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Cypress-Fairbanks ISD

e Suburban northwest Houston

e 104,000 students in 2009-2010
e /9 campuses

e 86,000+ technology assets

e Annual inventory




Need for Asset Management

e Replacement cycle (five years)

e Application and system updates
Where are the Read 180 computers?
Which computers need an Adobe upgrade?

e Growth — we relocate some assets Into new
schools

e Audit (internal, external, eRate)




Process

e Annual inventory and reporting of all assets

e Technology inventory system iIs evolutionary
Manual process in early years
Bar-coded asset tags and scanners
Software integrated into financial system



Process

e At the time assets are purchased, bar-coded
tags are applied to the asset.

e 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.

e At inventory time, the assets for each campus
are downloaded to hand-held scanners.



Process

e A technology staff (TA) member scans every
asset, indicating room number and
application.

e Assets without tags are entered on the
scanner.

e The scanner iIs uploaded to the database.

e The TA reconciles the discrepancies and
reports to their management.
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[ Microsoft Excel - Berry Center - Fixed Assets Mot Scanned_1

File  Edit Wiew Insert Format Tools Data  wWindow  Help
D=L &GS | LBEBR-< 9 o- @ = -2 2] il 4 100% - &) _ - MSSans Serff -0 ~| B F O | E=
(NE=] - B
A, | B | = | O | E | F G

1 |Location BarTag Application Room Description EmployeeName

p g00 342824 850 ShMART BOARD

3 go0 342827 850 SMART BOARD

4 aoo 342826 450 SkART BOARD

] g00 365461 833311 LD BMOMITOR 12801024 GOIMNS, JAMES b

B g00 365960 93311311 LJd 22FFr4 12000F1 16kE GOIMS, JAMES b

7 aoo. 365949 933311 DCY30-3.0 805G HD1.0G CORM-ONVD GOIMNS, JAMES b

] g00 165070 872318 LJ dppm 600dpi REL 1MEB SFEMNCER, GaAIL

g goo 427275 95011318 E&400 160G HD 2.0G CDRW-DVD

10 g00  340s0z 950318 EXTERMNAL DISK DRIMWE SILva, RICHARD

11 g00 313824 8441401 COLOR INEJET FRINTER

12 aoo. 281602 910401 F4-2.66 40G HD 1G CORM OWD GF4 | STICE. SHERI L

13 g00 281603 910404 =GA MOMNITOR 125801024 STICE. SHERI L

14 g00 315949 91011406 =GEA MOMNITOR 125801024 GORDOM JR, MNATHAMNE
15 aoo. 191675 910 406 LJ Bppm B00dpi REt 24kHz2MB GORDOM JR, NATHAMN E
16 g00 335875 8501508 FRINTER LJ 22FFM 1200DF 16ME HEMNDRICESOM, FALIL
17 goo 335873 950 1508 HGEA MOMNITOR 125801024 HEMNDRICESOM., PALIL
15 g00 180332 8381515 LJ 8ppm B00dpi Ret 2MEB TOWLER, JAMNE bA

15 g00 252657 8381515 F3-933a 305G HD 256ME 1S CD

20 aoo. 281619 958515 F4-2.66 40G HD 1G CORMY DYWD GF4 JOHRMNSO0N, TERESA D
21 goo 254792 9331621 F3-933 30G HD £6EME IS CD ELAMTOM, BILLY L

ee go00 2491425 933M1621 SVEAMOMNITOR 12501024 ELAMNTOMN, BILLY L

23 aoo. 236959 906 1623 SWEA RMOMITOR 12801024

24 go0 254137 844 5904 SVEARMOMNITOR 12501024 FEMDERGRAZSE, SAMDY S
25 goo 207105 950 5904 F4-1.7 405G HD 51 2B |5 CD GF2 STEFAMN, PATRICIAT

pal ] go0 235019 844 5904 F3-933 30G HD £6EME IS CD

ev g00 35449491 9335904 LD BMOMITOR 12801024

28 oo 166309 70 CAFETERILA, FOINT OF SALE KEYFAD

28 go0 250842 870 CATERIMG 1306 F3-933 30G HD £6EME IS CD TYLER. KAREM A

30 g00 254135 870 CATERIMNG 1306 SVEAMOMNITOR 12501024 MURFHY, ZENOBIA

k) aoo 343439 a0 CONCESSIONS FOINT OF SALE

32 g00 343448 g70 COMNCESSIONS FOINT OF SALE

33 g0 34349 70 COMNCESSI0NS FOINT OF SALE

34 g00 343442 870 CONCESSIONS FOINT OF SALE

35 g00 343443 g70 CONCESSIONS FOINT OF SALE

36 00 343444 870 CONCESSIONS POINT OF SALE

37 g00 343445 870 CONCESSIONS FOINT OF SALE
(L H|\,I" Fixed Assets Mot _Scanned / |4|
Ready
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Sample Discrepancy Form

Gr5i2009

SCHOOL
TECHMICAL ASST. SIGNATL Ashley Katzenberger/h

Sheridan

INVENTORY DISCREPANCIES

Send Electronkcally DNLY

Directions Type any discrepandes for building inventory. Make sure wha vou wite iz understandable.

TAGH SERIAL # DESCRIPTION PROBLEM REQUESTED SOLUTIOHN IF APPLICABLE
401654 MLUFTS27 790 Projector Soanned not in F A& App 030 Room 2188 Meeds to be put in Sheridan F2
I76428|QBY07 2540227 W5 730M -3 Monitar Scanned not in FA 2pp 110 Room 37 Meeds to be put in Sheridan F2
I 2747|62TET Tripod Scanned not in FA 2pp 150 Room 37 Meeds to be put in Sheridan FA&
2353268|CNBRG15549 1200 printer Scanned not in FA 2pp 030 Room 514 Meeds to be put in Sheridan F2
4410390004557 4-258-251 345 Scanned not in FA Spp 118 Room 774 Meeds to be put in Sherdan FA
354616({00045574-259-372 945 Scanned not in FA Sop 118 Room 774 Meeds to be put in Sherdan FA
354617|00045574-253-265 345 Scanned not in FA Spp 118 Room 774 Meeds to be put in Sherdan FA
2374520302552 Belkin Soanned not in F A& App 115 Room 778 Meeds to be put in Sheridan F2
34143132410 5090 Document Cameta Scanned not in FA 2pp 090 Room 534 Meeds to be put in Sheridan FA&
363171[C 010093 Cart Scanned not in FA S0p 113 Room CARTI Meeds to he put in Shetidan F&
443594|CHNRXE3M1035 4250n printer Scanned not in FA 2pp 113 Room CARTI Meeds to be put in Sheridan F2
405570 CHMUES30Z0H 5430 laptop Scanned not in FA 200 113 Room CARTS Meeds to be put in Sheridan F2&
390075{CMRXT 03511 4230n printer Soanned not in FA S 113 Room JUPIT Meeds to he put in Shetidan F&
390077 |CHNRXS30702 4250n printer Scanned not in FA 2pp 113 Room SPUTH Meeds to be put in Sheridan F2
377924|C014890 Cart Soanned not in F A& App 140 Room WANGU Meeds to be put in Sheridan F2

MAT A Storage Arest CC1041 9 nvertory 08-09 - Inst'Susie's SchoolztSheridan'Sheridan 2 Discrepancy Fomm ds



Sample Mass Change Request

The request is required to be submitted in this
format in Excel.

Old vWalue MHews walue Field Changed

Badag =
12aq85 | BELUO EZ03 Room
2aeE7 | EZLD EZ0= Roaom
2daEsa7s | EZLD EZ0= Roaom
22165 | 2B P2 Roaom
25495 | 20 Pams, Room
g5z 16 | HEa Qa0 Application
ZFasgz2s | UZa Qa0 Application
azaaEz | 112 212 Application
azqs7a | 12L Q0s S chool
aneFes | 15 a0s Schoaool




Sample Principal’s Copy

Microsoft Excel - 3 final instructional.xls I

Mext | Erewousl Prlnt...l §etup...| Marglnsl PageBreakPreyewl Close I Help |

INSTRUCTIOMAL INYEMTORY
305009
14:41:24

Location 01 - ARMOLD MIDDLE SCHOOL

Biar Tag :'Euiding Dt Al cationd Application Mame Description i oclel Employes iE mployee Mame
35E544 SITCH
360359 CLASSROOM MANAGEMERNT SYSTEM

DIABLG 2300

LJ 22PPM 12000P] 16MB:LAN BP20

CART

CARTS -TY BRETFORD

CARTE ARG R AL BRETFORD

CARTS - ALDIO MSUAL (BRETFORD

CART - MULTIMED | A

CART - MULTIMED A&

PRINTER IBh 64004

KEROX DOCUMEMT CEM4325X

ASSETS TO AUCTION LDPLAYER FIONERZ400

131083 ASSETS TO ALICTION COMPOSITE T, RCAZE

27376 ASSETS TO AUCTION (S TP 1 S000P TRETIHP 5550

1 BEISE ASSETS TO AUCTION L. 33MHZ 12ppm B00dpi £HP M

151236 505 P U ASSETS TO ALICTION 486 DH2A0 2GHD 40MB MITS 486

1836721905 STOR, ASSETS TO AUCTION 0 1-5ppm 600dpi S12KBIHP B92C

A0 4 05 STOR, ASSETS TO ALUCTION D 1 -Sppm B00dpi 51208 (HP B90C

2813309055 ASSETS TO AUCTION SHDEQTY RCA 27

214097 (9055 ASSETS TO AUCTION 103.1-8PPM GOODP | RET iHP 840C

2120809055 ASSETS TO AUCTION 1J3.1-8PPM BOODP | RET iHP 840C

2126509055 ASSETS TO ALICTION 143.1-8PPM BOODP | RET :HP 840C

251055 ASSETS TO AUCTION 103.1-8PPM BOODP | RET ZHP 840C

27377005 ASSETS TO ALICTION 1J2-17PPM 12000F | RETIHP 5550

2924965 YEMDOR PICKED LIP P4.2 66 40G HD 1 CDRYP4-2 66

2092969 YEMDOR PICKED UP AGAMOMITOR 1280%102%S0OMIC 17

267446 YEMDOR PICKED LIP Pd1.7 400G HD S12MB |5 P41 7

267443 YEMDOR PICKED UP Pa4-1.7 40 HD S12MB |S eP4-1.74

120873 CANNOT LOCATE-INST LD PLAYER PIONERZ400

305308 CAMMOTLOCATE-INST RCAZT" DIAGOMAL TY iTY

209920 CAMNOT LOCATE-INST SHDEDTY TOSHIBA 32

214344 CANNOT LOCATE-INST YDEQ CONVERTER TWIEW GOLD

32 CAMNOT LOCATE-INST P4-3280G HD 1.0G COREP4-3.2

309515 CANNOT LOCATE-INST P4.3280G HD 1G CDRWP4-3.2

SHMES CAMNOT LOCATE-INST ERE00 1605 HD 1.0% CDREEE00-965

Preview: Page 1 of 36 M




Technology Equipment Move Requests

e 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)

e Campuses can also request removal of equipment.

e The moves are completed by staff and the new locations
of the assets are noted in the system.



Sample Move Request

Campus Name:

Drirections:

ELEMENTARY REQUEST FOR TECHNOLOGY EQUIPMENT MOVES 2000

Hancock Element =ry Approwed

Person Submitting Request:_ Di=ne Wingenbach Niode Mo egerjonr et mal be ar oved withoot oror
Cont=ct numbers: Foamuzd by Chresime Gamis

Date submitt ed Sr22rA00 Christine. Garciam@efisd.net

Completion Request date: 281-297- 5541

1 Attach a copy of the map u=s ed for mowve plan.
2 Enter the bartag of the equipment to be mowved.
2 Enter the type of equipment to be moved. This is the content area i.e. BiLingual Kindergaren, Life Skills, CEP.
4 Enter the room numberwhere the equipment to be moved is currenths located. Use the following method to describe room numbers.
= If the computers are in one isolated room, give 1 room number
= If the computers are bebween 2 rooms, give both room numbers.
= If the computers are atthe intersection of 4 rooms, give alld room numbers.
S Enter the room numberwhere the equipment i to be mowved using the same room numbering method as instep 2.
E K the equipment needs 3 new =etup, enter new content area.
T Contact wour technology helping teacher, Christine Garcia or Bedow Code ifwou need help.
2 For summer mowes, return request to Christine Garcia by Friday, June 5, 2003
han=ger D= 2 2 =2 4 =} =]
CFU or Prirter Monit or Current Content |Current | Mews M Status |[Cormments
Eartag Eartag [i.=. ZTEF] R rin &% R # Cont et
BTEEST 384753 17 | 2508
Project Hote= jeir=]= == 384754 17 | A508
FEgE0 3756 15 | 2505
pe ===} el il 12 | 2505
jeiry=1= == el =] 19| 224
ITEETS 384F50 19| 354
pei= = = 394752 2|=B
el == 2RSS0 20|2=B
o= =] FT0AZS S4B Life skil machine bring touch screen wvith.
ZETAES 4B
35S0 352 A 19
pei= =yeric] FOS22 == 19
BOSZTE FoS2a0 =B =0
Fro U pdated ZOSZTE F5291 =B =0
Drate: 395278 5052 2608 12
- Mot there 25010 S31909 2E08 12
bt M o [ b R e ] 174 ST e =i l=] AT




Challenges

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




Options and Futures

e Leverage the network and implement
network-based discovery and reporting of
the asset and its application.

e RFID tags on assets that are not on the
network to speed up the physical scanning
process.
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Inventory Basics

e 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.

e 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

e The scan gun input
screen Includes a field
for:

e The TAisissued 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.

Location number
Application code
Room number
Bartag

Serial Number
Description



Scanning cont.

e The location code, e If the assets Is not pre-
application code and loaded in the scan gun,
room number are the user Is prompted to
manually keyed in to visually verify the tag#
the scan gun. Then the and to respond Y or N.
barcode Is scanned. If This prompt also occurs
the barcode is missing, IS an asset Is scanned
the s/n can be scanned more than once.

and a description
entered for
Identification.



Scanning cont.

e \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

g Emmott Instructional : Database {Access 2000 file format)

[ open [bf Design mibew X 2 |

Ohbijects

] Tables

Queries

Farms
Feparts
Fages
Macros

Modules

Groups

@ Favarites

FEHHEHEHEHEHEHEHHEHHBHEHD

Create query in Design view

Create query by using wizard

a) FlAssets Report

b Rioom Mumber Discrepancies (FROM SCAMMED)
) 020's scanned or on Fixed Assets

di 022's (Picked up by wendar), scanned or on Prime
&1 A&dmin In Instructional

Fy Instructional In &dmin

7} Inst Application Discrepancies (FROM SCAMMED)
il Bartag Requests

i) Fixed Assets Mok Scanned

k) Scanned Computers 5+ wears old

[} Scanned 030's (Extra Equiprent)

m) Scanned Mot Showing in Fixed Asseks

o) AdminyInstructional Disc-don't use

pi Scanned Repark - don't use




Reconciliation cont.

e 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.

e The TA can also request a mass change If
there are a large number of assets/attributes
to be changed.



Reconciliation cont.

e 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.

e The final copy is examined and any other
discrepancies that surface can be addressed at
this time.

e 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.

e The TA returns this copy to Technology and
their inventory is complete.



ample 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.

INSTRUCTIORAL INVEMTORY

Qi21r2009

24707

Location 111 - LIEDER ELEMEMTARY

Bar Tag  Buiding D:2pplicatic 2pplication Mame Drescription ol ol Emplovee FEmMploves Mam e
367355 DCA30-3.0 505HD 1.0G CORW-DYD D45
447737 CPU WS
447754 CRO £
368744 ST CHB O [LE5-24
443233 AR -LAP 1131 AG Liaapp
447742 HLIB
4477349 HUB
447735 HUEB
447740 HLUB
447745 HUB
447744 HUB
EEveLs il
447736 HUE
447733 HUE
447746 HLEB
447741 HUB
447735 HUB
G54E0S CERTE T BRETFORD
958501 TABLE - COMPUTER
953027 CARTS-AY BRETFORD
Q57003 GP-CART -MULTIMEDA L2642
1458780 g4 L dppm 300cpi REL 1MB HP 4L 2187 PATER MARZELINE A
A020200CAFE TRIPP LITE INTERMET 720U TLITE 750U
424E80iIC AFE WE YPAD WICASH DR MAWER MNED
444004 ICAFE #5764 PRINTER 1320

361190:LIBR AR Y SIDER OO M METWORK PRINTER LE ¥ AR
443889 PRING i LJ 22PPM 12000F | 16MB LAMN BP 20
957003 TECHMOLOGY GP-CART -MULTIMEDIA

361189 KR M METWORK PRINTER LE K MARK
205936 10 22%ERDOR PICKED LIP XA MONITOR 1280X1024 WEONMIC 1T
395208 23CANMNOT LOCATEINST 24 PORT SWITCH HF 24T
Fo0209 200CARNOT LOCATEJMST 24 PORT S TCH HF =247
355207 25 CAMNNOT LOCATEJNET 24 PORT SWITCH HFS24T
361814 25CANNOT LOCATEJNST S TCHB O HF 55T
233825 2 25.CARNOT LOCATEJMNST S-DEO TV RCR ST
213367 2294 25ICANNOT LOCATE4NST | 3.1-8PPM E00DPI RET 2MB HP §40C
255409:298 25CANNOT LOCATE4NST S-YIDEO TV RCAZY




PUDs

e 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.



