What to do before returning your British Council laptop
Once your laptop is returned to the Kuching office, the hard disk will be wiped clean.  So, before you hand over your laptop to your PM you should:
1. Take copies of any files that you wish to take with you when you leave.
2. Delete all your files (both personal and professional).  This includes documents, music, pictures, videos, etc.
3. [bookmark: _GoBack]Make sure you log out of all programs such as Skype, Messenger, Dropbox, Facebook etc.  Better still, you could uninstall these programs using: Control Panel  > Programs > Uninstall a program.  
4. Clear your internet browser history (see step by step instructions below)
Steps 2 and 3 above are a precaution against the laptop going missing in transit to Kuching.
If you have changed the password on the laptop from the default (ie “password”), please tape the new password to the laptop and put your name on it.  We will need this password access the laptop to wipe the hard disk.
How to clear your internet browser history:
Internet Explorer
1. The internet explorer history can be cleared by going to the tools icon (the blue cog next to the white star in the top right hand corner of the screen) and selecting the internet options section as indicated below (see red arrow)
[image: ]
2. On the next pop up screen as shown below, make sure that the “Delete browsing history on exit” box is checked and then click on the “Delete” box (refer red arrows);
[image: ]
3. On the next pop up screen as shown below, make sure that all boxes are checked and then click on the “Delete” box;

[image: ]

Google Chrome
1. The Google Chrome history can be cleared by going to the tools icon (3 horizontal lines) and selecting the internet options section as indicated below (refer red arrows);

[image: ]

2. On the next pop up screen as shown below, click on the “Clear browsing data…” box (refer red arrow);
[image: ]
3. On the next pop up screen as shown below, make sure that the drop down box shows “the beginning of time” and all boxes are checked and then click on the “Clear browsing data” box (refer red arrows) ;
[image: ]
image5.png
y [ Home . %) Oiistoy

« = & [ chrome://history

> L R R R AN ————EESSSSERRERRRRRRRRRRRRRmy g e e,

chiome sty C =
|

Extensions

emove selected items

No history entries found.
Settings

About




image6.png
LIRS M Rt I3

€ - C' |[) chrome//settings/clearBrowserData &=

Clear browsing data x

T ————

@ rousing history

i Download history
i Cookies and other site and plug-in data
i Cached images and files

i Passwords

i Autofill form data

i Hosted app data

¥ Content licences

nnee R ==

Saved content settings and search engines will not be cleared and may reflect your

browsing habits.




image1.png
Fle Edt View
X_@Convert_+

Favorites Tools Help.

£A Collaboration Sites > East Asia Regional Inranet.

oo &UNL

East Asia Regional Intranet

Search

Alsites

print ,
File ,
Wekome Teo, Andy|  Zoom (100%) >
Safety ,
[— View downloads ctil)
Manage add-ons
F12 developer tools

View Al Site Content
East Asia

= About East Asia

= Chid Protection

= Country Information
Person-n-charge

= Digital
= Emergendes

= Environmental
Framework Tool

= Finance

= Information
Management

= Regl Information
Centre (RIC)

5 Recycle Bin

= Country Office Images

East Asia Regional Intranet

EAST ASIA regional intranet

| [§] PICTURES

Come share your pictures! % Upload here...

23 July 2015

Phoebe Brunt teaching aerobics to Year 4, 5 and 6 boys with her
mentor at Nongpaikaew Schoof in Chonburi

@ View side show

& Read more W Upload images W Create new post
Social Enterprises in Guizhou - posted by: Cynthia Wu on the 28.07.2015,
comments: 5

EDI: the sweet part of Ife at the Bith Coundi - posted by: Hoal Anh Pham
on the 17.07.2015, comments: 0

Hong Kong offce secures £81,000 to run a one-year piot of World Voice -
posted by: Charlene Leung on the 16.07.2015, comments: 1

| [§] BENEFITS to BRITAIN

This is where we record all the activities within the East Asia
region that demonstrate the value and benefits we bring to the
UK.

& Read the latest item, run through the list or add a benefit
' 2015 benefits recording (global) in corporate site
= Discussions and ideas from benefits work in corporate site

| [§]| EVENTS

Add a new event -

BT
[ ———
.

mi

| [l] NOTICES

Tite
Use Arial in Wiord and PowerPoint | ew

Learning and development for Englsh and Exams staff ! e

Can the Marketing and Communications Academy help you? I e
Join the Bitsh Counci's new global book cub ! ew

Corporate Plan 2015-17

B Add new item

W Read more W Upload images W Add new item

Meet and talk with a renowned
photojournalist!

World renovned photojournalist, fick
Danzigar, visited Saoul 52 part of the
“Above th Line’ exhibition and met young
people at our spacial lectura series 'Brits
Tl Kares ©

By Mike McRitchie.

Date: 04.08.2015 | Country: Korea |
Comments: 0

Category: Arts | English

Women In Leadership: Progress and
Challenges

The RE. Hon. Nicola Sturgaon MSP, First
Minister of Scotland, vas special gusst st
the British Council’s svant in Hang Kong.
By: Sophia Chan-Combrink

A British Council School in Kuala Lumpur
British Sacratary of State Sajid Javid
‘announces plans for astablishing 3 British
Council school in KL, Malsyzia, at the
Iaunch of the 2016 GREAT vaar of
Education batueen the tuo countriss.

By: Simon Niga

Date: 31.07.2015 | Country: Malaysia |

Aboutourregion v

Brand
Country Brief. -
Country Website -
Country Intranet -
Country Office Information
Country Visitors' Notes -
Country Social Media -
Collaboration Sites
Finance
Human Resources -
Information and Knowledge Mgmt -
™
Marcoms & Digital -
Teaching Resources -

& BCTN directory
& staff directory
& Teleconference toll-free directory.

) YaEiool e Google

[ 1] GLOBAL ZONE

Popular links
Find department or team site

Find a country or region -





image2.png
0+ & X[ @Home

Geneal [secuty [ Privacy | Content | Connectons | Prosrams|

Home page
@ To create home page tabs, type each address onits onn e

‘Welcome Teo, Andy (Malaysia) - | My Site | Mylinks = | @ *

- B] advanced Search

Browsing history

ﬁ\ Delete temporary files, history, cookies, saved passwords,
ST it

Site Actions ~

Delete browsing history on exit

s o )

Search

o

Tabs

g Change how webpages are diplayedin

Appearance

o

) [[ronguages | [ Fonts | [ Accessbity |

@ Some setins ore managed by your system agminstrator.

o e ) oo | |foman™™ ™
|}l OPINIONS |

& Read more W Upload images W Create new post
Social Enterprises in Guizhou - posted by: Cynthia Wu on the 28.07.2015,
comments: 5

EDI: the sweet part of Ife at the Bith Coundi - posted by: Hoal Anh Pham
on the 17.07.2015, comments: 0

Hong Kong offce secures £81,000 to run a one-year piot of World Voice -
posted by: Charlene Leung on the 16.07.2015, comments: 1

| [J] BENEFITS to BRITAIN

This is where we record all the activities within the East Asia
region that demonstrate the value and benefits we bring to the
UK.

& Read the latest item, run through the list or add a benefit
' 2015 benefits recording (global) in corporate site
= Discussions and ideas from benefits work in corporate site

| [§] EVENTS

Add a new event -

Tite

Use Arial in Wiord and PowerPoint | ew

Learning and development for Englsh and Exams staff ! e

Can the Marketing and Communications Academy help you? I e
Join the Bitsh Counci's new global book cub ! ew

Corporate Plan 2015-17

| [f] LINKS

NOTICES ‘About our region

Brand -
Country Brief.

Country Website

Country Intranet

Country Office Information
Country Visitors' Notes
Country Social Media
Collaboration Sites

B Add new item

Finance

Human Resources

:

W Read more W Upload images W Add new item

Meet and talk with a renowned
photojournalist!

World renovned photojournalist, fick
Danziger, visited Seoul as part of the
“Above th Line’ exhibition and met young

people at our spacial lectura series 'Brits
Tl Kares ©

By Mike McRitchie.

Women In Leadership: Progress and
Challenges

The Rt. Hon. Nicola Sturgeon MSP, First
Minister of Scotland, was special guest at
the British Council’s svant in Hang Kong.
By: Sophia Chan-Combrink

A British Council School in Kuala Lumpur
British Sacratary of State Sajid Javid
‘announces plans for astablishing 3 British
Council school in KL, Malsyzia, at the
Iaunch of the 2016 GREAT vaar of
Education batueen the tuo countriss.

By: Siman Nigs

Date: 31.07.2015 | Country: Malaysia |
Comments: 0

Marcoms & Digital
Teaching Resources

| [}] SEARCH

& BCTN directory
& staff directory
& Teleconference toll-free directory.

Yazioo! e Google

[ 1] GLOBAL ZONE

AT e tcation
- ot ks
Fid darimento team se .

[ VIDEOS e





image3.png
0+ & X| @ Home x 5
Preserve Favorites websice data -

Keep cookies and temporary Internet fles that enable your favorite:
websites o retai preferences and display faster.

Vielcome Teo, Andy (Valaysia) * | My Site | MyLiks - | o
Temporary Internet files ©

Copies of ebpages, images, and media that are saved for faster Alsites - B] advanced Search

edio o
© © I II- | [J] LINKS

Fles stored on your computer by websites to save preferences
such 2s logn information.

Lstof websites you have visited.

Saved informaton that you have typed nto forms. [ [l] NOTICES Aboutourregion v L
Brand -
s Tite Country Brief -
Saved passwords that are automaticaly fled in when you sgnin Use Arel i Word and PowerPaint L i ‘Country Website
o2 webste youve previously visted. e
Learring and development for Englsh and Exams saff e ‘Country Intranet -
ActiveX Filtering and Tracking Protection data Country Office Toformation 5
Alstof websites excuded from fteing and data used by Trackng Canthe Marketing and Commuricatons Academy help you? ! rew |Counkry Office Information
Protection to detect nhere webstes might be automatcally sharing o —————— |Qountry Vistors'Notes  ~
etais about your Vs, =X S < ‘Country Social Media
Corporate Plan 2015-17 Collaboration Sites. -
@ Add new item Finance -
Sbout deletng brosighistory | Dekete ] [ Cancel rd & boys with her Human Resources
Ll News e
™ -
[T opinions |  Read more ' Upload images & Add new item Marcoms & Digital -

Meet and talk with a renowned Teaching Resources -
photojournalist!

World renovned photojournalist, fick

Danzigar, visited Saoul 52 part of the

e e ot s ot youn
it el ]| SEARCH

By Mike McRitchie.

& Read more W Upload images W Create new post
Social Enterprises in Guizhou - posted by: Cynthia Wu on the 28.07.2015,
comments: 5

EDI: the sweet part of Ife at the Bith Coundi - posted by: Hoal Anh Pham
on the 17.07.2015, comments: 0

Hong Kong office secures £81,000 to run a one-year pilot of World Voice - Date: 04.08.2015 | Country: Korea | : BCTN directory.
posted by: Charlene Leung on the 16.07.2015, comments: 1 e ks | Engl Staff directory.

& Teleconference toll-free directory.
Women In Leadership: Progress and

[ [ll BENEFITS to BRITAIN P95 o Stursaon i, Frst
This is where we record althe activites within the East Asia the Braish Counci's avent in Hong Kang. Yazioo! o Google

region that demonstrate the value and benefits we bring to the
UK.

By: Sophia Chan-Combrink
Date: 31.07.2015 | Country: Hong Kong |
Comments: 0

Category: Education

JerRsa ||| GLOBAL ZONE

British Sacratary of State Sajid Javid
‘announces plans for astablishing 3 British
Council school in KL, Malsyzia, at the
Iaunch of the 2016 GREAT vaar of
Education batueen the tuo countriss.

By: Simon Niga

Date: 31.07.2015 | Country: Malaysia |
i

& Read the latest item, run through the list or add a benefit
' 2015 benefits recording (global) in corporate site
= Discussions and ideas from benefits work in corporate site

| [§] EVENTS

Add a new event -

+ " All events

+ Key country events

Popular links -

Find department or team site -





image4.png
@ intranetbritishcouncilorg Pages/defaulvpe I =

vz e, TR € Nentso
. e

B Newindow
Explore the Intranet W ot window
E Sockmas .
s Reent s .
A ] 4 e | Cw | Com | Pae
I
News Tinance T WA arcomms and Digitl  Premises  Parnerships & Projects  Managing sk Fod.
i .
) dews and features Zom | - W% <
™ £ Pitch perfect cnewsietters are.
® it © ele How o win an award and get recogniton 0 afctie w1 commonicate
for great work: top tips cccasonaly tresting
ot st e’ e for me setoss
ABCDEFGHIJKLM an amoyance snd opeing > my Abou Gogle Crome
NOPQRSTUVWXYZ i e vap .
British Council's Got Talent V"=
nd s country or region ¥ ¥ o .
Find 2 country o reg L wite and rectte poems'..meet Vaishall (oo wesees s
Mittal, India S S e |
Find department or team ste ¥ B o s

The Bulletin

The Week in Pictures

Shp Easy Step Gudes Brand survey, Try Rugby, a new Britsh
Coundil Schoo! in Malaysia and more,

Global Model Contracts Portal e Counai?

c doesn' get s feeings hur, il . i 16,0633 1 Rapts 43

Sending arge files (DropIT) Santoyo, men (eico)

Vendor Creation CU0R3615 ] Comments: 0 Shon 2l dscusions | Add 2 new
Facabook s dying e

Quick links Kandasamy. Jane (Corparte Commuricaions)
G4'063018 | Comman: 2 A

I Unikay Stocytellers”- Nepa o the road to PERFORMANCE

o " 9 Roman, Stephan (South Asis) PORTFOLIO

S

T Comments: 1

Performance and Development kin a career rut

Jobs (e-Recruitment) Kendasamy, Jane (Corporate Communications) Help champion
Corporate Fact Sheats 2. | Comments: 4 m P p
Accountabilty Framework Social Enterprises in Guizhou Plain English
AP (FaBS) Cyreis (China)

Find an office 15 | Comments: §
Pay and benefits Alce gets 17,400 likes for Instagram movie MY
British Council Interactive ade, Chritopher (United States) LEARNING

Global Policies
Health and safety
Brand

Accessing Education: Language Integration for
ohi (Lebanon)
15 | Comments: 0 -





