operation and Maintenance

	Title
	Fire Protection 

	Code
	COM/O&M/FIRE

	Description: 

Installation, Maintenance and Inspection of fire alarm and fire extinguishing systems. 


	Clients/Users: 

KFUPM Departments  



	Policies & Procedures:

None



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Ali Matooq
	4068
	60
	100

	2
	Technician 
	Technicians (2)
	-
	40
	100

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

Security and Safety



	Remarks:

None


G - Electronic Repair: COM/O&M/REPAIR

	Department
	Telecommunication

	Division
	Operation and Maintenance

	Title
	Electronic Repair

	Code
	COM/O&M/REPAIR

	Description: 

Repair of telephone sets, PCB Boards, Power Charger Boards, Radio sets, Emergency Generator Chargers, Security Equipment: Traffic Signal, P/A system, Sirens, Safety lights, Office Equipment: Fax machines, Typewriters, Paper shredders.


	Clients/Users: 
· Teams of other services 

· Security Department 

· Academic Departments (for Office Equipment)



	Policies & Procedures:

We only maintain KFUPM Equipment, and not personal equipment. 



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Supervisor
	Ruben
	4061
	40
	100

	2
	Supervisor 
	Noorulkarim 
	4058
	40
	40

	3
	Technician
	Technicians (2)
	-
	20
	80

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

We suggest transferring office equipment repair to office services.


2 - Systems Management & Technical Support

A - PBX Management: COM/SYS/PBX

	Department
	Telecommunications

	Division
	Systems Management & Technical Support

	Title
	PBX Management

	Code
	COM/SYS/PBX

	Description: 

Configuration, Management, Troubleshooting of system nodes, remote cabinets, links and PCM trunks…. Billing Issuance and complaints, Malicious Call Trace. Data backup. Traffic Monitoring and Analysis. Technical support to Phone service team.



	Clients/Users: 

We serve all Telephone Users, yet we don’t receive any direct requests from them.



	Policies & Procedures: 

Malicious call tract requires approval from the Rector.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	System Analyst
	Belal
	1515
	80
	50

	2
	Manager
	Ahmar
	1115
	20
	10

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	150,000/year

	
	
	

	
	
	

	Other Relevant Departments: -

ITC for Billing



	Remarks:

None


B - PBX Management: COM/SYS/PBX

	Department
	Telecommunications

	Division
	Systems Management & Technical Support

	Title
	DSLAM Management

	Code
	COM/SYS/DSLAM

	Description: 

Configuration, Management, Troubleshooting of control units, line cards and ports circuits. Monitoring system performance, Managing IP addresses. Technical support to ADSL service team.



	Clients/Users: 

Faculty housing area and remote sites where LAN is not available. No direct contact with end users.


	Policies & Procedures: 

Block users based on requests from ITC



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	System Analyst
	Belal
	1515
	85
	40

	2
	Manager
	Ahmar
	1115
	15
	5

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments: -

ITC



	Remarks:

None




C - Radio System Management: COM/SYS/MPT

	Department
	Telecommunications

	Division
	Systems Management & Technical Support

	Title
	Radio System Management

	Code
	COM/SYS/MPT

	Description: 

Configuration, Management, Troubleshooting of repeaters, control units, transceivers. Technical support to RADIO team.


	Clients/Users: 

Radio system serves many departments. Yet they don’t contact us directly.


	Policies & Procedures: 

Comply with codes & conditions of Communication and IT Commission (CITC)



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	System Analyst
	Belal
	1515
	80
	10

	2
	Supervisor
	Noor ul Karim
	4065
	20
	20

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments: -

None



	Remarks:

None




D - Management of Smart Card Systems: COM/SYS/CARD

	Department
	Telecommunications

	Division
	Systems Management & Technical Support

	Title
	Management of Smart Card Systems 

	Code
	COM/SYS/CARD

	Description: 

Configuration, Management, Troubleshooting of Card Management System (ANDIS), Access Control System (PACOM), E-purse system (Magna Carta). Technical support to Card issuing centers.


	Clients/Users: 

Card Issuers (Students Affairs, Admin Affairs, Community Center). KFUPM departments for access control. Food Services for e-purse application


	Policies & Procedures: 

Detailed in a separate document



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	System Engineer
	Ayman
	1358
	40
	100

	2
	System Engineer
	Fawad
	1359
	40
	100

	3
	Manager
	Ahmar
	1115
	20
	15

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments: -

ITC



	Remarks:

None




E - Interactive Voice Response System: COM/SYS/IVR

	Department
	Telecommunications

	Division
	Systems Management & Technical Support

	Title
	Interactive Voice Response System

	Code
	COM/SYS/IVR

	Description: 

Development and administration of Interactive Voice Response (IVR) System including hardware installation and trouble shooting



	Clients/Users: 

KFUPM departments (Currently Maintenance Department, Housing Department, ITC)


	Policies & Procedures: 

None



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Ahmar
	1115
	80
	15

	2
	Director
	Dr. Maan Kousa
	1500
	20
	2

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments: -

None



	Remarks:

None




F - Applications Development: COM/SYS/APPLICATIONS

	Department
	Telecommunications

	Division
	Systems Management & Technical Support

	Title
	Applications development

	Code
	COM/SYS/APPLICATIONS

	Description:  

Development and administration of Maintenance Work Request for generation, processing and reporting.

Development and administration of department WebPages and internal applications e.g. 

· MDF Database

· Telephone Requests Database

· Digital Phones Web Form and Database

· ADSL Service Web Form and Database

· Purchasing Information Database



	Clients/Users: 

Telecommunications Department, Maintenance Department, 


	Policies & Procedures: 

None



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service
	%Job

	1
	Manager
	Ahmar
	1115
	80
	15

	2
	Director
	Dr. Maan Kousa
	1500
	20
	2

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments: -

None



	Remarks:

None




Services of Educational Technologies
1 – Educational Technologies 
A - Smart Classrooms:  EDU/SCR
	Center/Department:
	Educational Technologies

	Division:
	

	Title:
	Smart Classrooms 

	Code:
	EDU/SCR

	Description: 

Operating and maintaining Smart classrooms. 



	Clients/Users:

All KFUPM Academic departments. 



	Policies & Procedures:

If a problem occurs, the concerned person should call 3025, or 4091. (4053 for building 24).



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Technician
	Khalid Al-Khaldi
	3566
	10
	50

	2
	Technician
	Zakria Selham
	4053
	30
	50

	3
	Technician
	Said Al-Zahrani
	4053
	20
	100

	4
	Technician
	Mohammed Abdul Salam
	1952
	20
	75

	5
	Technician
	Lafi Al-Mana’a
	1954
	10
	30

	6
	Technician
	Mohammed Abdul Majeed
	1790
	10
	10

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

ITC form Maintenance of the PC and LAN Connection.



	Remarks:

None




B - Equipment Loan: EDU/EQL
	Center/Department:
	Educational Technologies

	Division:
	

	Title:
	Equipment Loan

	Code:
	EDU/EQL

	Description:

Provide equipment (Video player, T.V. set, Overhead project, or Video projectors) to KFUPM Faculty and staff on a loan basis.



	Clients/Users:

All KFUPM faculty and staff.



	Policies & Procedures: 

1- The load Form should be filled.

2- Equipment is loaned for 2 working days, if more time is needed the approval of Director General, Educational technologies is needed.

3- No loans for T.V. Cameras or Audio systems.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Administrator
	Fahad Al-Khaldi
	1952
	100
	100

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None




C - Auditoria Reservation: EDU/AUR
	Center/Department:
	Educational Technologies

	Division:
	

	Title:
	Auditoria Reservation 

	Code:
	EDU/AUR

	Description:  

Conformation of rooms and auditoria for exams, seminars, short courses, and events reserved through the web page.



	Clients/Users: All KFUPM staff and faculty.


	Policies & Procedures:

1- Reserving buildings: 10, 20, and 54 should be approved by the Chairman, Convocation, Honors, & Public Events Committee.

2- The required room should be reserved through the web. 

3- Exams in building 10 should be for more than 200 students, for building 54 it should be more than 700.

4- Reservation form should be filled, signed, and Faxed to 3044.



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Technician
	Jamal Al-Sharief
	3025
	20
	20

	2
	Technician
	Mohammed Al-Khatter
	4091
	80
	50

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

ITC for maintaining the Web page



	Remarks:

None




D - Audio Visual: EDU/AVS
	Center/Department:
	Educational Technologies

	Division/Unit:
	

	Title:
	Audio/Visual Services

	Code:
	EDU/AVS

	Description:

Provide Audio/Visual services for exams, seminars, short courses, and events as well as live transmission if needed.



	Clients/Users:

All KFUPM Community.



	Policies & Procedures:

All events should be approved by the Chairman, Convocation, Honors, & Public Events Committee.


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Technician
	Mohammed Abdul Majeed
	1790
	30
	90

	2
	Technician
	Mohammed Abdul Salam
	1952
	10
	25

	3
	Technician
	Mohammed Al-Khatter
	4091
	10
	50

	4
	Technician
	Jafar Al-Mesbah
	4091
	10
	100

	5
	Technician
	Zakria Selham
	4053
	10
	50

	6
	Technician
	Jamal Al-Shrief
	3025
	10
	20

	7
	Technician
	Lafi Al-Mana’a
	1954
	10
	70

	8
	TV Director
	Hisham Alafandi
	3025
	10
	100

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None




E - KFUPM TV Channel: EDU/TVC
	Center/Department:
	Educational Technologies

	Division/Unit:
	

	Title:
	Television Channel & EBB

	Code:
	EDU/TVC

	Description:

Operating programs through KFUPM Channel. Running and modifying the Electronic Bulletin Board (EBB)



	Clients/Users:

All KFUPM Community.



	Policies & Procedures:

1- All TV programs should be approved by the TV committee. 

2- All EBB Slides should be approved by Educational Technologies Director General.


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Technician
	Jamal Al-Sharif
	3025
	50
	60

	2
	Technician
	Khalid Al-Khaldi
	3566
	50
	50

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None




F - CATV Network: EDU/CATV
	Center/Department:
	Educational Technologies

	Division/Unit:
	

	Title:
	CATV NETWORK

	Code:
	EDU/CATV

	Description:

CATV operation& maintenance, Time clock system maintenance, Prayer call system, Paging system, Score Board Maintenance, Electronic workshop, Live transmission equipment maintenance



	Clients/Users:

KFUPM faculty/staff/student housing units, Academic building & Staff service buildings.



	Policies & Procedures:

None


	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Supervisor
	Zulfigar Ahmed Khan
	4066
	20
	100

	2
	Asst. Supervisor
	C. K. Koshy
	4057
	20
	100

	3
	Technician
	Essa Al-Hadhari
	4066
	15
	100

	4
	Technician
	Saeed Ali Al-Ghamdi
	4066
	15
	100

	5
	Technician
	Zaid Ahmad Al-Obaidan
	4066
	15
	100

	6
	Technician
	Saud Al-Dossary
	4066
	15
	100

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

None



	Remarks:

None




Services of Press
1 - Press Services

A - Design and Typesetting: Press/Art

	Center/Department
	KFUPM Press

	Division
	Art  

	Title
	Design and typesetting services

	Code
	Press/Art

	Description: This section is involved in typing the materials for books. Designing layouts of books, brochures, posters, covers, large banners, logos.



	Clients/Users:

KFUPM Departments



	Policies & Procedures:

1. job request

2. publications committee  approval

3. client final approval

4. enough time to design (depend on job type)



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Designer
	Rabia Edris
	1356
	12
	100

	2
	Designer
	Jamal Abu Dhaeif
	1352
	12
	100

	3
	Designer
	Relando Andrada
	3037
	12
	100

	4
	Designer (contractor)
	Niky Thomas
	2649
	12
	100

	5
	Typesetter
	Abdul-Elah Husain
	2976
	8
	100

	6
	Typesetter
	Mofeed Al-Howidi
	1355
	8
	100

	7
	Typesetter
	Mohammad Taqi
	1351
	7
	100

	8
	Typesetter
	Shakeel Ahmad
	4390
	11
	100

	9
	Typesetter
	Mohammad Haneef
	1354
	5
	100

	10
	Typesetter (AJSE)
	Mohammad Mousa
	4832
	8
	100

	11
	calligrapher
	Ridha Abdul-Hameed
	1357
	5
	100

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:



	Remarks:

None




B - Films and Plates processing: Press/CM

	Center/Department
	KFUPM Press

	Division
	Camera & Montage

	Title
	Films and Plates processing 

	Code
	Press/CM

	Description: This section is involved in making films for hard copy and doing the montage for pages in a signature (manual, and automatic), also making printing plates, making color key.


	Clients/Users:

KFUPM Departments, Art section, Print shop, engraving, silkscreen



	Policies & Procedures:

1. clear hard copy (laser print)

2. PDF files for automatic montage



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Camera man
	Abdul-Wahid Al-Medn
	3034
	15
	100

	2
	Camera man
	Jaber Al-Noaaeme
	3035
	15
	100

	3
	Montage tech
	Saeed Al-Yousef
	3034
	20
	100

	4
	Montage tech
	Partlomi 
	3034
	25
	100

	5
	Montage tech
	Emiliano
	3034
	25
	100

	
	
	
	
	
	

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:



	Remarks:

None




C - Offset and typo printing: Press/OTP

	Center/Department
	KFUPM Press

	Division
	Printing Shop

	Title
	Offset and typo printing

	Code
	Press/OTP

	Description: This section is involved in all types of offset printing and typo printing.


	Clients/Users:

KFUPM Departments, Binding & Finishing



	Policies & Procedures:

1. Color Key

2. designer approval on the first print.

3. Montage Manager approval on the first print



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Offset Printer
	Kamal Al-Monaian
	3041
	13
	100

	2
	Offset Printer
	Esa Al-Touraiki
	3041
	12
	100

	3
	Offset Printer
	Naif Al-Khammas
	3041
	12
	100

	4
	Offset Printer
	Pedro Osedo 
	3041
	13
	100

	5
	Offset Printer
	Gesto
	3041
	13
	100

	6
	Offset Printer
	Mathu
	3041
	13
	100

	7
	Offset Printer (contractor) 
	Kaleen Arahman
	3041
	13
	100

	8
	Typo printer
	Ali Hares
	3041
	11
	100

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:



	Remarks:

None




D - Binding & Finishing: Press/BF

	Center/Department
	KFUPM Press

	Division
	Binding

	Title
	Binding & Finishing

	Code
	Press/BF

	Description: This section is involved in all types of binding, paper cutting, paper folding, gold stamping.


	Clients/Users:

KFUPM Departments, Art section, Printing shop, engraving, silkscreen printing



	Policies & Procedures:

1. type of Binding

2. Request for supplying paper 



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Binding Tech 
	Abdul-Rahman Al-Amree
	3041
	15
	100

	2
	Binding Tech 
	Habeeb Yahya
	3041
	16
	100

	3
	Binding Tech 
	Mohammad Al-Esa
	3041
	18
	100

	4
	Binding Tech 
	Husain Al-Showaikhat
	3041
	17
	100

	5
	Binding Tech 
	Morly
	3041
	16
	100

	6
	Binding Tech 
	Narsema
	3041
	18
	100

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:



	Remarks:

None




E - Signs Engraving: Press/SE

	Center/Department
	KFUPM Press

	Division
	Engraving

	Title
	Signs Engraving

	Code
	Press/SE

	Description: This section is involved in plate engraving, sign engraving, rubber stamps, buildings title.


	Clients/Users:

KFUPM Departments, Printing shop, silkscreen printing



	Policies & Procedures:

1. Standard Fonts

2. standard size

3. stamps requests should be issued by authorized person 



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Engraving Tech 
	Esa Al-Attiah
	3036
	20
	100

	2
	Engraving Tech 
	Adel Al-Medan
	3036
	80
	100

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:



	Remarks:

None




F - Silkscreen Printing: Press/SSP

	Center/Department
	KFUPM Press

	Division
	Silkscreen

	Title
	Silkscreen Printing

	Code
	Press/SSP

	Description: This section is involved in Printing by Silkscreen on hard things, Cutting sticker signs. 


	Clients/Users:

KFUPM Departments, Binding



	Policies & Procedures:

None



	Person-in-charge, team and  percentage load:



	#
	Position
	Name
	Phone
	%Service*
	%Job**

	1
	Silkscreen Tech 
	Saeed Al-Katheri
	1353
	40
	100

	2
	Silkscreen Tech 
	Sayyd Asif
	1353
	60
	100

	
	
	
	
	
	

	Cost:

	Basic
	Operation
	Contracts

	
	
	

	
	
	

	
	
	

	Other Relevant Departments:

Art section, Binding, engraving 



	Remarks:

None
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