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Introduction

As part of the 2003 Agency IT Strategic Planning process, agencies are required to maintain the technology portfolio by entering new assets or changes to existing assets that have occurred since the submission of Due Diligence data last year. The original Due Diligence database has been converted to a new web-based system called Asset Portfolio.  Information entered into last year's Due Diligence database has been migrated into the new system and will provide the basis for agency technology updates.  The new IT Asset Portfolio application provides State Agencies with an intuitive, easy to use interface allowing for quick identification and update of Asset Portfolio inventory data. 

The Asset Portfolio is a system that is an important component of the Commonwealth Technology Portfolio.     Information from the system will be used to:

· support both Commonwealth and agency IT strategic planning

· capture a current or “As Is” view of the Commonwealth IT architecture 

· facilitate migration planning towards a conceptual or “To Be” Commonwealth IT architecture 

· allow agencies to share information about their current portfolios 

· better inform the overall Commonwealth IT management process.
 For a complete overview of the Commonwealth Technology Portfolio, which Asset Portfolio supports, the following website is available for your review.

· http://www.ctp.virginia.gov/Strategic_Guidance.asp
During the Due Diligence effort in 2002, each agency appointed full-time Due Diligence Agency Leads responsible for the data collection effort in their agency.  While all data collection efforts will be coordinated through the Agency IT Resource (AITR), it may be helpful for the Agency IT Resource to appoint an Agency Portfolio Lead to assist in data collection efforts.  It is recommended that the Agency IT Resource involve the previous Due Diligence Agency Lead to assist in the same capacity this year.  If the Agency IT Resource prefers, a new contact may be named for this effort.  The Agency IT Resource should e-mail any new Agency Portfolio Lead names and contact information to assetportfolio@vita.virginia.gov.  Each agency head and Secretary will be asked to certify to the Secretary of Technology that the data collected and submitted is both accurate and complete.

In summary, the Asset Portfolio system is an Agency IT inventory system for the purpose of supporting the information about the IT structure of Agency Resources and their related IT asset data.  This system will be used for the continued support of ongoing and future IT initiatives.  The purpose of this training guide is to provide the details of updating the Asset Portfolio inventory data gathered from the Due Diligence effort.  Online instructions will be provided to the Agency Portfolio Leads assigned to update the Agency Asset Portfolio.  

The Workflow Process

Each agency will be responsible for updating and verifying the requested data.  A

web-based application is available for data entry and reporting.  The Asset Portfolio system's information is based on accessing, updating and reporting agency IT asset information.

· The system provides the ability for an Agency Representative to enter and update data for their agency.  

· The system will be available starting July 14.  Agencies will be notified if there are any changes to the dates and times.

· The system provides the ability for a VITA Representative to check off on a system that is ready to be certified.  This review process indicates that an Agency's data has been completed.

· The system provides reporting capabilities at both a detail and summary level for each asset category.  Prior to entering or updating agency information, agencies should print their summary reports to validate existing data.  

· The rule of thumb for all Assets collected through the Asset Portfolio Application:  Include all Assets that you own or that are leased/contracted outside of VITA.  

The Asset Portfolio's application workflow process can be described as a home screen sequenced with Asset categories.  Once logged onto the system, the AITR's Agency Information screen is displayed.  This home screen initially displays an Agency's physical location information.  

Once logged onto Asset Portfolio, a detail report can be generated in order to capture the 'as is' Asset Portfolio Agency data.  These reports will be useful when reviewing your agency data.  An agency Summary report will be available mid-July to facilitate the Asset Portfolio portion of your Data Certification process.

 

The first tab that is selected from the home screen is the Physical Location tab.  The agency's physical locations are displayed.  Any of the agency's building locations may be selected for updating.  If desired, new agency building information may be added under Add Asset Location button.  Over the past year, some locations may have been closed.  There is an option to flag those locations as closed.  This will be part of the update process.
 

The second tab that is selected from the home screen is the Business Applications tab.  This tab allows for the data entry (and update) of business applications owned by the Agency as well as those business Applications used but not owned by the Agency.  Within the Business Applications tabs are two sub-tabs:  Applications Owned by Your Agency and Applications Owned, but not used by your Agency.  Within the Applications Owned by Your Agency sub-tab, additional data entry tabs allow for more detailed entries into the Asset Portfolio database about these applications.  The data entry tabs are: Core Business Activities, Servers, Tools Used, Languages Used and Databases Used.

 

The third tab, External Contract Services, is available for updating and maintaining new or existing contracts with external service providers.  External Contracts does not include VITA contracts. The details within this tab include contract information including the service provider's name, contract number, contract end date, annual cost, number of renewals, renewal periods remaining, the effective date as well as an area for entering in comments.  A data entry screen for information on  Service Families is available from within the External Contract Services tab.  The IT services within the agency have been sectioned into sub-groups based upon Services, known as Service Families.  The Service Families are categorized as Business Services, Computing Platform Services, Network Services, Video Services, Desktop & End-User Services, e-Government Services, Knowledge Systems Services, and Voice Services.  This allows for the identification of the service family the External Service Contract is for.  This information, once entered, is saved in the Asset Portfolio database.
 

The fourth tab available from the home screen is for Billing.  Data relative to billing information for this agency location is detailed here.  The billing data was captured January, 2002. 
The fifth tab, Software Standards, is available for the purpose of allowing each Agency to update Asset Portfolio with information about that location's software.  Within the Software Standards the following sub-tabs are used to enter software data for various software categories.  The sub-tabs are Desktop, Server, Database, E-Mail, Personal Productivity and Development Standard.
Finally, there is a sixth tab and the final step in updating the Asset Portfolio database, Lock for Approval.  This tab allows for the agency's Asset Portfolio data to be locked in order to review the Agency's data prior to submitting the Agency's Asset Portfolio to be certified.  

Logon To Asset Portfolio

Users of the system must have Microsoft Internet Explorer V6.0 or above.  Logon to the Internet using Internet Explorer and entering the following web address:  

http://www.ctp.virginia.gov/Strategic_Data.asp
or via

http://www.ctp.virginia.gov/tools.asp
From the next information/welcome screen at the CTP website, find and select the option to update ASSET PORTFOLIO.  Upon selection, the following screen will display with the Asset Portfolio login screen.  
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Enter the LOGIN ID (your e-mail address).

Enter the Password for your login id.

Select the Logon button to complete the login process (please note, you will be forced to change your password). 

The Asset Portfolio menu option screen is then displayed.
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Point and Click on the Asset Portfolio home screen to display the agency home screen.

CONTACT INFORMATION

If you receive an error, cannot logon or require assistance once Asset Portfolio System has gone into production, please contact the help desk at (804) 786-3932.

Agency Information

Upon successful logon to Asset Portfolio, the Agency Information home screen is displayed.  The system is set up to identify your agency in Asset Portfolio based upon your logon id and password.  

The first step after logging onto Asset Portfolio and prior to updating your agency data is to generate reports for your Agency Asset Portfolio in order to capture the 'As Is' data prior to updating.   These reports will be useful when reviewing your agency data.   Please refer to the 'Reporting' section of this manual.

Asset Portfolio home screen
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                      Agency Information (the home screen)

The displayed AGENCY INFORMATION home screen is the main data display for agency specific information within the Asset Portfolio system.  Online instructions have been posted for ease of use.  
Agency Code:  
Your agency code (determined by your Asset Portfolio logon id) is displayed.  For some agencies, there may be a drop down menu option to the right of the field indicated by the ellipses [image: image5.png]2]l AssetPortScreenShots.
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 button, when selected, a list of Agency codes is displayed.  

Agency Name:
The name of your agency is displayed here.  For some agencies, there may be a drop down menu option to the right of the field indicated by the ellipses [image: image6.png]2]l AssetPortScreenShots.
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 button, when selected, a list of Agency names is displayed.  

Agency Information (2)
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Asset Portfolio home screen

There are five categories designated for data collection within the Asset Portfolio system.  They are Physical Locations, Business Applications, External Contract Services, Billing, and Software Standards.

Total Physical Locations:  A display only field indicating the number of physical locations for the  

      agency.

Select a District:
The ability to organize agency data by districts is available within 

the Asset Portfolio system. This feature is purely optional and not required for an agency. For large agencies with many offices, and many people keying data, it may be easier to organize those offices by district. Select from the drop down list by  clicking on the down arrow, a display of physical locations by district appears.

Physical Location 

Location references the street address and associated details for a particular building for an agency.  Locations must meet one or more of the following criteria:

· Any location with assigned IT personnel

· Any location with any type of server

· Any location with a telephone switch (e.g. PBX, Key System, ACD, etc.)

Any location with a dedicated data circuit (excludes dial-up) not billed by VITA
Physical Location is the first tab displayed on the Agency Information home screen.  Before any data entry can be performed, the Agency Code and Agency Name must be displayed at the top of the screen.

 NOTE:  There may be PAGES of locations - please utilize the scroll arrows as well as the Select a District options to display all locations that can be updated.  
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Asset Portfolio (Physical Location tab)

The Physical Location screen will display a list of agency locations to modify.  If no agency locations exist, you can add a location for your agency by using the Add Asset Location for this Agency data entry screen.

To add a location for this agency, point and click on the Add Asset Location for this Agency button icon.  This selection will then display the Physical Location - Add screen.

OR

To update a physical location listed on the Physical Locations tab, point and click on a selected numbered entry.  Once selected, the update data entry screen will display with that physical location's data.

If an agency further defines their location by Districts, point and click on the District field's arrow button to display a drop down list of District offices.  Highlight to select the District to update.

Physical Location - Add

A new physical location can be added for an agency.  The information presented in the Asset Portfolio's physical location data entry screen pertains to the one physical location that you are referencing within the named building.  
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Physical Location - Add

NOTE:  If an agency has a campus environment, a physical location is the street address for each building within that campus, unless the campus could be considered a 'single-agency' campus where the buildings that meet the criteria could be reasonably aggregated as one location.  

Building Name:
A drop down list is available containing known physical locations for state agencies.  Point and click on the 'ellipses' button icon to display a drop down list of the available buildings.  Highlight to select the building name.  If the building is not listed, then type the building name to enter the data into Asset Portfolio.

Street Address 1:
Enter the building location's street number and street address contained in the building's physical location.   

Street Address 2:
Enter any additional addressing information for this building's physical location.

City:
This field represents the city name of the Physical Location that you are adding.  Enter the city of the agency's physical location.

State:


Enter the state where the agency's Physical Location is.




The state name should be completely spelled out.

Zip Code:
Enter the zip code of the address for the Physical Location address that is being added to the Asset Portfolio.

District ID:
If adding a district office, point and click on the Ellipses icon to select from and existing District, or select the Add a District button to add a new District.

Physical Location - Add
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Physical Location - Add

Is this Location 

Owned or Leased?:
Select from the drop down list either 'Owned' or 'Leased'.  

Note:  Leasing information is not required for state owned locations because it does not apply.

Facility Lease

Termination Date

Prior to:
This date represents the ending date of the Physical Location asset's lease PRIOR to 7/1/2004.  If this asset is not being leased, tab to the next field.   Point and click on the calendar icon to select a date.  Point and click on the corresponding Lease Termination date.

Penalties for Facility 

Lease Termination:
Penalties indicate what happens if the conditions of the lease are not met.  This field is a free form data entry comment box that allows you to enter in (as you would in a Word Document) information relative to the conditions of the Physical Location asset's lease.  Once completed, tab forward to the next field.

Cost Per Sq. Foot

for the building:
A numeric field representing the actual cost (expense) per square foot of the Physical Location asset.  Once entered, tab to the next field.

Agency Location

and Physical Location

Comments:
Two free form data entry fields used to note any supporting information that pertains to  the Physical Location asset information for this entry.  

IMPORTANT
Click on 'OK' to save or 'Cancel' to clear screen.

Physical Location - Update

By system design, a Physical Location must be added, and then selected for maintenance before the sub-details about the physical location's assets can be updated.  To update a physical location, select from the list by clicking on the number associated with the physical location to be updated.
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Once the desired location has been selected, the following maintenance screen is displayed with information about the Physical Location within the Location Details sub-tabs.

When a Physical Location has been closed

If in the past year, a location has been closed, use the CLOSE checkbox to indicate that a location has been closed.   This option is used in the updating of an existing physical location.
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Computer Rooms sub-tab


A computer room is defined as a room that houses servers, mainframes or midrange computers that have the following characteristics:

· At least 100 sq. ft of floor space

· Separate climate controls for temperature and humidity

· Electrical connections adequate for multiple computing devices

Online instructions have been provided on data entry screens to assist in the clarification of data entry fields.  When updating an asset location's computer room data, click on the Computer Room sub-tab within Location Details.  To add a computer room, click on the Add Computer Rooms for this location button.  When selected, the following data entry screen is displayed.
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Computer Room  - Add
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Computer Room Maintenance

Room Name Number:
Enter the Computer Room's formal name and/or number for update into the Asset Portfolio database.

Raised Floor Sq Ft:
Enter the sq. footage of removable flooring with space provided underneath for wiring access, air conditioning and/or water control.   Enter the Raised Floor area in Square Feet.

Non-Raised Sq Ft:
Enter in the Non-Raised Square Foot (not counted as raised flooring) area of the computer room.

Cost per Sq. Ft for the Room:
If a premium is paid for space used in the computer room, enter the annual cost per sq. foot for the premium portion only of the computer room here.

Comments:
This is a free form data entry field and any supporting information about the computer room is entered here.

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Computer Room - Update

A Computer Room asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  From the Location Details Computer Rooms sub-tab, look for the Computer Room on the selection list.  Point and click on the corresponding entries '#' to select for update.
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Once selected, the computer room asset is displayed on the computer room data entry screen.
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Update the computer room asset, then click on 'OK' to save or 'CANCEL' to clear data.

Servers sub-tab

 The Server tab, selected from the Physical Location Details screen, allows for the gathering of information concerning servers, midrange and mainframe computers at a specific location.  If you are using a workstation or other device as a server, report it as a server.  There are two areas of interest within the Server tab and are categorize with two additional sub-tabs:  Server Details sub-tab and Server Software sub-tab.  The following details the process of entering Server data for a physical location beginning with the sub-tab, Server Details.

Servers Details

 To begin working with a Server at this physical location, select the Server Details sub-tab in order to enter preliminary, detailed information about server(s).

When updating an asset location's server data, select the server to update from the server list.   To add a server, select the existing entry or use the Add Server for this location button.
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Server Details - Add

The Details sub-tab is requiring information concerning servers, midrange and mainframe computers at a specific location.  If you are using a workstation or other device as a server, report it as a server.   To add a server to a physical location and the Add A Server to this location button has been selected, the following screen is displayed.  There are four sub-tabs that categorize the various details about a server.  The four sub-tabs within Details are: Additional Information, Functions, Software and Business Applications.
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Server Name:
Enter the Server's identifying name by which the server is commonly known for update into the Asset Portfolio database.

Use Type:


Click on the arrow icon to view the drop down list.  Server assets 

are categorized based upon the four server sizes:

Server assets are categorized based upon the four server sizes: (1) Group - A group server supports up to 50 concurrent end users; (2) Department - A department server supports up to 250 concurrent end users; (3) Enterprise - An enterprise server supports up to 1000 concurrent end users; and (4) Large Enterprise - A large enterprise server supports more than 1000 concurrent end users.  These servers can support single or multiple functions including file/print, application, e-mail, communication, utility, and intranet services.  Exclude Internet servers used by external customers, externally application servers, and process control devices.  Clustered servers are each entered as a single server but must be sized appropriately to the number of users being served.  Exclude servers that are used as a process control devices, as well as servers that are in staging but have not yet been deployed.



Model Name:
Enter the Server model name and/or Server number.

Server Details - Add (2)
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Operating System:
From the available drop down menu (point and click on the arrow to activate the drop down menu), select the server's operating system.  If 'Other' is selected, a description field is generated allowing for the data entry of the Server's Operating system.  If the operating system is not on the list, please call the VITA help desk.

Computer Make:
Select the computer make (vendor name) from the drop down list by selecting the arrow icon and highlighting the server's computer make.

The following is a checklist about the Server.
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  Is the server in Production?
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  Is the Server shared with other agencies?
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  Delete Record?

Point and click to mark the box if answer to a question is 'YES'.  Otherwise, leave the box blank.  To delete this server asset, point and click on the box to activate the 'Delete Record?'.

Comments:

A free form data entry field used to provide any supporting 

documentation about this server(s).

Serial Number:

Enter the serial number of the Server box.

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Server Details - Additional Information
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Is this Server

Owned or Leased:
Point and click on the arrow to activate the drop down list.  Highlight Owned if the Server is owned by your agency, Leased if this is a leased server. 

 Lease

Termination Date:
Point and click on the calendar icon and select the corresponding date 

(Server Lease Termination Date) to select for entry into Asset Portfolio.

Penalties for Server

Lease Termination

Date prior to:
Please estimate the monetary penalties associated with terminating the lease as of the displayed date.  For small agencies, this date will be 01/01/04.  To medium size agencies, this date will be 07/01/04.  For large agencies, this date will be 01/01/05.  

Purchase Year:
Enter the four-digit year representing the year the server was purchased. 

Cost Per Unit:
The actual unit cost (whole number) per Server.

Annual Maint.

Warranty cost:
Enter the cost (whole number) for the yearly maintenance / warranty.

Server Details - Functions
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To select the Server function to add (or update) Point and click on:

Server Function:   Click on the ellipses icon to view an options list of Server Functions.  Highlight 

the server function on the list and click to select.

Description:
A free form data entry field used to enter descriptive comments about the Server functions.

	# (row to update)
	Server Function
	Description

	LAN01 example
	PRINT
	A print server
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Server Details - Software

The Software sub-tab allows for the data entry of software that runs on this Server.  Select the 'ADD Software for this Server' button to add software entries or to update update existing software entries, select from the list.
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When the 'ADD Software Server' button is selected, the following data entry screen is displayed.
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Server Details - Software (2)
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Server:
The server currently being updated is automatically displayed in this field.  The drop down list includes the other servers that can be updated while in this Server Software update screen.

Software:

Select from the software list, (a) software that is resident on the server.

(To add multiple software to this server, this process will need to be repeated (Select Server to update, Select resident Software).

Vendor:

Select the Vendor for this software using the drop down list.

Version:

Key in the software version for the selected software.

Check Box:
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  Is this software in production?

Point and click on the box to indicate (check) that the software is in production.

Quantity:

Enter the number of (this) software resident on the server.

A check box is displayed, that when it is selected, it indicates that this is a 'true' or 'yes' condition.

Check Box:
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  Delete Record?

Point and click to indicate deletion of this server software from the Asset Portfolio.
Server Details - Software (3)
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License Type:

Point and Click on the arrow to activate the drop down list. 




The choices include for license type:  





Per CPU





Per Enterprise





Per Seat





Per Site

Other (if selected, a free-form DESCRIPTION field is displayed allowing for additional information to be entered)

Per Seat License

Count:


Key in the appropriate licensing / seat number for this Server Software.

The Per Seat License Count is looking at how many seats or concurrent logins are supported for any of the different license types.

Is this Server Software

Owned or Lease:
Using the drop down list, choose either 'owned' if this is a state owned asset or 'leased' if this is a leased asset.
 Lease

Termination Date:
Point and click on the calendar icon and select the corresponding date 

(Server Lease Termination Date) to select for entry into Asset Portfolio.

Penalties for Server

Software Lease Termination

Date prior to:
Please estimate the monetary penalties associated with terminating the 

lease as of the displayed date.  
Annual Lease Cost:     Enter the annual cost associated with any lease for the equipment. 

                                      Costing information in Asset Portfolio is for whole numbers (no cents).

Purchase Year:            Enter the four-digit year that this server software was purchased.

Cost Per Unit:

Costing information in Asset Portfolio is in whole numbers (no cents).  

Enter the yearly maintenance costs associated with this Server Software.

Annual Maintenance

Cost:


Enter the yearly maintenance costs associated with this Server Software.

Comments:

A free form data entry field allowing for additional information about this 

server software.

Server Details - Business Applications

[image: image32.png]rosoft Internet Explorer

Ghack v+ > - @ [0 Q| Qearch Gravortes Bivieds (3 |B- S H R

Aderess [&] https:/assetportfolio.via.vrgiia.goviindex jsp

Servers - Maintenance - 412

H| 0
Operating System: | =]  Computer Make:

7 Isths server in procuction? 7 It Server shared with ofter agencies?
Comnerts: S R

T Delete Record?

“*At least one Function per serverimainframe is required.*
**Include all Licensed Software.*

AddtonalInformation | Functions | Software |  Business Applications

[E] | businessapplication  Acromm Business Owner OwnerPhone  CoTs
| fcommonweath Accounting Manager of Genersl
| Financiel nformetion Technical Services
Flisao FIos Manager Lz N
Divsion o Chid
|Automate Program o
R S S e N

[commonweatt eareted o Manager of Payrol

[Payrolland Personnel Sys. Operations fuaz2gaTs v N

Bws Erie Potter enizseases N N

Display only. Return o the home screen , click Business Applications Tab to update.

0K Cancel

Eloome

(2 [@ nternet




This sub-tab is used to identify business applications currently used by this agency's server.  What you see here is only a display of which Business Applications are on a server.  This information is useful in knowing what is running on a server prior to deleting a particular server. 

Server Details - Update
A Server asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  From the Location Details Server sub-tab, look for the Server on the selection list.  Point and click on the corresponding entries '#' to select for update.
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Once selected, the server asset is displayed on the computer room data entry screen.

Update the server asset, then click on 'OK' to save or 'CANCEL' to clear data.
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Server Software

The Servers tab within Physical Location Details, is categorized by two sub-tabs:  Server Details and Server Software .  Upon completion of entering the Server Details data, view the Server Software sub-tab to view a current summary of all the Servers and Server Software for this physical location.
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Peripherals sub-tab

In Asset Portfolio, peripherals are all those peripherals that are not in the category of shared enterprise devices.  When updating an asset location's peripheral data, include all assets that you own or that are leased/contracted outside of VITA.  Click on the Peripheral sub-tab within Location Details.  To add a peripheral, select the existing entry or use the Add Peripheral for this location button.
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Peripheral - Add
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(e.g.,digital camera, printer, projector, scanner.)

aut [
[V Check this box if the periphersl is in production.

Isth Periphoral owned or leased? [ 3]

Peripheral Lease Termination Date: B

Penatties for Peripheral [ ]

Lease Termination Date prior to
L]

Annual Lease Cost:

Purchase Vear:

Total Purchase Cost:

T Delete Record?

‘K’ - saves your changes and closes form
cancels any changes and closes form

0K Cancel
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Peripheral Make:
Click on the arrow icon to view a menu of peripheral make options.  Highlight and click on the desired selection for data entry into this field.  The 'OTHER' option is available which when selected, will allow for a Description entry to be made in the data entry field only displayed when 'Other' is selected.

Peripheral Type:
Click on the arrow icon to view a menu of peripheral type options.  This indicates the type of hardware that this peripheral is.  Highlight and click on the desired selection for data entry into this field.  The 'Other' option is available which when selected, allows for a Description entry to be made in the data entry field only displayed when 'Other' is selected.

Quantity:
Numerical entry indicating how many of these peripherals are located at this Physical Location.

Model Name:
This is a free-form data entry field indicating the model name for this peripheral.

Use Type:
Click on the arrow icon to view a list of options related to the users of this peripheral.  Highlight and click the list option to select for data entry into this field.

Enterprise - An enterprise printer/plotter is a specialized, high capacity printer serving a large number of users or large production print volumes.

Department - A departmental printer/plotter is a typical network printer serving a group or department with low to moderate print volumes. Its main function is supporting user print requirements.

Personal - A personal printer is a non-networked, non-shared printer. Personal:  For example, developers have a server in use but not in production or housing other production applications.

Peripheral - Add (2)
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Definition: Specify the current quanity of peripherals by type for this location.
Peripherals include: All non-shared devices which can be plugged into a computer
(e.g.,digital camera, printer, projector, scanner.)

aut [
[V Check this box if the periphersl is in production.

Isth Periphoral owned or leased? [ 3]

Peripheral Lease Termination Date: B

Penatties for Peripheral [ ]

Lease Termination Date prior to
L]

Annual Lease Cost:

Purchase Vear:

Total Purchase Cost:

T Delete Record?

‘K’ - saves your changes and closes form
cancels any changes and closes form

0K Cancel
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Check Box:
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  Is the server in Production?





Point and click to mark that this peripheral is in production.

Is this Peripheral owned

or leased?:
Point and click on the arrow for display of the drop down list.  Highlight to select 'owned' or  'leased' for this peripheral.

Peripheral Lease

Termination Date:
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icon to display the calendar.  Point and click to select the peripheral lease termination date for this peripheral asset.

Penalties for Peripheral

Lease Termination

Date prior to:
Enter information about this leased asset as it relates to Peripheral Lease Termination Penalties.

Annual Lease Cost:
A whole number entry indicating the annual lease cost for this peripheral.

Purchase Year:
Enter the four digit year that peripheral was purchased.

Total Purchase Cost:
Enter the whole number for that represents the total cost (of the quantity of this peripheral).

Check Box: 
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  Delete Record?  Point and click to select this option indicating that this record (Peripheral) will be deleted. 

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Peripheral - Update

A Peripheral asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  From the Location Details Peripherals sub-tab, look for the Peripheral on the selection list.  Point and click on the corresponding entries '#' to select for update.
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Once selected, the peripheral asset is displayed on the peripheral data entry screen.
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Definition: Specify the current quanity of peripherals by type for this location.
Peripherals include: All non-shared devices which can be plugged into a computer
(e.g.,digital camera, printer, projector, scanner.)

B
[V Check this box if the periphersl is in production.

Isth Periphoral ownet o leased? [Ceased 3]

Peripheral Lease Termination Date:

Penalties for Peripheral
Lease Termination Date prior to
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Purchase Vear:
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Update the peripheral asset, then click on 'OK' to save or 'CANCEL' to clear data.

PCs sub-tab

PCs to be updated in Asset Portfolio include desktops and portables.  Seat Management PC assets are included in Asset Portfolio.  When updating an asset location's PC data, include all assets that you own or that are leased/contracted outside of VITA.  Click on the PCs sub-tab within Location Details.  To add a PC, select the existing entry or use the Add PC for this location button.

[image: image44.png]icrosoft Internet Explorer

=181

Ghack v+ > - @ [0 Q| Qearch Gravortes Bivieds (3 |B- S H R

Computer Rooms

PC's at this Location

Servers | Peripherals

PCs | Hetworks

Telca Services

Telco Equipment

Shared Enterprie Devices

[

Add PC's used by this Location

Make
B

OwnedlLeasediOther

Owned

wioo

Model

0

Quantity

Eloome

0K Cancel

Adiress [ hutpjmisweb:5080]Testingjcst_Flesource_hander.jsp7objd=280025 =] @oo |unis 7
P al Locatio a a X
R|e H| 0
sweCodesia GostpersaFootfor the Building: 0 2
Zocodefprie gency Losation Comment [TEST DATA =
Oistict o [VOHFEALTHDISTRICT -RICHI =] | Add o District
I crecki Location s Closea Physical Location Commert: [TEST DATA. -
Location eta

Local ntranet




 PCs - Add

PCs to be updated in Asset Portfolio include desktops and portables.  Seat Management PC assets are included in Asset Portfolio. 

 Select the Add PCs to this Location button to activate the PCs - Maintenance screen.  Once selected, the following data entry screen is displayed:
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Definition: Specifiy the quanity of desktop and portable computers, by type, for this location.
Mablie computers include laptops and handheld devices (e.g., PDA's, Blackberry Handhelds).

PC Lease Termination Date:

Computer Make:
Model Hame:
Operating system:
PCType:

B —

s this PC(s) owned or leased?

Penalties for PC Lease
Termination Date prior to

|

Annual Lease Cost
Purchase Vear:

Total Purchase Cost:

T Delete Record?

0K Cancel

‘K’ - saves your changes and closes form
“Cancel’ - cancels any changes and closes form
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Computer Make:
Click on the arrow icon to view a menu of computer make options.  Highlight and click on the desired selection for data entry into this field.  The 'Other' option is available which will provide a Description field allowing more detailed information about the 'Other' Computer Make.

Model Name:
Key in the model name for this PC asset. 

Operating System:
Click on the arrow icon to view an option list of operating systems.  Highlight and click on the desired selection for data entry into this field.

PC Type:
Select 'Desktop' or 'Portable' from the drop down list.

Quantity:
Enter a number representing how many of these PCs are located at this physical location.

PCs- Add (2)
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Definition: Specifiy the quanity of desktop and portable computers, by type, for this location.
Mablie computers include laptops and handheld devices (e.g., PDA's, Blackberry Handhelds).

PC Lease Termination Date:

Computer Make:
Model Hame:
Operating system:
PCType:

B —

s this PC(s) owned or leased?

Penalties for PC Lease
Termination Date prior to

|

Annual Lease Cost
Purchase Vear:

Total Purchase Cost:

T Delete Record?

0K Cancel

‘K’ - saves your changes and closes form
“Cancel’ - cancels any changes and closes form
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Is this PC(s) owned or

leased?
Click on the arrow to display the drop down list.  Highlight to select if the PC(s) are 'Owned' or 'Leased'.  If 'Leased' is selected, the PC lease Termination Date and PC Lease Termination Penalties become required fields.

PC Lease

Termination Date:
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icon to display the calendar.  Point and 

click to select the PC lease termination date for this peripheral 

Asset.

Penalties for PC Lease


Termination Date prior to:
Enter information about this leased asset as it relates to PC Lease Termination Penalties.

Annual Lease Cost:
A whole number entry indicating the yearly lease cost for this peripheral.

Purchase Year:
Enter the four-digit year indicating the year this PC asset was purchased/leased.

Total Purchase Cost:
Enter the whole number representing the quantity's total cost.

Check Box:
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  Delete this Record?

Point and click to mark the box indicating that this PC asset is marked for deletion from the Asset Portfolio database.

.

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

PCs - Update

A PC asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  PCs to be updated in Asset Portfolio include desktops and portables.  Seat Management PC assets are included in Asset Portfolio.  From the Location Details PC's sub-tab, look for the PC to update on the selection list.  Point and click on the corresponding entries '#' to select for update.
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Once selected, the PC asset information is displayed on the PC data entry screen.
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Update the PC asset, then click on 'OK' to save or 'CANCEL' to clear data.

Networks sub-tab

Information concerning networks at a specific physical location.  In this category, you will be asked to provide the following information:  

· Technology Type - select the topology type from a drop-down menu 

· Number of Ports Used - enter the number of active ports provided by the LAN service.  Some devices do not have ports which is why this is not a required field.

· Service Provided by your Agency?  - Please click on box to select yes.

When updating an asset location's Network data, click on the Services sub-tab within Location Details.  Within the LAN Services tab, there are two additional sub-tabs:  Services and Devices.  To update a Service for this Physical Location Asset's Network Services, select the Services sub-tab.
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Network Service - Add

To add a Network Service, the Add Network Services Used by this Location button is selected and the following Network Service - Maintenance screen is displayed.
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Network Technology Type:
Click on the arrow icon to view a menu of LAN Technology Type options.  Highlight and click on the desired selection for data entry into this field.

Check box:
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  Check if this Network Service is Outsourced?

This is a question about whether or not your Agency is providing the Network service.  The default is that this is your Agency's own Network Service.  Otherwise, if this service is provided by an external vendor/agency, point and click to mark the box if the answer to a question is 'YES'.  

Annual Cost:
Enter the yearly cost (no cents) associated with this Service.

Total Number of Users 

covered by this Service:
Enter the number representing the number in this user community using this service.

Comments:
A free form data entry field used to document supporting information for entry into the Asset Portfolio database.

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Network Service - Update

A Network Service asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  From the Location Details Service's sub-tab, look for the Service on the selection list.  Point and click on the corresponding entries '#' to select for update.
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Once selected, the Network Service asset is displayed on the LAN Service data entry screen.
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Update the LAN Service asset, then click on 'OK' to save or 'CANCEL' to clear data.

Devices sub-tab

A Network Device is any communications device necessary to support a LAN, WAN or Wirelass LAN infrastructure.  When updating an asset location's Network Devices data, include all assets that you own or that are leased/contracted outside of VITA.  Click on the Network tab from within the Physical Location's, Location Details screen.  Within the Network tab, there are two additional sub-tabs: Services and  Devices.  To update a Network Device for this Physical Location Asset's Service(s), select the Devices sub-tab.
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To add a LAN Device, select the existing entry or use the Add Network Devices for this location button.

Device - Add

A Network Device is any communications device necessary to support a LAN, WAN or Wireless LAN infrastructure.   Devices is relative to the Network Service's associated Devices (hardware).  Include all Assets that you own or that are leased/contracted outside of VITA.  
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Definition: A network device is any communications device necessary to support a LAH, WAN or WirelessLAN infrastruture.
Hetwork Devices Include: cabling system components that are not part of a state-owned building renovation or constrution project.
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Device(s):
Select from the drop-down option list of various device types for this Network Service.

Vendor:
Click on the arrow icon to view an option list of Vendors for this Network Service.  Highlight and click on the desired selection for data entry into this field.

Check Box:
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  Is this Device in Production?  Point and click to mark the box if the answer to a question is 'YES'.  Otherwise, leave the box blank.

Network Service:
Click on the arrow to display the drop down list, to select the Network Service that associates with this Server.

Network Technology Type:
From the drop-down list of Network Technology Types, select the topology type from the option list.  Note that in this example, the option 'Other' was selected which then automatically displayed a 'Description' field.  'Other' is used when the   Technology Type is not on the list and further explanatory details are necessary.

 Add - Device (2)

Devices are the hardware that are a part of the  Network Service.
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Definition: A network device is any communications device necessary to support a LAH, WAN or WirelessLAN infrastruture.
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Is this Network Device owned 

or leased?:
From the drop down list, highlight to select 'Owned' or 'Leased' for this device.  Selection of 'Leased' will require data entry of the Lease Termination Date and Device Lease Termination Penalties fields.



Network Device Lease

Termination Date:
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icon to display the calendar.  Point and click to select the peripheral lease termination date for this peripheral asset.

Penalties for Network Device

Lease Termination Prior to:
Enter information about this leased asset as it relates to Peripheral Lease Termination Penalties.

Annual Lease Cost:
A whole number entry indicating the annual lease cost for this peripheral.

Total Number of Ports:
Enter in the total number of ports for Network Device(s).  Include all Active Ports for Total Ports Used.  This includes ports that are attached to a physical device, and those that are wired, but do not have a physical device attached.  Special Note:  If you need to differentiate between the two categorization of Total Ports used for your own purposes, please feel free to use the comments box to make special notes as needed.

Number of Ports Used:
Enter in the number indicating how many active (used) ports.

Device Quantity:
If aggregate count, enter the number of network devices for this Network device entry.

Purchase Year:
Enter the four-digit year when device(s) were purchased.

Total Purchase Cost:
Enter a whole number indicating the total cost of quantity indicated.

Annual Maintenance Cost:
Whole number (no cents) entry on yearly device(s) cost.

Comment Text:
A free-form data entry field to allow for related Network device documentation for entry into the Agency's Asset Portfolio.

Check Box: 
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  Delete Record?  Point and click to select this option indicating that this record (Network Device) will be deleted. 

IMPORTANT 


Click on 'OK' to save or 'Cancel' to clear screen.

Device - Update
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To update a device, select from a selection list displayed in the window above.  

When a device has been selected for updating, the following update screen is displayed.
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Telco Services sub-tab

Information concerning any telecommunication circuits and services provided at a specific physical location that are not billed by VITA.  All telecommunications services billed by VITA will be captured directly from VITA and presented to the Agency for review.  Examples include all voice, data, and video services, both wired and wireless, including satellite, cellular, mobile radio, audio/video, broadcasting, etc.  

When updating an asset location's Telco Services data, click on the Telco Services sub-tab within Location Details. 
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To add Telco Services, select the Add Telco Services used by this location button.  

 Telco Services - Add

Information concerning any telecommunication circuits and services provided at a specific physical location that are not billed by VITA.  All telecommunications services billed by VITA will be captured directly from VITA and presented to the Agency for review.  Examples include all voice, data, and video services, both wired and wireless, including satellite, cellular, mobile radio, audio/video, broadcasting, etc.  
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Definition: Information concerning telecommunications circuits and services provided at a specific
physical location that are HOT billed by VITA. Al telecommunications services billed by VITA will be

captured directly from VITA and presented to the Agency for review.
Telco Services include: voice, data, and video services, both wired and wireless, satelite, cellular, mobile

Fadio, audiofvideo, broadcasting and the Internet, etc.
Collect and report all requested information REGARDLESS of funding source (e.g. federal funded services).
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Telco Provider:
Select from the drop down list the service provider for this Telco service. 

Telco Service Type:
Select the type circuit or service from the drop-down menu. 

Line Speed:
Select the speed of the Telco circuit or service from the drop-down menu.  Click on the arrow icon to view the drop down list for the list of Line Speeds to choose from.  Highlight and click on the desired option for data entry into this field.

Contract Expiration Date:
Click on the Calendar icon,[image: image66.png]rosoft Internet Explorer
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, to select the calendar date for this Telco Service's Contract Expiration Date.

Annual Cost:
Enter the yearly cost for this Telco Service.

Quantity:
Enter the number of this Telco Service(s) at this Physical Location.

Comments:
A free form data entry field used to enter supporting information for entry into the Asset Portfolio database.

Check Box:
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  Delete Record?  Point and click to select this option indicating that this record (Network Device) will be deleted. 

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Telco Services - Update

A Telco Service asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  From the Location Details Telco Equipment sub-tab, look for the Telco Service on the selection list.  Point and click on the corresponding entries '#' to select for update.
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Update the Telco Services asset, then click on 'OK' to save or 'CANCEL' to clear data.

Telco Equipment sub-tab

This information is concerning any telecommunications equipment provided at a specific physical location that is not billed by VITA.  Such equipment includes customer premises equipment such as PBX, ACD, Key Systems and IVR/VRU.  Also includes equipment for conferencing, audio/video, satellite and broadcasting.  This category excludes desktop telephones.  
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 Telco Equipment - Add

This information is concerning any telecommunications equipment provided at a specific physical location that is not billed by VITA.  Such equipment includes customer premises equipment such as PBX, ACD, Key Systems and IVR/VRU.  Also includes equipment for conferencing, audio/video, satellite and broadcasting.  This category excludes desktop telephones.  

To Add, select the Telco Equipment Used by this Location button and the following data entry screen is displayed.
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Definition: Information concerning telecommunications equipment provided at a location that is HOT BILLED by VITa.

Telco Equipment includes: ACD, Key Systems and IVRVRU, PB; audioivideo, broadcasting, conferencing and satellites.

Telco Equipment does HOT include desktop telephones.
Collect and report all requested information REGARDLESS of funding source (e.g. federal funded services).

Telco Equipment Type:
Manufacturer:
Model Hame:

Is this Telco Equipment owned or leased?

Telco Equipment Lease Termination Date:

Penalties for Telco Equipment

Lease Termination Date prior to

Annual Lease Cost:

Annual Licensing Cost:
Cost Per Uit

Humber of Active Ports:

Device Count;
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Telco Equipment type:
Select the type of equipment this Telco device is from a drop down list.

Manufacturer:
Select the manufacturer name from the drop down list.

Model Name:
Select from the drop down list, the model name for this Telco Equipment.

Is this Telco Equipment

owned or leased?:
From the drop down list, highlight to select 'Owned' or 'Leased' for this device.  Selection of 'Leased' will require data entry of the Lease Termination Date and Device Lease Termination Penalties fields.


Telco Equipment Lease
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icon to display the calendar.  Point and click to select the peripheral lease termination date for this peripheral asset.

Penalties for Telco 

Equipment Lease Termination

Date prior to:
Enter information about this leased asset as it relates to Peripheral Lease Termination Penalties.

Telco Equipment -Add (2)
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Telco Equipment includes:
Telco Equipment does HOT include desktop telephones.
Collect and report all requested information REGARDLESS of funding source (e.g. federal funded services).

(CD, Key Systems and IVRVRU, PB; audiolvideo, broadcasting, conferencing and satellites.

Telco Equipment Type:
Manufacturer:
Model Hame:

Is this Telco Equipment owned or leased?

Telco Equipment Lease Termination Date:

Penalties for Telco Equipment
Lease Termination Date prior to

Annual Lease Cost
Annual Licensing Cost:
Cost Per Uit

Humber of Active Ports:

T Delete Record?

0K Cancel

Eloome T





Annual Lease Cost:
A whole number entry indicating the annual lease cost for this Telecommunications Equipment.

Annual Licensing Cost:
Cost information (only whole numbers, no cents) on Telecommunications Equipment Licensing.

Cost Per Unit:
Enter in cost information (whole numbers) per unit (Equipment).

Number of Active Ports:
Enter in the number of active (Used) ports for Equipment. 

Device Count:
If aggregate count, enter the number of network devices for this Network device entry.

Comments:
A free-form data entry field to allow for related Network device documentation for entry into the Agency's Asset Portfolio.

Check Box: 
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  Delete Record?  Point and click to select this option indicating that this record (Network Device) will be deleted. 

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Telco Equipment - Update

A Telco Equipment asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  From the Location Details Telco Equipment sub-tab, look for the Telco Equipment on the selection list.  Point and click on the corresponding entries '#' to select for update.
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Once selected, the Telco Equipment asset is displayed on the Telco Equipment data entry screen.
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Definition: Information concerning telecommunications equipment provided at a location that is HOT BILLED by VITa.

Telco Equipment includes: ACD, Key Systems and IVRVRU, PB; audioivideo, broadcasting, conferencing and satellites.

Telco Equipment does HOT include desktop telephones.
Collect and report all requested information REGARDLESS of funding source (e.g. federal funded services).
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Update the Telco Equipment asset, then click on 'OK' to save or 'CANCEL' to clear data.

Shared Enterprise Devices sub-tab

Shared devices is any device that is on the network and includes information concerning Enterprise class devices attached to networks for shared use by servers and/or users.  Includes all Assets that you own or that are leased/contracted outside of VITA.  Examples include network attached storage devices, high capacity printers used for high volume, batch printing services, storage area networks, tape backup silos and tape cartridge subsystems.  

When updating an asset location's Shared Enterprise Devices data, click on the Shared Enterprise Services sub-tab within Location Details.  
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To add Telco Services, select the Add Shared Enterprise Devices for this Agency button.  

 Shared Enterprise Device - Add

Information concerning Enterprise class devices attached to networks for shared use by servers and/or users.  Examples include network attached storage devices, high capacity printers used for high volume, batch printing services, storage area networks, tape backup silos and tape cartridge subsystems.  This does not include typical workgroup printers and similar devices under $1,500 in value.  
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Device Type:
Select the type of shared enterprise device from a drop-down menu.  Click on the arrow icon to view an option list of Shared Enterprise devices.  Highlight and click on the desired selection for data entry into this field.

Model Name:
Please indicate the model name and/or number for the shared enterprise device.  Free Form data entry field for entry of the Shared Enterprise Device's Model Name.

Manufacturer:
Select the manufacturer for the device from a drop-down menu.  Click on the arrow icon to view an option list of Shared Enterprise manufacturer names. 

Quantity:
Numerical entry for the number of Enterprise Devices for this Physical Location asset.

Is the Shared Device

owned or Lease?:
Using the drop-down option list, select 'owned' if the Shared Enterprise Device is state agency owned or 'leased' if the device is leased.

 Shared Enterprises Device -Add (2)
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Enterprise Device Lease

Termination Date:
Click on the calendar icon to select the date indicating the Enterprise Device Lease Termination Date.

Penalties for Enterprise Device

Lease Termination Prior to:
Free Form data entry field used to enter supporting information about Enterprise Device Lease Termination penalties.

Annual Lease Cost:
Enter the numerical figure representing the yearly lease cost for this Enterprise Device.

Purchase Year:
Four-digit year representing the year this Enterprise Device was purchased.

Cost Per Unit:
Enter the cost per individual unit (whole number, no cents).

Annual Maintenance Cost:
Enter the yearly maintenance cost (whole number) for this Enterprise Device.

Used by:
You will need to select a shared by option from the drop-down menu. The options are server, user or both.  Select on the arrow icon for the drop down list of options.  Highlight to select this Enterprise Device's Use by option.

Comments:
A free form data entry field used to enter in supporting information about this Enterprise Device for the Asset Portfolio.

Check Box: 
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  Delete Record?  Point and click to select this option indicating that this record (Network Device) will be deleted. 

IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Shared Enterprises Device - Update

A Shared Enterprise Device asset already defined to Asset Portfolio for the Agency's Physical Location can be updated.  From the Location Details Shared Enterprise Device sub-tab, look for the Shared Enterprise Device on the selection list.  Point and click on the corresponding entry '#' to select for update.
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Once selected, the Shared Enterprise Device asset is displayed on the Telco Service data entry screen.
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Update the Shared Enterprise Device asset, then click on 'OK' to save or 'CANCEL' to clear data.

Business Applications

Agency acquired or developed strategic business applications or systems that may include multiple licensed software components as well as custom developed software.  Examples include Voter Registration System, Pavement Management System, etc.  Central systems (Enterprise Applications such as CARS, PMIS and ProBud should only be reported by the central agency that owns it and is not included in this list).

This tab is used to identify business applications currently used by this agency's physical location.  Point and click on the business application you wish to update or click on the Add Business Application for this Server button to a business application.  Note there are two sub-tabs within the Business Applications tab.  

The Applications Owned by your Agency sub-tab indicates all the business applications that are unique to this agency's physical location and used only for internal agency purposes.

The Applications Used, but Not Owned by your Agency sub-tab is used to indicate those business applications that are used by this Agency but owned by another (shared applications).   
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Business Applications Information with sub-tabs

Select the Applications Owned by your Agency or Applications Used, but Not Owned by your Agency tab to either add or modify your agency location's business applications.

Note:  The Sort 1 and Sort 2 drop down lists are sort options in displaying your business applications in the display window.  A display can be by Business Application or by Server.

Applications Owned by Your Agency sub-tab 

Agency acquired or developed strategic business applications or systems that may include multiple licensed software components as well as custom developed software.  Examples include Voter Registration System, Pavement Management System, etc.  The Applications Owned by Your Agency sub-tab allows for the detail data entry of the Agency's Internal Business Applications for that Physical location.  Within this sub-tab, there are five additional tabs that are used to help describe the Business Application's functional activities, development and support information.  The five sub-tabs are Core Business Activity, Servers, Tools Used, Languages Used, and Databases Used.

This section details the Applications Owned by Your Agency sub-tab data entry options.
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Business Applications Internal - Maintenance (Applications Owned by Your Agency tab)

Applications Owned by Your Agency sub-tab (2)
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Business Applications Owned by Your Agency

Application name:

The identifying name for this business application.

Application acronym:

Enter the business application's referenced acronym (if any).

Business Owner Name:
Enter the name of  business application's owning agency.  Use the official agency abbreviation (e.g. VITA).

Business Owner Phone:
Enter the telephone number of the Internal Business Application's named owner contact.  Include area code. 

Business Owner Phone Ext:
Enter Owner Phone Extension.  If not applicable, enter 'N/A'.

Developer name:
Enter the Application's developer's name (if known).

Technical Lead Name:
Enter the name of the technical manager for the application.

Technical Lead Phone:
Enter the Technical developer's telephone number (if known).

Technical Lead Phone Ext:
Enter the Technical Lead's Phone Extension.  If not applicable, enter 'N/A'.

Status:
Selecting from the arrow's drop down list, highlight the corresponding business application's operational status.  Status choices are as follows:


- Operational - application is currently in production with no plans to retire in the foreseeable future.


- Planning, Design or Development - application is currently not in production, but is in one of the project life cycle stages. 

Maintenance Type:
Point and click on the down arrow to display the list of maintenance types.  Highlight and click the maintenance type associated with this business application.

Implementation Year:
Enter the business application's (four digit) year that it was implemented.

Version:
Enter the business application's current version number.

Applications Owned by Your Agency sub-tab (3)
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Business Applications Internal - Maintenance

Client Name:
A free form data entry field used to indicate the Business Application's client name(s).

Security Description:
Enter any security measures the application utilizes. 

Comments:
A free form data entry field used to supply any additional requirements necessary for this Business Application for recording into the Asset Portfolio system.

The next three fields are checks about the Business Applications owned by the agency.  They are used as indicators relative to the agency's ownership, application's use, and the application's operational status.
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 Is this Business Application Shared?
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 Is this a COTS Application?

                                       [image: image88.png]


 Is this Business Application retiring?

Point and click to mark the box if the answer to the question is yes and applies to this agency's Internal Business Application.  Otherwise, leave the box blank for each question that does not apply to this agency owned Application.

Check Box:
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 Delete Record?
IMPORTANT

Click on 'OK' to save or 'Cancel' to clear screen.

Core Business Activity sub-tab

Business Applications are tied to Core Business Activities (CBA) and to servers.  

From the Business Application Information tab, the Core Business Activity sub-tab is selected in order to provide details about the agency owned business application's Core Business Activity (CBA).  All Business Applications are tied to CBAs and Servers.  Assigned Core Business Activities is a business process defined by DTP and DPB.  
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Business Applications -  (Core Business Activities sub-tab)

Select an existing Core Business Activity (CBA)  for this Business Application.  
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Core Business Activity sub-tab (2)

The data contained in the CBA is based on program activities designated in the Program Code. The Program Code structure and codes are under the supervision and control of the Department of Planning and Budget.   The Program code is a statewide activity classification used for the allocation of resources (the appropriation process) and expenditure (cost) information.  

The business activities associated with an agency's programs are described by functions and sub-functions within the Program Code.  These functions and sub-functions, which identify the major 'lines of business' for each agency, are the basis of the Core Business Activities.  Specifically, the following associations are established:  

· Core Business Activity Title - Program code function title

· Core Business Activity Description - Program Code function description

· Core Business Activity Sub-Function title - Program Code sub-function title

· Core business Activity Sub-Function description - Program Code sub-function description.

Each CBA is a combination of the associated Program Code function and sub-function. 
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:


Click on the box to indicate current row to update.

Sub-Function:
Select the 'ellipses' button to view the drop down list of available Internal Business Application's Sub-Function codes.  The Department of Planning and Budget's Program Codes describe the sub-functions.  If the sub-function necessary for this Internal Business Application is not included in this list, please select from the list - 'OTHER'.

Line of Business:
This field will auto fill upon selection of the Sub-Function.

Business Area:
This field will auto fill upon selection of the Sub-Function.

IMPORTANT
Click on 'OK' to save or 'Cancel' to clear screen.

Servers sub-tab

This Applications Owned by Your Agency sub-tab, Servers, refers to any server information tied (related) to this business application.  If this does not apply to this Internal Business Application, please skip to the next tab (Tools Used).
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          Business Applications -  (Servers sub-tab)
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:

Click on the box to indicate current row to update.

Using the 'ellipses' icon, select a server name from the drop down list displayed.  
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Server Lookup

Click on the desired server name then Click on 'Select' to enter or 'Cancel' to return and not select a server name. 

Tools Used Sub-Tab

Select the Tools Used tab to enter in information about the software used to support this Internal Business Application.  
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Business Applications -  (Tools Used sub-tab)
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:


Click on the box to indicate the current row to update.

Tools:
Point and Click on the 'ellipses' icon to view a drop down list of available data tools used to support this Internal Business Application.
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Tools Lookup for Business Applications

Click on the desired Tool name then Click on 'Select' to enter or 'Cancel' to return and not select a Tool name.   

Languages Used sub-tab

From the Business Applications Owned by the Agency, the Languages Used sub-tab is selected to enter information about the Business Application's software language used in development and support.  The following screen identifies the Languages Used sub-tab.
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        Business Applications - (Languages Used sub-tab)
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:


Click on the box to indicate the current row to update.

Languages:
Point and Click on the 'ellipses' icon to view a drop down list of available data tools used to support this Internal Business Application.
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Click on the desired language name then Click on 'Select' to enter or 'Cancel' to return and not select a language name.   

Databases Used sub-tab

From within the Applications Your Agency Owns tab, the Databases Used sub-tab can be selected.  This sub-tab is used to describe the database software used to support this internal business application.  Upon selection of the Database Used tab, the data entry screen is displayed:
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        Business Applications -  (Databases Used sub-tab)
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:

Click on the box to indicate the current row to update.

Databases:
Point and Click on the 'ellipses' icon to view a drop down list of available data tools used to support this Business Application.
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             Databases Lookup for Business Applications

Click on the desired database name then Click on 'Select' to enter or 'Cancel' to return and not select a database name.  

Applications Used, but not Owned by your Agency sub tab 

An Agency may use business applications to support their work functions that are External to the 

agency.  The Applications Used, but not Owned by your Agency tab is used to document all business applications used by the agency but are external to (or outside of) the agency.  Many statewide applications are shared among many agencies but owned and supported by one agency.  
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Under the sub-titled field, Business Applications, click on the ellipses button to select from an option list available Business Applications.
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Business Applications Lookup

Applications Used, but not Owned by your Agency sub-tab (2) 

Selection from the Business Applications Lookup list, displays the following updated information (for example, if CARS was selected).  The Acronym, Business Owner, Owner Phone, and COTS information is auto filled.  
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If the Business Application is not on the list, then key in the information about the Business Application as you would in a free form data entry field (also key in related data in the Acronym, Business Owner, Owner Phone and COTS).

Additional lines of data entry are provided for additional Business Applications entries if necessary.

Exit out of this data entry screen by choosing 'OK', 'SAVE' or 'CANCEL'.   Selecting 'OK' or 'SAVE' will save the current information to the Asset Portfolio database (''OK' will save the data and exit out of the Asset Portfolio application, SAVE' will save the data and continue to display the current data entry form).  The 'CANCEL' option will exit out of the application without saving any updates.

IMPORTANT

Click on 'OK' to save or 'Cancel' to exit Asset Portfolio.

External Contract Services

External Contracts are those with outside vendors.  This does not include VITA contracts.  Seat Management needs to be accounted for in Asset Portfolio.  The External Contract Services tab allows for the adding and updating of outside agency service contracts.  Click on the Add External Contract Services for this Agency button to add new entries for this location or click on a selected entry to update.
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              Asset Portfolio (External Contract Services tab) 

Add a new external contract by selecting the Add External Contract Service to the Agency button.


External Contract Services  (2)

The following data entry screens are displayed upon selecting the Add External Contract Services button.
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                         External Contract Services - Maintenance

Services Provider Name:
Enter the name of the external service provider (NOTE: only 

those External contracts not Billed by VITA).

Contract Number:
Enter the numerical contract number that provides formal identification of the contract.

Effective Date:
Usually the Contract's effective begin date.  Use the calendar icon to select the date for this field.

Contract End Date:
Click on the calendar icon to select a date indicating the END DATE for this contract of the External Contract Services asset.

Annual Cost:
The annual cost for the service.  In all cases use FY2002 (the year ending June 30,2002) data.  Where FY 02 cost data is expected to be materially different from FY 03, please indicate your FY 03 (year ending June 30,2003) estimate in the comments section. 

Number of Renewals:
This means that they are willing to pay $60,00 covering a 3-year period, for example, with a yearly renewal. (For example: renew each year at $30,000).  Enter what is indicated in the External Services Contract. 

Renewal Periods Remaining:  Enter the numeric number indicating how many more renewal periods are left on this contract.

Comments:
A free form data entry field used to enter in all additional supporting information about the External Contract Services asset.

Check Box: 
[image: image111.png]


  Delete Record?  Point and click to select this option indicating that this record (Network Device) will be deleted. 

Service Families 

Service Families indicate the category of service that this Service Contract is part of.  Attached to this Training guide is a list of Service Families.  The list is online in the Contract Service Family Name drop down list.
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Click on the box to indicate the current row to update.

Service Families:
Point and Click on the 'ellipses' icon to view a drop down list of available VITA Service Families.  The Vita Families are:


Business Services, Computing Platform Services, Network Services, Video Services, Desktop  & End-User Services, e-Government Services, Knowledge Systems Services


Voice Services

Contract Services Family:
Using the 'ellipses' icon to view the drop down list displaying the available Services Family options.  The following displays a sample of the drop down list.
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External Contract Service Family Lookup

Site License
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External Contract Service - Maintenance
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Click on the box to indicate the current row to update.

License Number:
Key in the External Contract Service's License Number.

Site License

Description:

Enter in a brief description in this Free Form data entry field.

Click on 'OK' to save current entries and return to the External Contract Services tab or 'Cancel' to exit out of Asset Portfolio without saving the current entry.

IMPORTANT

Click on 'OK' to save or 'Cancel' to exit Asset Portfolio without saving the current entry.

Billing

From the Agency Information home screen, a fourth tab is available called Billing.  The billing data has already been captured (January, 2002).  It has been migrated to the Asset Portfolio database and is displayed for each agency location.  It is used to enter updated fiscal information as it relates to billing data for this agency.  VITA will provide the Adjusted Cost Information (as it did in Due Diligence).

Select the Billing tab to display the following data entry screen.
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Asset Portfolio - Billing Information
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Click on the box to indicate the current row to update.

Fiscal Year:
Displays the fiscal year of costs.

Cost Type:
Displays what type of cost (service/equipment/etc.).

Actual cost:
Displays current information on the actual cost data.

Adjusted Cost:
Updateable field - if the actual cost needs to be adjusted, this is the data entry field to put the up-to-date information about cost.  Key in whole number cost (no cents).

Click on 'OK' to save current data entry information and exit the Asset Portfolio system, click on the 'Save' button to save the current data entry information and continue entering data into the Asset Portfolio system.  Click on the  'Cancel' button to clear the current data entry information and return to the Agency Information home screen.

Software Standards

The fifth tab shown on the Agency Information home screen is the Software Standards tab.  This tab details the agency's software standards used at this location. Information about your Agency's software Standards as it relates to computing standards for Desktop, E-Mail, Database, Personal Productivity and Server is required.   Upon selection of the Software Standards tab, the following screen is displayed.
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Click on the tab to update current standards for each category.

Software Standards:
Select the 'ellipses' icon to view the list of available software standards.  

For each Standard (Desktop Standard, Server Standard, E-Mail Standard, Personal Productivity Standard, Database Standard, Web Standard) there is an ellipses icon that can be selected to view the available options.  By highlighting an option, a standard is selected to complete the data entry for that field.

Select the supporting software standard and click on 'OK' or 'SAVE' to enter data into Asset Portfolio, or click on 'CANCEL' to clear current data entry screen.

IMPORTANT

Click on 'OK' or 'SAVE' to save or 'Cancel' to clear screen.

Lock for Approval

Reminder:  Generate Detail and Summary report for your agency Asset Portfolio and review before locking the Asset Portfolio database for your agency.

This option is only for use by the designated AGENCY AITR/Asset Portfolio administrator.

The sixth-tab shown on the Agency Information home screen is the Lock Data for Approval tab.  This tab is selected when the Asset Portfolio updates are completed for this agency.  This selection will activate the process of locking down the database for this agency location and allow for review prior to the actual certification of the data.

When this tab is selected the following screen is displayed:
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When the Lock Data for Approval is selected, the agency data is then locked from any further updates to the Agency's Asset Portfolio.

Reporting

Prior to updating the Agency Asset Portfolio database, it is recommended that the AITR produce both a detail and summary report for their agency.  If the reports are not available from the Asset Portfolio System, please submit an Asset Portfolio agency report request via the VITA help desk.

Deletes - When deleting an Asset

When deleting an asset, there needs to be an understanding of what happens in the delete process of an asset.  The following information categorizes that process and is provided for your reference.

Delete - Business Application

A Business Application can be deleted or marked as 'unused by agency'

The 'Delete Record' option can delete when the business application is NOT shared by other agencies.  When a Business Application is deleted, the following sub-categories are affected:


Core Business Activities (will be removed when Business Application is Deleted)


Servers Used (will be removed when Business Application is Deleted)


Tools Used (will be removed when Business Application is Deleted)


Language Used (will be removed when Business Application is Deleted)


Databases Used (will be removed when Business Application is Deleted)

Delete - External Contract


Server Families (will be removed when external contract is deleted)


Server License (will be removed when external contract is deleted)

Delete - Agency Location - Can only mark as closed


Computer Room (can delete)


Server (can delete)



Functions (will be removed when server is deleted)



Server Software (must be deleted to delete server)



Business Application (must be deleted to delete server)


Peripheral (can delete)


PC (can delete)


Network Service (can delete)



Network Device (must be deleted to delete Service)


Network Device (can delete)


Telco Equipment (can delete)


Telco Service (can delete)


Shared Enterprise Device (can delete)

Check if No Longer used by your Agency 

Cannot delete Business Applications if other agencies are using it.

No Longer Used by Your Agency (will be set to 'Y')

QUICK REFERENCE 

ASSET PORTFOLIO WEBSITE ADDRESS:  

http://www.ctp.virginia.gov/Strategic_Data.asp
or via

http://www.ctp.virginia.gov/tools.asp
Logging into Asset Portfolio:  

The standard format for Asset Portfolio Usernames is your full email address (i.e. jdoe@myagency.state.va.us) and a unique password. 

CONTACT INFORMATION:

If you receive an error, cannot logon or require assistance once Asset Portfolio System has gone into production, please contact the help desk at (804) 786-3932.

Process Steps:

This is the Asset Portfolio system, Part III of the Commonwealth Strategic IT Plan.    For a complete overview of the Commonwealth Technology Portfolio, which Asset Portfolio supports, please visit the following web sites:

· http://www.ctp.virginia.gov/Strategic_Data.asp
· http://www.ctp.virginia.gov/tools.asp
Reports:

The Reports page of the Asset Portfolio system should be used to preview and print components of the Agency's Asset Portfolio database.  Report development is currently underway and at a minimum, the detail reports will be made available.  Both sets of reports, the before-update version and after-update version will be presented to a designated QA resource for review.

The information contained within Asset Portfolio is considered "Governor's Confidential Working Papers" and should only be disclosed to individuals authorized to participate in the Agency IT Strategic Planning Process.

Note:	The 'X' allows for the deletion of the selected row.














NOTE: Arrow icons are available for scrolling through list(s).  Click on arrows to display next items on drop down lists(s).





 When selecting a Server Function, click on the Ellipses icon to view a list of Server Functions.  Point and click on the corresponding function to select.





Scroll using the arrow keys to view more servers.





Note: The 'X' allows for the deletion of the selected row.











Click on the desired database name then Click on 'Select' to enter or 'Cancel' to return and not select a database name.   











To update a server:  Point and Click on the number next to the server name you wish to update.





Click on check box to mark location closed.











Select number next to physical location to update





Point and Click on the corresponding computer room's '#'  to select for update.





Point and Click on the corresponding server '#'  to select for update.





Point and Click on the corresponding peripheral's '#'  to select for update.





Point and Click on the corresponding PC's '#'  to select for update.





Point and Click on the corresponding LAN Services '#'  to select for update.








Note: Selecting the 'X' will delete that row of data.





Point and Click on the corresponding Shared Enterprise Device '#'  to select for update.





Point and Click on the corresponding Telco Equipment '#'  to select for update.








Arrow icons, when selected, are used to scroll through lists.





Point and Click on the corresponding Telco Service '#'  to select for update.
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