
Technology Asset Management in 
Cypress-Fairbanks ISD

Texas K-12 CTO Council
June 22, 2009



Cypress-Fairbanks ISD

Suburban northwest Houston
104,000 students in 2009-2010
79 campuses 
86,000+ technology assets
Annual inventory



Need for Asset Management

Replacement cycle (five years)
Application and system updates

Where are the Read 180 computers?
Which computers need an Adobe upgrade?

Growth – we relocate some assets into new 
schools
Audit (internal, external, eRate)



Process

Annual inventory and reporting of all assets
Technology inventory system is evolutionary

Manual process in early years
Bar-coded asset tags and scanners
Software integrated into financial system



Process

At the time assets are purchased, bar-coded 
tags are applied to the asset.
The tag number, serial number, campus, 
room, application, and description are 
entered into two databases – a technology 
database and the district’s fixed-asset 
system.
At inventory time, the assets for each campus 
are downloaded to hand-held scanners.



Process

A technology staff (TA) member scans every 
asset, indicating room number and 
application.
Assets without tags are entered on the 
scanner.
The scanner is uploaded to the database.
The TA reconciles the discrepancies and 
reports to their management.







Sample Discrepancy Form



Sample Mass Change Request
The request is required to be submitted in this 
format in Excel.



Sample Principal’s Copy



Technology Equipment Move Requests

As population and services change at a campus, assets 
are provisioned (or de-provisioned) to maintain ratios 
and to provide program content. (e.g., a bi-lingual 
program is introduced at a campus)
Campuses can also request removal of equipment.
The moves are completed by staff and the new locations 
of the assets are noted in the system.



Sample Move Request



Challenges

Continuing expansion of assets
Better use of staff
Level or decreasing staffing



Options and Futures

Leverage the network and implement 
network-based discovery and reporting of  
the asset and its application.
RFID tags on assets that are not on the 
network to speed up the physical scanning 
process.
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Inventory Basics
Inventory is taken once a year

Equipment is frequently moved on site and sometimes off 
site with a Pickup and Delivery Request (PUD). Although 
there are systems in place to account for the moves, 
verification is necessary.

There are two steps to the inventory process
Scanning: A Technology Assistant (TA) scans the bartags 
on the technology equipment in their assigned campus
Reconciliation: The TA compares the scan file to the 
booked assets in the Pentamation database.



Scanning
The TA is issued a 
scan gun from 
Technology

The scan gun is pre 
loaded with an asset file 
from the inventory 
database.
The TA will scan all 
technology equipment 
before returning the gun.

The scan gun input 
screen includes a field 
for:

Location number
Application code
Room number
Bartag
Serial Number
Description



Scanning cont.
The location code, 
application code and 
room number are 
manually keyed in to 
the scan gun. Then the 
barcode is scanned. If 
the barcode is missing, 
the s/n can be scanned 
and a description 
entered for 
identification. 

If the assets is not pre-
loaded in the scan gun, 
the user is prompted to 
visually verify the tag# 
and to respond Y or N. 
This prompt also occurs 
is an asset is scanned 
more than once.



Scanning cont.
When the entire campus is scanned the TA will 
return the gun to Technology. The location code and 
room number are uploaded to Fixed Assets.

The file will be uploaded and an Access Reconciliation 
database will be created for that location. 
The database includes queries that compare codes, and 
filter older equipment, misuse of equipment, excess 
equipment, etc.
The TA uses these queries to hone down on 
descrepancies and make corrections as necessary. 



Sample Access Database



Reconciliation cont.

If there is a discrepancy that the TA cannot 
resolve a discrepancy form is submitted to 
the Technology department. This is where a 
new bartag would be requested if needed.
The TA can also request a mass change if 
there are a large number of assets/attributes 
to be changed. 



Reconciliation cont.
After everything has been completed the TA 
can request a final copy of the inventory. This 
report is generated in Pentamation and 
exported to Excel.
The final copy is examined and any other 
discrepancies that surface can be addressed at 
this time.
After making some minor adjustments the TA is 
ready for a principal’s copy. This is taken to the 
school and signed by the principal.
The TA returns this copy to Technology and 
their inventory is complete.



Sample Final Copy
This report is sorted by application code, room number and 
generic code. The generic code is the type of equipment i.e. 
monitor, laptop.



PUDs

A PUD is requested when a TA has extra 
equipment on their campus they would like to 
remove.

If the equipment is viable the PUD is written to 
take the equipment from one campus to another 
campus that has requested additional equipment.
If the equipment is not viable the PUD is written to 
take the equipment to repair, or auction to be 
fixed or sold.


