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Tape Handling/Storage Procedures

Introduction

Purpose

To insure the permanence and recoverability of the vital data stored on magnetic computer tapes.

Document Change Log 

	Change Date
	Version
	CR #
	Change Description
	Author and Organization

	02/14/01
	1.0
	
	Initial creation.
	Unknown


Tape Handling & Storage Procedures

Applicable

Computer Operators

Tape Librarians

Operations Scheduling

General

Our primary concern is the preservation of operating and historical files.  Another factor of importance is the prevention of damage to the magnetic tape.  Through good tape handling and storage practices, valuable information will be safeguarded and maximum use can be obtained from each tape.

Environment

The computer room area was designed for reasonable control of temperature and relative humidity.  The tape environment should be such that it is comfortable for the operating personnel.  The recommended temperature is 70 degrees Fahrenheit plus or minus 5 degrees, and 50 percent relative humidity plus or minus 5 percent.

Work Area

Smoking, food and drink are not permitted.  Ashes or minute food particles can easily be transmitted to the tape causing damage, lost data or unrecoverable conditions.

Supplies

Paper stock and cardboard are well know producers of fiberlint.  All paper stock and cardboard must be controlled, therefore, no supplies will be stored within the computer room area.

Tape Handling

Two types of storage seals are being utilized and each must receive proper care.



A.
The hanging seal must be replaced immediately after use and correspond with the identifying numbers on the tape.  The replacement of the matching seal will prevent dust or dirt from contaminating the recording surface of the tape.



B.
The cartridge should never be removed unless problems are experienced while mounting the tape on a Uniservo 36 tape drive.  In the event this occurs, the tape is returned to the proper cartridge for storage.




**NOTE**
When mounting a tape on the Uniservo 36 tape drive, never squeeze or apply pressure to the  flange.  Pressure should only be applied to the metal hub.  It is important that the tape be handled in a manner that will not cause damage to the tape.




Storage



Tapes are not to be stacked.  Tape carts are to be used for temporary storage and for transporting files to permanent storage areas.  Permanent storage areas will be in the tape library on tape racks, tape vault or off-site on tape racks or vault.
Off Site Release

It is sometimes necessary to send tapes from one site to another site.  Certain precautions must be applied to the shipment of these tapes to insure safety in transit.  The first consideration is physical protection to the tape being transported.  Whenever possible, a plastic canister or metal case with foam inserts should be used to protect the tapes.

Another good practice is to secure the free end of each reel with a hold down sponge or vinyl strip.

Operator Education

Many important items were listed in the previous pages to preclude possible tape damage during handling or storage.  The operator must use the utmost care when handling tapes and to practice the following rules for proper tape handling.



A.
Handle each tape reel by the hub, not by the flanges.



B.
DO NOT contaminate the reel with fingerprints.



C.
Visually inspect the drive to determine if cleaning is necessary.



D.
Keep all tapes in the cartridge when not in use.



E.
DO NOT stack tapes.



F.
Smoking, food and drink are not permitted.



G.
Paper supplies must be controlled.

.



H.
Maintain a proper operating environment.

Tape Problems

A. When a tape problem occurs, write up the drive and the tape. Reference DPSM Section 25.14 - Handling of Tape Errors.

Handling of Tape Errors

Purpose

To show the proper way to handle a tape error.

Applicable

Computer Operators

General

Whenever a tape error occurs a "Tape Problem " (EXHIBIT - 25.14-A) will be filled out for the tape.  If applicable the error will be logged on the "Unisys Equipment Downtime Log" a UNISYS CE will be notified, if one is on-site.

Procedures



A.
If a tape error occurs, the first response should always be an "M" response, which will display important diagnostic information for a UNISYS CE.



B.
If the tape error is on a READ function, the second response should always be a few retry ("A) responses, provided you have the option to do so.


C.
If the tape error is on a WRITE function or an error condition still exists on a READ function after a few retry ("A") responses, the operator should power off the tape unit (the on/off breaker switch is located in the back of the tape unit) and open the vacuum column door (located in front of the tape unit) to check the tape for possible damage.



NOTE:
Never respond with an "A" to an error on a WRITE function.

D. If the tape is damaged, a blank banana label should be placed on the front of the tape.  The label should be marked at the exact are of damage and a brief description of the damage should be written on the label.



E.
If the error was on a READ function, the operator should try to repair any damage, such as Z-folds by rolling the tape in the reverse direction of the folds and then run a RDTST to see if the tape can be read.



F.
If the error occurred on a UNISYS U36 tape drive, it should be marked DOWN in the system and should not be used again until a UNISYS CE thoroughly checks out the tape unit and certifies that it is in good condition.



G.
Before restarting a job from the beginning or going into restart, the Scheduling Unit should be contacted to ensure that no problems will arise from the rerun or restart.










